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1. INTRODUCTION AND EXECUTIVE SUMMARY 

 
The report, which follows, presents the results of the organization and 

management analysis of the Community Development Department conducted by the 

Matrix Consulting Group.  

This first chapter introduces the analysis – outlining principal objectives and how 

the analysis was conducted – and presents an Executive Summary. 

1. AUDIT SCOPE AND OBJECTIVES. 
 

The project team conducted a comprehensive organization and management 

analysis of the Community Development Department’s existing operations, service 

levels, infrastructure management, and staffing levels. The analysis was to be fact 

based and include all aspects of service provision by the Department. The analysis 

focused on:  

• Organizational structure, including the division of labor and manager/supervisor 
spans of control; 

 
• Effectiveness of staffing and service levels including, but not be limited to, staff 

assignments, workload, training, and cost-effectiveness of service levels and 
service delivery; 

 
• Benchmarks and other objective indicators of program effectiveness.  
 

The approach of the project team in meeting this scope is portrayed below. 

• Develop an in-depth understanding of the key issues impacting the Community 
Development Department. The Matrix Consulting Group conducted interviews 
with Community Development Department staff at all levels of the Department. 
Interviews focused on goals and objectives, management systems, the use of 
technology, the levels of service provided by the Department, the resources 
available to provide those services, etc. 

 
• Develop a profile of the Community Development Department. The Matrix 

Consulting Group conducted interviews with Departmental staff and other key 
staff in the City to document the current organization of services, the structure 
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and functions of the Department, budgets, workload data, management systems, 
inventory of the infrastructure, etc. 

 
• Conduct a comparison of the Community Development Department program and 

practices to ‘best management practices.’  
 
• Conduct focus groups to elicit feedback from customers of the Department 

regarding the adequacy of the levels of service provided by the Department. 
 
• Evaluate the staffing, organization structure, and service levels in the Community 

Development Department. This included interviews with key staff to develop an 
understanding of the current service delivery model, evaluation of the adequacy 
of current service levels, work practices, work planning and scheduling systems, 
productivity and staffing levels, the plan of organization, and asset management. 

 
The objective of this assessment was to identify opportunities for improvement in the 

operational and economic efficiency of the Department and practicable opportunities for 

enhancing the quality of its product and services. 

2. THE COMMUNITY DEVELOPMENT DEPARTMENT EMPLOYS A NUMBER 
OF BEST PRACTICES. 

 
An organizational and management analysis by its nature focuses on 

opportunities for improvement. However, there are a number of strengths in the 

Community Development Department. Examples of these strengths are portrayed 

below. 

• Inspection requests are responded to by a Building Inspector within one workday 
of the request. Inspection requests are accepted until 6:00 AM of the day 
inspections are to be completed. 

 
• An automated voice-activated inspection request system is utilized to receive 

inspections with linkage to OBC. The City recently launched an internet based 
inspection request and tracking service for applicants. 

 
• Combination inspectors are utilized to respond to inspection requests. 
 
• The OBC permit information system is utilized to:  
 

– Accept and issue building permits 
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– Assure the status of each plan submittal is visible during the plan check 
process 

 
– Provide a database of inspection and plan checking service.  
 
– Enable all departments/divisions involved in the building permit plan check 

process to enter and retrieve data 
 
– Facilitate customer service through access to the internet. Customers can 

track plan review status, receive correction lists, and submit inspection 
requests on-line 

 
• Over-the-counter plan check service is provided five days a week. The counter is 

open during lunch and five days per week. 
 
• Simple trade, re-roof, re-plaster and sandblasting permits can be processed and 

issued via fax application. Data is not readily available for determining the 
number currently issued via fax as a percentage of total volume. 

 
• The Building Division will adopt the new I-Codes in November or December of 

2007. 
 
• 4 out of 5 plan review staff are State Licensed Civil Engineers. 1 out of 5 plan 

review staff has a State Architectural License. 
 
• The upcoming remodel of the permit center includes plans to create a one stop 

shop with representatives of all departments involved in the development review 
process in one location. 

 
• Joint work sessions of the City Council and the Planning Commission are 

conducted at least once a year. 
 
• The Zoning Ordinance is available on line as part of the Municipal Code. The 

Zoning maps are on line. 
 
• There is a General Plan update under way. 
 
• Minor Accommodations (10-3-3600), Track 1 Design Review, small signs (less 

than 20 square feet), have been delegated by the zoning ordinance to the 
“planning director.” 

 
• Residential Design Guidelines have been developed and adopted for single-

family design review. 
 
• The Planning Division uses categorical exemptions and mitigated declarations 

appropriately, 
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• The staff of Code Enforcement conduct twice yearly code enforcement sweeps 

of the entire City. 
 
• An administrative enforcement process is utilized that includes the ability of Code 

Enforcement Officers to issue citations, a 20-day appeal period, an independent 
hearing officer, abatements, property liens, etc. An effective process is in place 
for prosecution working with the City Attorney’s Office and the Municipal Court. 

 
• The City has recently conducted first-line supervisory training. 
 
• The City is in the process of developing a citywide employee performance 

management system. 
 
These strengths provide a sound basis for further enhancements. 

3. AGENDA FOR IMPROVEMENT OF THE COMMUNITY DEVELOPMENT 
DEPARTMENT. 

 
In developing recommendations for the improvement of the Community 

Development Department, the project team was guided by a publication of the American 

Planning Association entitled The Development Review Process: A Means To A Nobler 

and Greater End.1 The publication indicated that applicants want: 

• Predictability including clear expectations, no surprises, and a clear decision 
process with decision points; 

 
• Fair treatment with rules that are the same for everyone with the offering of trust 

to applicants by the City and the demonstration of trustworthy behavior by the 
City; 

 
• Accurate and accessible information that is easy to find and understand, with 

clear applicant requirements and standards; 
 
• Timely processing that establishes early tentative dates for hearings, 

guaranteed review turnaround times. And published commission and council 
meeting dates; 

 
• Reasonable and fair costs for application fees, impact fees, and development 

commitments; 
 
                                            
1 American Planning Association, Zoning Practice, The Development Review Process: A Means To A 
Nobler and Greater End, January 2005. 
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• Competent staff with a team that possesses a balance of “hard” technical skills 
and “soft” people skills; 

 
• Elegant regulations that fit the circumstances of Beverly Hills, are easy to 

navigate, are rational, and that contain desired outcomes not requiring 
“herculean” efforts top attain. 

 
The report itself contains over 160 recommendations. It is important for the City, as it 

begins to implement these recommendations, not to get lost in the volume and number 

of recommendations, but to focus on these themes.  

(1) Policy and Resource Recommendations That Should Be Addressed By the 
City Council. 

 
Three are a number of recommendations that can only be addressed by the City 

Council as the recommendations consist of policies or staff resources. These 

recommendations are presented below. 

• The City’s zoning ordinance should receive a comprehensive update upon 
adoption of the updated general plan; 

 
• Eliminate a Customer Services Supervisor position through attrition, and 

authorize a Permit Center Manager position in the Building and Safety Division; 
 
• Authorize a Principal Planner position in the Planning Division to manage the 

processing of land entitlement permits in the City’s permit center, but once the 
operation of the permit center has been established and policies and procedures 
firmly ingrained, eliminate the position through attrition; 

 
• A vacant Senior Planner position should be reclassified and upgraded to an 

Urban Designer position to upgrade the architectural and design review capacity 
of the Planning Division; 

 
• Commercial design guidelines should be developed; 
 
• The Architectural Commission and the Design Review Commission should be 

consolidated; 
 
• The City should increase land entitlement permit application fees by 23%; 
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• Authorize five Development Service Technician positions in the Building and 
Safety Division and eliminate four Customer Service Representative positions 
and the Engineering Permit Coordinator position through attrition; 

 
• Assess a technology maintenance surcharge fee on building permits; 
 
• Convert the Building and Safety Division to a special revenue fund; 
 
• A secretarial position should be authorized for the Code Enforcement Section so 

that a Code Enforcement Officer can be redeployed to the field; 
 
• The Community Development Department should install a mitigation monitoring 

program within the Code Enforcement Section for environmental impact reports 
and mitigated negative declarations, with the program supported by fees; 

 
• The Code Enforcement Section should charge a fee for home occupation 

permits; 
 
• The City should initiate a multi-family inspection program for residential nits with 

three or more units; 
 
• Fire plan check and inspection services and staff associated with new 

construction should be reallocated from the Fire Department to the Building and 
Safety Division; 

 
• A Systems Integrator position should be authorized for the Community 

Development Department for the support of information technology within that 
Department; 

 
• The Community Development Department should charge a document imaging 

fee; 
 
• The Transportation Division of the Public Works and Transportation Department 

should acquire and utilize a computer traffic model to facilitate traffic planning 
and travel demand forecasting; and 

 
• The Transportation Division of the Public Works and Transportation Department 

should prepare a transportation master plan. 
 
The most important policy that should be addressed by the City Council, from the 

project team’s perspective, is the streamlining of the land entitlement process. In 

particular, the delegation of authority to staff for approval / disapproval of minor 

architectural and design review applications is a critical need. 
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(2) Streamline the Land Entitlement and the Building Permit Processes 
 

PricewaterhouseCoopers developed a model, with the cooperation of the 

American Institute of Architects, to document the increase in local development activity 

and government tax revenues through more efficient permit processes.2 The specific 

findings of the application of this model are summarized as follows: 

• Permitting times will encourage economic development; 
 
• Permitting delays raise tenant costs both in new buildings and existing buildings; 
 
• With competition between jurisdictions for new development dollars, more 

efficient permit processes can attract investment from other areas; 
 
• Accelerating permit processes can permanently increase local government 

revenues; 
 
• Increased construction spending provides broader economic benefits; and 
 
• Because of the economic importance of investment in structures, even modest 

efficiency gains in permitting processes can have large impacts.  
 

The project team identified a number of opportunities to streamline and simplify 

the development review process. These opportunities are summarized below. 

• Assign the responsibility for plan checking of mechanical, plumbing and electrical 
permits to plan review and / or inspection staff of the Building and Safety 
Division. Consultants currently perform this service. Only use plan check 
consultants to address peak workload or skills that are not readily available in the 
Division. The level of authorized staffing for the Division is sufficient to 
accommodate the provision of this service. 

 
• The City should expand the use of OBC to enable building permit applicants to 

complete and pay for a building permit application via the Internet, eventually 
involving all over-the-counter transactions (i.e., reroofs, water heater 
replacements, furnace replacements, etc). Some cities in California, such as 
Sunnyvale and Concord, are issuing 75% to 80% of their building permits via the 
Internet. 

 

                                            
2 PricewaterhouseCoopers, the Economic Development of Accelerating Permit Processes on Local 
Development and Government Revenues, December 2005 
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• Eliminate the requirement for filing of covenants with the County subsequent to 
approval of a land entitlement application. 

 
• Land entitlement applications should be processed using a concurrent process. 

At present, applications that require both the Planning Commission and 
Architectural Commission approval are processed sequentially. Although major 
projects are presented to the Architectural Commission for preliminary 
comments, no formal action is taken, nor can an application be filled with the 
Architectural Commission until the Planning Commission has made its 
determination. The alternative practice is to process the applications 
concurrently. Under concurrent processing, the Architectural Commission would 
only be authorized to make recommendations to the Planning Commission. The 
Planning Commission would consider the Architectural Commission 
recommendations and include them, as appropriate, into the final decision. There 
would be only one approval to be appealed, if either the applicant or a citizen 
chooses to appeal, and the appeal would be one comprehensive action. A review 
of two land entitlement permit applications indicates that from one to four months 
could have been saved with concurrent processing.  

 
• Improve the pre-application process by making the pre-application process and 

make it advisory and not mandatory, holding the pre-application meeting within 
three weeks of the pre-application request submittal, assigning responsibility to 
the case manager to facilitate the pre-application meeting process including 
sending a pre-application meeting summary letter to the applicant within three 
workdays after the meeting summarizing the major issues discussed at the 
meeting, providing land entitlement permit application guides and checklists to 
the applicant in pre-application meetings, communicating land entitlement permit 
cycle time objectives during pre-application meetings, creating a periodic project 
management meeting with the applicant for large projects to inform the applicant 
about land entitlement permit status and next steps, and assigning the same 
Planner that attended the pre-application meeting as the case manager for the 
processing of the land entitlement permit. 

 
• Delegate the authority to staff of the Planning Division for the approval and 

disapproval of minor land entitlement permits, architectural permits, and design 
review permits. The City’s current process for land entitlement permits is complex 
and not uniform. In the focus groups conducted by the project team 
commissioners and permit applicants noted an excessive amount of project types 
require commission review and approval, such as final map extensions and less 
complicated sign, R4 and R3 projects, and permit applicants and commissioners 
commented that the application process, in general, was not customer oriented. 
Other cities have streamlined the land entitlement permit process for those types 
of permits that are low risk, and achieve a high level of compliance with 
conditions of approval. This is clearly the case with the cities included in the 
comparative survey conducted by the project team. The project team 
recommends that the City delegate authority to staff of the Planning Division for 
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the following types of permits: 
 

– Sign permits should be delegated to staff as long as the signs meet design 
guidelines and standards. 
 

– All land entitlement permit renewals and extensions, including open air 
dining should be delegated to staff. 

 
– Lot line adjustments, if a property qualifies for a lot line adjustment by 

meeting all the zoning requirements, should be delegated to staff. 
 
– Minor accommodations should be delegated to staff. 
 
– Repainting of existing commercial buildings should be delegated to staff. 
 
– Design review for single story residential additions including revisions 

should be delegated to staff. 
 
– Design review for façade and exterior remodels for single-family homes 

and commercial buildings including revisions should be delegated to staff. 
 
• An applicant should only be required to obtain a heavy haul permit or public right 

of way use permit once during the life of the project, not every 30 calendar days. 
 

Improvements in permit processes can help a community promote economic 

development, lower business costs, and create jobs both within the construction sector 

and throughout the local economy. Increased tax collections can provide a revenue 

source that can help finance the costs of the systems and procedural improvements 

needed to accelerate permit approval. 

(3) Establish Management Accountability For Managing the Building Permit 
and Land Entitlement Processes. 

 
One of the most critical components of effective land entitlement processes and 

building permit processes is to clearly define the manager in the City’s organization 

accountable for managing that process. These managers should “own” that process. 

These process owners are responsible for that process, responsible for decision-making 

as it relates to that process, managing a process team, maintaining process metrics at 
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the desired levels, and improving the process. A number of recommendations within the 

report propose that the City clarify accountability in the City’s organization for managing 

the land entitlement and the building permit processes. These recommendations are 

portrayed below. 

• The Building and Safety Division should revise and shorten cycle time objectives 
for building permit plan review. The Building and Safety Division should publish 
their cycle time objectives on the Division’s website. 

 
• Generate monthly management information reports using OBC to track 

performance against cycle time objectives and monitor the case workload and 
performance for the Building and Safety Division. 

 
• The City should hold the Chief Building Official responsible for management of 

the amount of workdays required for building permit plan checking by all of the 
divisions involved, not just the Building and Safety Division, and for monitoring 
performance against the cycle time objectives on a regular basis.  

 
• The Planning Division should schedule (tentatively) land entitlement permit 

applications for a public hearing at the time of submittal if the application is 
determined to meet submittal requirements. This should initially be done 
selectively for land entitlement applications considered by the Architectural 
Commission and the Design Review Commission since these two commissions 
consider 60% of the land entitlement applications. 

 
• The Planning Division should notify the applicant of the name of the case 

manager assigned to the processing of their application including the telephone 
number, fax number, and e-mail address of the case manager within eight (8) 
workdays after the application has been assigned to a project planner. 

 
• Establish cycle time objectives for land entitlement permits. These cycle time 

objectives should be published to the Department website and identified in the 
Department’s application materials. 

 
• The Principal Planner in Current Planning should formally plan and schedule the 

land entitlement permit applications processed by their staff using OBC. 
 
• Generate ongoing monthly management information reports using OBC to track 

performance against cycle time objectives and monitor the case workload and 
performance for the Current Planning Section. 

 
• The Current Planning Section should enhance and utilize a case management 

system.  
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• Develop and adopt land entitlement permit cycle time agreements with applicants 

for high priority projects. 
 
• Establish and monitor all environmental reviews using OBC with the following 

cycle time objectives: (1) Completion of the determination of exemption for 
categorical exemption projects with 5 days of the application being deemed 
complete; (2) Completion of the negative and mitigated negative declarations 
within 75 days of the application being deemed complete; and (3) Completion of 
the environmental impact reports within 360 days of the application being 
deemed complete. 

 
The ability of the City to provide responsive customer service in the land 

entitlement and the building permit processes depends on clearly defining accountability 

for managing these processes. The manager responsible for managing these processes 

should be accountable for creating, sustaining and improving that process and 

responsible for the successful outcomes of the process.  

(4) Use Of Technology To Better Manage The Building Permit And Land 
Entitlement Processes 

 
The National Conference on States and Building Codes and Standards 

(NCSBCS) issued a report in 2005 entitled Final Report on the  “NCSBCS/Alliance 

Survey on Savings from the Application of Information Technology to Building Codes 

Administration and Enforcement Processes.3 The report concluded that building and 

safety divisions have increasingly turned to information technology as a tool to make 

their services more efficient and effective. The application of information technology to 

enhance the efficiency and effectiveness of their services includes online permit 

processing, electronic plan submittal, plan tracking and review, licensing and the 

scheduling of field inspections. The report concluded that, in some cases, information 

                                            
3 National Conference of States on Building Codes and Standards, NCSBCS/Alliance Survey on Savings 
from the Application of Information Technology to Building Codes Administration and Enforcement 
Processes, May 2005 
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technology has enabled the building and safety divisions to cut in half the amount of 

time it takes for government and the private sector to complete a regulatory process. 

The City has not effectively recouped its investment in OBC, and this automated 

permit information system achieves limited use in the Community Development 

Department. The Department needs to significantly enhance its use of this and other 

technologies. Recommendations by the project team to accomplish this goal are 

summarized below. 

• The Community Development Department should develop an information 
technology strategic plan for the Department. 

 
• The Information Technology Department should develop and deliver ongoing GIS 

training to those staff of the Department that would utilize GIS as a daily routine. 
 
• The knowledge and use of GIS by the staff of the Community Development 

Department needs to be increased. There are a number of recommendations 
contained within the report regarding the use of GIS within the Department. This 
will require the leadership of the Information Technology Department to 
accomplish. 

 
• The Building and Safety Division should require submittal of electronic plans prior 

to issuance of the certificate of occupancy. 
 
• The inspection module in OBC should be utilized to track actual inspections 

conducted for building permits and for land entitlement permits. 
 
• The transaction module in OBC should be utilized to process financial 

transactions and provide for internal controls. 
 
• The reporting module in OBC should be enhanced to generate additional reports 

as determined necessary by the managers of the Building and Safety Division 
and the Planning Division. 

 
• Managers and supervisors in the Community Development Department should 

utilize the workflow module to manage the cycle time for processing building 
permit and land entitlement applications. 

 
• The City should utilize OBC to provide the capacity for the public and for 

applicants to access data through the Internet or for the public and applicants to 
subscribe to information. 
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• OBC should be linked to the geographic information system so that GIS can be 

opened and utilized within OBC. 
 
• Plan check and permit annotations, corrections and comments should be 

recorded and stored in OBC. 
 
• All documents created by staff regarding permits, plan checks, and inspections 

should be archived in OBC. Architectural plans should be archived in the 
automated permit information system once the permit is finalized.  

 
• The City should utilize OBC to enable applicants to apply for simple trade permits 

via the Internet involving all of what is now an over-the-counter transaction. The 
City should adopt an objective of issuing 50% of their building permits online. 

 
The use and application of technology is an essential tool that can, if properly 

implemented and utilized, enable staff to better serve their customers and increase the 

efficiency of their service delivery. 

4. EXECUTIVE SUMMARY 
 

The Matrix Consulting Group has prepared a summary of the recommendations 

and their fiscal impacts contained in the attached report. This summary is presented in 

the table on the following page. 
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Chapter / 
Section 

 
Recommendation Priority 

Annual Cost 
Increase 

Annual Cost 
Decrease 

Chapter 6 – Analysis of Zoning Ordinance 
 
6.2 

 
The City’s zoning ordinance should receive a comprehensive update upon 
adoption of the updated general plan to assure consistency. 

 
High 

 
$180,000 to 

$350,000 
(one-time) 

 
$0 

 
6.3 

 
In updating its zoning ordinance, the City should use an approach that builds 
on it’s limited hybrid zoning ordinance using Euclidian, flexible (area plans and 
specific plans) and include more performance (development standards and 
use classifications) standards. Form-based code considerations should be 
integrated into the area and specific plans of the City, and not the zoning 
ordinance. 

 
High 

 
$0 

 
$0 

 
6.5 

 
The City should adopt an objective for updating the zoning ordinance of 
keeping the regulations simple, and avoid the temptation to over-define and 
over-regulate. 

 
High 

 
$0 

 
$0 

 
6.6 

 
The City should organize the updated zoning ordinance to reflect the 
sequence in which code users most commonly need to find specific 
information. 

 
High 

 
$0 

 
$0 

 
6.7 

 
The zoning map should be reproduced on a one-sheet map, approximately 36 
inches by 36 inches or 24 inches by 24 inches format, with a key of districts. 
The key that indexes the zoning districts should be reflected in the order of the 
based districts, within the Zoning Ordnance. 

 
High 

 
$0 

 
$0 

 
6.8 

 
The update of the City’s zoning ordinance should group all definitions in one 
Article, and place that Article at the back of the ordinance. 

 
High 

 
$0 

 
$0 

 
6.9 

 
Regulations that apply to all Districts should be consolidated into one place in 
the updated zoning ordinance. 

 
High 

 
$0 

 
$0 

 
6.10 

 
The updated zoning ordinance should consolidate provisions for 
administration of the zoning ordinance in one Article located near the end of 
the ordinance. 

 
High 

 
$0 

 
$0 
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Chapter / 
Section 

 
Recommendation Priority 

Annual Cost 
Increase 

Annual Cost 
Decrease 

 
6.11 

 
Zoning ordinance regulations should not be embedded within a definition 
when the zoning ordinance is updated. 

 
High 

 
$0 

 
$0 

 
6.12 

 
The updated zoning ordinance should combine similar districts, such as all 
residential districts, into one Article. 

 
High 

 
$0 

 
$0 

 
6.13 

 
The updated zoning ordinance should be clearly written, avoiding ambiguity, 
jargon and lengthy narrative, and use the simplest terms possible to describe 
the requirements. 

 
High 

 
$0 

 
$0 

 
6.14 

 
In the updated zoning ordinance, the City should employ a single use table for 
each of the zone types (i.e. residential or commercial) to simplify the 
ordinance. 

 
High 

 
$0 

 
$0 

 
6.15 

 
The updated zoning ordinance should reformat and consolidate use 
classifications and development standards in table form. 

 
High 

 
$0 

 
$0 

 
6.16 

 
The updated zoning ordinance should employ more extensive illustrations to 
assist in illustrating the applicability and / or effect of regulations. 

 
High 

 
$0 

 
$0 

 
6.17 

 
The updated zoning ordinance should include purpose statements for each 
Article that is concise and proscriptive. 

 
High 

 
$0 

 
$0 

 
6.19 

 
The City should institute a policy of incorporating interpretations into the 
zoning ordinance as soon as practical after the issuance of the interpretation. 

 
High 

 
$0 

 
$0 

 
6.20 

 
Submittal requirements should not be included in the updated zoning 
ordinance. The Community Development Director should be authorized in the 
updated zoning ordinance to develop a list of submittal requirements. 

 
High 

 
$0 

 
$0 

Chapter 7 – Analysis of the Plan of Organization 
 
7.4.1 

 
Eliminate a Customer Services Supervisor position through attrition. Authorize 
a Permit Center Manager position. 

 
High 

 
$114,600 

 
$74,000 
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Chapter / 
Section 

 
Recommendation Priority 

Annual Cost 
Increase 

Annual Cost 
Decrease 

 
7.4.2 

 
Authorize a Principal Planner position to manage the processing of land 
entitlement permits in the City’s One-Stop Permit Center including intake of all 
applications, the processing of minor land entitlement permit applications 
over-the-counter, building permit plan checking for zoning clearance, and 
providing assistance to customers at the counter as required. Once the 
operation of the City’s One-Stop Permit Center has been established and the 
policies and procedures firmly ingrained, the Principal Planner position should 
be eliminated through attrition, and one of the existing Senior Planner 
positions in the Planning Division assigned this responsibility 

 
High 

 
$135,700 

 
$0 

 
7.4.3 

 
Authorize five Development Service Technician positions: three in the Building 
and Safety Division and two in the Engineering Division. Eliminate four 
Customer Service Representative positions and an Engineering Permit 
Coordinator position through attrition. 

 
High 

 
$358,900 

 
$329,100 

Chapter 8 – Analysis of the Building and Safety Division 
 
8.2.1 

 
Continue to develop the Building and Safety Division’s web site. 

 
Medium 

 
$0 

 
$0 

 
8.2.2 

 
Assess a technology maintenance surcharge. 

 
High 

 
$0 

 
$0 

 
8.2.3 

 
A comprehensive desk manual should be developed for all major work 
functions and services provided by the Building and Safety Division. A copy of 
the manual should be available to each employee, and updated at a minimum 
on an annual basis. 

 
Medium 

 
$0 

 
$0 

 
8.2.4 

 
Update the Division’s records retention plan, develop written policies for 
document purging and destruction. Develop a formal process for correcting 
parcel and address errors in OBC. Require PDF electronic versions of final 
construction plan drawings. 

 
Medium 

 
$0 

 
$0 

 
8.2.5 

 
Convert the Building and Safety Division to a Special Revenue Fund. 

 
Medium 

 
$0 

 
$0 

 
8.3.1 

 
The Building and Safety Division plan review staffing levels are adequate 
given existing workload. 

 
High 

 
$0 

 
$0 

 
8.3.2 

 
Reassign the responsibility for most zoning related review from plan review 
engineers in the Building and Safety Division to the Planning Division. 

 
High 

 
$0 

 
$0 
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Chapter / 
Section 

 
Recommendation Priority 

Annual Cost 
Increase 

Annual Cost 
Decrease 

 
8.3.3 

 
Assign responsibility for plan checking of mechanical, plumbing and electrical 
permits to plan review staff of the Building and Safety Division that is currently 
performed by outside consultants. Only use plan check consultants to address 
peak workload or skills that are not readily available in the Division. 

 
High 

 
$0 

 
$0 

 
8.3.4 

 
The City should expand the use of OBC to enable applicants to complete and 
pay for a permit application via the Internet, eventually involving all over-the-
counter transactions. 

 
High 

 
$0 

 
$0 

 
8.3.5 

 
Upgrade three existing Customer Service Representative positions to 
Development Service Technicians, and require ICC Certification. Utilize 
Development Service Technicians to perform over-the-counter plan review of 
minor building permits. Reclassify the Records/Microfilm Technician position 
to a Customer Service Representative. 

 
High 

 
$0 

 
$0 

 
8.3.6.1 

 
The Building and Safety Division should revise and shorten cycle time 
objectives for building permit plan review. The Building and Safety Division 
should publish their cycle time objectives on the Division’s website. 

 
High 

 
$0 

 
$0 

 
8.3.6.2 

 
The City should hold the Building Official responsible for management of the 
amount of workdays required for plan checking by all of the divisions involved, 
not just the Building and Safety Division and for monitoring performance 
against the cycle time objectives on a regular basis. Fund and execute 
needed enhancements to OBC to develop a useful monthly reporting system. 

 
High 

 
$0 

 
$0 

 
8.3.6.3 

 
The Building and Safety Division should attain 100% accuracy for inputting the 
actual dates of submittal of plans and the completion of 1st plan check, 2nd 
plan check, etc. in OBC. The Plan Review Manager and CSR Supervisor 
should audit the dates within the system not less than once weekly. 

 
High 

 
$0 

 
$0 

 
8.3.7 

 
Modify the appointment only submittal process by identifying thresholds of 
walk-in, over-the-counter, appointment, and full submittal review for various 
types of projects. Develop Permit Technician staff as the single point of 
contact for all intake, processing, and routing of construction plan submittals. 
Allocate junior plan review staff as back up to the counter function, for review 
of over-the-counter and appointment only reviews. 

 
High 

 
$0 

 
$0 
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Chapter / 
Section 

 
Recommendation Priority 

Annual Cost 
Increase 

Annual Cost 
Decrease 

 
8.3.8 

 
Expand the number of City departments and divisions involved in the 
construction plan review process. Develop a matrix of submittal requirements 
and routing protocols for use by the Development Service Technicians. 

 
High 

 
$0 

 
$0 

 
8.3.9 

 
Plan check checklists and uniform comment and correction lists for 
construction plan submittal and review should be developed and posted to the 
Division’s website. 

 
High 

 
$0 

 
$0 

 
8.3.10 

 
Develop standard plans for use by the public in minor residential 
improvements. Develop a “Home Improvement Center” web page on the 
Building and Safety Division website to assist the homeowner navigate 
through the building permit plan check and inspection process. 

 
Medium 

 
$0 

 
$0 

 
8.3.11 

 
Post common plan check corrections on the Department’s website to provide 
guidance to architects in construction requirements 

 
Medium 

 
$0 

 
$0 

 
8.4.1 

 
The number of Building Inspectors is sufficient given existing workload. 

 
High 

 
$0 

 
$0 

 
8.4.2 

 
Building Inspection staff should allocate a greater proportion of their available 
work hours to conducting building inspections in the field. 

 
High 

 
$0 

 
$0 

 
8.4.3 

 
The City should acquire wireless technology and automated input devices for 
Building Inspectors. 

 
Medium 

 
$0 

 
$0 

 
8.4.4 

 
The Building Inspection Manager should closely monitor the amount of time 
spent on office and administrative duties versus field inspections by the 
Building Inspection Staff. 

 
Medium 

 
$0 

 
$0 

 
8.4.5 

 
The City should acquire and utilize wireless technology and automated input 
devices for building inspection. The amount of time spent on office and 
administrative duties should continue to be monitored by the Building 
Inspection Manager, focused on reducing this time to one hour per day, as 
well as on reducing overtime hours and costs. Building Inspectors should be 
utilized for plan checking mechanical, plumbing and electrical plans. As 
workload permits beyond this duty, inspectors should also be utilized to assist 
with over-the-counter plan review. 

 
Medium 

 
$0 

 
$0 
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Chapter / 
Section 

 
Recommendation Priority 

Annual Cost 
Increase 

Annual Cost 
Decrease 

 
8.4.6 

 
Increase the performance expectation of inspectors by changing the daily 
OBC and IVR inspection request limit as based on stops per available 
inspector rather than inspections per available inspector. 

 
High 

 
$0 

 
$0 

 
8.4.7 

 
The Building Inspection Manager should allocate not less than 40% of his time 
to development and implementation of a quality control program. 

 
High 

 
$0 

 
$0 

 
8.5.1 

 
The Code Enforcement Section should develop and install a case 
management system. The Section should establish cycle time objectives for 
the elapsed number of calendar days to assign a case, conduct the first site 
visit, issue a compliance order, and close the case for cases closed by 
voluntary compliance and cases transferred to administrative or judicial 
process. OBC should be modified to enable the Code Enforcement Manager 
to prioritize new code enforcement cases based on the threats and risks 
posed by the case. OBC should be utilized to track the extent to which the 
specific cycle time objectives are met, and to ‘red flag’ cases that exceed 
these guidelines. 

 
High 

 
$0 

 
$0 

 
8.5.2 

 
The Information Technology Department should work with the Code 
Enforcement Manager to develop and generate monthly management reports 
regarding code enforcement caseload and service levels. 

 
High 

 
$0 

 
$0 

 
8.5.3 

 
The Code Enforcement Section should develop and adopt a policy and 
procedure for the first site visit of new cases by a Senior Code Enforcement 
Officer and Code Enforcement Officer within three workdays of receipt of the 
new case. The Code Enforcement Manager should be held accountable for 
assuring the first site visit of new case by a Senior Code Enforcement Officer 
and Code Enforcement Officer within three workdays of assignment of a new 
case. 

 
High 

 
$0 

 
$0 

 
8.5.4 

 
Do not increase the number of Code Enforcement Officer and Senior Code 
Enforcement Officer positions in the Building and Safety Division. The number 
of Officers is sufficient given existing code enforcement workload and services 
delivered. 

 
High 

 
$0 

 
$0 

 



CITY OF BEVERLY HILLS, CALIFORNIA 
Management Study of the Community Development Department 

Matrix Consulting Group  Page 20 

Chapter / 
Section 

 
Recommendation Priority 

Annual 
Cost 

Increase 

Annual 
Cost 

Decrease 
 
8.5.4 

 
The City should authorize a secretarial position to provide clerical support for the Code 
Enforcement Section. This position, however, should be supervised by the Executive 
Assistant II position in the Building and Safety Division. 

 
High 

 
$65,200 

 
$0 

 
8.5.5 

 
The Code Enforcement Manager should meet at least once per year with each 
neighborhood association to discuss code enforcement efforts. 

 
Medium 

 
$0 

 
$0 

 
8.5.6 

 
The Code Enforcement Manager should develop performance measures for the Code 
Enforcement Unit, and report on actual performance on a monthly basis to the Chief 
Building Official and the Community Development Director 

 
Medium 

 

 
$0 

 
$0 

 
8.5.7 

 
The Community Development Department should develop a web page for the Code 
Enforcement Section. 

 
Medium 

 
$0 

 
$0 

 
8.5.8 

 
The Community Development Department should develop and install a mitigation 
monitoring program for Environmental Impact Reports or Mitigated Negative 
Declarations. The Code Enforcement Section should be responsible for the 
implementation and administration of this program. The Department should recover its 
costs for the administration of this program. The Community Development Department 
should develop and install a program for monitoring the implementation of conditions of 
approval of attached to Conditional Use Permits, Variances, and Design / Architectural 
Review requiring Commission-approval. The Code Enforcement Section should be 
responsible for the implementation and administration of this program. The Department 
should recover its costs for the administration of this program. 

 
High 

 
$0 

 
$0 

 
8.5.9 

 
The Code Enforcement Section should integrate proactive enforcement into its program 
as a routine measure. 

 
High 

 
$0 

 
$0 

 
8.5.10 

 
The Code Enforcement Section should charge a fee for the issuance of a Home 
Occupation Permit to recover the costs for administration of the program. 

 
High 

 
$0 

 
$0 

 
8.6 

 
The City of Beverly Hills should initiate a multi-family inspection program for residential 
units with three or more units. The program should be intended to address blighted and 
deteriorated housing stock, and not well-maintained residential rental units. 

 
High 

 
$0 

 
$0 
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Chapter / 
Section 

 
Recommendation Priority 

Annual 
Cost 

Increase 

Annual 
Cost 

Decrease 
 
8.7 

 
Fire plan check services and staff should be reallocated from the Fire Department to the 
Building and Safety Division. 

 
Medium 

 
$0 

 
$0 

 
8.7 

 
The Fire Department and the Building and Safety Division should develop a 
memorandum of understanding regarding the administration of the fire codes for plan 
check and inspection services by the Building and Safety Division. 

 
Medium 

 
$0 

 
$0 

Chapter 9 – Analysis of the Planning Division 
 
9.2.1 

 
The Planning Commission, Architectural Commission and Design Review Commission 
should each continue conduct annual retreats. At the first annual retreat, the Planning 
Commission and the staff of the Planning Division should define the expectations the 
Commission has of staff and, similarly, what expectations staff has of the Commission. 
The City should use an outside facilitator to facilitate the annual retreats. The Planning 
Commission and Architectural Commission should hold a joint retreat. 

 
High 

 
$0 

 
$0 

 
9.2.2 

 
New Planning Commission, Architectural Commission and Design Review Commission 
members should be provided with orientation by the Community Development 
Department. Planning Commission, Architectural Commission and Design Review 
Commission members should be provided with ongoing training of no less than four 
hours a year. The members of the Planning Commission and Architectural Commission 
and Design Review Commission should be provided with membership in the American 
Planning Association. 

 
High 

 
$0 

 
$0 

 
9.2.3 

 
The City Planner should prepare an annual report on behalf of the Planning Commission 
and submit that report to the City Council. 

 
High 

 
$0 

 
$0 

 
9.2.4 

 
The City Council, Planning Commission and Architectural Commission should conduct 
joint meetings at least annually. The City Council and Planning Commission should 
conduct a joint visioning exercise early in the process of updating the General Plan, 
Zoning Ordinance, and Entertainment Business District Specific Plan. 

 
High 

 
$0 

 
$0 

 
9.2.5 

 
The Planning Division should provide the Planning Commission with alternatives to the 
recommended action as part of the staff report for significant land entitlement 
applications. 

 
High 

 
$0 

 
$0 
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Chapter / 
Section 

 
Recommendation Priority 

Annual 
Cost 

Increase 

Annual 
Cost 

Decrease 
 
9.2.6 

 
Planning Commission, Architectural Commission and Design Review Commission 
meetings should be televised. Staff of the Planning Division and the members of the 
Planning Commission, Architectural Commission and Design Review Commission should 
be provided training regarding the televising of these meetings. 

 
High 

 
$0 

 
$0 

 
9.3.1 

 
Four (4) Senior, Associate, and Assistant Planner positions should be assigned to the 
processing of land entitlement applications. A Principal Planner position should be 
allocated to the supervision of these four Senior, Associate, and Assistant Planner 
positions on a full-time basis. 

 
High 

 
$0 

 
$0 

 
9.3.2 

 
Three positions should be dedicated to Advanced Planning in the Planning Division. This 
should include a Principal Planner and two Senior, Associate, or Assistant Planners 
positions. Once the zoning ordinance has been updated and commercial design 
guidelines developed, the number of positions should be reduced to two: a Principal 
Planner position and a Senior, Associate, or Assistant Planner position. 

 
High 

 
$0 

 
$0 

 
9.3.3 

 
Assign a Principal Planner position to the Permit Center to manage the provision of 
services.  

 
High 

 
$0 

 
$0 

 
9.3.3 

 
Assign an Assistant / Associate Planner position to the permit center for one year periods 
and develop a rotation for the assignment of these staff from Current Planning for 
Advanced Planning to the Permit Center. 

 
High 

 
$0 

 
$0 

 
9.3.3 

 
The Planning Division should provide zoning clearance for building permit plans with the 
exception of minor building permits. 

 
High 

 
$0 

 
$0 

 
9.3.4 

 
An existing vacant Assistant / Associate / Senior Planner Position In Current Planning 
should be reclassified As An Urban Designer / Architect Position. 

 
High 

 
$31,300 

 
$0 

 
9.4 

 
The Planning Division should develop a program to rotate staff between Current 
Planning, the Permit Center and Advanced Planning. 

 
Medium 

 
$0 

 
$0 
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Chapter / 
Section 

 
Recommendation Priority 

Annual 
Cost 

Increase 

Annual 
Cost 

Decrease 
 
9.5.1 

 
The Planning Division should develop and adopt a written policy on land entitlement 
application completeness and the basis for rejecting incomplete applications. Training 
should be provided to the Development Service Technicians and to the Planning Division 
staff assigned to the Permit Center regarding the basis for rejecting land entitlement 
applications as incomplete. 

 
Medium 

 
$0 

 
$0 

 
9.5.2 

 
The Development Service Technicians assigned to the Permit Center should check land 
entitlement permit applications at submittal to assure these applications meet essential 
submittal requirements and reject incomplete applications. 

 
High 

 
$0 

 
$0 

 
9.5.3 

 
The land entitlement application guides should be expanded to include all of the City’s 
requirements for an applicant to achieve a complete submittal. 

 
High 

 
$0 

 
$0 

 
9.5.4 

 
The case manager in the Planning Department should meet with the applicant to discuss 
issues that have been found during the initial review of the application. 

 
High 

 
$0 

 
$0 

 
9.5.5 

 
The City should provide training to consulting planners, architects, engineers and 
developers regarding its land entitlement permit submittal requirements. The City should 
provide training after each submittal when consulting planners, architects, and engineers 
are involved in the development of the application and when they encountered particular 
problems meeting submittal requirements. 

 
Medium 

 
$0 

 
$0 

 
9.5.6 

 
Land entitlement permit submittal requirements should be placed on the Planning 
Department’s web site. 

 
High 

 
$0 

 
$0 

 
9.5.7 

 
The Planning Division should establish monitoring systems to monitor the extent of 
complete submittals for land entitlement permit application. 

 
Medium 

 
$0 

 
$0 

 
9.5.8 

 
Requirements for traffic impact reports need to be specified in the application guides and 
on the city’s web site. 

 
High 

 
$0 

 
$0 

 
9.5.9 

 
The Planning Division should provide training to other divisions / departments involved in 
the land entitlement permit process regarding the basis for determining whether an 
application is incomplete. 

 
Medium 

 
$0 

 
$0 
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Recommendation Priority 

Annual 
Cost 

Increase 

Annual 
Cost 

Decrease 
 
9.6 

 
The Planning Division should schedule (tentatively) land entitlement permit applications 
for a public hearing at the time of submittal if the application is determined to meet 
submittal requirements. This should initially be done selectively for land entitlement 
applications considered by the Architectural Commission and the Design Review 
Commission since these two commissions consider 60% of the land entitlement 
applications. 

 
High 

 
$0 

 
$0 

 
9.7 

 
The Planning Division should notify the applicant of the name of the project planner 
assigned to the processing of their application including the telephone number, fax 
number, and e-mail address of the project planner within eight (8) workdays after the 
application has been assigned to a project planner. 

 
High 

 
$0 

 
$0 

 
9.8.1 

 
Establish cycle time objectives for land entitlement permits. The development of these 
cycle time objectives should be a collaborative effort by staff assigned by the Planning 
Division to the processing of land entitlement permits. These cycle time objectives 
should be published to the Department website and identified in the Department’s 
application materials. 

 
High 

 
$0 

 
$0 

 
9.8.2 

 
Develop and adopt a written Division policy and procedure for the maintenance of case 
status information in OBC by the Assistant, Associate, and Senior Planners assigned to 
processing land entitlement applications. Develop and adopt a written Division policy and 
procedure that assigns responsibility to the Principal Planner in Current Planning for 
assuring ongoing maintenance of case status information in OBC and that requires the 
Principal Planner to audit the caseload assigned to each of the Assistant, Associate, and 
Senior Planners under his / her supervision to determine whether the case is active, is 
inactive as a result of applicant inaction and should be terminated, or has been closed 
and the case should be updated in the automated permit information system. 

 
High 

 
$0 

 
$0 

 
9.8.3 

 
Track and monitor the success or failure of planners in meeting cycle time objectives 
through regular management information reports generated on a monthly basis by the 
automated permit information system. The ability of the case planners to consistently 
meet the cycle time objectives should be integrated into their performance evaluation. 

 
High 

 
$0 

 
$0 

 
9.8.4 

 
The Principal Planner in Current Planning should formally plan and schedule the land 
entitlement permit applications processed by their staff using OBC. 

 
High 

 
$0 

 
$0 
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Chapter / 
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Recommendation Priority 

Annual 
Cost 

Increase 

Annual 
Cost 

Decrease 
 
9.8.5 

 
Generate ongoing monthly management information reports using OBC to track 
performance against cycle time objectives and monitor the case workload and 
performance for Assistant, Associate, and Senior Planners in the Current Planning 
Section. 

 
High 

 
$0 

 
$0 

 
9.8.6 

 
The Current Planning Section should conduct weekly staff meetings for distribution and 
assignment of new land entitlement permit applications. New land entitlement permit 
applications should be assigned to the case planner in seven (7) calendar days. 

 
High 

 
$0 

 
$0 

 
9.8.7 

 
The Current Planning Section should enhance and utilize a case management system. 
The roles and responsibilities of the case manager in the Current Planning Section should 
be clearly identified in a Departmental policy and procedure. 

 
High 

 
$0 

 
$0 

 
9.8.8 

 
Develop and adopt land entitlement permit cycle time agreements with applicants for high 
priority projects. 

 
Medium 

 
$0 

 
$0 

 
9.8.9 

 
The Planning Division should develop and utilize checklists for the review and processing 
of land entitlement permit applications by its own staff. 

 
Medium 

 
$0 

 
$0 

 
9.9 

 
The Concept Review Committee should be reconstituted to become an interdepartmental 
review committee with review authority over parcel maps, development plans, tentative 
subdivision maps, and any other application requiring Planning Commission review. 
When established the interdepartmental review committee would include staff from 
Planning, Building and Safety, Traffic and Transportation, Engineering and Fire 
Prevention. The Planning Division should provide the leadership of the meetings of the 
interdepartmental review committee. The interdepartmental review committee should 
meet bi weekly and review all land entitlement permits that have been submitted in the 
previous week. After the meeting, project managers from the Planning Division should 
consolidate and prioritize interdepartmental review committee comments, develop and 
send a letter to the applicant outlining what steps will be required to get the project 
processed and completed. The Planning Division should use the interdepartmental review 
committee meetings to ensure the applications are handled consistently and correctly, 
and that decisions are consistent with past precedents and decisions. 

 
High 

 
$0 

 
$0 
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Recommendation Priority 

Annual 
Cost 

Increase 

Annual 
Cost 

Decrease 
 
9.10 

 
The Planning Division should develop commercial design guidelines using the staff of its 
Advanced Planning Section and retain a consulting firm to assist in the development of 
these design guidelines. 

 
High 

 
$150,000 
(one-time) 

 
$0 

 
9.11.1 

 
The Architectural Commission should consider the design aspects of larger discretionary 
permit applications requiring Planning Commission approval prior to the Planning 
Commission consideration of these applications. The Architectural Commission would be 
make recommendations to the Planning Commission on these applications. 

 
High 

 
$0 

 
$0 

 
9.11.2 

 
When revising the Zoning Ordinance, codify the pre-application process and make it 
advisory and not mandatory. The Pre-Application Meeting should take place within three 
weeks of the pre-application request submittal. The case manager should facilitate the 
Pre-Application meeting. A Planning Division Pre-Application meeting summary letter 
should be sent to the applicant within three workdays after the meeting summarizing the 
major issues discussed at the meeting. Enhance the effectiveness of Pre-Application 
meetings by providing application guides and checklists to the applicant by type of project 
in pre-application meetings, communicating cycle time objectives by type of project 
during pre-application meetings, creating a periodic project management meeting with 
the applicant for large projects to inform the applicant about project status and next steps, 
and assigning the same Assistant, Associate, and Senior Planner that attended the pre-
application meeting to the application itself. 

 
High 

 
$0 

 
$0 

 
9.11.3 

 
Eliminate the requirement for a filing of covenants subsequent to approval of a land 
entitlement application. 

 
High 

 
$0 

 
$0 

 
9.11.4 

 
Selected aspects of the land entitlement permits and design review permits should be 
simplified and streamlined. 

 
High 

 
$0 

 
$0 

 
9.12 

 
The Architectural Commission and the Design Review Commission be consolidated with 
five members serving on the consolidated commission. 

   

 
9.12 

 
The consolidated Architectural and Design Review Commission meet twice a month to 
review and approve / disapprove design and architectural applications not delegated to 
the staff of the Planning Division. 
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Recommendation Priority 

Annual 
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Increase 

Annual 
Cost 

Decrease 
 
9.13 

 
The Planning Division should develop a policy and procedures manual. 

 
Medium 

 
$0 

 
$0 

 
9.14.1 

 
The City Planner should define in a written policy and procedure the roles and 
responsibilities of the Principal Planner assigned to the Advanced Planning Section. 

 
Medium 

 
$0 

 
$0 

 
9.14.2 

 
The Advanced Planning Section should complete a project work plan prior to 
commencement of an advanced planning project. 

 
High 

 
$0 

 
$0 

 
9.14.3 

 
The Advanced Planning Section should publish a monthly report regarding the status of 
advanced planning projects. 

 
High 

 
$0 

 
$0 

 
9.14.4 

 
At the completion of an advanced planning project, a final report should be published 
good and bad aspects of the completed project, transmitting that information to the staff 
of the Advanced Planning Section, and providing a convenient summary of the project. 

 
Medium 

 
$0 

 
$0 

 
9.15.1 

 
Establish and monitor all environmental reviews using OBC with the following goals: (1) 
Categorical exemption projects: determination of exemption with 5 days of the application 
being deemed complete; (2) negative and mitigated negative declarations within 75 days 
of the application being deemed complete; and (3) environmental impact reports within 
360 days of the application being deemed complete. 

 
High 

 
$0 

 
$0 

 
9.15.2 

 
With each letter of approval, the applicant should be provided with a Notice of Exemption 
or a Notice of Determination, with instructions regarding how to file the Notice of 
Exemption with the County Clerk. 

 
Medium 

 
$0 

 
$0 

 
9.15.3 

 
The Planning Division should update the CEQA implementing procedures for preparation, 
processing, and review of environmental documents to be consistent with the State 
Guidelines. The City should adopt local levels of significance for traffic, water, noise and 
other appropriate environmental impacts. The Planning Division should publish the local 
CEQA Implementing Procedures and local levels of significance to its web site. 

 
High 

 
$0 

 
$0 

 
9.15.4 

 
The Planning Division should develop standard environmental mitigations measures for 
all projects based upon the General Plan environmental impact report. The Planning 
Division should publish these standard mitigation measures to its web site. 

 
High 

 
$0 

 
$0 
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Annual 
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Annual 
Cost 

Decrease 
 
9.15.5 

 
Environmental Impact Reports should be certified one year after the application has been 
deemed complete. 

 
High 

 
$0 

 
$0 

 
9.15.6 

 
The Planning Division should issue a Request for Qualifications for environmental 
consultants to prepare Initial Studies, Mitigated Negative Declarations and Environmental 
Impact Reports on a biennial basis. 

 
High 

 
$0 

 
$0 

 
9.15.7 

 
The Planning Division should utilize tiering of environmental impact reports to streamline 
environmental review. 

 
Medium 

 
$0 

 
$0 

 
9.15.8 

 
The Planning Division should implement a monitoring or reporting program for mitigation 
measures associated with mitigated negative declarations or an environmental impact 
reports. The Code Enforcement Section should be assigned responsibility for monitoring 
the implementation of mitigation measures associated with mitigated negative 
declarations or an environmental impact reports. The City should charge a user fee for 
the costs incurred by the Code Enforcement Section for the monitoring of mitigation 
measures associated with mitigated negative declarations or an environmental impact 
reports. 

 
High 

 
$0 

 
$0 

 
9.16 

 
The City should increase its land entitlement permit application fees by 23%. 

 
High 

 
$0 

 
$350,000 
in revenue 

Chapter 10 – Analysis of Technology 
 
10.1 

 
The Community Development Department should develop an information technology 
strategic plan for the Community Development Department. 

 
High 

 
$0 

 
$0 
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Annual 
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Annual 
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10.2.1 

 
The Information Technology Department should link permit information in OBC with a 
City address point GIS layer. The Information Technology Department should deploy an 
Intranet GIS data browser for the Building and Safety Division staff to utilize to conduct 
basic spatial analysis and produce maps. This Intranet browser will be based on the 
enterprise-wide Intranet GIS data browser (this is an ArcIMS implementation). The 
Information Technology Department should integrate the OBC online building permit 
search capability with a GIS interface to provide the public with the ability to search for 
permits through input fields or via a mapping interface. The Building and Safety Division 
should work with the Information Technology Department to develop GIS layers including 
Aerial Photography, Building Permits, Buildings with Site Plans, Census data, Certificates 
of Compliance, Easements, Encroachment Permits, General Plan, Land Use, Parcels, 
Streets and Zoning. The Building and Safety Division should be responsible for the 
maintenance of the GIS layers once these layers are developed. The Information 
Technology Department should deploy an Intranet GIS data browser should provide 
mapping and analysis capabilities for all Division staff. This application should serve as 
the primary GIS application for the Building and Safety Division. The Information 
Technology Department should be responsible for providing ongoing GIS training to 
those staff in the Building and Safety Division developing the skills of the staff of the 
Division that should be expected to use these tools routinely as part of the tasks 
performed on behalf of the Division, residents, and applicants. 

 
High 

 
$0 

 
$0 
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Chapter / 
Section 

 
Recommendation Priority 

Annual 
Cost 

Increase 

Annual 
Cost 

Decrease 
 
10.2.2 

 
The Information Technology Department should integrate the desktop GIS application with 
OBC. The application should be based on ESRI technology to facilitate integration with the 
City’s existing platform, OBC, and to enable streamlined access to the City’s geo-spatial data. 
The Planning Division should work with the Information Technology Department to develop an 
automated neighborhood and vicinity GIS mapping tool for the use of the Planning Division 
including the production of neighborhood and vicinity maps for public meetings and public 
distribution. The Information Technology Department should deploy Python software with the 
automated mapping application. The Information Technology Department should deploy an 
Intranet GIS data browser for the Planning Division that can be used by Planning Division staff 
and residents to view and map GIS data. This Intranet browser should be based on the 
enterprise-wide Intranet GIS data browser (this is an ArcIMS implementation). The Information 
Technology Department should integrate the OBC online land entitlement permit and zoning 
search capability with a GIS interface to provide the public with the ability to search for permits 
through input fields or via a mapping interface. The Planning Division should procure a third 
party extension for ArcGIS that will enable departmental staff to leverage GIS infrastructure to 
perform these types of analysis. The solution should provide the ability to version temporary 
scenario data, as this will facilitate the reconciliation of approved data changes to master data 
sources. The Planning Division should purchase and maintain a public access kiosk at the 
Permit Services Center front counter. The kiosk will allow citizens that come into the office to 
view and query zoning and land use information without disturbing or disrupting staff 
productivity. The kiosk should provide an intuitive, user-friendly mapping interface that provides 
users the ability to view, query, and print relevant land use information. The Planning Division 
should develop and maintain GIS layers including Address Points, Aerial Photography, Bicycle 
/ Pedestrian Facilities, Building Permits, Buildings With Site Plans, Census Data, Certificates of 
Compliance, City-Owned Property, Commercial addresses, Crime Data, Critical Facilities, Day 
Care Facilities, Planning Division land entitlement applications, Easements, Encroachment 
Permits, Fire Hydrants, Flood Zones, General Plan, GPS Monument Map, Hazardous 
Materials, Impervious Surfaces, Land Use, Licensed Businesses, Intersections, Parcels, Parks, 
Real Estate Sales, Record of Survey Base Map, Schools, Sewer Base Map, Signs, Storm 
Drain Base Map, Streets, Striping and Pavement Markings, Tax Assessment Districts, Traffic 
Accidents, Traffic Base Map, Traffic Counts, Traffic Signals, Transit Routes, Vacant Properties, 
Water Base Map, and Zoning. The Information Technology Department should work with the 
Planning Division to prioritize and deploy GIS applications such as an Internet and Intranet GIS 
browser, ArcGIS9, planning support extensions for ArcGIS such as Scenario 360, What If?, 
and INDEX. 

 
High 

 
$0 

 
$0 
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Chapter / 
Section 

 
Recommendation Priority 

Annual 
Cost 

Increase 

Annual 
Cost 

Decrease 
 
10.2.3 

 
The City should utilize a hybrid form of organization in the delivery of GIS services. For 
the Community Development Department, the Information Technology Department 
should initially provide all support for GIS activities. The Information Technology 
Department should initially be responsible for data maintenance, complex data analysis, 
and cartographic products. However, in the near-term, the Information Technology 
Department should transition the Community Development Department to minimal 
support for GIS activities, system and application support. 

 
High 

 
$0 

 
$0 

 
10.2.4 

 
The Information Technology Department should develop and deliver ongoing GIS training 
to those staff of the Department that would utilize GIS as a daily routine. 

 
High 

 
$0 

 
$0 

 
10.2.5 

 
A Systems Integrator position should be authorized in the Community Development 
Department for the support of the software applications within the Department 

 
High 

 
$124,100 

 
$0 

 
10.3.1 

 
The Community Development Department should charge a document imaging fee. 

 
High 

 
$0 

 
$0 

 
10.3.2 

 
The Building and Safety Division should require submittal of electronic plans prior to 
issuance of the building permit. 

 
High 

 
$0 

 
$0 

 
10.4.1 

 
The inspection module in OBC should be utilized to track actual inspections conducted 
for building permits and for land entitlement permits. 

 
High 

 
$0 

 
$0 

 
10.4.2 

 
The transaction module in OBC should be utilized to process financial transactions and 
provide for internal controls. 

 
High 

 
$0 

 
$0 

 
10.4.3 

 
The reporting module in OBC should be enhanced to generate additional reports as 
determined necessary by the managers of the Building and Safety Division and the 
Planning Division. 

 
High 

 
$0 

 
$0 

 
10.4.4 

 
Managers and supervisors in the Community Development Department should utilize the 
workflow module to manage the cycle time for processing building permit and land 
entitlement applications. 

 
High 

 
$0 

 
$0 
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Chapter / 
Section 

 
Recommendation Priority 

Annual 
Cost 

Increase 

Annual 
Cost 

Decrease 
 
10.4.5 

 
The City should utilize OBC to provide the capacity for the public and for applicants to 
access data through the Internet or for the public and applicants to subscribe to 
information. 

 
High 

 
$0 

 
$0 

 
10.4.6 

 
OBC should be linked to the geographic information system. 

 
High 

 
$0 

 
$0 

 
10.4.7 

 
Plan check and permit annotations, corrections and comments should be recorded and 
stored in OBC. 

 
High 

 
$0 

 
$0 

 
10.4.8 

 
All documents created by staff regarding permits, plan checks, and inspections should be 
archived in OBC. Architectural plans should be archived in the automated permit 
information system once the permit is finalized.  

 
High 

 
$0 

 
$0 

 
10.4.9 

 
The City should utilize OBC to enable applicants to apply for simple trade permits via the 
Internet involving all of what is now an over-the-counter transaction. The City should 
adopt an objective of issuing 50% of their building permits online. 

 
High 

 
$0 

 
$0 

 
10.4.10 

 
The automated permit information system should have wireless capabilities. 

 
High 

 
$0 

 
$0 

 
10.5 

 
The City should charge a technology fee as a surcharge to its land entitlement and 
building permits. 

 
High 

 
$0 

 
$0 

Chapter 11 – Analysis of Administration 
 
11.1 

 
The Community Development Department should develop a clearly written, five-year 
minimum, Strategic Plan. The Management Analyst should be responsible for facilitating 
the development and implementation of the Department’s strategic plan. 

 
Medium 

 
$0 

 
$0 

 
11.2 

 
The Community Development Department and the Information Technology Department 
should adopt a service level agreement. 

 
Medium 

 
$0 

 
$0 
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Chapter / 
Section 

 
Recommendation Priority 

Annual 
Cost 

Increase 

Annual 
Cost 

Decrease 
 
11.3 

 
The Community Development Department should clearly document its policies and 
procedures. The Community Development Department should establish a policies and 
procedures committee, consisting of five to seven staff, that includes a representation of 
managers from all divisions. The Management Analyst in the Department should be 
assigned responsibility for development of the policies and procedures manual working 
with the committee. 

 
Medium 

 
$0 

 
$0 

 
11.4 

 
The Department should develop a training plan for its employees based upon a needs 
assessment. 

 
Medium 

 
$0 

 
$0 

 
11.5 

 
Each employee in the Community Development Department should receive at least one 
formal performance appraisal every 12 months. The Management Analyst should provide 
reminders to supervisors and their immediate manager regarding when performance 
appraisals. When these performance appraisals are not accomplished by their due date, 
the management Analyst should notify the Community Development Director. 

 
High 

 
$0 

 
$0 

 
11.6 

 
The work methods and activities of the support staff in support of the Planning Division 
should be streamlined. 

 
High 

 
$0 

 
$0 

Chapter 12 – Analysis of Development Engineering 
 
12.1 

 
An applicant should only be required to obtain a heavy haul permit or public right of way 
use permit once during the life of the project. 

 
High 

 
$0 

 
$0 

 
12.2 

 
The Planning Division, Building and Safety Division, and the Civil Engineering Division 
should develop a routing matrix for building permits and land entitlement permits to 
determine the types of construction plans that should be routed to the Civil Engineering 
Division for plan checking. 

 
High 

 
$0 

 
$0 

 
12.3 

 
The Civil Engineering Division should develop standard conditions of approval for building 
permits and land entitlement permits, and publish these standard conditions to the 
Division’s web site. 

 
High 

 
$0 

 
$0 

 
12.4 

 
The Civil Engineering Division should develop an application guide for those permits in 
which the Division is the lead for plan checking. 

 
High 

 
$0 

 
$0 
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Chapter / 
Section 

 
Recommendation Priority 

Annual Cost 
Increase 

Annual 
Cost 

Decrease 
 
12.5 

 
The Civil Engineering Division should develop an engineering permit policy and 
procedures manual. 

 
Medium 

 
$0 

 
$0 

Chapter 13 – Analysis of the Transportation Division 
 
13.1 

 
The Planning Division, Building and Safety Division, and the Transportation Division 
should develop a routing matrix for building permits and land entitlement permits to 
determine the types of construction plans that should be routed to the Transportation 
Division for plan checking 

 
High 

 
$0 

 
$0 

 
13.1 

 
A representative of the Transportation Division should participate in the 
interdepartmental review committee. 

 
High 

 
$0 

 
$0 

 
13.2 

 
The Transportation Division should prepare traffic impact study guidelines. 

 
High 

 
$0 

 
$0 

 
13.2 

 
The traffic impact study guidelines should be published to the Division’s web site. 

 
High 

 
$0 

 
$0 

 
13.3 

 
The Transportation Division should prepare a transportation master plan. 

 
High 

 
$0 

 
$0 

 
13.4 

 
The Transportation Division should acquire and utilize a computer traffic model to 
facilitate traffic planning and travel demand modeling. 

 
High 

 
$10,000 one-
time; $1,000 

ongoing 

 
$0 

 
13.5 

 
The Transportation Division should develop standard conditions of approval for 
development projects. These should be included in a resolution that contains all of the 
standard conditions of approval that have been developed by all of the divisions / 
departments involved in the land entitlement and building permit plan check process 
and approved by the Planning Commission and City Council. 

 
High 

 
$0 

 
$0 

 
13.5 

 
The standard conditions of approval for development projects should be published to 
the City’s web site. 

 
High 

 
$0 

 
$0 
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2. PROFILE 

 
This chapter presents background information regarding the Community 

Development Department. The chapter includes the following: 

• Organizational structures for the divisions in the Community Development 
Department; 

 
• Workload and staffing trends for the department where available; and 
 
• The role and responsibilities of staff within the Department. 
 
The chapter opens with a description of the Planning Division. 

 
1. THE PLANNING DIVISION IS AUTHORIZED 13 POSITIONS. 
 

The Planning Division is responsible for long-range planning, current planning, 

and Community Development Block Grant programs. The Division has a number of key 

responsibilities in these three programs as identified within the fiscal year 2007-08 

budget. These responsibilities are summarized below  

• Current Planning. The Division is responsible for the administration and 
application of land use, zoning, and development standards for the City. Staff 
guides projects through the entitlement process. 

 
• Advanced Planning. This Division is responsible for long-range planning 

regarding land use and development including updating the City’s General Plan, 
performing planning studies and implementing ordinances that fulfill long-range 
goals such as providing housing affordable to a wide range of the City’s 
residents. This is largely a division in name only since the staff in this division 
largely are allocated to processing of land entitlement permits or CEQA review 
for these permits. 

 
• Community Development Block Grant. The Division is responsible for the 

administration of the federally funded Community development Block grant 
program that includes the Handyworker and Senior Services programs 

 
The plan of organization for the Planning Division is presented in the first exhibit 

at the end of this chapter (see exhibit 1). The Division is authorized 13 full-time 
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equivalent positions. Important points to note concerning the plan of organization are 

presented below. 

• The Planning Division is organized into two sections, current and advanced 
planning. 

 
• The authorized Planning Division staffing is presented in the table below. 
 

Class Title Number of Authorized Positions 
City Planner  1 
Principal Planner 2 
Senior Planner 4 
Associate Planner 4 
Assistant Planner 2 
TOTAL 13 

 
• The City Planner serves as the division-head for the Planning Division, and 

reports to the Community Development Director. The City Planner provides 
overall guidance to the Division and supervises the two Principal Planners.  

 
• A Principal Planner supervises the Current Planning Section responsible for the 

processing of discretionary and administrative permit applications including 
assuring the applications meet the requirements of the general plan and the 
zoning ordinance, writing the staff report, and presenting the report to the 
Planning, Architectural, and Design Review Commissions. These staff act as 
“case planners” responsible for processing all aspects of each application as it 
concerns the discretionary and administrative permit applications that are 
considered by the Planning Commission or the 7 staff are assigned to this 
section. 

 
• A second Principal Planner supervises the Advanced Planning Section 

responsible for long-range planning including updating the City's General Plan, 
performing planning studies and implementing ordinances that fulfill long-range 
goals such as providing housing affordable to a wide range of the City's 
residents. It should be noted that these staff are largely allocated to current 
planning or CEQA review, and not advanced planning. 

 
The roles and responsibilities of the staff assigned to the Planning Division are 

presented in the second exhibit at the end of this chapter (see exhibit 2). 

The third exhibit presented at the end of this chapter presents the workload, 

service levels, and other important operational characteristics for the Planning Division 

(see exhibit 3). 
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The fourth exhibit presents the generalized flow charts of the major planning 

review processes (see exhibit 4). 

The Planning Division supports three commissions: the Planning, the 

Architectural, and the Design Review Commissions. The make up and roles of the 

Commissions are presented in the paragraphs below. 

• Planning Commission. The five-member Planning Commission is appointed by 
the City Council to carry out a variety of delegated functions.  State law sets out 
the areas over which the Planning Commission has authority, either as a 
decision-making advisory body to the City Council. The Commission is 
responsible for recommending broad development policies to the City Council, 
and once adopted in the form of the City's General Plan, for reviewing 
development applications for their conformance to the General Plan.  The 
Commission acts as an advisory body to the City Council on applications for 
subdivision of land (including condominiums) and, absent an appeal to the City 
Council, is the final authority over a variety of discretionary development 
applications (Conditional Use Permits, Development Plan Review Permits, etc.), 
variances from the zoning regulations (sitting as the Board of Zoning Appeals) 
and for the environmental assessment of such applications, as proscribed by law. 

 
• Architectural Commission. The seven–member Architectural Commission is 

appointed by the City Council to make decisions regarding the aesthetics of 
development in all commercial and multi-family residential areas of the City. The 
Commission also serves as the advisory commission to the City Council 
regarding the preservation of historical and cultural landmarks in the City, 
encroachments in commercial-adjacent public rights-of way, and on City building 
projects. 

 
• Design Review Commission. The Design Review Commission reviews proposed 

single-family residential development and its impact on the streetscape by 
controlling the “mansionization” of the City's residential neighborhoods that will 
degrade and depreciate the character, image, beauty, and reputation of the city's 
residential neighborhoods with adverse consequences for the quality of life of all 
residents. The Commission review is intended to prevent these and other harmful 
effects of such overbuilding and encourages the most appropriate development 
within the residential neighborhoods. The objectives are to: 

 
– Control scale and mass; 
 
– Ensure design compatibility; 
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– Promote design that respects prevailing styles and neighborhood 
character; and 

 
– Prevent the harmful effect of overbuilding 

 
Altogether, the Planning Division is authorized 13 positions. 

2. THE BUILDING AND SAFETY DIVISION IS AUTHORIZED 29 POSITIONS. 
 

The Building and Safety Division processes building permit applications, and 

regulates building construction and building occupancy through the enforcement of the 

City’s building, electrical, mechanical, plumbing and zoning codes. The Division staff 

process and issue permit applications, perform plan review, inspect construction to 

ensure adherence to building codes, and provide code enforcement services. 

The plan of organization for the Building and Safety Division is presented in the 

fifth exhibit at the end of this chapter (see exhibit 5). The Division is authorized 29 full-

time equivalent positions. Important points to note concerning the plan of organization 

are presented below. 

• The Division is organized into four sections, Building Inspection, Plan Review, 
Permitting, and Community Preservation. 

 
• The authorized Building and Safety Division staffing is presented in the table 

below. 
 

Class Title Number of Authorized Positions 
Building Administration  
Building Official 1 
Executive Assistant II 1 
Building Inspection  
Building Inspection Manager 1 
Senior Building Inspector 6 
Building and Safety Inspector I / II 3 
Plan Check  
Plan Review Manager 1 
Senior Plan Review Engineer 2 
Plan Review Engineer Architect 2 
Supervisor Plan Review Engineer 1 
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Permitting  
Customer Service Supervisor 1 
Customer Service Representative 4 
Records / Micro / CMP Imaging Technician 1 
Code Enforcement Officer 3 
Senior Code Enforcement Officer 1 
Code Enforcement Manager 1 
TOTAL 29 

 
• The Building Official is the manager of the Division. The Building Official 

supervises three managers – the Building Inspection Manager, the Plan Review 
Manager, and the Code Enforcement Manager. 

 
• The Building Inspection Section is responsible for providing building, plumbing, 

mechanical, and electrical inspections of all construction projects on private and 
City-owned properties to assure code compliance. In addition, the Beverly Hills 
Unified School District contracts with the City to provide Division of State 
Architect inspections for the District's new and on-going modernization and 
improvement projects. 

 
• The Plan Review Section perform residential and commercial plan checks for life-

safety, structural, electrical, mechanical, plumbing, Title-24 energy, Title-24 
disabled access, the zoning ordinance, and pertinent municipal code and state 
regulations governing the design and construction of buildings and other 
structures. The plan check staff is a mix of registered engineers and registered 
architects.  

 
• The Permitting Section is responsible for are responsible for verifying workers 

compensation and contractors licenses before issuance of building permits, 
issuing building permits, responding to phone calls from customers, functioning 
as cashiers for building permit and plan check revenue, issuing planning permits, 
responding to customer inquiries such as how to apply for a building permit, a 
planning permit, the amount of permit fees, etc. This staff is not required to be 
certified as International Code Council building technicians. This section also is 
responsible for providing public information on all development and property 
related records (i.e. zoning, plans, reports, permits, covenants, and other related 
documents). 

 
• The Code Enforcement Section is responsible for responding to citizen 

complaints and proactively enforcing compliance of property maintenance 
standards, nuisance abatement, building permits, business tax registration, 
zoning, animal control, and rent stabilization. The Section also  

 
– Administers the animal service contract with Los Angeles County; and  

 
– Responds to citizen complaints and inquiries relating to unlawful rent 
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increases, reduction in housing services, and evictions of tenants residing 
in multi-family rental units and administers the contract for the Community 
Mediation program with the Los Angeles County Bar Association.  

 
The roles and responsibilities of the staff assigned to the Building and Safety Division 

are presented in the sixth exhibit at the end of this chapter (see exhibit 6). 

The seventh exhibit presented at the end of this chapter presents the workload 

for the Division (see exhibit 7), while the eighth exhibit presents service levels and other 

important operational characteristics for the Building and Safety Division (see exhibit 8). 

The ninth exhibit presents the generalized flow charts of the major Building and 

Safety plan review processes (see exhibit 9). 

Altogether, the Building and Safety Division is authorized 29 positions. 
 

3. THE ADMINISTRATION SERVICES DIVISION IS AUTHORIZED 6 POSITIONS. 
 

The Administrative Services provides administrative support to the department's 

two divisions (the Planning Division and the Building and Safety Division).  Its activities 

also include staff support to top and mid-level management, and the Planning, the 

Architectural, and the Design Review Commissions. It is involved in the overall direction 

and coordination of department's different programs and work processes. The Division 

accomplishes a number of ongoing tasks including the following: 

• Provides support to the department in the areas of budget management, 
purchasing and personnel recruitments; 

 
• Monitors contracts, payments, and certificates of insurance of professional 

consultants hired by the department; and 
 
• Oversees and monitors work plan items of the department’s different programs. 
 
The fiscal year 2007 / 08 work plan for the Division includes a number of tasks as 

portrayed below. 
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• Develop and implement a departmental wide public outreach program utilizing 
the city's website and informational handouts; 

 
• Implement the plan to streamline and quality control the permit processes 

resulting from the Permit Process Evaluation; 
 
• Adopt a development impact fee ordinance; 
 
• Develop a comprehensive equipment replacement program; 
  
• Implement the second phase of the Performance Measures program; and 
 
• Develop a project accounting process for capital improvement projects (CIP) that 

includes costs, such as labor and supplies, that are currently charged to 
operating budgets. 

 
The plan of organization for the Administration Division is presented in the tenth 

exhibit at the end of this chapter (see exhibit 10). The Division is authorized 6 full-time 

equivalent positions. The number of staff by classification is presented in the table 

below. 

Class Title Number of Authorized Positions 
Community Development Director 1 
Management Analyst 1 
Executive Secretary III 1 
Executive Secretary I 1 
Secretary 2 

 
The roles and responsibilities of the staff assigned to the Division are presented 

in the eleventh exhibit at the end of this chapter (see exhibit 11). 
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Exhibit 1 
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Planning Division 

 
 
 
 
 
 
 
 

Associate
Planner

Assistant
Planner

Senior
Planner

Associate
Planner

Assistant
Planner

Senior
Planner

Current
Planning
Principal
Planner

Associate
Planner

Senior
Planner

Associate
Planner

Senior
Planner

Advanced
Planning
Principal
`Planner

City
Planner

 



CITY OF BEVERLY HILLS, CALIFORNIA 
Management Study of the Community Development Department  

Matrix Consulting Group  Page 43 

Exhibit 2 (1) 
 

Roles and Responsibilities of the 
Staff of the Planning Division 

 
 

Position 
 

Number of 
Positions  

 
Description of Responsibilities 

Planning Administration 
 
City Planner / 
Assistant Community 
Development Director 

 
1 
 

 
• Manages the Planning Division. 
• Manages a staff of .12  
• Supervises the Principal Planner. 
• Shapes policy and procedures for the Planning Division and 

gives guidance especially from the ‘big picture’ perspective. 
• Is responsible for the overall product of the Division. 
• Reviews and edits all staff reports requiring the approval of 

the Planning Commission.  
• Develops and monitors budgets for the Division. 
• Develops goals and objectives for the Division, and 

monitors performance. 
• Ensures the adherence of the Division to adopted policies 

and procedures. 
Advanced Planning 

 
Principal Planner 

 
1 
 

 
• Primary responsibly is to manage the Advance Planning 

Section.  
• Oversee the CEQA process reviews. Directs the work of 

planners and consultants with regard to environmental 
reviews. 

• Reviews and edits all staff reports regarding environmental 
and advance planning requiring the approval of the 
Planning Commission. 

• Assist in the development of the budget and manages on-
call contracts 

• Manages, supervises or prepares reports for special 
planning projects and studies. 
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Exhibit 2 (2) 
 

 
Position 

 
Number of 
Positions  

 
Description of Responsibilities 

 
Senior Planner 

 
1 
 

 
• Oversees consultants and staff in the preparation of the 

General Plan, including the Economic Element. 
• Manages large Specific Plans, such as the Entertainment 

Business. District Plan (formally the Industrial Area) 
• Coordinates environmental reviews, for mixed use and 

other complex projects 
• Coordinates planning related activities with other City 

departments and Commissions, and with outside agencies, 
including monitoring adjacent jurisdiction development 
activities.  

• Processes Architectural Commission applications (R4 and 
Commercial) and Track 2 Residential Design Review 
projects. 

• Processes permits for planning applications (variances, 
conditional use permits, re-zoning requests, etc.) including 
issuance of public notice, preparation of staff reports, 
preparation of mailing labels, posting sites, inspection of 
sites, and analysis and preparation of recommendations to 
the Planning Commission.  

• Conducts zoning studies; analyzes land use issues; 
recommends resolutions to land use problems; directs 
proposed ordinances through review process.  

• Represents the City at professional meetings and inter-
governmental activities as required.  

 
Associate Planner 
 

 
1 
 

 
• Researches, analyzes, and interprets social, economic, 

population and land-use data and trends; prepares written 
reports on various planning matters and elements of the 
General Plan.  

• Compiles information and makes recommendations on 
special studies and prepares planning reports.  

• General Plan studies, such as the building inventory.  
• Researches and drafts ordinances for review.  
• Checks commercial, industrial, and residential development 

plans and provides advice regarding zone requirements at 
the public counter and on the telephone. 

• Reviews more complex zoning, variance, permit 
applications etc., for compliance with city codes.  

• Processes Track 1 Residential Design Review projects from 
preliminary contact with the City to staff approval. 

• Processes Architectural Commission applications (R4 and 
Commercial) and Track 2 Residential Design Review 
projects. 

• Processes permits for planning applications (variances, 
conditional use permits, re-zoning requests, etc.) including 
issuance of public notice, preparation of staff reports, 
preparation of mailing labels, posting sites, inspection of 
sites, and analysis and preparation of recommendations to 
the Planning Commission.  
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Exhibit 2 (3) 
 

 
Position 

 
Number of 
Positions  

 
Description of Responsibilities 

 
Senior Planner 

 
1 
 

 
• Prepares reports and oral presentations to the City Council, 

Planning, Architectural Commission and Design Review 
Commission on more complex planning issues.  

• Supervises and coordinates complex environmental review 
and project reviews, such as Morris/Beverly Wilshire Project 

• Processes Architectural Commission applications (R4 and 
Commercial) and Track 2 Residential Design Review 
projects from preliminary contact with the City to 
Commission action. 

• Processes permits for planning applications (variances, 
conditional use permits, re-zoning requests, etc.) including 
issuance of public notice, preparation of staff reports, 
preparation of mailing labels, posting sites, inspection of 
sites, and analysis and preparation of recommendations to 
the Planning Commission.  

• Coordinates planning related activities with other City 
departments and Commissions; and with outside agencies, 
including monitoring adjacent jurisdiction development 
activities.  

• Confers with and advises architects, builders, attorneys, 
contractors, engineers, and the general public regarding City 
Development policies and standards.  

 
Associate Planner 
 

 
1 
 

 
• Monitors projects in adjacent jurisdictions and provides 

updates to Planning Commission and City Council.  
• Compiles information and makes recommendations on 

special studies and prepares planning reports.  
• Prepares zoning code and General Plan amendment 

studies.  
• Researches and drafts ordinances for review.  
• Researches, analyzes, and interprets social, economic, 

population and land-use data and trends; prepares written 
reports on various planning matters and elements of the 
General Plan 
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Exhibit 2 (4) 
 

 
Position 

 
Number of 
Positions  

 
Description of Responsibilities 

Current Planning 
 
Principal Planner 

 
1 
 

 
• Primary responsibly is to manage the Current Planning 

Section.  
• Act as secretary to the Planning Commission and staffs 

meetings, assists chairperson, answers questions, and 
assists applicants in presenting their cases. Monitors and 
determines the number of cases to be presented to the 
Planning Commission 

• Assigns all current planning case that will be adjudicated by 
the Planning Commission to the appropriate level planner.  

• Supervises Senior Planners and subordinates, as 
necessary, with respect to Planning, Architectural and 
Design Review Commission cases. 

• Reviews and edits all staff reports requiring the approval of 
the Planning Commission. 

• Processes discretionary permit applications that have 
complex policy issues. 

• Develops budget; supervises and monitors contract service 
providers; prepares activity reports for the Planning 
Manager. 

• Prepares and reviews evaluations. 
 
Senior Planner 

 
1 
 

 
• Manages the Architectural Review process, including 

assigning and reviewing all cases. 
• Oversees any Historic Preservation assignments, including 

historic building surveys. 
• Provides training to Commissioners and staff. 
• Processes Architectural Commission applications (R4 and 

Commercial) and Track 2 - Residential Design Review 
projects to Commission action. 

• Processes permits for planning applications (variances, 
conditional use permits, re-zoning requests, etc.) including 
issuance of public notice, preparation of staff reports, 
preparation of mailing labels, posting sites, inspection of 
sites, and analysis and preparation of recommendations to 
the Planning Commission.  

• Coordinates planning related activities with other City 
departments and Commissions; and with outside agencies, 
including monitoring adjacent jurisdiction development 
activities.  

• Confers with and advises architects, builders, attorneys, 
contractors, engineers, and the general public regarding City 
Development policies and standards.  

• Prepares reports and oral presentations to the City Council, 
Planning and Architectural Commission on complex planning 
issues.  

• Act as secretary to the Architectural Commission and staffs 
meetings, assists chairperson, answers questions, and 
assists applicants in presenting their cases. 
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Exhibit 2 (5) 
 

 
Position 

 
Number of 
Positions  

 
Description of Responsibilities 

 
Senior Planner 
 

 
1 
 

 
• Manages the Design Review process, including assigning 

and reviewing all cases. 
• Supervises Associate and Assistant Planners. 
• Administers the CDBG Program 
• Prepares reports and oral presentations to the City Council, 

the Planning and the Architectural Commission.  
• Coordinates planning related activities with other City 

departments and Commissions; and with outside agencies, 
including monitoring adjacent jurisdiction development 
activities.  

• Processes Architectural Commission applications (R4 and 
Commercial) and Track 2 - Residential Design Review 
projects to Commission action. 

• Confers with and advises architects, builders, attorneys, 
contractors, engineers, and the general public regarding City 
Development policies and standards.  

• Act as secretary to the Design Review Commission and 
staffs meetings, assists chairperson, answers questions.  

 
Associate Planner 

 
1 
 

 
• Checks commercial, industrial, and residential development 

plans and provides advice regarding zone requirements at 
the public counter and on the telephone.  

• Confers with and advises architects, builders, attorneys, 
contractors, engineers, and the general public regarding City 
development policies and standards. 

• Reviews more complex zoning, variance, permit applications 
and development proposals for compliance with city codes; 
works with developers to bring any plans into compliance 
with zoning and all other laws. 

• Processes Track 1 Residential Design Review projects from 
preliminary contact with the City to approval. 

• Processes Architectural Commission applications (R4 and 
Commercial) and Track 2 Residential Design Review 
projects. 

• Reviews, prepares analysis and makes recommendations to 
the Planning Commission on hillside developments 
proposals. 

• Processes permits for planning applications (variances, 
conditional use permits, re-zoning requests, etc.) including 
issuance of public notice, preparation of staff reports, 
preparation of mailing labels, posting sites, inspection of 
sites, and analysis and preparation of recommendations to 
the Planning Commission.  

• Under supervision, manages consultants and coordinates 
with applicants the processing complex Environmental 
Impact Reports. 
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Exhibit 2 (6) 
 

 
Position 

 
Number of 
Positions  

 
Description of Responsibilities 

 
Associate Planner 
 

 
1 
 

 
• Checks commercial, industrial, and residential development 

plans and provides advice regarding zone requirements at 
the public counter and on the telephone.  

• Confers with and advises architects, builders, attorneys, 
contractors, engineers, and the general public regarding City 
development policies and standards.  

• Processes Track 1 Residential Design Review projects from 
preliminary contact with the City to staff approval. 

• Processes Architectural Commission applications (R4 and 
Commercial) and Track 2 Residential Design Review projects 
from preliminary contact with the City to Commission action 

 • Attends and represents the City at regional (SCAG) and sub-
regional (Westside Sub -Regional Committee) meetings. This 
includes Regional House Needs allocation discussions and 
Work Force Housing Grants. 

• Reviews legislative updates with City representatives in 
Sacramento and provides periodic reports. 

• Processes Annexation applications. 
• Processes permits for planning applications (variances, 

conditional use permits, re-zoning requests, etc.) including 
issuance of public notice, preparation of staff reports, 
preparation of mailing labels, posting sites, inspection of 
sites, and analysis and preparation of recommendations to 
the Planning Commission.  

• Prepares written and presents oral reports on projects and 
programs to Planning Commission, Architectural 
Commission, Design Review Commission, and City Council.  

 
Assistant Planner 

 
2 
 

 
• Checks simple commercial, industrial, and residential 

development plans and provides advice regarding zone 
requirements at the public counter and on the telephone. 

• Reviews less complex zoning, variance, permit applications 
and development proposals for compliance with City codes; 
works with developers to bring any plans info compliance with 
zoning and all other laws.  

• Confers with and advises architects, builders, attorneys, 
contractors, engineers, and the general public regarding City 
development policies and standards.  

• Responds to or notifies applicants regarding information 
requested, status of application, explanation of the application 
process, and ordinance criteria.  

• Makes prepare written reports and present oral reports on 
projects to Planning Commission, Architectural Commission, 
and Design Review Commission 
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Exhibit 3 
 

Service Levels 
For the Planning Division 

 
 

Characteristic 
 

Description 
 
Hours of Operation and Schedule 

 
• Work hours are from 7:30 a.m. to 5:30 p.m., Monday 

through Thursday, and alternate Fridays from 8:00 a.m. to 
5:00 p.m. 

• This schedule provides for 9 days, and 80 hours of 
coverage every 2 weeks.  

 
Coverage Area 

 
• For all processing of discretionary and administrative permit 

applications assuring the applications meet the 
requirements of the general plan and the zoning ordinance. 

• Staff has divided responsibility for support of the Planning 
Commission, Architectural Commission and Design Review 
Commission.  

• Responsible for the preparation and maintenance of the 
General Plan, Zoning Ordinance and any Specific or Area 
Plans 

 
Training and Certification 

 
• The planning series classification descriptions do not 

require APA membership or AICP certification.  
• There is one AICP member on staff. 

 
Codes Administered and Enforced 

 
• General Plan 
• Zoning ordinance 
• Subdivision Map Act 
• California Environmental Quality Act 
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Exhibit 4 (1) 
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Exhibit 5 
 

Plan of Organization of the  
Building and Safety Division 
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Exhibit 6 (1) 
 

Roles and Responsibilities of the Staff 
Of the Building and Safety Division 

 
 

Position 
 

Number of 
Positions  

 
Description of Responsibilities 

Building and Safety Division Administration 
 
Building Official 

 
1 
 

 
• Supervises the activities and performance of the permit 

processing, plan review and inspection staff, develops and 
monitors the budget for the Building Safety Division, and 
ensures the adherence of the Division to City adopted 
policies and procedures. 

 
Executive Assistant II 

 
1 
 

 
• Provides clerical and administrative support to the Building 

Official, including filing, answering phones, correspondence, 
scheduling and coordinating meetings, etc. 

• Assists Building and Safety Division program managers with 
human resource paperwork and recruitment 

• Administers and monitors purchasing of office supplies and 
special equipment for the Division. 

• Supports the Code Enforcement Committee with minutes and 
follow up to meetings. 

• Updates emergency preparedness plans, code books, and 
manuals.  

Plan Check and Permitting 
 
Plan Check and 
Permitting Manager 

 
1 

 
• Manages the plan review and permit processing functions of 

the Building and Safety Division 
• Responsible for the coordination and work assignment for 

plan review, permit processing and records management 
projects 

• Represents the Division at external department, Council and 
Commission meetings as needed 

 
Customer Service 
Representative 
Supervisor 

 
1 

 
• Supervises day to day operations of the CSR staff for phone 

and public counter duties, cashiering, bonds, scheduling of 
building plan review and planning application permits. 

• Back up for workload overflow in the processing of over-the-
counter permits such as re-roof, water heaters, etc. 
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Exhibit 6 (2) 
 

 
Position 

 
Number of 
Positions  

 
Description of Responsibilities 

 
Customer Service 
Representative 

 
4 

 
• 2 CSR positions are responsible for general customer service  

and permit processing for both the Planning and Building and 
Safety Divisions. Duties include: 
- Answer phones  
- Provide public information via phone or public counter 
- Schedule appointments for permit application, plan 

review, permit pick up, etc. 
- Check licensing and workers compensation requirements 

for contractors 
- Process permits for Building, Planning and Fire permits 
- Collect permit fees at the public counter 
- Process reports to McGraw Hill, Census, etc. as needed 
- Coordinate send out and receipt of plan review for 

miscellaneous trade permits (M,, E, and P). 
- Issue letters for bounced checks 

• 1 CSR position, in addition to performing the duties for the 2 
CSR’s mentioned above, also reconciles daily cash receipts 
for all fees collected for planning, building, and code 
enforcement permits. Generates daily revenue reports and 
maintains a running tally of the number of permits issued. 
Also refunds permits, processes and tracks bond payments. 

• 1 CSR position is designated primarily to the records and 
research function for the Community Development 
Department. Duties include:  
- General phone and public counter duty 
- Processing of records requests 
- Processing of zoning letters 
- Processing of subpoenas for Division 
- Processing of Comcate requests 
- Scans building g permit plans and documents. 

 
Records / Microfilm 
Technician 

 
1 

 
• Responsible for the scanning of building plans and permit 

backlog 
• Performs address verification for new addresses 
• Serves as back-up to CSR phone and public counter staff. 

Processes permits, logs projects in and out of OBC and 
assists with plan and permit pick up as needed. 

• Processes fire permits for issuance in OBC 
• Files all recently permitted plans  

 
Supervising Plan 
Review Engineer 

 
1 

 
• Functions in a dual role as a supervisor to the plan review 

staff, as well as a project plan reviewer 
• Attends Design Review Committee meetings. 

 
Sr. Plan Review 
Engineer 
Plan Review Engineer 
/ Architect 

 
2 
 

2 

 
• Review construction plans for compliance with building and 

zoning codes, regulations and ordinances. 
• Each plan review staff member staffs the public counter one 

day per week to intake plan review submittals by 
appointment. 
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Exhibit 6 (3) 
 

 
Position 

 
Number of 
Positions  

 
Description of Responsibilities 

Building Inspection 
 
Building Inspection 
Manager 

 
1 

 
• Supervises inspection staff, including the assignment of 

projects to inspectors, approval of timesheets, performance 
evaluations 

• Resolves difficulties between inspection staff and contractors 
in the field as needed. 

• Responds to complex code enforcement complaints 
• Prepares annual budget projections for inspection work 

program 
 
Sr. Building Inspector 

 
1 

 
• Dedicated representative to School District construction 

project inspection. 
• Certified DSA (Department of State Architect) Inspector  
• Functions as City’s construction project manager, responsible 

for reporting on deviation notices, inspection requests, 
welding, soil, change orders, and requests for information 
form contractors. 

• Approves contractor progress payments and verifies invoices. 
• Attends weekly contractor foreman meetings, plans and 

schedules vital inspections on a weekly basis, performs daily 
inspections and on-site project management as needed. 

 
Sr Building Inspector 
Building Inspector II/I 

 
5 
3 

 
• Inspect residential and commercial construction projects to 

ensure compliance with building and zoning codes, 
regulations and ordinances. 

• Respond to zoning and building related code enforcement 
issues and complaints. 

• Inspect CIP projects as needed. 
• One Sr. Building Inspector functions as a lead worker with the 

following duties: 
- Assigns daily workload to all inspectors based on a 

download from the City’s IVR system.  
- Reviews daily OBC inspection entries for consistency. 
- Serves as the primary contact for department-wide 

changes and projects such as code conversion to ICC, 
etc. 

- Liaison for building inspector training program. 
• One Building Inspector I position assists with training staff on 

OBC and coordinates with IT on software improvements and 
technology issues. 
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Exhibit 6 (4) 
 

 
Position 

 
Number of 
Positions  

 
Description of Responsibilities 

Code Enforcement 
 
Code Enforcement 
Manager 

 
1 

 
• This position is vacant. 
• This position is responsible for the planning, facilitating, 

coordinating and evaluating of the work of Code Enforcement 
Officers. 

• Assigns new cases to the Senior Code Enforcement Officer 
and the Code Enforcement Officers. 

• Coordinates code enforcement activities with other divisions, 
departments and outside agencies' enforcing Municipal laws 
pertaining to the technical codes, zoning / land use, rent 
control, property maintenance, mechanical noise, signs, 
garage safes, smoking, the payment of business taxes, and 
animal control. 

• Works with a hearing officer to resolve difficult code 
enforcement and rent control issues. 

• Works with the City Prosecutor to conduct office conferences 
and prepare cases for prosecution. 

 
Senior Code 
Enforcement Officer 

 
1 

 
• This position serves as a lead worker for the Code 

Enforcement Officers. 
• The position addresses the more difficult code enforcement 

cases. 
• The position carries a full caseload. 
• Enforces federal, state and municipal laws pertaining to 

zoning/land use, rent control, property maintenance, 
mechanical noise, signs, garage sales, smoking, the payment 
of business taxes, animal control. 

 
Code Enforcement 
Officer 

 
3 

 
• Responsible for enforcement of Municipal Laws pertaining to 

zoning / land use, rent control, property maintenance, noise, 
signs, garage sales, and smoking. 

• Coordinates code enforcement activities with other divisions, 
departments, and outside agencies. 

• Prepares cases for court and testifies in court. 
• One of the Code Enforcement Officers will spend an entire 

workday in the office each day of the week serving the public 
at the counter and responding to phone calls. 

• One of the Code Enforcement Officers will work on the 
weekend – both days – enforcing Municipal Laws. The 
assignment on the weekends is proactive, looking for 
violations of Municipal Laws, and following up on complaints 
regarding construction, illegal signs, etc. 
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Exhibit 7 (1) 
 

Workload of the 
Building and Safety Division: 

 
Building Permits Issued By Type– FY 2000 / 01 to FY 2006 / 07 

 
  FY 06/07 FY 05/06 FY 04/05 FY 03/04 FY 02/03 FY 01/02 FY 00/01 
Asbestos 55 72 82 83 68 65 51 
After-hours 429 453 429 511 403 419 461 
Building 1,598 1,422 1,536 1,569 1,465 1,390 1,517 
Fire 
Sprinkler 228 272 290 261 246 216 265 
Demolition 84 93 115 100 98 83 79 
Electrical 1,041 1,068 1,180 100 1,109 1,035 1,112 
Fence/Wall 149 157 151 140 140 110 117 
Fire Prev. 0 0 0 1 0 0 0 
Garage Sale 108 110 117 150 196 154 173 
Grading 70 68 85 76 61 58 69 
Mechanical 514 571 590 683 585 539 625 
Noise (CE) 1 1 0 0 0 0 0 
Parking  0 0 0 1 3 0 0 
Paving 121 120 132 126 109 129 117 
Plumbing 752 782 832 842 824 774 799 
Prop Maint. 
(CE) 1 2 0 0 0 0 0 
Roofing 242 332 314 250 292 320 321 
Sandblasting 48 57 44 70 74 72 67 
Sign 119 121 110 144 127 123 125 
Sign Related 1 2 0 0 0 0 0 
Tent 128 123 117 117 85 66 65 
Tree Remov. 4 4 5 4 0 1 3 
TOTAL 5,693 5,830 6,129 5,228 5,885 5,554 5,966 
% CHANGE -2% -5% 17% -11% 6% -7%  

 
Building Permit Plan Check Volume – FY 2000 / 01 to FY 2005 / 06 

 
  FY 06 / 07 FY 05/06 FY 04/05 FY 03/04 FY 02/03 FY 01/02 FY 00/01 
Building  1,801 1,848 1,935 1,867 1,779 1,766 
Electrical  431 391 528 445 341 414 
Mechanical  187 178 262 182 151 189 
Plumbing  170 181 268 198 160 199 
TOTAL  2,589 2,598 2,993 2,692 2,431 2,568 
% CHANGE  0% -13% 11% 11% -5%  
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Exhibit 7 (2) 
 

Number of Building Inspections – FY 2004 / 05 to FY 2005 / 06 
 

Fiscal Year FY 2006 / 07 FY 2005 / 06 FY 2004 / 05 
Number of Inspections  14,165 15,956 
Number of Building 
Inspectors 

 8 8 

Average Number of 
Inspections / Day / 
Inspector 

 8 9 

* DSA Inspector is not included in the total number of Inspectors 
 

Code Enforcement Workload – FY 2004 / 05 to FY 2006 / 07 
 

 FY 2006 / 07 FY 2005 / 06 FY 2004 / 05 
Number of Complaints Received 1,643 N / A N / A 
Number of Complaints Resolved 1,701 N / A N / A 
Number of Cases Requiring Written Letter 451 353 779 
Number of Cases Requiring Prosecutor Action 48 68 64 
Number of Caes Requiring Judicial Action 6 8 18 
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Exhibit 8 (1) 
 

Service Levels for the  
Building and Safety Division 

 
 

Characteristic 
 

Description 
 
Hours of Operation and Schedule 

 
• Public Counter is open from 7:30 am to 5:00 pm, Monday 

through Thursday, and 8:00 a.m. to 5:00 p.m. on Fridays. 
• All Permit Counter and Plan Check staff are on a 9 / 80 

work schedule 
• Plan Review submittal at the public counter is conducted on 

a by-appointment basis only.  
• Each Plan Review Engineer staffs the counter one day per 

week. 
• Building Inspection work hours are 7:00 a.m. to 5:00 p.m., 

Monday through Friday. All staff are on a 9/80 schedule. 
• Building Inspection office hours begin at 7:30 a.m., Monday 

through Thursday and 8:00 a.m. on Fridays. Building 
Inspectors receive work assignments, and calls and / or 
visitors at the public counter from approximately 7:00 to 
8:00 a.m. M-F. 

• Building inspections are assigned based on a daily 
download of inspection requests from the City’s IVR 
system. Work is distributed first by case inspector if it has 
already been previously assigned, then by type of 
inspection (commercial / residential / tenant improvement, 
etc), with the intention to diversify workload across all 
inspectors. 

• Code enforcement staff work hours are 7:30 a.m. to 5:30 
p.m., Monday through Sunday. The staff works a 9/80 
schedule. 

 
Coverage Area 

 
• Building Inspectors are responsible for building inspections 

for the life-of-the-construction project. Building Inspectors 
are not assigned to geographical areas. 

• Plans are assigned to plan check staff based upon who 
was assigned to plan check counter duty the day the plans 
were received and the weekly review of workload by staff. 
Generally, the plan check staff assigned counter duty 
conduct the plan check of all plans received that day with 
some balancing of workload based upon the weekly staff 
meetings. 

• The code enforcement staff is not assigned to a specific 
geographical area. The staff is assigned specific cases that 
the staff is responsible for working from receipt to closure. 
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Exhibit 8 (2) 
 

 
Characteristic 

 
Description 

 
Training and Certification 

 
• 1 out of 5 Customer Service Representative staff are ICC 

Building Permit Technician Certified. 
• 4 out of 5 plan review staff are State Licensed Civil 

Engineers. 
• 1 out of 5 plan review staff has a State Architectural 

License. 
• Both the Plan Review & Permitting Manager and one 

Senior Plan Review Engineer are ICC Certified Building 
Plans Examiner. 

• One Senior Plan Review Engineer is ICC Building 
Inspector UBC Certified 

• All inspection staff is ICC Combination Inspector Certified, 
except for the Building Inspector I staff (in process). 

• Two inspection staff are ICC Certified Plans Examiners IBC 
• All Senior Building Inspection positions are DSA Certified. 
• The building inspection staff are required to have 25 hours 

of non-technical City training per year, and 24 hours of 
Continuing Education Units for the ICC Certification. 

 
Codes Administered and Enforced 

 
• California Building Code volumes 1 and 2 – 2001 
• California Electrical Code – 2001 
• California Mechanical Code – 2001 
• California Plumbing Code – 2001 
• California Fire Code - 2001 
• Uniform Administrative Code – 1997 
• Uniform Swimming / Spa / Hot Tub Code – 2001 
• Uniform Solar Energy Code -  
• California State Energy Code -  
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Exhibit 9 
 

Flow Chart of the  
Building Permit Plan Check Process 
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Exhibit 10 
 

Plan of Organization of the  
Administration Division 
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Exhibit 11 (1) 
 

Plan of Organization 
Of the Administration Division 

 
 

Position 
 

Number of 
Positions  

 
Description of Responsibilities 

 
Community 
Development Director 

 
1 

 
• Supervise the City Planner, Building Official, Management 

Analyst, and the Executive Assistant III. 
• Represent the City in development and land use matters. 
• Participate in numerous public meetings. 
• Plans, organizes, controls, and evaluates the work of the 

Community Development Department. 
• Research, analyze and recommend policies for development 

and land use matters. 
• Implements and monitors long-term plans, goals and 

objectives focused on achieving the Department’s mission 
and City Council priorities. 

• Directs the development of and monitors performance against 
the annual department budget. 

• Manages and directs the development, implementation and 
evaluation of plans, policies, systems and procedures to 
achieve the Department’s goals, objectives and work 
standards  

• Provides leadership to develop and retain highly competent, 
service-oriented staff through selection, training and day-to-
day management practices that support the Department’s 
mission and values 

 
Management Analyst 

 
1 

 
• Reports to the Community Development Director. 
• Assists the Community Development Director by providing 

administrative and technical support in the planning, direction 
and operation of the department. 

• Plans, develops, and manages special projects at the request 
of the Community Development Director. 

• Researches, prepares, analyzes, and may present reports.  
• Assists with the preparation, analysis and administration of 

the department budget. 
• Serves as the CDBG grant coordinator for the Department. 
• Coordinates fee updates on behalf of the Department 

including the OBC and handouts. 
• Coordinates and provides OBC training to Departmental 

employees. 
• Serves as the liaison to the Human Resources Department in 

terms of the recruitment and selection for vacant 
departmental positions. 
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Exhibit 11 (2) 
 

 
Position 

 
Number of 
Positions 

 
Description of Responsibilities 

 
Executive Assistant III 

 
1 

 
• Reports to the Community Development Director. Supervises 

the Executive Assistant I and the two Secretaries. 
• Provides administrative support for the Community 

Development Director such as coordinating meetings, 
managing the Director’s calendar,  

• Administers approximately forty (40) contracts such as 
consulting services processing invoices, monitoring expiration 
dates, etc. 

• Functions as the liaison for the Department and the City 
Clerk’s Office for purposes of the City Council agendas and 
placing agenda items on the agenda. 

• Serves as backup to the Secretaries for the Commissions. 
 
Executive Assistant I 

 
1 

 
• Reports to the Executive Assistant III. 
• Serves as primary secretarial support for the Planning 

Commission. 
• Prepares, processes and ensures that legal and public 

notices are published in accordance with state law/municipal 
ordinance for Planning Commission. 

• Coordinates, prepares and finalizes all meeting agendas. 
• Attends Planning Commission meetings, takes and prepares 

synopsis and meeting minutes. 
• Organizes and maintains all Commission records. 
• Prepares post-meeting correspondence to applicants 

documenting action(s) taken including entry into OBC. 
• Provides information to applicants and interested parties 

regarding meeting procedures.  
• Answers the phone for the Planning and the Administration 

Divisions, usually as backup, and serves the public at the 
counter for the two divisions. 
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Exhibit 11 (3) 
 

 
Position 

 
Number of 
Positions 

 
Description of Responsibilities 

 
Secretary 

 
1 

 
• Reports to the Executive Assistant III. 
• Serves as the secretary to the Architectural Commission. 
• Coordinates, prepares and finalizes all meeting agendas. 
• Prepares case files (including the application and the plans) 

for each application for each member of the Architectural 
Commission for each meeting. Prepares a Microsoft 
PowerPoint presentation for the meeting. 

• Attends the Architectural Commission meetings, takes and 
prepares the synopsis and the meeting minutes. 

• Organizes and maintains all Commission records. 
• Prepares the post-meeting correspondence to applicants 

documenting action(s) taken including entry into OBC. 
• Provides information to applicants and interested parties 

regarding meeting procedures. 
• Answers the phone for the Planning and the Administration 

Divisions and serves the public at the counter for the two 
divisions. 

• Receives and distributes the mail for the Planning Division. 
• Enters the approved architectural plans into a file cabinet in 

the Building and Safety Division. Processes approved 
architectural plans. 

 
Secretary 

 
1 

 
• Reports to the Executive Assistant III. 
• Serves as the secretary to the Design Review Commission. 
• Prepares, processes and ensures that legal and public 

notices are published in accordance with state law / municipal 
ordinance for Design Review Commission. 

• Coordinates, prepares and finalizes all meeting agendas. 
• Prepares case files (including the application and the plans) 

for each application for each member of the Design Review 
Commission for each meeting.  

• Attends Design Review Commission meetings, takes and 
prepares the synopsis of the meeting minutes. 

• Organizes and maintains all Commission records. 
• Prepares post-meeting correspondence to applicants 

documenting action(s) taken including entry into OBC. 
• Provides information to applicants and interested parties 

regarding meeting procedures. 
• Answers the phone for the Planning and the Administration 

Divisions and serves the public at the counter for the two 
divisions. 
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3. FOCUS GROUPS 

 
As part of the management study of the development review process, the project 

team conducted focus group meetings. Participants included customers of the process, 

including the development community, commission representatives, and City residents, 

with the objective to obtain their perceptions and assess customer satisfaction. These 

participants were selected based on their knowledge and experience with the City’s 

development review process. 

The Matrix Consulting Group facilitated focus groups over two separate days as 

presented below. 

• Two groups consisting of development community representatives. Members 
included landowners, land use attorneys, business groups and developers, all of 
which had been through the City’s development review application process.  

 
• Two groups consisting of commission representatives from the City’s Planning 

Commission and Architectural Review Commission.  
 
• Two groups consisting of residents that are impacted by current development 

projects and code enforcement issues 
 

All meetings were conducted on a confidential basis to obtain as much candid 

feedback as possible, with no City staff in attendance. The focus groups were intended 

to elicit views and opinions on positive and negative aspects of relevant development 

service activities and to seek ideas for change that will improve and enhance the 

process. In considering the results, the reader must bear in mind that unlike documents 

and statistics, the views expressed by individuals are subjective and may reflect 

personal biases.  Nonetheless, they are as important as the objective material because 

it is these people who work with or are often affected by the City’s activities. A second 

important consideration is that in analyzing the material, it may not be as important to 
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determine whether a particular response is "correct" as it is to simply accept a 

response. In other words, perception is reality to the person holding the perception. 

1. THE FOCUS GROUP PARTICIPANTS MADE SEVERAL POSITIVE 
COMMENTS REGARDING THE CITY OF BEVERLY HILLS. 
 
Although one of the main goals of the focus groups was to identify challenges 

and opportunities and suggestions for improvement, participants made several positive 

remarks. These remarks originated primarily from the development community’s 

participants. These comments are presented below. 

• At times, a “genuine effort to serve” was encountered when working with 
Planning Division staff. 

 
• Institutional knowledge and expertise available in the current mixture of Building 

and Safety Division plan review and inspection staff is appreciated. 
 
• The City is proactive about training new Building Inspectors. 
 
• Recent efforts to provide automatic email notification of a two-hour time window 

for building permit inspection services is helpful. 
 

In addition, participants from the Planning and the Architectural Commissions 

noted that the quality of staff reports from Planning Division staff had greatly improved 

over the past six to eight months. Residents also complimented the Building Official on 

his responsiveness and frequent availability to discuss community issues with 

homeowner associations.  

2. PARTICIPANTS FROM THE DEVELOPMENT COMMUNITY CONSIDERED 
THE REVIEW PROCESS IN BEVERLY HILLS MORE DIFFICULT THAN 
OTHER CITIES. 

 
Most participants from the development community had experience working with 

development services in other communities (in the Los Angeles area, California and 

across the country).  Based on this experience, the participants were asked how 
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Beverly Hills’ development review process compares. The participants indicated that the 

City’s process was more difficult than other cities that they have worked with. Specific 

comments are presented below. 

• Zoning regulations are more limiting and inflexible than in other communities. As 
a result, more approval processes are required in Beverly Hills. 

 
• Conceptual review takes longer than most jurisdictions. 
 
• Long-term relationships with staff make the process easier to get through than in 

other jurisdictions. If one does not have long-term relationships, it is far more 
difficult. 

 
• Beverly Hill’s review process involves a more rigorous approval from the Building 

and Safety Division during the conceptual (Planning) application phase than 
other jurisdictions. 

 
• The number of inspections required to obtain approval on a building permit 

seems twice what is required in surrounding jurisdictions such as the City of Los 
Angeles. 

 
Overall, the comments suggested that the development review process could be 

improved. Several participants stated that the City is the “least business-friendly City to 

work with in the Los Angeles area”, and that developers are starting to seek more 

projects in neighboring jurisdictions where zoning limitations and processes are more 

flexible.  

3. FOCUS GROUP PARTICIPANTS SHARED A NUMBER OF ISSUES 
REGARDING THE PLANNING APPLICATION AND REVIEW PROCESS. 

 
Participants were asked specific questions pertaining to the Planning Division’s 

application and review processes, and indicated a number of challenges inherent in 

current policy and procedure.  
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(1) Planning Staff’s Attitude, Availability, and Responsiveness. 
 

In general, participants perceived that the Division was understaffed, an issue 

further intensified by the City’s recent creation of the Design Review Commission 

approval process. Specific comments are presented below. 

• Both the development community and commissioner participants experienced a 
high turnover rate in Planning staff. They believed turnover was caused by a 
combination of internal management and economics of Beverly Hills. 

 
• Developers and commissioners agreed that use of contract staff was not an ideal 

solution to staff turnover. Institutional memory and ownership of the process is 
lost when there is heavy reliance on contract staff, especially for complex 
projects. 

 
• The development community noted that responsiveness from case planners 

could be improved, citing examples of up to 10 days for a return phone call or 
email.  

 
• Both the development community and commissioner participants commented 

that the application process, in general, is not customer oriented 
 

Participants noted that responsiveness and customer service have declined 

significantly over the past two to three years. Several participants said they circumvent 

the counter interface and application processing by directly approaching staff in the 

Division who are most responsive. 

(2) Effectiveness of Pre-application Meetings, Identification of Issues, 
Communication During the Process, and Length of Processing Time: 

 
Responses regarding questions related to the submittal and review process 

came primarily from the development community. These responses are presented 

below. 

• Developers consistently noted that City staff appears reluctant to make decisions 
and provide concrete direction during pre-application meetings.  
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• Developers noted that the application requirements and timelines could be better 
communicated during the pre-application meeting. One example was provided of 
submitting 10 sets of plans with no defined period of review or processing. 

 
• Developers experienced more time and expense required to obtain project 

approval during the planning phase than other jurisdictions. For example, 
complete sets of landscape drawings were required in order to start the 
application process. 

 
• Developers noted that the City of Beverly has its own process for managing and 

selecting EIR consultants; a process that is not generally utilized in other 
jurisdictions. This process has caused two to three month delays in project 
approval. 

 
• Developers did not consistently receive documented corrections or checklists 

throughout the submittal review process. 
 
• Developers and residents agreed that different levels of service are provided for 

larger versus smaller projects. Senior staff appears to be reserved for larger 
development while new or less experienced staff is allocated to smaller 
residential or commercial projects. 

 
There were a number of responses regarding the City’s zoning ordinance from 

the development community and commissioners. These responses are presented 

below. 

• Both developers and commissioners observe a general disconnect between 
decisions made by Planning Division staff, the Planning Commission, and the 
Architectural and the Design Review Commissions.  

 
• Developers and commissioners noted that approval timelines are negatively 

impacted by the City’s covenant filing requirement. This is not a requirement in 
other jurisdictions and poses a multitude of limitations on project approval, 
property sales, etc. 

 
According to the development community, there does not appear to be a clear 

mandate for decision-making that reflects direction from the management to staff. 

Developers noted that new issues often appear in Architectural or Planning Commission 

meetings that do not surface in meetings with staff. Both developers and commissioners 
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agreed that staff could be more empowered to present and stand behind their cases at  

commission meetings. 

 (3) Application and Interpretation of the City’s Zoning Codes and Conditions of 
Approval 

 
Participants from all three groups identified inconsistencies in interpretation and 

application of the City’s Zoning Codes by type of project and staff members: 

• Developers noted that the “Dual Track” standardization criteria for new residential 
projects could be improved. For example, elevation and lot size criteria do not 
apply to projects south of Santa Monica Boulevard, and design options do 
provide enough flexibility to promote conformance with Track 1 approval. 

 
• Developers and Commissioners noted that perspectives and interpretation of the 

Code differ by project planner from flexible to rigid. One does not always 
encounter a Planner with knowledge of code specifics and City history. 

 
• Both developers and residents noted that staff do not have the leeway to base 

decisions on intent rather than by strict code interpretations. Decisions often do 
not account for non-conforming conditions or consider the non-conforming 
conditions of neighboring lots.  

 
Residents and developers maintained that the City does not appear to have a 

clear master plan for future development in the City. The current ordinance is applied on 

a reactive basis depending on project type and project location, rather than by a 

consistent vision for the future. 

(4) Ease of Use, Accessibility, and Interpretation of the City’s Zoning 
Ordinance and Zoning Information 

 
Developers and commissioners agreed that the City’s zoning ordinance is 

overdue for review and re-write. Common difficulties encountered with the structure and 

content of the ordinance are presented below. 

• Language is too technical for most people to understand. 
 
• Multiple overlapping amendments that are not incorporated into the base 

document. 
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• No clear reference by subject area. 
 
• Articles regarding hillside projects and parking ordinances are especially difficult 

to apply and interpret. 
 
• No existing code section for mixed use projects. 
 

Regarding accessibility of zoning information and project history, residents, 

commissioners and developers all experienced difficulty in obtaining accurate 

information by address from the City’s records. 

(5) Composition and Effectiveness of the City’s Planning, Architectural and 
Design Review Commission Approval Process 

 
 Participants from all three groups provided observations on the City’s 

commission review process, including composition of Commission members, interaction 

of Commission with Planning Division staff, and procedure for determination of which 

projects require commission approval: 

• Developers and residents noted a general disconnect between the findings 
presented by staff and the decisions of commissioners, and also among the 
Planning and Architectural and Design Review commissions themselves.  

 
• Developers and residents noted that the composition of commission members 

does not include enough representation from the construction industry. Several 
participants noted that commission members could not interpret technical plans 
for decision making purposes. 

 
• Commissioners and developers noted an excessive amount of different types of 

projects that require commission review and approval, such as final map 
extensions and less complicated sign, R4 and R3 projects. 

 
Developers and residents noted that Planning Division staff could use more 

confidence and support in standing by their findings and conclusions when presenting to 

commissions for approval. 
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4. THE FOCUS GROUP PARTICIPANTS IDENTIFIED A NUMBER OF 
IMPROVEMENT OPPORTUNITIES FOR THE PLANNING APPLICATION AND 
REVIEW PROCESS. 

 
Although the participants shared a number of their challenges with the planning 

application process in Beverly Hills, they also were asked to provide specific 

improvement opportunities that make their experience more satisfying.  

(1) Planning Staff’s Attitude, Availability, and Responsiveness. 
 

The following are suggestions regarding the Division’s staff from each participant 

group: 

• Developers: Information about Planning Division staff’s 9/80 work schedules 
should be clearly posted on the internet and at the Planning counter, as well as 
discussed and provided during pre-application and application submittal phases.  

 
• Commissioners: Provide incentives and recruitment packages to improve the 

quality and longevity of planning staff. 
 
• Commissioners: Acquire a traffic engineer position that can review traffic issues 

from a planning perspective. 
 
• Commissioners and residents: Discontinue the use of outside consultants 

wherever possible. Training should occur in-house. 
 
• Residents: Notify homeowners of upcoming development projects earlier than 

routine public noticing requirements dictate. Conduct “Community Activities” and 
“Neighborhood Exchange” meetings. Meetings should occur once per month and 
function as information sessions, not project advocacy. 

 
In general, the City’s stakeholders were not averse to adding additional staff to 

help with workload, and desire increased communication regarding staff’s schedules. 

Developers requested a policy requiring staff to respond to phone calls and emails 

within a specific number of hours or days.  
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(2) Effectiveness of Pre-application Meetings, Identification of Issues, 
Communication During the Process, and Length of Processing Time. 

 
The development community provided most of the following suggestions, with a 

few supporting suggestions and comments from commissioners: 

• Provide checklists by type of project in pre-application meetings. Use the 
checklists as an agenda of talking points, and provide options and planning 
services within this framework.  

 
• Communicate time frames by type of project during pre-application meetings, 

including info about hearings, suggestions for preparation and how not to miss 
deadlines. 

 
• For larger projects, create a periodic project management meeting process to 

inform bout project status and next steps. 
 
• Assign the same Planner that attended the pre-application meeting to the 

application itself. One participant provided an example of receiving two different 
case planners for concurrent projects at the same address.  

 
• Supply interactive forms and procedure information on the internet for applicants. 
 
• Adhere to the Permit Streamlining Act and implement a communication 

procedure that documents whether an application is deemed complete or 
incomplete 

 
• Eliminate the City requirement for filing a covenant on applications 
 
• Streamline preliminary submittal requirements to a less detailed level. For 

example, do not require excessive displays of color models or complete sets of 
landscape drawings in the concept review phase of a project. Reduce these 
requirements to a schematic level. 

 
• Convert the current process of a separate RFP for each EIR process to an 

annual RFQ process. 
 
• Post staff reports to the Planning, Architectural, and Design Review Commission 

web sites within a specified number of days or hours in advance of commission 
meetings so applicants have more time to prepare. 
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As shown above, multiple suggestions were provided regarding communication 

about submittal requirements, processing timelines, and information availability over the 

City’s website. 

(3) Application and Interpretation of the City’s Zoning Codes and Conditions of 
Approval 

 
Developers provided the following suggestions for improvement in this area: 

• Revise the “Dual Track” residential criteria to consider the difference between lot 
sizes and elevations north and south of Santa Monica Boulevard. 

 
• Management should communicate policy regarding the interpretation of the 

zoning ordinance based on the intent of the ordinance versus a strict 
interpretation of the ordinance. 

 
Overall, developers would like to see planning staff more empowered to make 

decisions based on management’s unified policy direction regarding the interpretation 

and application of Codes. 

(4) Ease of Use, Accessibility, and Interpretation of the City’s Zoning 
Ordinance and Zoning Information 

 
Developers and commissioners unanimously agreed that the City’s Zoning 

Ordinance is in need of comprehensive update and renewal. In addition, these 

participant groups provided the following suggestions: 

• Post a Frequently Asked Questions (FAQ) document on the Internet regarding 
common code interpretations and situations to help developers understand City 
policy. 

 
• In addition to a complete Zoning Ordinance update, pay special attention to 

mixed use, parking and hillside issues. 
 
• Provide the community with project history and zoning information by address via 

Internet. The City of Los Angeles’ ZIMAS system was cited as a best practice. 
 
• Make project information and status available for residents by development area 

on the Internet. 
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Beyond the need for update and renewal of the code, the City of Los Angeles’ 

ability to provide defensible and accurate zoning information and project history by 

address was mentioned as a best practice several times in development community 

focus group sessions. Residents and commissioners also stressed improvements to 

record keeping and information availability via the Internet as the most useful 

improvement for their needs.  

(5) Composition and Effectiveness of the City’s Planning, Architectural and 
Design Review Commission Approval Process 

 
The following are suggestions provided by each participant group regarding the 

City’s commission review process: 

• Developers and Commissioners: Delegate more approval to the staff, rather 
than commissions, such as final map extensions, signage, and simple R4 and 
the R3 projects. The current Code allows for some of these delegations. 

 
• Commissioners: Create a standard template for staff reports and presentations. 

Include existing conditions and comments from each commission for more 
consistent interpretation and resolution of issues between commissions. 

 
• Commissioners: Coordinate the commission review process so that the 

Planning, Architectural and Design Review Commissions have input at the same 
time to avoid unnecessary project redesign by the applicant. 

 
• Residents: Require commissioners to attend a certain number of commission 

meetings before appointment. 
 
• Developers and Residents: Provide more construction community 

representation on the commissions, in general. 
 

All participant groups questioned the composition and combined relevant 

experience of commission members. Developers consistently experienced what they 

described as an “adversarial” relationship between the Planning Commission and 

Architectural Commission, as well as between the two commissions and the 

development community. 
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5. THE FOCUS GROUP PARTICIPANTS SHARED A NUMBER OF ISSUES 
REGARDING THE BUILDING PLAN REVIEW PROCESS. 

 
The participants were asked specific questions pertaining to the construction plan 

submittal and approval processes, and indicated a number of challenges. The 

development community was the only participant group providing information in this 

section.  

(1) Plan Review Staff’s Attitude, Availability, and Responsiveness. 
 

While participants were appreciative and supportive of the knowledge base of 

Beverly Hills’ plan review staff, participants consistently experienced a “can’t do” attitude 

from plan review staff.  

• Participants unanimously expressed dissatisfaction with the appointment process 
for obtaining services. Multiple examples of waiting five days for an appointment 
to get a simple issue resolved were provided. 

 
• Participants expressed difficulty in receiving qualified opinions and services via 

telephone. Customer Service Representatives are trained and utilized primarily to 
book appointments and not to answer questions. 

 
• Participants noted that information about Plans Examiner vacation schedules, 

absences, etc. are not communicated to applicants.  
 
• Participants commented that the Division is understaffed, and underpaid 

compared to neighboring jurisdictions. 
 

In general, participants commented that the construction plan submittal and 

approval process is not customer friendly, especially the requirement to obtain an 

appointment for services. This process is currently over-applied to basic interactions 

with plan review staff, and causes project delays and the general perception that staff is 

unavailable. 
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(2) Communication During the Review Process, Completeness and Accuracy 
of Review, and Consistency of Code Interpretation 

 
Participants noted a number of challenges with the submittal and review process 

of their construction plans, including: 

• The Customer Service Representative and Plans Examiner staff did not provide 
a complete explanation of the review and approval process or submittal 
requirements by type of project. 

 
• Additional submittal requirements consistently appeared in the middle of the plan 

review process, such as supplemental drawings for handicap accessibility 
 
• Additional corrections appeared in the inspection phase, which required another 

process at the plan review counter. 
 
• Issues with use of contract plan review services, including mistakes caught in the 

inspection phase of their project, as well as the inconvenience of not having a 
one-on-one meeting to review corrections with the individual who preformed the 
review. One participant drove over an hour to meet with a contract plan reviewer 
for a project discussion.  

 
Participants consistently agreed that not enough communication regarding 

complete submittal requirements and review timelines at the beginning of the process. 

6. FOCUS GROUP PARTICIPANTS IDENTIFIED A NUMBER OF 
IMPROVEMENT OPPORTUNITIES FOR THE BUILDING PLAN REVIEW 
PROCESS. 
 
The development community provided the following suggestions for improvement 

to the construction plan submittal and review process: 

• Provide checklists and information about expectations, submittal requirements 
and timelines for the City’s construction plan review process by type of project.  

 
• Make standard plans available for simple projects wherever possible 
 
• Do not apply the appointment system to every interaction with a plan reviewer. A 

hybrid of more walk-up and less appointment processes would be more 
productive 
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• Customer Service Representatives should function more like Building Permit 
Technicians, trained to answer questions and issue more simple permits and 
plan revisions over-the-counter.  

 
• Plan Reviewers should leave information about vacations and leaves of absence 

on their voicemail. Implement a “back-up” system to provide services in lieu of a 
plan reviewer’s vacation or absence. 

 
• Allow plan review staff to use overtime for catching up on workload before 

outsourcing the service. 
 
As presented above, the development community had a number of suggestions 

for streamlining the plan review process, including changing the appointment-based 

system for plan review services.  

7. FOCUS GROUP PARTICIPANTS SHARED A NUMBER OF ISSUES 
REGARDING THE BUILDING INSPECTION PROCESS. 

 
The participants were asked specific questions pertaining to the construction 

inspection and final approval processes, and indicated a number of challenges. The 

development community was the only participant group providing information in this 

section.  

Similar to comments regarding plan review services, the development community 

was appreciative and supportive of the knowledge base of Beverly Hills’ inspection staff. 

However, the development community focused on responsiveness and timeliness of 

staff, as well as scheduling of inspections as major challenges. For example: 

• IVR Scheduling System: Whether the participant was a large commercial 
builder, new residential contractor, or homeowner conducting improvements, all 
expressed frustration with the City’s IVR inspection request system. They 
experienced that the system is full by 10:00 am on most days, making it hard to 
schedule inspections. Several said that multiple staff, including the owner/builder 
and superintendent must begin re-dialing the system promptly at 6:00 am when it 
opens in order to successfully schedule an inspection.   
 

• Timeliness of Staff: The majority of participants responded negatively to the 
question, “Do inspectors show up when they say they will”, and expressed a 
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doubt that missed inspection requests would actually be handled in the next 
business day. 

 
• Responsiveness of staff: Participants consistently experienced a lack of 

communication from inspection staff regarding missed inspections.  
 
• 9/80 work schedule: Developers agreed that the current 9/80 staff schedule is a 

obstacle to their productivity. Every other Friday in Beverly Hills is perceived as 
“down time” for City staff. 

 
• Proper utilization of staff: Participants observed that inspection staff are 

utilized for purposes other than field inspection such as community service, 
meetings at City hall, the DSA program, etc. 

 
In general, developers agreed that inspectors are courteous and knowledgeable 

while on site, but experienced a “don’t care if you pass or fail” attitude regarding their 

overall project. Inspectors were not proactive about early identification of issues or 

hindrances to the process.  

8. FOCUS GROUP PARTICIPANTS IDENTIFIED A NUMBER OF 
IMPROVEMENT OPPORTUNITIES FOR THE BUILDING INSPECTION 
PROCESS. 
 
The development community provided the following suggestions for improvement 

to the inspection and final approval process: 

• Require inspectors to call by 3:00 pm or 4:00 pm if they are going to be 
excessively late or not make their inspection that day 

 
• Provide a separate phone line for emergency or expedited inspections, with 

associated fees. Dedicate an inspector for emergencies only. 
 
• Eliminate the 9/80 schedule, or provide better notice to applicants up front 
 
• Change the regulation prohibiting Saturday construction. On weekdays, allow 

construction to start at 7:00 am instead of 800 am and continue until 700 pm  
 

Participants commented that the current designated construction hours are 

different from surrounding jurisdictions, which causes project delays, especially due to 

Los Angeles area traffic patterns. Contractors tend to give priority areas where the work 
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begins earlier in the day. Changing the construction hours will also mitigate complaints 

to the City regarding idle workers waiting around. 

9. RESIDENTS SHARED A NUMBER OF CHALLENGES AND SUGGESTIONS 
REGARDING CODE ENFORCEMENT IN THE CITY 
 
In addition to providing input regarding the City’s development review processes, 

residents expressed more concern with the current level and effectiveness of code 

enforcement in the City.  

Residents consistently expressed difficulty in finding a single contact for code 

enforcement issues. They typically encounter a recording when attempting to make a 

complaint via telephone, with little to no responsiveness from staff. Residents explained 

that they do not want to be recorded as complaining about their neighbors. 

In general, residents experienced poor enforcement of existing codes and 

conditions, and commented that objection to future development could be decreased 

through better assurance to residents that conditions of approval related to parking, etc. 

would indeed be enforced once projects are complete. 

Suggestions for improvement included a designated code enforcement patrol officer 

that surveys neighborhoods for building construction occurring without a permit, parking 

violations, etc., and also more public outreach regarding measures to take by type of 

code enforcement issue.  
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4. EMPLOYEE SURVEY 

 
As part of the review of the management study of the Community Development 

Department, the Matrix Consulting Group conducted a confidential survey. This chapter 

of the report summarizes the results of the employee survey.   

1. A SURVEY WAS DISTRIBUTED TO EMPLOYEES OF THE COMMUNITY 
DEVELOPMENT DEPARTMENT. 

 
The survey was distributed to 45 employees and 32 surveys were returned for a 

response rate of 71%. While the employee survey was confidential, employees were 

asked to identify their current assignment.  The table below presents the results. 

Current Assignment Number of Respondents Percent of Respondents 
Planning 7 22% 
Building and Safety 15 47% 
Community Preservation 
(Code Enforcement) 

3 9% 

Administration 2 6% 
Unidentified 5 16% 
TOTAL 32 100% 

 
The survey was prepared by the Matrix Consulting Group and contained two 

sections. 

• The first section was a “multiple choice” section designed to cover a wide range 
of topics about the management, organization, and operation of the development 
process while minimizing the employee’s time and effort in completing this 
survey. Employees were asked to respond to 31 statements by selecting “no 
response,” “strongly agree,” “agree,” “neutral,” “disagree,” or  “strongly disagree.” 

 
• The second section consisted of two open-ended questions. These questions 

provided the opportunity for employees to identify the key strengths and 
opportunities for improvement for the development permitting process.  The 
questions were designed to create opportunities for employees to offer their 
candid assessment of the process, and to make suggestions for improvements, if 
needed. 

 
The following sections provide a discussion of the results. 
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2. EMPLOYEES CITED A NUMBER OF POSITIVE ASPECTS AS WELL AS A 
NUMBER OF OPPORTUNITIES FOR IMPROVEMENT. 

 
In reviewing the quantitative responses in the first section of the employee 

questionnaire, it is important to identify patterns of responses for the group as a whole.   

The chart below summarizes the overall distribution of responses to statements 

to which employees were asked to select a response. It should be noted that the chart 

does not include responses in which the employee selected “no response”, “neutral”, or 

did not make a selection. 

 
The response pattern for all statements in the first section of the employee 

survey indicates that 43% of respondents either agreed or strongly agreed with 

statements, while 57% either disagreed or strongly disagreed. The chart, found below, 

plots the actual number of positive and negative responses for each statement. 

Question numbers are shown along the bottom of the chart. Neutral responses are 

excluded. 
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The chart, above, presents the positive and negative responses for each 

statement provided in the first section of the employee survey.  The positive responses 

(e.g., “agree” and “strongly agree”) are plotted above the x – axis.  The negative 

responses (e.g., “disagree” and “strongly disagree”) are plotted below the x – axis.  The 

chart provides an overall visual representation of the response to each statement. It 

allows strongly positive or negative responses to be singled out. Those strongly positive 

or negative statements are highlighted below. 

(1) Of The Thirty-One Multiple Choice Statements, Respondents Had Positive 
Perceptions And Attitudes With Respect To Seven Statements.  

 
A review of the positive and negative responses to the statements provided in the 

first section of the employee survey shows that there are seven statements to which 

employees responded positively.  At least 40% of respondents selected “agree” or 

“strongly agree” in response to the statements presented below. 
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• Statement #18: 59% of respondents agreed with the statement that they were 
empowered to act within the scope of their expertise, training, and experience. 
22% of the respondents disagreed with the statement, 16% were neutral and 3% 
did not respond to the statement. 

 
• Statement #19: 50% of respondents agreed with the statement that managers in 

their division were receptive to new ideas and employee suggestions for 
improvements in the development permitting process. 19% of respondents 
disagreed with the statement, 19% were neutral and 12% did not respond. 

 
• Statement #20: 47% of respondents agreed with the statement that to 

continuously improve their operations, they were encouraged to question the way 
they do things in the Department and to offer constructive suggestions. 31% of 
respondents disagreed with the statement, 19% were neutral and 3% did not 
respond. 

 
• Statement #21: 44% of respondents agreed with the statement that applicants 

had easy access to staff from various divisions in the Department to obtain 
information about development permit application approval requirements. 19% of 
respondents disagreed with the statement, 28% were neutral and 9% did not 
answer. 

 
• Statement #22: 53% of respondents agreed with the statement that everyone 

was encouraged to solve problems together in the Department. 31% of 
respondents disagreed with the statement, while 16% were neutral. 

 
• Statement #30: 66% of respondents agreed with the statement that customer 

service is a clear and driving force in the Department, 22% were neutral, and 
12% disagreed with the statement.. 

 
• Statement #31: 50% of respondents agreed with the statement that they were 

encouraged to explore creative ways to resolve service delivery issues in the 
Department. 28% of respondents disagreed with the statement, 19% were 
neutral, and 3% did not respond. 
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(2) Of The Thirty-One Multiple Choice Statements, Respondents Had Negative 
Attitudes Towards Fifteen Statements. 

 
There were fifteen statements to which employees responded negatively. At least 

40% of respondents selected “disagree” or “strongly disagree” in response to the 

statements presented below. 

• Statement #1: 50% of respondents disagreed with the statement that 
development permit processes in the City were neither unnecessarily complex 
nor burdensome on the applicant. 25% agreed with the statement, 13% were 
neutral, and 12% did not indicate a response. 

 
• Statement #4: 53% of respondents disagreed with the statement that their 

immediate supervisor did a good job of coaching and guiding them. 31% agreed 
with the statement, and 16% were neutral. 

 
• Statement #5: 53% of respondents disagreed with the statement that their 

workload was manageable. 22% of respondents agreed with the statement, 13% 
were neutral, and 12% did not answer. 

 
• Statement #6: 75% of respondents disagreed with the statement that their 

division was effectively managed as it regarded the development permitting 
process.  

 
• Statement #7: 46% of respondents disagreed with the statement that their 

division had an efficient records management and document management 
system. 31% of respondents agreed with the statement, while 22% had a neutral 
attitude. 

 
• Statement #8: 56% of respondents disagreed with the statement that OBC was a 

user-friendly information system and easy to use. 16% of respondents agreed 
with the statement, 23% were neutral, and 6% did not answer. 

 
• Statement #9: 56% of respondents disagreed with the statement that their 

division had clear, well-documented policies and procedures to guide their 
involvement in the development permitting process. 34% of respondents agreed 
with the statement and 10% did not answer. 

 
• Statement #13: 56% of respondents disagreed with the statement that there was 

good teamwork and communication between the different divisions and/or 
departments that are processing development plans and permits in the City. 16% 
of respondents agreed with the statement, while 22% were neutral and 6% did 
not answer. 
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• Statement #14: 66% of respondents disagreed with the statement that Beverly 
Hills made it easy for applicants or the general public to obtain complete, 
accurate information about all aspects of the development permitting process, 
13% were neutral, and 9% agreed, while 12% had no response. 

 
• Statement #15: 47% of respondents disagreed with the statement that the 

Department had a robust geographical information system that they are able to 
utilize on a day-to-day basis in the accomplishment of their work. 28% of 
respondents agreed with the statement, while 13% were neutral and another 
12% did not respond. 

 
• Statement #16: 47% of respondents disagreed with the statement that Beverly 

Hill’s development permitting procedures ensure that applicants were advised of 
all application requirements and standards early in the process. 28% of 
respondents agreed with the statement, while 13% were neutral and another 
12% did not respond. 

 
• Statement #17: 50% of respondents disagreed with the statement that when 

mistakes were made, managers and supervisors in the Department focus on 
learning and correcting the mistake rather than on placing the blame. 22% of 
respondents agreed with the statement, while 22% were neutral and 6% did not 
answer. 

 
• Statement #24: 41% of respondents disagreed with the statement that the 

Department encouraged practical risk-taking and supports positive effort in the 
development permitting process. 22% agreed with the statement, 16% were 
neutral, and 21% did not respond to the statement. 

 
• Statement #25: 44% of respondents disagreed with the statement that most of 

the time, the permit application submitted by applicants was complete and 
adequate to allow prompt and complete action. 19% of respondents agreed with 
the statement, while 28% were neutral and 9% did not respond to the question. 

 
• Statement #28: 50% of respondents disagreed with the statement that they 

received enough recognition and appreciation for the quality of their work. 28% of 
respondents agreed with the statement, 19% were neutral, and 3% did not 
answer. 

 
(3) Of The Thirty-One Multiple Choice Statements, Respondents Had Mixed 

Opinions Regarding Nine Statements. 
 

There were nine statements to which respondents had mixed opinions. Attitudes 

were classified as “mixed” when the percentage of respondents of agree and disagree 
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closely approximated each other with no clear overall attitude. The points below outline 

these reactions to statements that were classified as “mixed opinions”. 

• Statement #2: 31% of respondents agreed with the statement with the statement 
I am able to consistently meet the Department’s goals for permit turnaround 
times or timelines for the processing of discretionary and / or building permits., 
while 37% disagreed. The remaining 32% either had a neutral opinion or did not 
respond. 

 
• Statement #3: 34% of respondents agreed with the statement that OBC 

substantially met their day-to-day needs for the development permitting process, 
while 41% disagreed. The remaining 25% either had a neutral opinion or did not 
respond. 

 
• Statement  #10: 31% of respondents agreed with the statement that they felt 

valued by their immediate supervisors for their unique talents and skills, while 
41% disagreed. About 19% were neutral and 9% did not respond at all. 

 
• Statement  #11: 29% of respondents agreed with the statement that permit 

review, and the interpretation of codes and ordinances associated with permit 
review, was undertaken in a consistent manner by staff., while 41% disagreed 
with the statement. About 19% were neutral and 11% did not respond at all. 

 
• Statement #12: 41% of respondents agreed with the statement that they were 

able to effectively utilize OBC to track turnaround times for permits, record 
comments, corrections for permits and conditions of approval, and track other 
aspects of development permitting. 41% disagreed with the statement, while the 
remaining 18% either were neutral or did not respond. 

 
• Statement #23: 40% of respondents agreed with the statement that they receive 

sufficient formal ongoing training in the technical skills required to fulfill their role 
in the development permitting process, and that the Department has a strong 
emphasis on training. 37% disagreed with the statement, while 19% were neutral 
and 4% did not answer. 

 
• Statement #26: 28% of respondents agreed with the statement that Beverly Hills 

zoning codes, building regulations and development standards do not present 
unreasonable or unnecessary obstacles to development. 38% disagreed with the 
statement, while 16% were neutral and 18% did not answer. 

 
• Statement #27: 28% of respondents agreed with the statement that managers in 

the Department actively involve the staff of this Department in working together 
to solve problems the Department encounters. 38% disagreed with the 
statement, while 28% were neutral and 6% did not answer. 
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• Statement #29: 28% of respondents agreed with the statement that there is free 
and open communication between all levels of employees in the Department 
about the work they are performing. 44% disagreed with the statement, while 
25% had a neutral opinion and 3% did not indicate a response. 
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5. COMPARATIVE SURVEY 

 
This chapter presents the results of the comparative survey conducted as part of 

the management study of the Community Development Department. Ten cities were 

selected for this comparative survey. The cities include Santa Barbara, Pasadena, 

Newport Beach, Irvine, Dana Point, Laguna Hills, Lake Forest, Palm Springs, La Quinta, 

Santa Monica. Of the ten cities, three did not respond and others did not respond to the 

survey including Palm Springs, Dana Point, and Santa Barbara.  

 1. BACKGROUND INFORMATION 
 

The table, below, presents the population and estimated geographical size 

(square miles) of the city for each of the seven responding cities and Beverly Hills.  

City 2006 Population Estimated Size of the City  
Irvine  193,956 50.0 
La Quinta  41,146 35.3 
Laguna Hills  33,811 6.2 
Lake Forest  78,020 16.6 
Newport Beach  84,218 25.0 
Pasadena  144,133 22.5 
Santa Monica 88,050 8.0 
Beverly Hills 35,813 5.7 

 
Important points to note concerning the data presented in the table are presented 

below. 

• The population ranged from a low of 33,811 in Laguna Hills to a high of 193,956 
in Irvine.  

 
• The geographical size of these cities ranged from a low of 6.2 square miles in 

Laguna Hills to a high of 50 square miles in Irvine.  
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2. PLANNING DIVISIONS 
 

The first section of the survey asked questions regarding the planning 

department / division. The following sections present a summary of the information 

collected.   

(1) Staffing Levels 
 

The cities provided data concerning the number of staff authorized for advanced 

and current planning. The table, below, presents a summary of the responses among 

the comparative cities.  

City Staff Allocated to Advanced 
Planning 

Staff Allocated to Current 
Planning 

Irvine  5 20 
La Quinta  Contracted out 8 
Lake Forest  2 5 
Newport Beach  3 17 
Pasadena  12 11 
Santa Monica 3 to 4 17 to 18 
Beverly Hills 0 13 

 
Important points to note concerning the data contained in the table are presented below. 

• The number of staff allocated to advanced planning ranged from a low of 2 in 
Lake Forest to a high of 12 in Pasadena. Beverly Hills does not, in fact, allocate 
any staff to advanced planning. 

 
• The number of staff allocated to current planning ranged from a low of 5 in Lake 

Forest to a high of 20 in Irvine.  
 
 (2) Number of Applications Processed 
 

The number of applications that were processed by the current planning staff in 

each of the responding cities was reported in terms of the total and by application type. 

The table, below, presents a summary of the responses among the cities. 
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City Total Number of 

Application Number of Applications by Application Type   

La Quinta  518 Conditional Use Permits-6, Development Agreements-4, 
Environmental Assessments-11, General Plan Amendment-4, Lot 
Line Adjustment- 20, Minor Adjustments-17, Minor Use Permits- 
136, Parcel Maps-5, Parcel Mergers- 4, Sign Permits-146, Site 
Development Permits-30, Specific Plans- 6, Tentative Tract Maps- 
13, Temporary Use Permits-104, Village Use Permits-2, Zoning 
Change- 4, Zoning Code Amendments-6. 

Lake Forest  132 Changed Plan-50, Site Development Permit-68, Use Permit-14.  
Newport 
Beach  

329 Code amendments-9, General Plan Amendments-10, Use Permits-
34, Variances: 2, Tract/Parcel Maps: 71, Modification Permits-149, 
Condo Conversions-40, Lot Line Adjustment-14. 

Pasadena  659 Total Cases for Appeal-18, Certificate of Appropriateness-102, 
Certificated of Compliance-1, Certificate of Exception-5, Concept 
Design Review-17, Condominium Conversions-6, Consolidated 
Design Review-137, Conditional Use Permit-57, CUP & Variance-
4, CUP, Variance, Sign Exception-1, Density Bonus Development 
Waiver-1, Expressive Use Permit-1, Final Design Review-14, 
General Plan Amendment, Zone Change, Planned Development-2, 
Hillside Development Permit-22, Hillside Development Permit & 
Variance-2, Historic Planning Care-2, Landmark Design-5, Minor 
CUP and Minor Variance -6, Minor Conditional Use Permit-45, 
Master Development Plan-2, Master Sign Plan-2, Minor Variance-
9, Planned Development-2, Preliminary Plan Check-43, Sign 
Exception-8, Transfer of Development Rights-1, Tentative Parcel 
Map-11, Tree Removal-56, Tentative Treat Map-24, Variance-18, 
Variance & Sign Exception-1, Vesting Tentative Map-7, Zoning 
Administration Legal Interpretation-1, Zoning Opinion-2, Zoning 
Parking Credit Application-7. 

Santa 
Monica 

270 Administrative-188, Discretionary-43, Zoning Administrator, ARB-
12, Landmarks Commission - 27. 

Beverly Hills 299 AR-Commission level 82; Architectural Review – Commission 
revisions 33; Design Review – Commission level – 31; Design 
review – staff level – 40; R-1 single family review – 22; Minor 
accommodation – staff level review 12; Concept review – 10; Other 
69. 

 
Important points to note concerning the data contained in the table are presented below. 

• The total number of applications ranged from a low of 132 in Lake Forest to a 
high of 659 in Pasadena.  

 
• The number of applications by application type presents the breakdown reported 

by the cities. In a number of cases, the number of minor permits was significant. 
In La Quinta, for example, 82% of the permits consisted of sign permits, 
temporary use permits, minor use permits, etc. In Newport Beach, 45% of the 
permits consisted of modification permits. In Santa Monica, 69% of the permits 
consisted of administrative permits. 
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(3) Interdepartmental Development Review Committee 
 

The cities were asked if an interdepartmental committee is utilized to review and 

critique discretionary permit applications after submittal, the departments or divisions 

that participate, and how the Committee meets. The table, below, presents a summary 

of the responses from the cities.  

City Interdepartmental 
Committee Divisions/Departments Meetings 

Irvine  Yes Public Works, Community Development, 
Community Services, Public Safety, Fire.  

Weekly 

La Quinta  Yes Public Works, Riverside County Fire, 
Planning and Building Safety and other 
department on as needed basis.  

Every two weeks 

Lake Forest  Yes Redevelopment, Planning, Public Works, 
City Manager. 

Every two weeks 

Newport Beach  No N/A N/A 
Pasadena  Yes Planning, Redevelopment, Public Works, 

Transportation, City Manager.  
Every week 

Santa Monica Yes Building, Public Works, Transportation, 
Open Space, Planning and Fire.  

N/A 

Beverly Hills No N / A N / A 

 
All of the cities, except for the Newport Beach and Beverly Hills, use the 

interdepartmental development review committee. The most commonly included 

divisions / departments were Public Works, Community Development, Fire, and 

Transportation. The majority of these committees meet every two weeks.  

(4) Architectural Review Board 
 

Information was requested regarding the role and responsibilities of the 

Architectural Review Board including whether the cities had an Architectural Review 

Board, whether the Board considers an application before or after the Planning 

Commission, and the types of applications requiring the approval of the Board. The 

following table presents a summary of information gathered.  
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City Architectural Review 
Board 

Before or After the 
Planning Considers 
Same Application 

Types of Applications 
(Approved or 

Recommended) 
Irvine  No N/A N/A 
La Quinta  Yes Before All Site Development 

Permits, Village Use 
Permits, most Final 
Landscaping Plans  

Lake Forest  No N/A N/A 
Newport Beach  No N/A N/A 
Pasadena  Yes After Commercial. Multi-

family, Institutional  
Santa Monica Yes After Any exterior alteration 

or new construction.  
Beverly Hills Yes (2) After The Architectural 

Commission reviews 
the aesthetics in 
commercial and multi-
family residential areas;  
the Design Review 
Commission considers 
the aesthetics of single-
family residential south 
of Santa Monica Blvd. 

 
Important points to recognize concerning the data contained in the table are presented 

in the paragraphs below. 

• Four cities had an Architectural Review Board: La Quinta, Pasadena, Beverly 
Hills, and Santa Monica. None of these cities had two architectural review boards 
except for Beverly Hills that has an Architectural and Design Review 
commissions. 

 
• Three cities did not have such a Board: Irvine, Lake Forest, and Newport Beach. 
 
• The Architectural Review Board in La Quinta considered the application before 

the Planning Commission, while the Boards in Pasadena and Santa Monica 
considered applications after the Planning Commission.  

 
• Different levels of approval of required of the Boards in each of the three cities 

with these Boards. 
 

– In Santa Monica, any exterior alteration or new construction requires the 
approval of the Architectural Review Board.  

 
– In Pasadena, the approval of the Board is required for applications such 

as commercial, multi-family and institutional. 
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– In La Quinta all site development permits, village use permits and most 
final landscaping plans require the approval of the Board. 

 
– In Beverly Hills, the Architectural Board considers such applications as 

repainting, façade remodels, signage, construction barricades / graphics, 
parking lot improvements, outdoor furniture, new multi-family residential 
construction, etc. The Design review Commission considers such 
applications as new residential construction, residential additions, 
residential façade remodels, etc. 

 
(5) Formal Design Guidelines 
 

The cities were asked if they have formal written design guidelines and the year 

the guidelines were developed. The table, below, presents a summary of the responses 

among the comparative cities. 

City Formal Design Guidelines  Year Developed  
Irvine  No N/A 
La Quinta  Yes More than ten years ago 
Lake Forest  No N/A 
Newport Beach  Yes 1999-2005 
Pasadena  Yes 1980’s 
Santa Monica Yes 1980’s 
Beverly Hills Yes for residential; not for 

commercial 2004 
 

Only the cities of Irvine and Lake Forest reported not having formal design 

guidelines. La Quinta, Newport Beach, Pasadena, Beverly Hills, and Santa Monica 

reported having formal design guidelines. Beverly Hills has not, however, developed 

design guidelines for multi-family and commercial development. Most of these formal 

design guidelines were not developed recently. The Newport Beach has the most 

recently updated formal design guidelines, adopted in the time period 1999 to 2005.  

(6) Land Entitlement Applications Approved by the Planning Commission 
 

The cities were asked to identify the type of land entitlement applications that 

require the approval of the Planning Commission. The table, below, presents a 

summary of the responses from the cities. 
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City Applications   
Irvine  Master-plans, Major CUPs, Sign Programs, Wireless Communication 

Facilities, Major Modifications 
La Quinta  Site Development Permits, Conditional Use Permits, Village Use Permits, Sign 

Programs, Variances 
Lake Forest  Use Permits and Site Development Permits  
Newport Beach  Use Permits, Variances, Tentative Maps, Development Plans, Off-Site Parking 

Agreements 
Pasadena  Planned Development, Master Plans, Adjustment Permits, Zone Changes 
Santa Monica Design Compatibility Permit, CUP, DR 
Beverly Hills Land subdivisions including condominiums, conditional use permits, 

development plan review permits, variances, etc. 
 

The types of applications that require approval of the Planning Commission 

varied. Some cities, such as Lake Forest, limit the types of applications that require the 

approval of the Planning Commission. Other, such as Irvine and Newport Beach, tend 

to take a wider array of applications to the Commission for approval. Beverly Hills 

utilizes an approach more like Irvine and Newport Beach. 

(7) Role of A Zoning Administrator 
 

The cities were asked if a zoning administrator is utilized and the type of 

applications approved by a zoning administrator. The table, below, presents a summary 

of the responses of the cities.  

City Zoning Administrator? Applications   
Irvine  Yes Sign Programs, Wireless Communication 

Facilities Permits, Minor CUP’s 
La Quinta  No N/A 
Lake Forest  No N/A 
Newport Beach  Yes Minor Use Permits, Minor Variances, 

Comprehensive Sign Programs, Condo 
Conversions, Lot Line Adjustments, Tentative 
Parcel Maps.  

Pasadena  No N/A 
Santa Monica Yes Variances, Use Permits Adjustments  
Beverly Hills Yes (“planning director”) Lot line adjustments and lot mergers, 

 
Three cities utilize a zoning administrator: Irvine, Newport Beach, and Santa 

Monica.  

• In the City of Irvine the zoning administrator approves sign programs, wireless 
communication facilities permits and minor CUP’s.  
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• The Santa Monica’s zoning administrator approves variances and use permits 

adjustments. 
 
• The Newport Beach zoning administrator approves minor user permits, minor 

variances, comprehensive sign programs, condo conversions, lot line 
adjustments, and tentative parcel maps.  

 
• While Beverly Hills does not have a zoning administrator per se, the “planning 

director” is authorized in the zoning ordinance to approve lot line adjustments 
and lot mergers.  

 
Other cities that utilize a zoning administrator have delegated a wider array of authority 

to this position than Beverly Hills such as minor use permits, and minor variances. 

 (8)  Land Entitlement Applications Approved at the Staff Level 
 

The cities included in the comparative survey were asked to provide information 

in regards to the types of application that may be approved at the staff level. The table, 

below, presents a summary of the responses of the cities. 

City Applications   
Irvine  Sign Programs, Minor Modifications, Wireless 

Communication Facilities Permits.  
La Quinta  Minor Use Permits, Temporary Use Permits, Sign 

Applications, Lot Line Adjustments, Minor 
Adjustments, Parcel Mergers, Final Landscaping 
Plans  

Lake Forest  Changed Plans in some Development Permits  
Newport Beach  Minor Use Permits, Minor Variances, 

Comprehensive Sign Programs, Condo 
Conversions, Lot Line Adjustments, Tentative 
Parcel Maps.  

Pasadena  Some Design Review for smaller projects.  
Santa Monica TUP, AA, ZCL, minor ARB.   
Beverly Hills Minor Accommodations (10-3-3600), Track 1 

Design Review, small signs (less than 20 square 
feet), 

 
All of the cities have delegated authority ton staff. Some, however, have pushed 

more authority down to staff than others. La Quinta and Newport Beach are examples of 

the delegation of significant authority to staff. Beverly Hills has delegated authority to 

staff, but less so than some cities such as Las Quinta or Newport Beach. 
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 (9)  Use of the Case Manager Concept 
 

The cities were asked if they use a case manager concept in processing land 

entitlement permit applications, and his / her responsibility in managing the processing 

of these applications. The table, below, presents a summary of the responses of the 

cities. 

City Case Manager Concept  
Processing (from receipt 

through Architectural Review 
Board to Planning Commission 

and City Council)  
Irvine  Yes Yes 
La Quinta  No N/A 
Lake Forest  No N/A 
Newport Beach  Yes- Yes 
Pasadena  Yes Yes 
Santa Monica Yes Yes 
Beverly Hills Yes Yes 
 

There were only two cities (La Quinta and Lake Forest) that did not use the case 

manager concept for managing the processing of land entitlement permits. For those 

cities that use the case manager concept, the case manager is responsible for 

processing the application from receipt through the Architectural Review Board to the 

Planning Commission and City Council.  

(10)  Standard Conditions of Approval and Correction Lists for Land Entitlement 
Permits  

 
The cities were asked if all of the divisions / departments that are involved in the 

processing of land entitlement permits had developed written conditions of approval, 

written correction lists, and whether these conditions of approval and correction lists had 

been published to the City’s Internet. The table, below, presents a summary of the 

responses of the cities. 
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City Written Conditions of 

Approval 
Written Correction 

Lists  
Internet Availability  

Irvine  No No No 
La Quinta  Yes No No 
Lake Forest  Yes Yes No 
Newport Beach  No No No 
Pasadena  No No No 
Santa Monica Yes No No 
Beverly Hills No No No 

 
The cities of La Quinta, Lake Forest and Santa Monica have developed written 

conditions of approval for land entitlement permits. Irvine, Newport Beach, Beverly Hills, 

and Pasadena had not developed these written conditions of approval. 

Lake Forest was the only city that had also developed written correction lists. 

None of the cities had published these written conditions of approval or written 

corrections lists to their Internet site.  

(11) Cycle Time Objectives For the Processing of Land Entitlement Permits. 
 

The cities were asked if they have developed cycle time objectives for the 

processing of land entitlement permits, the cycle time objectives and the degree of 

success in meeting these objectives. The table, below, presents a summary of the 

responses of the cities. 

City Processing Targets Targets How Successful in 
Meeting Targets 

Irvine  No N/A N/A 
La Quinta  Yes 2 to 3 weeks. N/A 
Lake Forest  No N/A N/A 
Newport Beach  No N/A N/A 
Pasadena  No N/A N/A 
Santa Monica Yes NR 85% 
Beverly Hills No N / A N / A 

 
 Only two cities reported having processing targets: La Quinta and Santa Monica.  
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(12)  One-Stop Permit Center 
 

The cities were requested to provide information regarding their one-stop center 

for development permits. The cities were also asked what functions were co-located at 

the one-stop center and the hours the center was open for business. The table, below, 

presents a summary of the responses of the cities. 

City One-Stop Center Functions Co-located Hours of Operations 
Irvine  Yes Planning, Building, 

Inspection 
Monday -Thursday 
7:30 am-5:30 pm, 

Friday 8:00 am-5:00 
pm, closed alternative 

Fridays. 
La Quinta  Yes All departments except 

for Fire and Utilities 
Monday-Friday 

8:00 am-5:00 pm 
Lake Forest  Yes Building and Planning Monday-Friday 

8:00 am-5:00 pm 
Newport Beach  Yes Planning, Public 

Works, Building, Fire 
Monday-Friday 

8:00 am-5:00 pm 
Pasadena  Yes Code, Building, 

Planning, Fire, Parks 
and Recreation and 

Finance 

Monday-Thursday 
8 am-5 pm, 

Friday 8:00 am-12:00 
pm, 

By appointment Friday 
afternoon 

Santa Monica Yes Building, Engineering, 
Planning, 

Transportation 

Monday-Friday 
8:00 am-5:00 pm 

Beverly Hills Yes (in construction) Building, Planning, 
Engineering, Fire, 

Finance 

Monday-Friday 
8:00 am-5:00 pm 

 
The following points present a summary of information in the table above.  

 
• All of the cities report having one-stop centers.  
 
• La Quinta co-located all departments involved in the development review process 

except Fire and Utilities. Lake Forest co-located Building and Planning in a one-
stop center. Pasadena co-located Code, Building, Planning, Fire, Parks and 
Recreation and Finance. In Santa Monica Building, Engineering, Planning and 
Transportation were co-located at one-stop shop. Beverly Hills mirrors the mix of 
departments / divisions in its permit center (when construction is completed). 

 
• The hours of operations were similar among the cities except for Irvine and 

Pasadena. These two cities were either closed alternate Fridays or were open for 
appointments only.  
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(13)  Outsourcing Commission Minutes 
 

The agencies were asked if they outsource the recording and preparation of the 

minutes for the Architectural Review Commission and Planning Commission. The table, 

below, presents a summary of the responses among the comparative cities. 

City Architectural Review 
Commission Planning Commission 

Irvine  No No 
La Quinta  No No 
Lake Forest  No Yes 
Newport Beach  No No 
Pasadena  No No 
Santa Monica No No 
Beverly Hills No No 

 
None of the responding cities, except for Lake Forest, outsource the recording 

and preparation of the minutes for the Planning Commission. None of the cities report 

outsourcing minutes for the Architectural Review Commission.  

3. BUILDING AND SAFETY DIVISION / DEPARTMENT  
 

The cities were asked to provide information regarding their building and safety 

department / division. The following sections provide a summary of the responses.  

(1)  Valuation and Number of Permits  

The cities were asked to provide the total building permit valuation and the total 

number of building permits issued in fiscal year 2005-06. The table, below, presents a 

summary of the responses.  

City Total Building Permit Valuation  Number of Building Permits  
Irvine  $180,000,000 N/A 
Laguna Hills  $22,246,364 1,740 
Lake Forest  $36,447,687 N/A (not able to get the 

information) 
Newport Beach  $303,603,794 4,096 
Pasadena  $223,244,102 3,446 
Santa Monica $238,950,000 4,219 
Beverly Hills $319,217,322 5,996 
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Important points to recognize concerning the data contained in the table are presented 

in the paragraphs below. 

• The total building permit valuation ranged from a low of $22,246,364 in Laguna 
Hills to a high of $319,217,322 in Beverly Hills.  

 
• The number of building permits ranged from a low of 1,740 in Laguna Hills to a 

high of 5,996 in Beverly Hills.  
 
(2)  Staffing Levels 

The cities were asked to provide the number of plan checking staff authorized for 

building permit plan checking. The table, below, presents a summary of the responses.  

City Total Staffing  
Irvine  7 
Laguna Hills  Contract Out  
Lake Forest  2 
Newport Beach  7 
Pasadena  5 
Santa Monica 5 

 
The total number of plan checking staff authorized for building permit plan 

checking ranged from a low of 2 in Lake Forest to a high of 7 in Irvine and Newport 

Beach. Pasadena and Santa Monica each report a staff of five assigned to their building 

plan checking.  

(3)  Utilization of Plan Check Consultants  

The cities were asked to indicate the proportion of their building permit plans that 

were plan checked by consulting plan checkers. The table, below, presents a summary 

of the responses among the comparative cities. 

City % Of Permits Plans Checked by Consultants  
Irvine  30% 
Laguna Hills  95% 
Lake Forest  100% 
Newport Beach  25-30% 
Pasadena  20% 
Santa Monica Less than 10% 
Beverly Hills Less than 10% 
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Lake Forest had the highest percentage of building permit plans that were 

checked by consultants (100%). Laguna Hills also reported a high percentage (95%) of 

building permit plans that were checked by consultants. Santa Monica and Beverly Hills 

reported that less than 10% of their building permit plans were plan checked by 

consultants, while Irvine reported 30%, Pasadena reported 20%, and Newport Beach 

reported 25% to 30%. 

(4)  Appointments With Plan Checking Staff  

The cities were asked if building permit applicants can make appointments with 

plan checking staff or do they have to wait in line for the next available plan checker. 

Only Laguna Hills did not offer the opportunity for applicants to make appointments.  

Beverly Hills requires the applicant to make an appointment for intake. 

(5) Plan Checking of Simple Building Permits Plan  

The cities were asked to describe alternatives for plan checking building permit 

plans including the proportion of their building permit plans checked over the counter, 

whether partial permits were issued, and requirements for plan checking of retrofit 

window replacements. The table, below, presents a summary of the responses among 

the comparative cities.  

City Over the Counter Partial Permits Retrofit Window 
Replacement 

Irvine  Less than 5% Yes Yes 
Laguna Hills  0-1% Case-by-case basis No 
Lake Forest  10% No No 
Newport Beach  10% Yes Yes 
Pasadena  80% Yes Yes 
Santa Monica 10% Yes Yes 
Beverly Hills 28%  Yes 

 
Important points to recognize concerning the data contained in the table are presented 

in the paragraphs below. 
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• Most of the cities reported that 10% of their building permit plans were plan 
checked over the counter. Laguna Hills plan checked less then 1% over the 
counter. Pasadena reported the highest percentage of over the counter plan 
checking at 80%. Beverly Hills processed 28% of their building permits over-the-
counter. 

 
• Lake Forest was the only city that did not issue partial permits. Laguna Hills 

issued partial permits on case-by-case basis.  
 
• Irvine, Newport Beach, Pasadena, Santa Monica and Beverly Hills  require 

building permits for retrofit window replacements. Laguna Hills and Lake Forest 
did not. 

 
The Newport Beach Building Department allows deferred building permit plan submittals 

for fire sprinkler, fire alarm, prefabricated wood truss design and for steel stairs, when 

such item is under a design/build contract.  

 (6)  Classification Utilized For Building Plan Checking 
 

The cities reported the types of classifications utilized to initially check building 

permit plans for completeness at submittal. At the same time, the cities also reported 

the classification used to plan check non-structural building permit plans over-the-

counter. The table, below, presents a summary of the responses. 

City 
Classifications to Check 
Building Permit Plans for 

Completeness at Submittal 

Classifications To Plan Check 
Non-Structural Building Permit 

Plans Over the Counter 
Irvine  ? ? 
Laguna Hills  Building Counter Tech Building Counter Tech 
Lake Forest  Senior Building Permit Tech Senior Building Permit Tech 
Newport Beach  Permit Tech State Licensed Civil and 

Structural Engineers 
Pasadena  Program Coordinator I Operations Assistant 
Santa Monica Permit Specialist Permit Specialist 
Beverly Hills CSR / Plan Review Engineer - 

Architect 
CSR / Plan Review Engineer - 

Architect 
 

The most commonly utilized classification to check building plans for 

completeness at submittal were Building Technicians. Similarly, the most common type 

of classification used to plan check non-structural plans over-the-counter was Building 
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Technicians. Beverly Hills is not using their ‘building technician’ to plan check non-

structural building permits other than single trade permits. 

(7)  Plan Check Cycle Time Targets 
 

The cities were asked if they had developed cycle time targets for the building 

permit plan checking, the cycle time in terms of days or weeks, and the degree of 

success in meeting those targets. 

City Processing Targets Targets How Successful in 
Meeting Targets 

Irvine  Yes 5 working days for TI 
and Room additions 
and 15 working days 
for New and Major 
Commercial 
developments 

? 

Laguna Hills  Yes 15-20 working days for 
initial submittal, 10-15 
working days for 
subsequent submittals 

85% 

Lake Forest  No N/A N/A 
Newport Beach  Yes 4 weeks for New 

Construction, 
Additions, 
Alternations/Remodel, 
Grading, 2 weeks for 
Swimming Pools, 
Docks, Bulkhead, Fire 
Sprinklers, Over the 
counter- Drainage, 
Block Walls/Fences, 
Patio Covers/Trellis, 
Re-roofs, Retaining 
Walls. 

90% 

Pasadena  Yes 80% over the counter, 
15% 2 weeks, 5% one 
month 

Mostly successful 

Santa Monica Yes 4 weeks for New 
Construction, 
Additions, Alternations, 
Remodel, 3 weeks for 
Restructure, 2 week-
Pools, Docks, Patio 
Covers, Fences, Walls. 

98% 

Beverly Hills No N / A N / A 

 



CITY OF BEVERLY HILLS, CALIFORNIA 
Management Study of the Community Development Department  

Matrix Consulting Group  Page 110 

All of the cities, except Lake Forest and Beverly Hills, have established 

processing targets. For the cities that reported, a high degree of success was indicated 

n meeting these targets. 

(8)  Processing of Building Permit Plans   

The cities were asked if all of the divisions involved in the processing of building 

permit plans had developed written conditions of approval, written corrections lists and 

their availability on their Internet site.  

City Written Conditions of 
Approval 

Written Correction 
Lists Internet Availability 

Irvine  No No No 
Laguna Hills  ? ? No 
Lake Forest  Yes Yes No 
Newport Beach  Yes Yes Yes 
Pasadena  No No No 
Santa Monica Yes Yes Yes 
Beverly Hills No No No 

 
Written conditions of approval have been developed by Lake Forest, Newport 

Beach and Santa Monica, but not Pasadena or Beverly Hills. Santa Monica was the 

only city that had published written correction lists to their Internet site. Newport Beach 

allows access to plan check corrections at their web site. Newport Beach plan check 

engineers post corrections on the web site at the same time they are updating plan 

check status.  

(9)  Building Permit Plans Approvals  

The cities were asked to identify the type of building permit plans that were plan 

checked over the counter, by fax or over the Internet. The following table presents a 

summary of the information gathered.  
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City Over-the-Counter Clearance 

Provided  Fax Internet 

Irvine  Re-roofs, water 
heaters, gas line, 
patios, pools / spas, 
skylights,  

Planning staff Residents may mail-in 
building permits for 
residential work of a 
limited nature: 
replacement or 
installation of 
dishwashers and water 
heaters; minor 
plumbing and 
mechanical projects; 
and re-roof projects. 

No 

Laguna Hills  Re-roofs, water 
heater c/o, basic 
pool / spa, minor 
remodels, A/C, c/o 

Planning staff No  Re-roof, W/H 
c/o, FAU c/o, 
D/W c/o.  

Lake Forest  Re-roofs, patio 
covers, pools  

Planning staff No No 

Newport Beach  Patio cover, re-roof, 
solar panels, door 
and window c / o., 
interior residential 
alteration, AC 
mechanical 
equipment.    

Planning staff No No 

Pasadena  Awnings, 
mechanical permits, 
chimney 
reconstruction, re-
roofs, window 
replacement, new 
exterior siding, 
foundation bolting, 
accessory structures 
less than 120 sf, and 
tenant 
improvements less 
than 3,000 sf and 
not involving food 
service   

Planning staff No No 

Santa Monica Minor TI, roofing, 
single trade permit 

Planning staff  No Online 
Permitting  

Beverly Hills Single trade permits, 
re-roof, re-plaster 
and sandblasting 
permits 

No Single trade, re-roof, 
re-plaster and 
sandblasting permits 
can be processed and 
issued via fax 
application 

No 

 
Newport Beach also provides over-the-counter plan checks by appointment for other 

types of building permits. These are permits that require an appointment, and can be 
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plan checked in an hours. This includes residential pools / spas, freestanding fireplaces, 

re-roofs with calculations and plans, tenant improvements less than 1,000 square feet 

with no change of use, small residential additions (less than 400 square feet and single 

story only), and retaining walls. 

Important points to recognize concerning the data contained in the table are 

presented in the paragraphs below. 

• The most common type of building permit plans that were plan checked over the 
counter were re-roofs, water heaters, and patio covers. These were generally 
permits that did not require plan checking (single trade permits). However, Santa 
Monica is plan checking minor tenant improvements over-the-counter, and Lake 
Forest and Laguna Hills plan check pools over-the-counter. 

 
• In all instances, Planning Division / Department staff were plan checking building 

permits for zoning clearance. This is not the case in Beverly Hills. 
 
• None of the cities, with the exception of Beverly Hills, were accepting faxed in 

building permits. Newport Beach was accepting mailed-in building permits.  
 
• Santa Monica and Laguna Hills were accepting on-line permit applications in 

limited instances. 
 
 (10) Combination Building Inspectors  

The cities were asked about their utilization of combination inspectors. The 

following table presents a summary of the information gathered.  

City Combination Inspectors 
Irvine  ? 
Laguna Hills  Yes 
Lake Forest  Yes 
Newport Beach  Yes 
Pasadena  No 
Santa Monica Yes 
Beverly Hills Yes 

 
The City of Pasadena is the only city that does not utilize combination inspectors.  
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(11) Percentage Of Building Inspection Requests Responded To The Next Day 
 
The cities also provided responses regarding the percentage of inspection 

requests that were inspected the next working day.  

City % Of Inspection Requests Inspected the Next 
Working Day  

Irvine  ? 
Laguna Hills  100% 
Lake Forest  100% 
Newport Beach  100% 
Pasadena  Goal 100% but 50% 
Santa Monica 85% 
Beverly Hills 99.9% 

 
The majority of the cities reported responding to inspection requests within the 

next working day.  

(12) Building Services Special Revenue Fund   

The cities were asked if the Building and Safety Division or Department and the 

Planning Division or Department was operated as a special revenue fund, and not 

general fund. The following table presents a summary of the information gathered.  

City Building Special Revenue 
Fund 

Planning Special Revenue 
Fund 

Irvine  Yes No 
Laguna Hills  No No 
Lake Forest  No No 
Newport Beach  No No 
Pasadena  Enterprise fund No 
Santa Monica No No 
Beverly Hills No No 

 
Irvine was the only cities that reported that its Building and Safety Division was 

funded via Special Revenue Fund. 

 (12) Use of A Case Manager For Building Permits 

The cities were asked if a case manager was utilized for processing of building 

permits, and the organizational location of this case manager. The following table 

presents a summary of the information gathered.  
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City Case Manager  Location in the Building and 
Safety Division 

Irvine  No N/A 
Laguna Hills  No N/A 
Lake Forest  No N/A 
Newport Beach  No N/A 
Pasadena  Yes No (Planning) 
Santa Monica Yes Yes 
Beverly Hills No N / A 

 
Pasadena and Santa Monica were the only two cities that utilized a case 

manager for the processing of building permits. In Pasadena, the case manager was 

located in the Planning Division, while in Santa Monica the case manager was located 

in Building and Safety Division.  

(13) Hours of Operations  

The cities provided information in regards to their hours / days of operations. The 

cities were asked if they provide building inspection and plan checking services Monday 

through Friday. The following table presents a summary of the information gathered.  

City Monday through Friday 
Irvine  Yes, except for alternate Fridays 
Laguna Hills  Yes 
Lake Forest  Yes, except for alternate Fridays 
Newport Beach  Yes 
Pasadena  Monday to Thursday 8:00 am-5:00 pm, 

Fridays 8:00-12:00 
Santa Monica Yes 
Beverly Hills Yes 

 
All of the cities provide building inspection services Monday through Friday. 

Irvine and Lake Forest do not provide services on alternative Fridays since their city hall 

is closed.  

(14) Building Counter Technicians   

The responding cities were requested to provide information regarding the 

number of counter technicians authorized for the Building and Safety Division, whether 

these counter technicians accept both building and planning permit applications, and if 
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the counter technicians were ICC certified. The following table presents a summary of 

the information gathered.  

City Number of Counter 
Technicians 

Building/ Planning 
Permit Applications ICC Certified 

Irvine  2 Building Yes 
Laguna Hills  2 Building Yes 
Lake Forest  1 Building, Planning Yes 
Newport Beach  3.5 Building Some 
Pasadena  6 Building No 
Santa Monica 9 Building, Planning Yes 
Beverly Hills 5 Building Some (1) 

 
Important points to recognize concerning the data contained in the table are presented 

in the paragraphs below. 

• The number of counter technicians ranged from a low of 1 in Lake Forest to a 
high of 9 in Santa Monica.  

 
• The counter technicians in Lake Forest and Santa Monica accept both building 

and planning permit applications. In the other cities, the counter technicians 
accept building permit applications only.  

 
• Pasadena’s counter technicians were not ICC certified, and Newport Beach had 

only some counter technicians that were ICC certified. In all of other cities, all of 
the counter technicians were ICC certified.  

 
4. CODE COMPLIANCE  
 

The final section of the survey provides information in regards to code 

compliance. The following sections provide a summary of the information gathered.  

(1) Code Compliance Programs   

The cities were asked the types of code compliance programs and services they 

provided. The following table presents a summary of the information gathered.  
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City Types of Code Compliance  

Irvine  Zoning enforcement and Building Code Issues  
Laguna Hills  Zoning enforcement, housing codes, conditional 

use permit condition monitoring  
Lake Forest  Zoning enforcement, housing codes, conditional 

use permit condition monitoring  
Newport Beach  Zoning, nuisance, water quality, CUP’s 

encroachments, use of public property, noise, 
lighting, refuse  

Pasadena  Zoning enforcement, housing codes, CEQA 
mitigation measure monitoring, conditional use 
permit condition monitoring  

Santa Monica Zoning (noise, auto dealership, signs), mobile 
home parks, sub-standards housing, conditional 
use permits, seismic retrofit, building.  

Beverly Hills Zoning and nuisance, noise, refuse 
 

The most common code compliance programs were zoning enforcement, 

housing codes, and conditional use permit condition monitoring. Pasadena was the only 

city reporting CEQA mitigation measure monitoring assigned to Code Enforcement, but 

other cities reported the use of code enforcement officers for conditional use permit 

monitoring including Laguna Hills, Lake Forest, Pasadena, and Santa Monica. 

(2) Complaints 

The cities were asked to report the number of code compliance complaints 

received in 2005-2006, and the number complaints that were closed in the same fiscal 

year. The following table presents a summary of the information gathered.  

City Number of Complaints  # Of Complaints Closed  
Irvine  1,320 892 
Laguna Hills  Not able to report Not able to report 
Lake Forest  ? ? 
Newport Beach  2,000 1,700 
Pasadena  1,609 ? 
Santa Monica 2,455 1,842 
Beverly Hills 1,643 1,701 

 
Important points to recognize concerning the data contained in the table are presented 

in the paragraphs below. 
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• The number complaints ranged from a low of 1,320 in Irvine to a high of 2,455 in 
Santa Monica.  

 
• The number of complaints closed ranged from a low 892 in Irvine to a high of 

1,700 in Newport Beach.  
 
(2) Code Compliance Staffing  

The cities were asked to report how many staff were authorized for code 

compliance. The following table presents the total number of staff and staff by type.  

City Total Number of Staff  Staff by Type  
Irvine  5 1 Clerical Staff, 3 Officers, 1 

Supervisors  
Laguna Hills  1 1 Code Enforcement Officer  
Lake Forest  5 1 Code Enforcement Supervisor, 

2 Code Enforcement Officers, 1 
Community Preservation 
Technician  

Newport Beach  5 1 Manager, 4 Code Officer (1 
part time clerical) 

Pasadena  18 4 Clerical Staff, 13 Officers, 1 
Manager  

Santa Monica 15 1 Code Compliance Supervisor, 
1 Senior Administrative Analyst, 
4 Code Compliance Officer I’s, 6 
Code Compliance Officer II’s, 3 
Permit Specialists).  

Beverly Hills 5 Manager, Senior Code 
Enforcement Officer, 3 Code 
Enforcement Officers 

 
The cities were authorized staff ranging from one in Laguna Hills to 18 in 

Pasadena. Irvine, Beverly Hills, and Newport Beach were authorized five staff. Lake 

Forest is authorized four staff.  

 (3) Average Processing Times  

The cities were asked to report the average time to the first site visit from the 

date of the receipt of the complaint, and the average amount of time to close a case in 

terms of calendar days from the time of the receipt of the complaint. The following table 

presents the total number of staff and staff by type.  
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City Average Time to First Visit  Average Time to Close a Case 

Irvine  2 days Not able to report 
Laguna Hills  Not able to report Not able to report 
Lake Forest  0-2 days 1-2 weeks 
Newport Beach  1-3 days Depends on complexity of the 

issue (cases range from 1 day to 
couple of years) 

Pasadena  1 day 21 days 
Santa Monica Life / Safety Issues 1 day; other 

concerns 10 days or less 
35 days 

Beverly Hills 10 days 29 days on average 
 

Important points to recognize concerning the data contained in the table are presented 

in the paragraphs below. 

• The average time to the first visit for a code compliance violation from the date of 
the receipt ranged from the same day to 10 days. The longest reported time was 
Beverly Hills. Santa Monica, however, reported that life / safety Issues were 
inspected within 1 day; other concerns were inspected within 10 days or less 

 
• Pasadena takes 21 calendar days to close a case, Santa Monica takes 35 days, 

and Lake Forest takes an average 1 to 2 weeks to close a case. Beverly Hills 
takes an average of 29 days to close a case with voluntary compliance. 
 

(4) Proactive Enforcement  

The cities were asked if they conduct proactive enforcement or whether their 

enforcement was largely complaint-driven, and the focus of their proactive enforcement. 

The table below presents a summary of the information gathered. 
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City Proactive Enforcement 

/Complaint Driven  
Focus of Proactive 

Enforcement  
Irvine  Some proactive enforcement 

largely complaint driven 
Signs, health and safety issues 

Laguna Hills  NR NR 
Lake Forest  Generally Proactive 

Enforcement 
NR 

Newport Beach  Some proactive enforcement; 
largely complaint driven 

Water Quality 
Enforcement/NPDES, signage, 

use of public property 
Pasadena  Combination of Proactive 

Enforcement and Complaint 
Driven (50/50) 

All inclusive: housing, zoning 
and property maintenance 

Santa Monica Combination of Proactive 
Enforcement and Complaint 

Driven (43/57) 

Noise, conditional use permits, 
seismic retrofit, signs, sub-

standard housing, auto related 
issues 

Beverly Hills Recently, enforcement has been 
reactive due to position 

vacancies. In the past, it has 
been a mix of proactive and 

reactive 

Construction without permits, 
noise violations, housing, 

zoning, and property 
maintenance 

 
Important points to recognize concerning the data contained in the table are presented 

in the paragraphs below.  

• Irvine and Newport Beach code enforcement was largely complaint-driven. On 
the other hand, Pasadena, Beverly Hills, and Santa Monica utilize a combination 
of proactive enforcement and complaint driven code enforcement. Lake Forest 
has a program that is generally proactive. 

 
• There wasn’t a common theme to proactive enforcement among the cities with 

elements of proactive enforcement.  
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6. ANALYSIS OF THE ZONING ORDINANCE 

 
In California, the general plan is the centerpiece of each City's planning program. 

However, the zoning ordinance is a more important factor of a City’s form and character 

in many ways. The general plan provides brush guidance for how and where a City will 

accommodate physical growth and change. While California cities have included more 

and more detail in their general plan policies and standards over the past 20 years, the 

general plan remains conceptual in comparison with the detail found in a zoning 

ordinance. As a result, the zoning ordinance has more day-to-day effect on the built 

environment. The zoning ordinance serves as a detailed "cookbook" for the day-to-day 

development decisions made by a City. The City’s zoning ordinance expands on the 

information in the general plan by providing parcel-specific regulations for the location of 

different land uses and detailed specifications for the site planning and design of 

proposed development.  

As a consequence, the ease of interpretation and administration of the City’s 

zoning ordinance is essential to a streamlined and effective development review 

process. 

1. CHARACTERISTICS OF AN EFFECTIVE ZONING ORDINANCE.  
 

The project team used a number of best management practices in evaluating the 

City’s zoning ordinance. These practices are presented in the paragraphs below. 

•  Is the zoning ordinance consistent with the general plan? 
 
• Is the zoning ordinance consistent with the current state of the art planning 

conventions? 
 
• Are changes in State and Federal regulations reflected in the zoning ordinance, 

such as density bonuses, secondary units, group care facilities, and etc.? 
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• Is there a logical sequence to the zoning ordinance?  
 
• Are the zones consistent with the zoning map and follow the zones as listed on 

the map (typically residential, commercial, industrial, public and other)? 
 
• Does the zoning ordinance regulate from the "general" to the "specific"? 
 
• Are sections of the zoning ordinance that are most likely to be of interest to the 

reader (e.g., uses and development standards) at front, with administrative 
provisions and definitions ("glossary") at rear of ordinance? 

 
• Does the format of the zoning ordinance permit the addition of new articles within 

Sections in a logical manner? 
 
• Are regulations applying to all districts: such as signs, landscaping, non-

conformity, and parking in one place? 
 
• Are administrative provisions that includes permits, commissions and 

enforcement grouped in one section? 
 
• Are terms, definitions and measurements clearly articulated, grouped (in one 

location) and illustrated?  
 
• Are there imbedded regulations within the definitions such as limitations criteria 

that more appropriate belong in the regulator sections?  
 
• Is the zoning ordinance concise, with similar zoning districts combined into one 

section, such as all Residential Districts in location? 
 
• Is the writing of the text, clear, concise, easily understandable and avoid 

ambiguity? 
 
• Are use classifications incorporated into the ordinance or are use definitions 

used? 
 
• Are, tables and lists effectively use (are they preferred over text)? 
 
• Does the zoning ordinance provide purpose statements for each Ordinance 

section as needed? 
 
• Does the zoning ordinance provide references in a consistent manner  
 
• Is there a clearly identified method to memorialize and subsequently codify 

Zoning Interpretations? 
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• Are user guides and handouts effectively used to supplement the zoning 
ordinance? 

 
The project team utilized these best management practices to evaluate the City’s zoning 

ordinance. 

2. THE CITY’S ZONING ORDINANCE WILL REQUIRE A COMPREHENSIVE 
UPDATE UPON ADOPTION OF THE UPDATE TO THE CITY’S GENERAL 
PLAN TO ASSURE CONSISTENCY. 

 
In the past year the City has been updating its General Plan, which was one of 

the oldest in the State of California. The Office of Planning Research’s annual Book of 

Lists (2006) reported that Beverly Hills has one of the 10 oldest Land Use Elements in 

the State. The last comprehensive update to the General Plan was completed in 1974, 

more than 30 years ago. Conventional planning practices recommend the General Plan 

be updated every 10 to 15 years; clearly the Beverly Hills General Plan was long over 

due for a major revision. Additionally, it is common practice, if not a state requirement to 

review the Zoning Ordinance upon adoption of a General Plan. The consequence of not 

updating the General Plan and Zoning Ordinance, is that the policies, plan and 

ordinances need, in large measure, to be updated in one major effort.  

The City of Beverly Hills Zoning Ordinance was written in the 1962, or before the 

adoption of the general plan, that was adopted in 1974. The Zoning Ordinance was 

subsequently amended numerous times, yet there has not been a comprehensive 

revision to reflect the policy changes that have occurred in the past 45 years, and is not 

consistent with the City’s general plan. 

Clearly, the Zoning Ordinance will have to be updated and comprehensively 

review upon adoption of the updated General Plan. The City anticipates that the 

updated General Plan will be adopted in 2008. As explained in Lesher Communications, 
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Inc. v. City of Walnut Creek (1990) 52 Cal.3d 531, 536: "Once a city [or county] has 

adopted a general plan, all zoning ordinances must be consistent with that plan, and to 

be consistent must be `compatible with the objectives, policies, general land uses, and 

programs specified in such a plan.' (§ 65860, subd. (a) (ii).)" A zoning ordinance is 

consistent with a general plan where, considering all of its aspects, the ordinance 

furthers the objectives and policies of the general plan and does not obstruct their 

attainment. (Corona-Norco Unified School District v. City of Corona (1993) 17 

Cal.App.4th 985, 994.). In Lesher Communications, Inc. v. City of Walnut Creek, supra, 

52 Cal.3d at 541, the court noted: "A zoning ordinance that is inconsistent with the 

general plan is invalid when passed [citations] and one that was originally consistent but 

has become inconsistent must be brought into conformity with the general plan. (§ 

65860.) The planning and zoning law does not contemplate that general plans will be 

amended to conform to zoning ordinances. The tail does not wag the dog. The general 

plan is the charter to which the ordinance must conform." 

Recommendation: The City’s zoning ordinance should receive a comprehensive 
update upon adoption of the updated general plan to assure consistency. 
 
3. THE BEVERLY HILLS ZONING ORDINANCE IS A EUCLIDIAN CODE. 
 

Much has been written about the evolution of Zoning Ordinances in the past 

several years. There is a general consensus that there have been four generations in 

zoning ordinance development over the past 40 years. From this evolution, the 

approaches to zoning generally in use today are Euclidean (i.e. use based,), flexible 

zoning (the use of overlay districts and area plans), performance-based (made popular 

in the 1970’s and 1980’s), and physical form (a recent evolution) codes. 
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The Euclidean ordinances are based on the City of Euclid, Ohio zoning code 

(circa 1926), tend to be largely prescriptive, and divide the City into traditional zones, 

wherein certain uses, intensities and densities are allowed. The district schemes are 

relatively homogeneous, with separate zones for residential, commercial and industrial. 

They work best to prevent problems and nuisances, but are less effective in dealing with 

neighborhood character.  

Flexible zoning ordinances have been characterized by the use of overlay zones 

and planned unit developments. While various forms of flexible zoning ordinances were 

introduced in the 1960s, not until the 1970’s was there a real interest in this type of 

zoning ordinance. The principal advantage of a flexible zoning ordinance is its 

adaptability and ability to conform to the dynamics of land markets. Flexible zoning 

ordinances responded to the failure of traditional zoning to control the intensity of 

development in order to maintain a community's character. While flexible zoning 

ordinances are structured in much the same way as Euclidean codes, they may 

incorporate a variety of techniques intended to address site specific or area specific 

impacts  

Performance-based ordinances became increasing more popular in the 1980’s. 

Performance- based ordinances include objective, quantifiable standards that are 

applied to uses to reduce the impacts and increase the quality of development. These 

codes tended to focus on the direct environmental impacts of a development and 

included standards that directly limited the impacts of development. In someway, these 

codes reflected the environmental influences of the 1980’s. Additionally, many new 
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zoning codes use performance based use classifications, which classify uses by 

performance characteristics.  

More recently, form-based zoning ordinances have been developed to reflect the 

“New Urbanism” theories of urban development. Form-based ordinances tend to be 

proscriptive. They tend to express what is desired rather than what is discouraged or 

prohibited. More than the other types of ordinances, form–based ordinances are design 

oriented, with emphasis placed on design and the relationship of buildings to the street 

and each other. This approach may differentiate neighborhoods, zones, and corridors, 

while providing for a mixture of land use and housing types. The design-oriented 

approach is generally applicable to newly urbanizing areas and large redevelopment 

sites. It may be of limited usefulness for built-out cities. It also requires a considerable 

front-end effort to prepare a "regulating plan" (much like a "specific plan") and to 

prepare a design level of detail normally not seen until the design review phase of most 

projects.  

Hybrid zoning ordinances combine various elements of Euclidean, flexible, 

performance-based, and form-based approaches to a zoning ordinance. While the 

regulations are organized according to a standard Euclidean scheme, they are 

supplemented by different degrees of flexible, performance and form-based standards 

to regulate elements such as buffers, setbacks, height, uses, and lot size. Until recently, 

the professional convention has emphasized refining and combining Euclidean, flexible 

and performance-based approaches into comprehensive, adaptable zoning codes.  
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The Beverly Hills zoning ordinance is a Euclidian Code. Although it has some 

flexible zoning area plans and performance standards, the City’s zoning ordinance does 

not incorporate these types of effectively.  

Due to the physical form of the City, with new mixed use higher density 

development, the project team recommends that the City update its zoning ordinance 

using an approach that builds on it’s limited hybrid zoning ordinance using Euclidian, 

flexible (area plans and specific plans) and include more performance (development 

standards and use classifications) standards. Form-based code considerations should 

be integrated into the area and specific planning efforts of the City, and not the zoning 

ordinance. 

Recommendation: In updating its zoning ordinance, the City should use an 
approach that builds on it’s limited hybrid zoning ordinance using Euclidian, 
flexible (area plans and specific plans) and include more performance 
(development standards and use classifications) standards. Form-based code 
considerations should be integrated into the area and specific plans of the City, 
and not the zoning ordinance. 
 
4. CHANGES IN STATE REGULATIONS HAVE BEEN REFLECTED IN THE 

CITY’S ZONING ORDINANCE.  
 

It is critical that a zoning ordinance maintain consistency with state law. The 

exposure to litigation is simply too great, but some jurisdictions defer the changes and 

risk litigation.  

There are key statutory changes that can be used to judge whether a zoning 

ordinance is being maintained to reflect the recently adopted legislation. Generally, the 

project team uses the Secondary Unit and Housing Density Bonus requirements as the 

benchmark test.  
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The City updated its zoning ordinance in September 2003 to reflect changes by 

the State regarding the Secondary Unit statutes. The City updated its zoning ordinance 

in September 2005 to reflect changes by the State regarding the Density Bonus. Both of 

these provisions were amended in a timely manner and are consistent with State law. 

5. THE CITY’S ZONING ORDINANCE IS LENGTHY AND COMPLEX. 
 

The City’s zoning ordinance, as of its July 2006 revision, is included in Title 10 

(Planning and Zoning) of the Municipal Code. Title 10 consists of 7 Chapters, which 

include, in addition to the City's zoning regulations, regulations regarding the Planning 

Commission, Subdivisions, Signs (a separate Chapter), Mining and Extractions, Streets, 

Alleys and Highway Dedications and Improvements, and Congestion Management.  

Title 10 contains more than 600 pages, most of which are contained in the 

Zoning Chapter. The Zoning and Sign chapters are in excess of 520 pages, with the 

Subdivision, Mining and Extractions and Congestion Management chapters comprising 

65, 40 and 7 pages, respectively. 

This length makes the City’s regulatory tools located in the zoning ordinance 

more difficult to locate, use and understand. Simple regulations work best. Complicated 

and lengthy regulations, ironically, invite scrutiny and even legal challenges. Subtle 

distinctions are difficult to justify and explain, and overregulation is inflexible.  

The simplicity of regulations will depend on the City’s philosophy about the extent 

and detail of regulations and regulatory procedures. This should be decided early in the 

process of updating the City’s zoning ordinance, and clearly communicated as an 

objective of the update. The most fundamental of these decisions is whether to 

emphasize permitted use development or to subject an extensive amount of 
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development to a discretionary or conditional use process. Making this choice will have 

a profound impact on the amount of staff hours spent on administration of the zoning 

ordinance. A zoning ordinance that emphasizes permitted uses is considerably easier to 

administer than an ordinance that emphasizes discretionary or conditional uses as 

illustrated by the table below. 

Issue Permitted Use Development Conditional Use Development 
Staff Involvement in development 
review 

Focus is on building permit plan 
checking. Planning Division staff 
involvement is minimal. 

Planning Division staff 
involvement is intensive due to 
public hearing requirements. 

Permit processing time Relatively short Relatively long 
Commission review Not necessary Can involve multiple and 

duplicate meetings / hearings 
Environmental review Not generally adaptable to 

unique and site specific 
conditions 

Maximum flexibility and potential 
to require mitigation and 
conditions 

Legal exposure Low High 
Community involvement Minimal Opportunity for community 

comment.  
Flexibility Limited in range defined by 

zoning ordinance 
Maximum flexibility and 
discretion depending on type of 
permit 

Special study requirements Usually unnecessary Potential to require any 
necessary study 

Consistency of review and 
decision making 

Usually consistent but depends 
on staff experience and training. 
Standards applied uniformly. 
Emphasis on professional review 

Level of review and application of 
standards uneven based upon 
changing community values and 
experience of the Commission. 
Potential for public pressure to 
prevail over standards in the 
zoning ordinance. 

Application fees Based on building fees. Based upon building and 
planning fees.  

Quality of building design Based upon design guidelines 
adopted by the Commission and 
Council. 

Based upon design guidelines 
adopted by the Commission and 
Council., review of the Design 
Review / Architectural 
Commission 

Consistency with Community 
Goals 

Should meet the requirements 
established in the General Plan 

Affords maximum flexibility and 
adaptability to requirements 
established in the general plan. 

 
The zoning ordinance should employ the least complicated permitting procedures 

possible, consistent with State law requirements and the need to ensure effective 

project review and proper implementation of the general plan. Discretionary permits 
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may not be necessary if clear development or performance standards can effectively 

address all community concerns about a particular land use through a ministerial permit 

process.  

Recommendation: The City should adopt an objective for updating the zoning 
ordinance of keeping the regulations simple, and avoid the temptation to over-
define and over-regulate. 

 
6. THE ZONING ORDINANCE DOES NOT HAVE A LOGICAL SEQUENCE. 
 

The overall organization of a zoning ordinance and the internal structure of its 

chapters should be organized to reflect the sequence in which code users most 

commonly need to find specific information.  

A primary question to ask in deciding how to organize a zoning ordinance is 

"Where will users most intuitively expect to find specific information?"  People working 

with zoning ordinances tend to be interested in first finding whether particular land uses 

are allowed in particular zones, then the regulations and standards that apply to the 

design and development of a use, and finally the details of the required approval 

process.  The City’s zoning ordinance should be organized to reflect these procedural 

sequences and the order in which decisions about the applicability of provisions must 

be made.   

The City’s existing zoning ordinance is poorly organized. It lacks divisions to 

indicate topic areas, and consists of 45 consecutive Articles, which appear to have been 

amended over time in ascending order of adoption, with few exceptions. The ordinance 

includes 32 distinct zoning districts, with an additional number of special combining / 

overlay districts.  
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Presented below is an example of the illogical sequence of the Articles in the 

City’s existing  zoning ordinance. 

• Article 27 –Other Use and Building Restrictions; 
 
• Article 27.7 – Adult Business; 
 
• Article 28 – Multiple –Family Residential Development Standards; 
 
• Article 28.5 – R-4 Permits; 
 
• Article 28.6 – Hotel Regulations; 
 
• Article 29 – Regulation of Trees on Private Property; 
 
• Article 30 – Architectural Review Commission, Architectural Review and 

Procedures; 
 
• Article 31- Development Plan review; 
 
• Article 32 – Preservation of Landmarks; 
 
• Article 33 – In-Lieu Parking; and 
 
• Article 34 - Commercial-Retail Overlay Zone. 
 

 The above Articles are a mix of regulations that apply to all districts (such as, 

Landmark Preservation), special use previsions (such as, hotels and adult businesses), 

overlay zones and administrative procedures that are not presented in the zoning 

ordinance in a logical sequence. The reader could not intuitively know where to look for 

specific information in the zoning ordinance given this sequence. 

The project team recommends that the City consider a more logical sequence in 

drafting the updated zoning ordinance such as the sequence presented below. 

Section 1 - General Provisions 
• Articles: 

– Purpose and organization 
– Use Classifications 

Section 2 - Base District Regulations 
• Articles 
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– Residential 
– Commercial 
– Industrial 

Section 3- Overlay and Specific Plans 
• Articles 

– Overlay (i.e. Transportation Overlay) 
– Specific Plans (i.e. Beverly Hills Specific Plan Area) 

Section 4 – Regulations Appling to all Districts 
• Articles 

– Off street parking 
– Fences 
– Signs 
– Adult Businesses 
– Non-conformity 
– Radio and Television Antennas 
– Appeals 

Section 5 – Administration 
• Articles 

– Planning Commission 
– Architectural Commission 
– Notice requirements 
– Use Permits 
– Variances 
– R-4 Permits 
– Exceptions 

Section 6 – General terms 
• Articles 

– Glossary or Definitions 
– Measurements 
 
The advantages of this format are the logical grouping of regulations, flexibility of 

amending and a defined order of progression. 

Recommendation: The City should organize the updated zoning ordinance to 
reflect the sequence in which code users most commonly need to find specific 
information. 
 
7. THE ZONING MAP IS NOT EASILY READABLE AND UNDERSTANDABLE. 
 

The zoning map is important because it shows where different zoning 

requirements apply to specific parcels in the City. The zoning map is the primary tool in 

locating a property and correlating it to the regulations. For the user, the map needs to 

be up to date, easily readable and precise. 
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The City’s zoning maps are a combined set of 27 sheets, with an index 

coversheet. There is not a standard key, usually found on most zoning maps that 

identifies the zoning districts and lists them in a traditional manner of residential, 

commercial, industrial, public and other. So, lacking a key, it is impossible to correlate 

the zoning map to the order of the zoning ordinance.  

The project team recommends that the zoning map be reproduced on a one-

sheet map, approximately 36 inches by 36 inches or 24 inches by 24 inches format, with 

a key of districts. The key that indexes the zoning districts should be reflected in the 

order of the based districts, within the Zoning Ordnance. 

Recommendation: The zoning map should be reproduced on a one-sheet map, 
approximately 36 inches by 36 inches or 24 inches by 24 inches format, with a 
key of districts. The key that indexes the zoning districts should be reflected in 
the order of the based districts, within the Zoning Ordnance. 
 
8. THE LOCATION OF ZONING ORDINANCE DEFINITIONS IS POORLY 

ORGANIZED. 
 

The City’s zoning ordinance places the definitions of technical terms and phrases 

at the beginning of the document. This is an obsolete organizational approach, implying 

that zoning ordinance users will read the definitions before any other text, which is 

rarely the case.  Because a zoning ordinance is a reference document, most users 

would intuitively expect its glossary to be at the end of the document, to be reviewed 

when specific interpretive questions come up. 

Additionally, there is a lack of consistency in the location of definitions. In the 

existing zoning ordinance, definitions have become scattered throughout the Ordinance, 

making the Ordinance more difficult to use. Definitions can be found throughout the 

following sections: 
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• Article 1 – Definitions; 
 
• 10-3-1652 – Restricted Use in Pedestrian Oriented Areas; 
 
• 10-3-1933- Mixed Use Planned Development; 
 
• 10-3-1963 – Adaptive Re-use planned Development; 
 
• 10-3-2353 – Transportation Overlay Zone; 
 
• 10-3- 2771 – Adult Businesses; 
 
• 10-3-2861 – Hotel Regulations; 
 
• 10-3-2900 – Trees on Private Property; 
 
• 10-3-3202 – Preservation of Landmarks; 
 
• 10-3-4300 – Home Occupations; 
 
• 10-3- 2740 – Parking and Loading; and 
 
• 10-4-104 – Signs 

 
Today, conventional practice is to present an extensive glossary at the end of the 

zoning ordinance, with all definitions grouped together in descending alphabetical order. 

New ordinance sections should not provide additional definitions outside the designated 

Article for definitions. Without the discipline in the maintenance of the format, the 

ordinance soon becomes difficult to use by staff, public and decision makers. 

Recommendation: The update of the City’s zoning ordinance should group all 
definitions in one Article, and place that Article at the back of the ordinance. 
 
9. REGULATIONS APPLYING TO ALL DISTRICTS ARE NOT INCLUDED IN 

ONE PLACE. 
 

Regulations that apply to all Districts are not in one place in the existing zoning 

ordinance. Grouping of regulations that apply to more than one district is important for 

ease of use. Modern construction usually designates one Article to address off street 
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parking, signs, performance standards, refuse storage areas, tree preservations. This 

convention directs the reader to one place, not forcing them to jump from place to place  

in the zoning ordinance to find basic information. For example, a commercial property 

owner should only have to look in one place in the zoning ordinance for the sign and 

parking regulations, not in two different chapters.  

One example, “non-conforming” regulations, highlights the problem with the 

current zoning ordinance. Non-conforming zoning regulations are scattered in at least 

ten (10) different locations in the existing zoning ordinance. The reader can find non-

conformity in the following sections: 

• 10-3-100 – Non conforming buildings and non conforming use (definitions); 
 
• 10-3-1206 – Non conforming hotels; 
 
• 10-3-1207 – Dining in non conforming hotels; 
 
• 10-3-1239 – Non conforming hotels; 
 
• 10-3-2703 – Non conforming nightclub activities; 
 
• 10-3-2759 – Non conforming walls, fences, and hedges; 
 
• 10-3-2717 – Removal of non conforming security grills; 
 
• 10-3-4100 – Non conforming buildings, uses and parking; 
 
• 10-3-4517 – Non conforming antenna; and 
 
• 10-4-210 – Non-conforming signs. 
 

The uses known to have the potential for adverse effects regardless of their 

location are found in the Article that regulates all districts. The most common use-

specific standards found in zoning ordinances address adult entertainment businesses, 

animal keeping, bed and breakfast inns, day care facilities, home occupations, outdoor 
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uses (such as merchandise display and sales, and storage) and wireless 

telecommunications facilities. These should be grouped in one Article. 

Finally, such basics as signage regulations, which are normally found in a section 

of the zoning ordinance for regulations that “Apply to All Districts” should be located in a 

separate Article.  

The City should consolidate into one Article those Articles and Chapters that are 

presently located in a multitude of different Articles and Chapters. These Articles and 

Chapters are presented below. 

Regulations applying to all Districts 
Article 27 – Other Uses and Building Restrictions 
Article 10-3-2727 to 10-3-2744 - Parking (separate section) 
Chapter 4 - Signs 
Article 10-3-100 - Non conformity 
Article 27.7 - Adult Entertainment Businesses 
Article 29 - Regulation of Trees on Private Property 
Article 32 – Preservation of Landmarks 
Article 45 – Radio and Television Antennas and Wireless Telecommunication Devices 

 
Recommendation: Regulations that apply to all Districts should be consolidated 
into one place in the updated zoning ordinance. 
 
10. ADMINISTRATIVE PROVISIONS ARE NOT GROUPED IN ONE SECTION OF 

THE ZONING ORDINANCE. 
 

The City’s Planning and Zoning Chapters are inconsistent in the handling of 

administrative provisions. Most people reading the zoning ordinance would expect to 

find the Planning Commission’s scope of authority and responsibilities in the zoning 

ordinance Chapter, not in a separate Chapter in the Municipal Code. 

 While the scope of authority and responsibilities of the Planning Commission, 

the Architectural Commission and Design Review Commissions are found in Title 10, 

the Zoning Ordinance, the Planning Commission scope of authority and responsibilities 

are placed in a separate chapter of the Municipal Code. These three Commissions 
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should be in regulated in one Section under “Administration” and not spread through out 

the Title. 

Additionally, it is common to consolidate the Use Permit and Variance 

Procedures with the reviewing authorities, such as the Planning Commission, for easier 

reference. The City’s Zoning Ordinance places each of these procedures in separate 

Titles. 

The last major component of the updated zoning ordinance for the City (other 

than a glossary containing definitions of the technical terms and phrases used in the 

ordinance) should be the rules for the administration of the zoning ordinance. These 

provisions should include procedures for public hearings and appeals, zoning ordinance 

interpretations, amendments to the zoning ordinance text, zoning ordinance 

enforcement, etc. 

Recommendation: The updated zoning ordinance should consolidate provisions 
for administration of the zoning ordinance in one Article located near the end of 
the ordinance. 
 
11. THERE ARE ZONING ORDINANCE REGULATIONS EMBEDDED IN 

DEFINITIONS. 
 

The City’s zoning ordinance contains several examples of regulations that are 

embedded within a definition, not where the users would normally look for guidance. 

This is a significant problem for the user of the zoning ordinance who is not an expert in 

the nuances of the zoning ordinance. A reader of the zoning ordinance will normally 

look to the regulations for guidance and not think of looking in the definitions to find 

regulations.  
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An example of an embedded regulation can be found in the Article for Hotel 

Regulations. In this Article there is the definition of “Appurtenant Service Uses”, which is 

as follows: 

“APPURTENANT SERVICE USES: Those service uses which are customarily supplied 
in a hotel, or related to hotel functions, such as restaurants/bars to the extent used 
primarily by the hotel guests; public meeting rooms; beauty salons; shops selling such 
items as newspapers, magazines, toiletries, pharmaceuticals, and sundries; reservation 
services for automobile rentals, travel, theaters, and tour reservations; and exercise or 
similar healthcare facilities; provided, however, with the exception of restaurants/bars 
located in the triangular area bounded by Wilshire Boulevard, South Santa Monica 
Boulevard, and the alley between Crescent Drive and Cañon Drive, no appurtenant 
service use shall have any direct entry onto any street, nor shall such appurtenant 
service use have any display or signage of any kind which is visible from any street. 
Except for restaurants/bars located in the triangular area bounded by Wilshire 
Boulevard, South Santa Monica Boulevard, and the alley between Crescent Drive and 
Cañon drive, any service use which has such entry, display, or signage shall be 
deemed a retail store. Public assembly areas shall not constitute an appurtenant service 
use.” 
 

Not only is this a definition, but it also places location standards and exceptions 

within the same paragraph. The length of the paragraph makes it difficult to read and 

understand these regulations. This blending of definitions and regulations should be 

eliminated from the updated zoning ordinance.  

Recommendation: Zoning ordinance regulations should not be embedded within 
a definition when the zoning ordinance is updated. 
 
12. DEVELOPMENT STANDARDS HAVE BEEN REPEATED FOR EACH 

DISTRICT IN THE ZONING ORDINANCE. 
 

Most of the regulations within Title 10, the City’s zoning ordinance, are grouped 

under Chapter 10-3, which are over 500 pages in length. Combining Districts could 

reduce the size of the City’s Zoning Ordinance.  

As was the convention in the 1960’s and 1970’s, the City’s zoning ordinance, the 

uses and development standards have been written and repeated in each district (i.e. 
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R1-X, R11.5, R1-5X2). Districts have not been combined, such as One Family 

Residential Zones, into a single Article to unify and consolidate the regulations. This 

repetition of uses and development standards increases the length and complexity of 

the Zoning Ordinance. 

Many modern zoning ordinances combine similar districts, such as all residential 

districts, into one Article. An example from another city is presented in the exhibit on the 

following page. The format in the exhibit includes a well-written purpose, a complete 

summary of each district and a single use classification table for all the Districts. This 

format eliminates much confusion and allows easy comparisons of one district to 

another. 

By changing the format of the Zoning Ordinance, the reader will have significantly 

more information readily available, in a single place and in a format that is more 

understandable and usable. This format also reduce the number of pages of he Zoning 

Ordinance by reduce the repetition. 

Recommendation: The updated zoning ordinance should combine similar 
districts, such as all residential districts, into one Article. 
 
13. THE WRITING OF THE TEXT IN THE ZONING ORDINANCE IS NOT ALWAYS 

CLEAR, CONCISE, EASILY UNDERSTANDABLE AND UNAMBIGUOUS. 
 

Zoning documents should be clearly written, avoiding ambiguity, jargon and 

lengthy narrative, and use the simplest terms possible to describe the requirements.  

The existing zoning ordinance contains sentences and paragraphs that are 

generally too long to be easily understood. For a zoning ordinance to be usable, 

concepts have to be presented is a concise and precise manner. Paragraphs should 

contain only one concept, not a multitude of ideas and regulations, whenever possible. 
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Exhibit 13 (1) 
 

Sample Zoning Ordinance That 
Combines Residential  

Districts Into One Article 
 

18.20.010 Specific purposes – Summary of residential districts. 
 
A. Specific purposes. In addition to the general purposes listed in  the specific 
purposes of residential districts are to: 
 
1 Preserve, protect and enhance appropriately located areas for residential land 

use, consistent with the general plan and with standards of public health and 
safety established by the municipal code. 

 
2. Protect residents from the harmful effects of excessive noise and other adverse 

environmental effects. 
 
3. Achieve design compatibility between new multifamily development and 

surrounding less intensive residential neighborhoods by establishing physical 
development standards and performance standards. 

 
4. Ensure adequate provisions for sites for appropriate public and semi-public land 

uses needed to complement residential development or that require a residential 
environment. 

 
5. Minimize the out-of-scale appearance of large homes and development relative 

to their lot size and to other homes in a neighborhood. 
 
B. Summary of residential districts. Eleven residential districts are established to 
carry out these purposes: 
 
1. R-20 and R-15 single-family residential districts. The R-20 and R-15 districts 

allow for low density residential land use, at densities up to 2.2 and 2.9 units per 
net acre respectively, subject to appropriate standards. In the R-20 district the 
minimum lot size is 20,000 square feet. In the R-15 district, the minimum lot size 
is 15,000 square feet. 

 
2. R-10 and R-10A single-family residential districts. The R-10 and R-10A districts 

allow for medium density single-family residential land use in neighborhoods at a 
density up to 4.35 units per net acre, subject to appropriate standards. In the R-
10 district the minimum lot size is 10,000 square feet. In the R-10A district, the 
average lot size is 10,000 square feet or more and the minimum lot size is 7,000 
square feet. 
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Exhibit 13 (2) 
 
3. R-7 and R-6 single-family residential districts. The R-7 and R-6 districts allow 

high density detached single-family residential land use in neighborhoods at 
densities up to 6.2 and 7.3 units per net acre respectively, subject to appropriate 
standards. In the R-7 district the minimum lot size is 7,000 square feet. In the R-6 
district, the minimum lot size is 6,000 square feet. 

 
4. MRVL very low density multiple-family residential district. The MRVL district 

allows multiple residential uses, including duplexes, townhouses and attached or 
detached single-family homes on small lots; all with landscaped open space at a 
density between 7 and 11.9 units per acre. 

 
5. `MRL low density multiple-family residential district. The MRL district allows 

multiple residential uses including duplexes, townhouses, single-family attached 
homes with zero lot line, mobile homes or cluster housing; all with landscaped 
open space at a density between 12 and 19.9 units per acre. 

 
6. MRM medium density multiple-family residential district. The MRM district allows 

townhouses, mobile homes, condominiums or apartments at a density between 
20 and 29.9 units per acre. 

 
7. MRH high density multiple-family residential district. The MRH district allows for 

intensive residential development, including townhouses, condominiums and 
apartments with a density range between 30 and 40 units per acre. 

 
8. HPUD residential hillside planned unit development. The HPUD allows for limited 

residential development including townhouses, condominiums and single-family 
homes on parcels having an average slope of 15% or greater.  

 
18.20.020 Land use regulations for all residential districts. 
 
In Schedule 18.20.020, the uses allowed for each residential zoning district are 
established by letter designations as follows: 
 
“P” designates use classifications permitted in residential districts.  
“U” designates use classifications permitted on approval of a use permit. 
“T” designates use classifications permitted on approval of a temporary use permit. 
“L” followed by a number designates use classifications subject to certain limitations 
listed by number following the schedule. 
“P/U” designates use classifications permitted on the site of a permitted use, but 
requiring a use permit on the site of a conditional use. 
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Exhibit 13 (3) 
 

 
Residential Districts - : 
Land Use Regulations 

 
P - Permitted 
U - Use Permit Required 
T - Temporary Use Permit Required 
L  - Limited (see specific limitations listed following Schedule) 
NP - Not Permitted 

 

R
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-X
 

R
-1

.5
 

R
-1
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X 

R
-1
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R
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.7
 

R
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R
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Additional 
Use 
Regulations 

Residential Uses 
Single-family residential P P P P P P P  
Secondary unit U U U NP NP NP NP  
Multi-family residential NP NP NP NP NP P P  
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For example, text in the City’s existing zoning ordinance for one of the business 

districts consists of the following language: 

 “Section 10-3-1801 Zone C-3B Created; Uses Permitted: The uses of property in Zone 
C-3B, a business zone, hereby are limited and defined as follows: No lot in zone C-3B 
shall be used for any purpose other than a purpose permitted in zone C-3A, except that 
no manufacturing shall be permitted therein except retail merchandise to be sold upon 
and delivered from the premises to the ultimate consumer and in which no more than 
ten (10) persons are employed and in which no motor larger than one horsepower is 
used for such manufacture. Automobile parking and the structures therefore shall be 
permitted in zone C-3B. No structure for any purpose shall be constructed or permitted 
in zone C-3B higher than two (2) stories or thirty-five feet, which ever is higher. No 
structure shall be constructed or permitted in zone C-3B which has a total floor area to 
site area ratio greater than two to one (2 : 1). No front or side setback need be 
maintained. Any automobile parking required for any structure in zone C-3B shall be 
provided in said zone or in the C3-B business zone as provided in this code.” 
 
The above paragraph illustrates some of the difficulties with the current zoning 

ordinance. These difficulties include the following: 

• It references the reader to another section (zone 3-CA) which is in a separate 
article; 

 
• It regulates by exception; 
 
• It uses specific criteria that are difficult to monitor; 
 
• It mixes uses and development standards in one paragraph; and 
 
• It does not specify the parking standard by section  
 
This paragraph would be much easier to understand if it was rewritten using simple 

declaratory statements (usually single simple sentences) and the regulations.  

Recommendation: The updated zoning ordinance should be clearly written, 
avoiding ambiguity, jargon and lengthy narrative, and use the simplest terms 
possible to describe the requirements. 
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14.  THE EXISTING ZONING ORDINANCE EMPLOYS AN EXHAUSTIVE LIST OF 
PERMITTED AND CONDITIONAL USE CLASSIFICATIONS ON A ZONING 
DISTRICT BY ZONING DISTRICT BASIS. 

 
The existing zoning ordinance uses an exhaustive list of permitted and 

conditional uses on a zone-by-zone basis. For each zone, the zoning ordinance 

provides separate lists of permitted uses, uses subject to a use conditional permit, and, 

in many cases, prohibited uses.  

The use types listed range from very specific (“Dressmaking and millinery store” 

or “lunchroom”), to generic ("office"). Some zones provide a list of permitted uses that 

include uses allowed in another zone, requiring a user to refer to two zoning district 

sections to determine the full extent of use types allowed.  

Overall, this also is an ineffective approach to zoning ordinance drafting.  In most 

cases, it is not useful to provide extensive lists of allowable land use types because 

many listed uses will have similar performance and compatibility issues.   

A more effective approach to listing permitted and conditional land uses is to: 

•  Rely on generic types as much as possible (e.g., "general retail" or “office”); 
 
• List more specific use types only where the City has particular concerns about 

compatibility or other performance issues such as traffic, or economic 
development objectives for particular areas of the city; 

 
• Include a definition of each use type in the zoning ordinance glossary that 

identifies the overall nature and performance of the use, and includes several 
examples of the specific uses that are included under the generic type; and 
 

• Alternatively, use performance-based “use classifications” to describe one or 
more use of land that have similar chrematistics, but do not list every use or 
activity included in the classification. In contrast to definitions, use classifications 
are relatively broad categories of uses that have similar characteristics or 
functions. Classification descriptions specify the distinguishing characteristics of 
different uses in order to identify uses that should be regulated differently. Like 
definitions, use classifications must be sufficiently specific to avoid ambiguity. 
They also must be broad enough to allow for the classification of new uses. 
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Rather than use the undefined term “store”, a use classification of “General 

Retail” could be used. This better identifies the types of uses that that are allowed. 

An example of classifying retail uses as “General Retail” is presented in the table 

below. 

General Retail.  Stores and shops selling many lines of merchandise.  Examples of these stores and 
lines of merchandise include: 
Art Galleries, Retail 
Art Supplies, Including Framing Services 
Bicycles 
Books, Magazines, And Newspapers 
Cameras And Photographic Supplies 
Clothing, Shoes, And Accessories 
Department Stores 
Drug Stores And Pharmacies 
Dry Goods 
Fabrics And Sewing Supplies 
Florists And Houseplant Stores (Indoor Sales 
 Only Outdoor Sales Are "Building And Landscape 
Materials Sales") 

Hobby Materials 
Jewelry 
Luggage And Leather Goods 
Musical Instruments (Small), Parts And 
Accessories (Large Instruments Are Under 
"Furniture, Furnishings, And Appliance Store") 
Orthopedic Supplies 
Pet Stores 
Small Wares 
Specialty Shops 
Sporting Goods And Equipment 
Stationery 
Toys And Games 
Variety Stores 
Videos, DVD’s, Records, CD’s, Including Rental 
Stores 

Does not include adult oriented businesses, antique or collectible stores, furniture and appliance 
stores, or second hand stores, which are separately defined. 

 
A single use table for each of the zone types (i.e. residential or commercial) 

would simplify the ordinance greatly and make the use classification system more 

effective.   

For example, a use table that is organized by use classification indicating the 

permitted and conditional uses by zone would replace the need for permitted and 

conditional uses in each of the zones. There would not be a need to identify prohibited 

uses, because they would be simply shown as not allowed either by right or 

conditionally permitted and conditional uses by zone would replace the need for 

permitted and conditional uses in each of the zones.  
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Uses classifications are not generic. One set fits all lists from a reference source 

such as the North American Industrial Classification System (NAICS). Although NAICS 

is often be used as a reference point, the exact uses permitted would be the choice of 

the City. As can be seen from the example, a rather long list of uses could be include 

under the heading of “General Retail” to provide more specific guidance. 

Recommendation: In the updated zoning ordinance, the City should employ a 
single use table for each of the zone types (i.e. residential or commercial) to 
simplify the ordinance. 
 
15. TABLES ARE NOT EFFECTIVELY USED IN THE ZONING ORDINANCE. 
 

The existing zoning ordinance contains few tables. Those that are included are 

limited to the parking regulations.  

When the existing zoning ordinance was originally written, the print technology 

was much different than it is today. Cities did not usually have access to the print 

capabilities that would allow for tables, graphics and illustrations. If they did, it was 

usually at great expense. With a computer, City’s have the capability to easily produce 

graphs, tables, photographs and illustrations for ordinances and reports.  

The updated zoning ordinance should utilize a modern format that includes 

graphs, tables and illustrations. The zoning ordinance should organize the use types 

into tables that cover groups of zones, so that each use type can be listed only once for 

each group of zones, and the user can readily determine from the table which uses are 

permitted, which are conditional, and which are not allowed in a particular zone. 

Similarly, development standards should be in table form. 

The exhibit, following this page, presents a sample from another city that 

illustrates the above suggestions. 
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Exhibit 14 (1) 
 

Sample Land Use Table 
 

P - Permitted 
U - Use Permit Required 
T - Temporary Use Permit Required 
L - Limited (see specific limitations listed following Schedule) 
NP - Not Permitted 

 
Residential Districts: 
Land Use Regulations 

R
-1

-X
 

R
-1

.5
 

R
-1

.5
X 

R
-1

.6
 

R
-1

.7
 

R
-3

 

R
-4

 

 
Additional 
Use 
Regulations 

Residential Uses 
Single-family residential P P P P P P P  
Single-family residential 
with boarder or lodger 

P P P P P P P No more 
than 3 
boarders or 
lodgers in 
rooms with 
no kitchen 
facilities. 

Secondary unit U U U NP NP NP NP  
Multifamily residential NP NP NP NP NP P P  
Day care, large family U U U U U U U  
Day care, small family P P P P P P P  
Group residential NP NP NP P P P P  
Home occupation U U U U U U U . 
Residential care, limited P P P P P P P  
Senior housing P P P P P P P  
Community center P P P NP NP NP NP  
Cultural institutions U U U U U U U  
Day care, general U U U U U U U  
Accessory Uses P/U P/U P/U P/U P/U P/U P/U  
Temporary Uses NP NP NP NP NP NP NP  
Civic and community 
events 

NP L-1 L-1 NP NP NP NP  

Commercial filming, 
limited 

NP L-1 L-1 NP NP NP NP  

Personal property sales P P P P P P P  
Nonconforming Uses NP NP NP NP NP NP NP  
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Example 14 (2) 

 
Sample Development Standards 

 
 
 
 
 
 

 
Development Standards For All Residential Districts 

Standard R
-2

0 

R
-1

5 

R
-1
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R
-1

0A
 

R
-7

 

R
-6

 

M
R

VL
 

M
R

L 

M
R

M
 

M
R

H
 Additional 

Development 
Regulations 

Minimum Site Area 
per Dwelling Unit 
(sq. ft.) 

20,000 15,000 10,000 10,000 7,000 6,000 3,500 2,500 1,500 1,150    

Minimum Lot Area 
(sq. ft.) 20,000 15,000 10,000 7,000 7,000 6,000 10,000 10,000 10,000 10,000 A 

Minimum Lot Width 
(feet) 100 100 80 70 70 60 70 70 80 80   

Minimum Lot Depth 
(feet) 120 100 90 90 90 90 90 90 90 90    

Front (feet) 25 20 20 20 20 20 15 15 15 20 B 
Rear (feet) 15 15 15 15 15 15 15 15 15 15   
Corner Side (feet) 15 15 15 15 15 15 15 15 15 15 C 
Side (feet) 15 10 5 5 5 5 10 10 10 7 C, D 
Maximum Building 
Height (feet) 35 35 35 35 35 35 35 35 35 35   

Maximum Number of 
Stories 2.5 2.5 2.5 2.5 2.5 2.5 2.5 2.5 2.5 2.5   

Maximum Lot 
Coverage 25% 25% 30% 35% 35% 35% 40% 40% 40% 40%   
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Recommendation: The updated zoning ordinance should reformat and 
consolidate use classifications and development standards in table form.  
 
16.  GRAPHICS AND ILLUSTRATIONS ARE NOT EFFECTIVELY USED IN THE 

ZONING ORDINANCE. 
 

The City’s existing zoning ordinance is characterized by complex standards for 

development, which are often presented in lengthy paragraph form. This requires the 

user to repeatedly re-read provisions to understand them. There are numerous 

instances of development standards that could be more easily understood with an 

accompanying illustration. For example, the definitions of a lot, lot line, lot line, front, lot 

width, lot depth and lot line, rear could greatly benefit from illustrations. 

The ordinance should employ graphics to assist in illustrating the applicability 

and / or effect of regulations wherever illustration can improve understanding. 

An example and comparison of how the zoning ordinance could be enhanced is 

illustrated by a comparison of the City’s definitions to definitions in another city’s zoning 

ordinance. Both Ordinances regulate in about the same manner, but the illustrations 

make the provisions more readable. The example city’s definitions are more precise and 

understandable because of the illustrations. 

The updated zoning ordinance should include illustrations of parking spaces and 

dimensions, building height, setbacks, visibility triangles, floor area ratios, daylight 

planes etc. The definitions of a Lot, Lot Line, Lot line, front, Lot width, Lot depth and Lot 

line, rear could greatly benefit from illustrations.  

Recommendation: The updated zoning ordinance should employ more extensive 
illustrations to assist in illustrating the applicability and / or effect of regulations. 
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Exhibit 15 (1) 
 

Beverly Hills Example of Definitions 
 
LOT: A parcel of land abutting on at least one street or alley and refers to those 
subdivisions of lands designated as lots and numbered consecutively upon the recorded 
subdivision maps of the city.  
 
LOT DEPTH: The average horizontal distance between the front and rear lot lines 
measured in the mean direction of the side lot line(s). However, for the purposes of 
measuring the depth of a flag lot, the calculation shall not include the pole of the flag lot.  
 
LOT LINE: A line of record bounding a lot which divides one lot from another lot or from 
a public or private street or any other public space.  
 
LOT LINE, FRONT: The lot line that separates a site area from a street. Provided, 
however, that in the case of a corner lot, the front lot line shall be the shortest lot line 
which separates a site area from a street.  
 
LOT LINE, REAR: The lot line which is most opposite from the front lot line as 
determined by the director of building and safety. Provided, however:  
 
A. If a site area has only one lot line that does not separate the site area from a 

street, then that one line shall be considered a "rear lot line".  
B. If a site area is triangular or otherwise tapered, and is not within the scope of 

subsection A of this definition, then the rear lot line shall be a ten foot (10') line 
located within the property that is approximately parallel to, and most distant 
from, the front lot line.  

C. If a site area not within the scope of subsection A of this definition is triangular or 
otherwise tapered, and the front lot line is curved, then the rear lot line shall be a 
ten foot (10') line within the property which is approximately parallel to, and most 
distant from, a ten foot (10') chord through the front lot line which is most distant 
from the intersection of lot lines that are not front lot lines.  

D. Through lots that do not fall within the scope of subsection A of this definition 
shall have no rear lot line.  

 
LOT LINE, SIDE: Any lot line which is not a front lot line or a rear lot line.  
 
LOT LINE, STREET SIDE: A side lot line of a corner lot that separates the corner lot 
from a street.  
 
LOT WIDTH: The average horizontal distance between opposite side lot lines measured 
in the mean direction of the front lot line. Provided, however, that for lots with only one 
side lot line, the lot width shall mean the average distance between the front lot line and 
the side lot line. Also, for the purposes of measuring the width of a flag lot, the 
calculation shall not include the pole of the flag lot.  
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Exhibit 15 (2) 
 

Example of Definitions From Another City 
 

Lot, or Parcel.  A recorded lot or parcel of real property under single ownership, 
lawfully created as required by applicable Subdivision Map Act and City ordinance 
requirements, including this Zoning Ordinance.  Types of lots include the following.  See 
figure below. 
 

1. Corner Lot.  A lot located at the intersection of two or more streets, where they 
intersect at an interior angle of not more than 175 degrees.  If the intersection angle is 
more than 175 degrees, the lot is considered an interior lot. 
 
2. Double-Frontage Lot. A lot with frontage on two generally parallel streets. 
 
3. Flag Lot. A lot having access from the building site to a public street by means of 
private right-of-way strip that is owned in fee. 
 
4. Interior Lot. A lot abutting only one street. 
 
5. Key Lot.  An interior lot, the front of which adjoins the side property line of a 
corner lot. 
6. Reverse Corner Lot.  A corner lot with its longest definition oriented 
perpendicular to the other lots on the longest block face, the rear of which abuts a key 
lot. 
 
Lot Area.  See figure below. 
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Exhibit 15 (3) 
 

 
1. Gross lot area.  Gross lot area is the total area included within the lot lines of a 
lot, exclusive of adjacent dedicated street rights of way.   
 
2 Net lot area.  Net lot area is the gross lot area, not including easements that are 
not for the exclusive use of the lot on which the easement is located. 
 
3. Lot Depth.  The average linear distance between the front and the rear lot lines 
or the intersection of the two side lot lines if there is no rear line.  See Figure 8-4 (Lot 
Features).  The Director shall determine lot depth for parcels of irregular configuration. 
 
4. Lot Frontage.  The boundary of a lot adjacent to a public street right-of-way.  
See Figure below. 
 
5. Lot Line or Property Line.  Any recorded boundary of a lot.  Types of lot lines 
are as follows (see Figure below -Lot Features): 
 

Figure 8-4 - Lot Features 
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Exhibit 15 (4) 
 
6. Front Lot Line.  On an interior lot, the property line separating the parcel from 
the street.   
 
a. The front lot line on a corner lot is the line with the shortest frontage.  If the 

street-fronting lot lines of a corner lot are equal in length, the front lot line shall be 
determined by the Director.   

 
b. On a double-frontage lot, both lot lines are front lot lines and the lot is considered 

to have no rear lot line. 
 
7. Interior Lot Line.  Any lot line not abutting a street. 
 
8. Rear Lot Line.  A property line that does not intersect the front lot line, which is 
most distant from and most closely parallel to the front lot line. 
 
9. Side Lot Line.  Any lot line that is not a front or rear lot line. 
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17. THE ZONING ORDINANCE DOES NOT PROVIDE PURPOSE STATEMENTS 

FOR EACH ORDINANCE SECTION. 
 

Traditionally, the purpose or intent of each Article is clearly articulated. Whether 

the purpose references the General Plan or a broad purpose, there is a statement that 

indicates the public interest in the regulation. The intent provides an excellent defense 

of an ordinance or policy, if challenged in Court, and provides guidance in 

interpretations. There are numerous examples where the Courts ruled favorably for a 

jurisdiction because the purpose of the regulation clearly identified the public interest. 

The existing City zoning ordinance has few purpose sections. The example from 

the City’s zoning ordinance below, for R-1 Design Review, defines the intent of the 

regulation and what it is trying to avoid. The problem with this purpose statement is its 

length and that it is prescriptive in nature. 

“Design Review - Purpose And Intent: The council finds that the scale and massing of 
buildings in the Central R-1 zone is of concern to the community at large. Beverly Hills 
residential neighborhoods have traditionally been renowned for their beauty, quality, 
and value and provide the city's residents with an unparalleled quality of life. The 
characteristics are the product of generous setbacks, gracious architecture, and careful 
attention to detail. However, since the late 1980s emerging trends have led some 
owners and developers in residential areas to disregard prevailing styles and 
neighborhood character in an effort to maximize development and density. The council 
finds that this trend has led to homes that greatly overpower the general local "lot to 
house size" ratio ("mansionization"). The mansionization of the city's residential 
neighborhoods poses a serious danger that such overbuilding will degrade and 
depreciate the character, image, beauty, and reputation of the city's residential 
neighborhoods with adverse consequences for the quality of life of all residents. The 
bulk and mass of such homes, as well as their general appearances, affect the 
desirability of the immediate area and neighboring areas for residential purposes and, 
by so doing, impair the benefits of occupancy of existing property in such areas, impair 
the stability in value of both improved and unimproved real property in such areas, 
prevent the most appropriate development of such areas, produce undesirable 
conditions affecting the health, safety, comfort, and general welfare of the inhabitants of 
the city, and destroy the proper relationship between the taxable value of real property 
in such areas and the cost of municipal services provided therefore. It is the purpose of 
this article to prevent these and other harmful effects of such overbuilding in residential 
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neighborhoods and, thus, to promote and protect the health, safety, comfort, and 
general welfare of the community, to promote the public convenience and prosperity, to 
conserve the value of and to encourage the most appropriate development within the 
city's residential neighborhoods.” 
 
This purpose section is extremely lengthy. Additionally, the purpose here is largely 

prescriptive; expressing what is discouraged or prohibitive. The section would be better 

worded to be more proscriptive and express what is desired along with what is 

prohibited. 

Two more effective examples of purpose statements are provided below. These 

are less wordy, more precise and more proscriptive.  

Purpose and applicability: Use Classifications: Use classifications describe land uses 
and activities having similar characteristics. The following use classifications are 
included: residential, public and semipublic, commercial, industrial, accessory and 
temporary. If a specific land use or activity is not listed, but is substantially similar in 
character to the other uses within a classification, the zoning administrator may 
determine that the use or activity is within a classification.  
 
Purpose: Administration. Administration sets forth the general administrative authority 
and procedures for decision making of this zoning ordinance. It includes general 
administrative provisions and notice and hearing requirements; procedure for obtaining 
a zoning permit; requirements for various discretionary approvals: development plans, 
use permits, temporary use permits, variances, development agreements and zoning 
ordinance amendments; and provisions for appeals and enforcement.  
 
Recommendation: The updated zoning ordinance should include purpose 
statements for each Article that is concise and proscriptive. 
 
18. THE EXISTING ZONING ORDINANCE HAS A GOOD CROSS REFERENCE 

SYSTEM.  
 

While reviewing regulations on a particular topic, zoning ordinance users must be 

made aware of other related regulations that may affect their interests. A zoning 

ordinance should include cross-references to its other relevant provisions, as well as 

references to potentially applicable regulations (e.g., building, environmental, grading, 

subdivision, etc.) in other portions of the municipal code, where appropriate.  
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In general, the Zoning Ordinance has a relatively good reference system and it is 

being used effectively. 

19.  THERE IS NOT A CLEARLY IDENTIFIED METHOD TO CODIFY ZONING 
INTERPRETATIONS.  

 
The administration of zoning documents inevitably involves the need for 

interpreting their provisions, where the applicability or effect of a particular requirement 

may become uncertain because of a situation that was not anticipated when the 

ordinance was drafted. These situations often include new land uses that did not exist 

when the ordinance was prepared (e.g., video game arcades in the case of ordinances 

drafted in the 1960s). A zoning document must clearly define the authority for 

interpretations, include a formal procedure, and provide a definitive means for 

incorporating into the ordinance through amendment, or otherwise ensuring they will be 

effectively recorded for future retrieval and use.  

Until recently, the interpretations and opinions of the zoning ordinance had not 

been memorialized in writing. The interpretations had been traditionally cited through 

the collective institutional memory of the staff. The memorialized interpretations and 

opinions should be included in the update to the zoning ordinance, but should continue 

to be codified as these interpretations are developed. 

The fact that a City maintains now collection of interpretations printed and 

organized separately from the zoning ordinance indicates that there was not a 

commitment to the effective maintenance of the zoning ordinance.  

Each official interpretation indicates that the applicable code provision is either 

unclear, or inadequately addresses a regulatory issue. In both instances an 

interpretation should be used only as interim support for daily zoning ordinance 
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administration until a prompt "cleanup" amendment can be processed.  The City should 

institute a policy of incorporating interpretations into the zoning ordinance as soon as 

practical after the issuance of the interpretation. 

Recommendation: The City should institute a policy of incorporating 
interpretations into the zoning ordinance as soon as practical after the issuance 
of the interpretation. 
 
20. APPLICATION REQUIREMENTS ARE INCLUDED FOR SEVERAL 

DISTRICTS. 
 

Zoning ordinances are not the place for submittal requirements for the different 

types of discretionary permit applications.  

But, the City’s existing zoning ordinance includes application requirements for 

several districts such as the Hillside and R1 Design Review sections.  

The rationale of placing the submittal requirement outside the zoning ordinance 

is to permit more flexibility. The design review submittal requirements are very specific 

for the R-1 Design Review and do not authorize the staff or Commission to request 

additional information beyond what is listed.  

A better approach would be to authorize the Community Development Director to 

develop a list of submittal requirements. If conditions change, the Director would have 

the ability to modify the requirements. Additionally, supplemental requirements could be 

listed and requested, if certain conditions exist.  

Recommendation: Submittal requirements should not be included in the updated 
zoning ordinance. The Community Development Director should be authorized in 
the updated zoning ordinance to develop a list of submittal requirements. 
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7. ANALYSIS OF THE PLAN OF ORGANIZATION 

 
This chapter presents an analysis of the existing plan of organization of the 

Community Development Department, and recommendations for the modification of the 

existing plan of organization. 

1. FACTORS IN EVALUATING THE PLAN OF ORGANIZATION OF THE 
COMMUNITY DEVELOPMENT DEPARTMENT. 

 
Organizational structures tend to evolve over time, and are the result of 

incrementalism.  

While not uncommon, incremental changes without an overall strategy can be 

detrimental to the organization’s overall performance. Lack of planning and flexibility 

often result in abrupt organizational changes, which negatively affect employee morale 

and the organization’s ability to respond to changing economic and societal conditions. 

Periodically reviewing an organization’s structure and planning for changes 

provides an opportunity to improve effectiveness.  

In evaluating the plan of organization for the Community Development 

Department, the project team used a number of factors. These factors are portrayed 

below. 

• Organization and Structure - The criteria for this factor considered whether 
there were clear lines of accountability, spans of control were reasonable, and 
like processes were grouped together more efficiently and effectively (functional 
cohesion); 

 
• Communication and Coordination - The criteria for this factor includes the 

number of handoffs / exchanges required, physical / virtual proximity importance, 
shared knowledge / understanding within divisions and channel clarity (are there 
clear and consistent lines of communication); 

 
• Resource Utilization - The criteria for this factor includes total staffing 

requirements, administrative overhead, workload management distribution, 
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process efficiency / standardization and resource sharing capacity; 
 
• Service Quality and Responsiveness - The criteria for this factor includes cycle 

times, stakeholder input / user friendliness, performance management, quality 
control / number of checks and balances and consistency of policy / procedure 
application; 

 
• Agility and Flexibility - The criteria for this factor includes the scalability to 

manage peaks and valleys and adaptability to offer cross-functional capabilities; 
and 

 
• Human Capital - The criteria for this factor includes enhanced career 

development opportunities, training occurrences and recruiting and retaining 
capabilities. 

 
Each of the alternative organizational structures were compared and contrasted one to 

another, within the framework of these evaluative factors. The purpose of this 

comparison was to understand the arguments for and against each structure (pros and 

cons) in terms of the factors. Then, based on this analysis, the relative attractiveness of 

each alternative could be objectively assessed. 

2. ALTERNATIVE PLAN OF ORGANIZATION FOR THE COMMUNITY 
DEVELOPMENT DEPARTMENT. 

 
Based on the data collection, interviews, organizational and operational 

assessment, best practices and benchmarking analysis, the project team identified and 

evaluated potential synergies that could result from a re-organization of the Community 

Development Department. The potential synergies were evaluated among the different 

structural alternatives taking into consideration factors such as: 

• Changes in reporting responsibility; 
 
• Functions / processes grouped together to enhance efficiency; 
 
• Reduction of hand-offs and exchanges between divisions and departments; 
 
• Better management and distribution of workload; 
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• Standardization of processes; 
 
• Reduction in cycle time taking into consideration quality of product / service 

offered; 
 
• Greater resource sharing; 
 
• Superior flexibility in managing peaks and valleys; 
 
• Cross-functional training capability; and  
 
• Enhanced training and career development opportunities.   
 

This process ultimately led the project team to conclusions regarding the 

comparative strengths and weaknesses of the present organizational structure of the 

Community Development Department. The following section describes the alternative 

used in the evaluation process. Each alternative includes a brief description and 

structural diagram.  

(1) Scenario “A” – “As Is” Organization Structure  
 

Scenario “A” is the current state or the “As Is” structure of the Community 

Development Department. The existing plan of organization of the Community 

Development Department is depicted below. 
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(2) Scenario “B” – Alternative Plan of Organization 
 

This scenario proposes to modify the plan of organization to leverage the City’s 

investment in the One-Stop Permitting Center, currently under construction. This 

alternative includes the following features: 

• The authorization of a Permit Center Manager position in the Building and 
Safety Division with responsibility for managing the One-Stop Permitting Center 
operations by leading a multi-disciplinary team, ensuring proper coordination of 
all applications received, timely service to all customers, collection of fees, 
coordination with divisions and departments involved in processing applications, 
staff, the general public; 

 
• The authorization of a third Principal Planner position in the Planning 

Division that would be assigned to the One-Stop Permit Center with 
responsibility for processing minor land entitlement applications and providing 
zoning clearance for building permit applications; and 

 
• The authorization of “generalist” Permit Technician positions that would 

replace the Customer Service Representatives in the Building and Safety 
Division and the Engineering Division with responsibility for the intake of permit 
applications for the Planning Division, the Building and Safety Division, and the 
Engineering Division.  

 
The Scenario “B” plan of organization of the Community Development Department is 

depicted below. 
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3. EVALUATION OF THE CURRENT PLAN OF ORGANIZATION OF THE 

COMMUNITY DEVELOPMENT DEPARTMENT. 
 

This section includes organizational findings and observations for the current 

“As-Is” state, Scenario A. The findings and conclusions in this section are categorized 

within the six evaluative factors in order to show the linkage to the matrix.  Also, there 

are several findings and observations that cut across multiple evaluative factors. The 

findings are grouped in their respective factor as appropriate. 

(1) Organization and Structure 
 

The City has recently taken a positive step in its organizational structure to 

facilitate a seamless organization for its land entitlement and building permit customers. 

Two previously separate departments were consolidated: the Building and Safety 

Department and the Planning Department. This consolidation reflects a prevailing 

practice among cities, provides more effective coordination between land entitlement 

services and building permit services, brings these related services under a single 

department head enhancing accountability, and makes these services more accessible 

to citizens. 

However, with the establishment of the City’s One-Stop Permit Center, the 

current plan of organization will present a number of challenges. These problems with 

organization and structure are summarized below. 

• No single department is responsible for the management of the permit 
process and the operation of the One-Stop Permit Center. There are a 
number of divisions / departments involved in the permit process including 
Building and Safety, Planning, Engineering, Fire, and Traffic and Transportation.  

 
• Key divisions do not have any involvement in the building permit plan 

check process. The Building and Safety Division plan checks building permits 
for zoning clearance, no matter how complex the permit. The Planning Division is 
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not involved. The Engineering Division has limited involvement in the building 
permit plan check process. 

 
There are clear challenges with clarity of the lines of accountability and functional 

cohesion with the current plan of organization and the organization of the building 

permit plan check process. 

(2) Communication and Cohesion 
 

The City is remodeling the ground floor in the City Hall. This is being done to 

improve the way the City serves its customers by creating a convenient and efficient 

one-stop service center. This will enhance communication with customers by providing 

information from the various departments and divisions involved in the land entitlement 

and the building permit process at one easily accessible location with multi-media 

computers, and information kiosks available for customers interested in self-service. 

However, with the establishment of the City’s One-Stop Permit Center, the 

current plan of organization will present a number of challenges for effective 

communication and cohesion. These problems are characterized below. 

• The Building and Safety Division, Planning Division, Engineering Division, 
and the Fire Department will operate out of separate workstations in the 
One-Stop Permit Center. Each of the functions in the One-Stop Permit Center 
will have separate Customer Service Representatives or staff assisting 
customers. Because each function has their Customer Service Representative or 
staff assisting customers, a person entering the One-Stop Permit Center is 
expected to start at the receptionist to be directed to the appropriate counter to 
obtain a permit. Under this approach, customers will sometimes be sent from 
counter to counter to complete all of their business before permits can be issued. 
This will be aggravating to customers. In some cases, customers will have to 
share the same information with several different City staff in the One-Stop 
Permit Center. Additionally, the staff from each counter will not be able to 
consistently tell the customer the other approvals the customer will need nor 
coordinate the approvals. There will be a significant number of hand-offs of 
customers and exchanges of the same information with the current plan of 
organization. 
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• The current plan of organization results in organizational silos that 
obstructs the work of professionals assigned to the land entitlement and 
building permit process in Beverly Hills. Creating and sharing knowledge 
through interaction with their professional peers is the very heart of what they do. 
These silos – relics of the industrial age – are singularly ill suited to the 
professional work process. Professionals cooperate horizontally with one another 
throughout the City, yet silo structures force these professionals to search across 
poorly connected organizational silos to find information. 

 
• The Planning Division does not participate in the building permit plan 

check process. As a consequence, the Division is unable to communicate the 
requirements of the general plan, the zoning ordinance, and design review 
guidelines. The Division does not inspect construction for compliance for 
conditions of approval such as landscaping.  

 
There are clear challenges with communication and cohesion with the present plan of 

organization. 

(3) Resource Utilization 
 

The Community Development Department has structured much of its work 

processes to facilitate work management, level workload, and enhance resource 

utilization. Examples of these strengths are presented below. 

• The Building and Safety Division provides zoning clearance for simple building 
permit plan checks. 

 
• The Building and Safety Division offers the processing and issuance of single 

trade, re-roof, re-plaster and sandblasting permits via fax application. 
 
• Building permit plan checking is accomplished in parallel by the Building and 

Safety Division and the Fire Prevention Bureau. Plans are distributed 
simultaneously to the Building and Safety Division and the Fire Prevention 
Bureau for building permit plan checking 

 
• The Planning Division uses a case management system, with one planner 

assigned the case from acceptance to final occupancy. 
 
• The Community Development Department utilizes an appointment system to 

ensure that the client does not have a long wait for services.  
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With the establishment of the City’s One-Stop Permit Center, the current plan of 

organization will present a number of problems with resource utilization as 

characterized below. 

• The current plan of organization does not facilitate workload management 
(even distribution) in terms of the intake of applications. Different Customer 
Service Representatives from the Building and Safety Division intake different 
types of permit applications. Staff from the Planning Division intake land 
entitlement applications. The workload will inevitably vary among these divisions, 
yet the plan of organization impedes the ability of the City to share and manage 
that workload. A number of other cities have begun to utilize generalist permit 
technicians that are cross trained to process multiple types of permits 
(engineering, planning, building) enabling these staff to assist one another during 
periods of peak workload and provide more responsive customer service. 

 
• The current plan of organization does not promote resource sharing. The 

intake staff from the divisions assigned to the One-Stop Permit Center are not 
cross utilized or cross-trained to process building, planning, or engineering permit 
applications. 

 
• The current plan of organization does not promote permit intake efficiency 

and standardization. With different staff in different divisions all performing 
intake of engineering, planning, or building permit applications, there are a 
variety of different methods for intake of these applications. The intake staff are 
not cross-trained, not rotated, and formal written policies and procedures have 
not been developed.  

 
There are clear challenges with resource utilization with the present plan of 

organization. 

(4) Human Capital 
 

There are a number of positive aspects in the Community Development 

Department in regards to human capital including training, recruitment and retention, 

etc. These positive aspects are depicted below. 

• One of the five Customer Service Representatives in the Building and Safety 
Division has obtained certification from the International Code Council as a 
Building Permit Technician. 
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• The staff of the Plan Check and Permitting Section, Building and Safety Division 
have obtained a broad array of professional certifications. More specifically: 

 
– 4 out of 5 plan review staff are State Licensed Civil Engineers. 
 
– 1 out of 5 plan review staff has a State Architectural License. 
 
– Both the Plan Review & Permitting Manager and one Senior Plan Review 

Engineer are ICC Certified Building Plans Examiner. 
 
– The Building Inspector II’s are ICC Combination Inspector Certified. 
 
– All Senior Building Inspection positions are Division of State Architect 

Certified. 
 
– Building inspection staff are required to have 25 hours of non-technical 

City training and 24 hours of Continuing Education Units for the ICC 
Certification annually. 

 
However, with the establishment of the City’s One-Stop Permit Center, the 

current plan of organization will present a number of problems with the development of 

the City’s human resources as characterized below. 

• The Planning Division does not dedicate staff to advanced planning. This 
stands in contrast to the cities that participated in the comparative survey. The 
number of staff allocated to advanced planning in these five cities ranged from a 
low of 2 in Lake Forest to a high of 12 in Pasadena. The absence of dedication of 
staff to Advanced Planning by the Planning Division can result in problems with 
career development of the professional planning staff and in retention of that 
staff. 

 
• The Customer Service Representatives in the Building and Safety Division 

are not being utilized for plan checking. In the comparative survey, the use of 
Building Technicians to check building plans for completeness at submittal and 
plan check non-structural plans over-the-counter was a prevailing practice in the 
cities of Laguna Hills, Lake Forest, Pasadena, and Santa Monica. The Customer 
Service Representatives in the Building and Safety Division are underutilized, 
which can result in problems with career development of these paraprofessional 
staff and in retention of that staff. 

 
• Only one of the five Customer Service Representatives in the Building and 

Safety Division are certified by the International Code Council as Building 
Technicians. This does not reflect prevailing practice among the cities that 
participated in the comparative survey. In Irvine, Laguna Hills, Lake Forest, and 
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Santa Monica, the customer service representatives were certified by the 
International Code Council (ICC) as Building Technicians. Only one city – 
Pasadena – did not have customer service representatives that were ICC 
certified as Building Technicians. 

 
There are clear challenges with the development of human capital with the present plan 

of organization. 

(5) Service Quality and Responsiveness. 
 

There are a number of positive aspects in the service quality and responsiveness 

by the Community Development Department. These aspects are portrayed below. 

• Combination inspectors are utilized to respond to inspection requests. 
 
• Inspection requests are accepted until 6:00 AM of the day inspections are to be 

completed. 
 
• An automated voice-activated inspection request system is utilized to receive 

inspections with linkage to the Online Business Center (OBC). 
 
• The Department recently launched an Internet-based building inspection request 

and tracking service for applicants and contractors. 
 
• Minor Accommodations (10-3-3600), Track 1 Design Review, and small sign 

(less than 20 square feet) land entitlement permit applications have been 
delegated to the “planning director.” 

 
• The Planning Division appropriately uses categorical exemptions and mitigated 

declarations to streamline the CEQA process. 
 

However, with the establishment of the City’s One-Stop Permit Center, the 

current plan of organization will present a number of problems with the service quality 

and responsiveness as characterized below. 

• The responsibility for intake of land entitlement, building, and engineering 
permit applications is fragmented and detracts from responsive customer 
service. When customers visit the City’s One-Stop Permit Center to ask project-
related questions, they probably don’t anticipate talking to one person about 
zoning requirements, another staff member about questions related to building 
code, and someone else about their encroachment permits. They expect to have 
a seamless and efficient experience. The City’s permit intake staff are trained 
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and assigned by discipline - planning, building and engineering. In order to 
gather all the information required for their project, a customer might have to 
work with three different staff in three different divisions.  

 
• The Community Development Department does not employ a case 

management system for the land entitlement process and the building 
permit process. A case management system includes: 

 
– The establishing of cycle time objectives for initial plan check by the 

divisions / departments involved in the land entitlement and the building 
plan check process;  

 
– The entry of data for land entitlement and the building permit submittals 

into OBC (such as date submitted, date the plan check is completed by 
each division / department);  

 
– The monitoring of actual processing time for the land entitlement and the 

building permit plan check processes by all of the divisions and 
departments involved in these processes on an ongoing basis and a 
comparison to cycle time objectives; and  

 
– The delegation of authority to managers in the Planning Division and the 

Building and Safety Division to resolve delays in completion of building 
plan checks in other departments / divisions.  

 
There are clear challenges with the responsiveness of services generated by the 

present plan of organization. 

4. ALTERNATIVE PLAN OF ORGANIZATION 
 

The proposed alternative plan of organization includes a number of modifications 

to the present plan of organization. This alternative includes the following features: 

• The authorization of a Permit Center Manager position in the Building and 
Safety Division with responsibility for managing the One-Stop Permitting Center 
operations by leading a multi-disciplinary team, ensuring proper coordination of 
all applications received, timely service to all customers, collection of fees, 
coordination with divisions and departments involved in processing applications, 
staff, the general public; 

 
• The authorization of a third Principal Planner position in the Planning 

Division that would be assigned to the One-Stop Permit Center with 
responsibility for processing minor land entitlement applications and providing 
zoning clearance for building permit applications; and 
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• The authorization of “generalist” Permit Technician positions that would 

replace the Customer Service Representatives in the Building and Safety 
Division and the Engineering Division with responsibility for the intake of permit 
applications for the Planning Division, the Building and Safety Division, and the 
Engineering Division.  
 
This proposed plan of organization is discussed in more detail in the sections 

below. 

(1) The Authorization Of A Permit Center Manager Will Clarify Lines Of 
Accountability For The Day-To-Day Management Of The City’s One-Stop 
Permit Center.  

 
This position is not uncommon in other city’s permit centers. Both the cities of 

Livermore and Pasadena have authorized such positions. The City of Pasadena 

identifies a number of responsibilities of their Permit Center Manager such as the 

following: 

• Under general direction, the Permit Center Manager performs the administrative 
and managerial functions in the operation of the central Permit Center including 
planning, developing, evaluating, implementing and monitoring technical and 
administrative policies, systems and procedures; and performs other related 
duties as assigned; 

 
• Develops, plans, organizes, directs, supervises and evaluates the activities of the 

central Permit Center including plan review, permit issuance, and building 
inspection; 

 
• Identifies the central Permit Center goals, objectives, priorities and actions to be 

accomplished within the land use/permit processing project area(s) in 
consultation with inter-divisional and inter-departmental personnel; 

 
• Manages the implementation and achievement of the central Permit Center's 

objectives including program(s) planning and budgetary activities; 
 
• Assures coordination of professional, technical and clerical support staff on a 

team basis to ensure maximum and timely production and achievement; and 
 
• Resolves difficult and complex issues / complaints regarding the land-use / 

permit processes, developing solutions and plans of action. 
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The City of Livermore clearly identifies the responsibilities of their Permit Center 

Manager for manages the Permit Center operations by leading a multi-disciplinary team 

to ensure proper coordination of all applications received. The specific duties of the 

Permit Center Manager in managing this multi-disciplinary team include the following: 

• Provides direct oversight for all permit functions including proper coordination of 
all applications received;  

 
• Ensures that permits for construction and associated fees are processed in a 

timely fashion and in accordance with established procedures, the uniform 
codes, state laws, and local ordinances governing land use development;  

 
• Provides timely and proper routing of all submittals;  
 
• Responds to inquiries from staff and the general public including informal 

building, planning, engineering and fire department issues;  
 
• Provides timely service to all customers and assists them by coordinating issues 

or conflicts with plan check staff and other divisions / departments;  
 
• Ensures uniform application of the appropriate codes, rules, and regulations;  
 
• Coordinates Planning, Engineering, Fire, and Building plan checks and resolves 

issues; 
 
• Coordinates division activities with other City departments, divisions, and 

sections and with outside agencies;  
 
• Works with Economic Development staff to coordinate meetings with prospective 

developers;  
 
• Provides project management for all large projects during the plan check 

process; and 
 
• Coordinates special plan check services such as express plan checks, overtime 

plan checks, and plan check by appointment. 
 

The authorization of a Permit Center Manager position by the City of Beverly Hills 

would clarify lines of accountability for the day-to-day management and operation of the 

City’s One-Stop Permit Center, and assure that a manager was responsible for assuring 
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a seamless process for the customer. This position would be responsible for directly 

supervising four (4) Customer Service Representatives, and one (1) Records / Micro / 

CMP Imaging Technician. The position would report directly to the Building Official. 

Customer Services Supervisor position, currently responsible for supervising these staff, 

would be eliminated through attrition. The annual fiscal impact of this recommendation 

is presented in the table below. 

 
Cost Increase 

 
Cost Reduction 

 
Authorize a Permit Center Manager 
position 

 
$114,600 

 
Eliminate a Customer Services 
Supervisor position 

 
$74,000 

 
Recommendation: Eliminate a Customer Services Supervisor position through 
attrition. 
 
Recommendation: Authorize a Permit Center Manager position. 
 
(2) The Authorization of a Principal Planner Position For The City’s One-Stop 

Permit Center Would Streamline The Approval of Minor Land Entitlement 
Permits. 

 
it has been a prevailing practice for cities to process building permits, 

engineering permits and land entitlement permits in a one-stop permit center. However, 

many Planning Departments staff the permit center with inexperienced staff that has 

insufficient training and supervision.  This clearly has a number of liabilities. 

In the focus groups conducted by the Matrix Consulting Group, several 

participants indicated that they circumvent the Planning Division counter application 

process by directly approaching more knowledgeable professional planning staff in the 

Division that are able to be more responsive. In addition, the lack of consistent 

supervision and experience at the counter contributes to longer service times and 

inconsistencies in customer information and process.  
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A Principal Planner position should be authorized and assigned responsibility for 

the management of land entitlement permits in the City’s One-Stop Permit Center 

including intake of all applications and the processing of minor land entitlement permit 

applications over-the-counter. The Principal Planner would supervise Assistant or 

Associate Planners assigned to the City’s One-Stop Permit Center. The Assistant or 

Associate Planners and the Principal Planner would staff the counter on behalf of the 

Planning Division, approving all minor staff level discretionary applications. In addition to 

processing the staff level applications, the “counter team” would be responsible for all 

building permit plan checking for zoning compliance. Currently, the staff of the Plan 

Check and Permitting Section, Building and Safety Division are building permit plan 

checking for setbacks, building height, landscaping and other reviews normally 

performed by staff of a Planning Division. Finally, the “Counter Team” will be 

responsible for providing direct counter service to the public.  

Once the operation of the City’s One-Stop Permit Center has been established 

and the policies and procedures firmly ingrained, the Principal Planner position should 

be eliminated through attrition, and one of the existing Senior Planner positions in the 

Planning Division assigned this responsibility. 

The annual fiscal impact of this recommendation is presented in the table below. 

 
Cost Increase 

 
Cost Reduction 

 
Authorize a Principal Planner 
position 

 
$135,700 

 
N / A 

 
$0 

 
Recommendation: Authorize a Principal Planner position to manage the 
processing of land entitlement permits in the City’s One-Stop Permit Center 
including intake of all applications, the processing of minor land entitlement 
permit applications over-the-counter, building permit plan checking for zoning 
clearance, and providing assistance to customers at the counter as required. 
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Recommendation: Once the operation of the City’s One-Stop Permit Center has 
been established and the policies and procedures firmly ingrained, the Principal 
Planner position should be eliminated through attrition, and one of the existing 
Senior Planner positions in the Planning Division assigned this responsibility. 
 
(3) Authorize “Generalist” Permit Technician Positions To Provide A Seamless 

and Efficient Experience For Customers In the City’s One-Stop Permit 
Center. 

 
As noted previously, when customers visit the City’s One-Stop Permit Center to 

ask project-related questions, they probably don’t anticipate talking to one Customer 

Service Representative about zoning requirements, another Customer Service 

Representative about questions related to building code, and some other Customer 

Service Representative about their encroachment permits. They expect to have a 

seamless and efficient experience. The City’s Customer Service Representatives are 

trained and assigned by discipline - planning, building and engineering. In order to 

gather all the information required for their project, a customer might have to work with 

three different Customer Service Representatives in three different divisions. 

There are a number of cities in California that have consolidated responsibility for 

intake of land entitlement and building permit applications. These cities have similarly 

modified the classifications utilized for their permit technicians to Planning / Building 

Technicians. These include such cities as the following: 

• Emeryville; 
 
• Tracy; 
 
• Palo Alto; 
 
• Seaside; 
 
• Los Altos Hills; 
 
• Escondido; and 
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• San Mateo. 
 

However, other cities have begun to expand the utilization of these permit 

technicians the next step to include engineering. This includes such cities as the 

following: 

• Roseville; 
 
• Sacramento; 
 
• Danville; 
 
• Citrus Heights; 
 
• Capitola; and 
 
• San Joaquin County. 
 

The City should create a new classification of Development Services Technician 

to combine knowledge in all three disciplines into one position. This will simplify the 

development process at the counter for the customer. The cross training of the 

incumbents of this position would increase efficiency and enhance problem solving by 

identifying potential issues with various codes and guidelines earlier in the process. 

Although the amount of information required to perform the functions of only one 

discipline is challenging, the foundation of knowledge required is significant when all 

three areas are combined. This would effect two positions in Engineering and three 

positions in Building and Safety. (Two positions should not be adjusted to continue to 

provide clerical support to the Building and Safety Division). 

A possible classification description for this classification is presented in the 

exhibit at the end of this chapter. 

The annual fiscal impact of this recommendation is presented in the table below. 
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Cost Increase 
 

Cost Reduction 
 
Authorize five Development Service 
Technician positions 

 
$358,900 

 
Eliminate four Customer Service 
Representative positions and an 
Engineering Permit Coordinator 
position through attrition 

 
$329,100 

 
Recommendation: Authorize five Development Service Technician positions: 
three in the Building and Safety Division and two in the Engineering Division. 
 
Recommendation: Eliminate four Customer Service Representative positions and 
an Engineering Permit Coordinator position through attrition. 
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Exhibit 16 (1) 
 

PROPOSED JOB DESCRIPTION FOR 
DEVELOPMENT SERVICES TECHNICIAN I / II 

 
DEFINITION 
 
To provide information to the public on the department permit process, including 
planning, building and engineering; reviews permit applications and related documents 
ensuring completeness and compliance with relevant codes, regulations, and policies; 
calculate fees and processes applications; and perform a variety of clerical and 
technical duties in support of the services and activities of the Community Development 
Department. 
 
DISTINGUISHING CHARACTERISTICS 
 
Development Services Technician I - This is the entry level class in the Development 
Services Technician series. This class is distinguished from the journey by the 
performance of the more routine tasks and duties. Employees at this level are not 
expected to perform with the same independence of direction and judgment on matters 
allocated to the journey level. Since this class is typically used as an entry class, 
employees may have only limited related work experience. Employees work under 
immediate supervision while learning the full range of job duties and tasks. 
 
Development Services Technician II - This is the journey level class within the 
Development Services Technician series. This class is distinguished from the entry level 
by the assignment of the full range of duties. Employees at this level receive only 
occasional instruction or assistance as new or unusual situations arise and are fully 
aware of the operating procedures and policies of the work unit. Incumbents handle the 
more complex and difficult situations and issues. Positions in this class are flexibly 
staffed and are normally filled by advancement from the entry level. 
 
SUPERVISION RECEIVED AND EXERCISED 
 
Development Services Technician I receives immediate supervision from an assigned 
supervisor. 
Development Services Technician II receives general supervision from an assigned 
supervisor. 
 
EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following: 
 
Perform public counter work and provide information regarding building, planning, 
zoning, engineering, permit requirements, land use and other related processes to the 
public, builders, engineers, contractors, and architects; respond to public inquiries both 
on the telephone and in person regarding applications, permit issuance, plan review, 
and building inspections; perform general administrative duties. 
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Exhibit 16 (2) 
 

Perform minor plan checks on commercial, industrial, and residential projects for 
compliance with city zoning, building, and planning regulations and codes; provide basic 
zoning information; issues minor building permits. 
 
Track and coordinate the routing of various new plan check submittals and re-submittals 
and permit applications to City divisions and departments; update permit activity 
information in a specialized database or permit management tracking programs; 
calculate required fees. 
 
Act as liaison between permit applicants and referral divisions, departments, and 
outside agencies. 
 
Provide information to the public on general code enforcement requirements and assist 
in this functional area as needed. 
 
Perform complex and routine technical and clerical duties; research, compile and 
analyze data for special projects and various reports; maintain records and publications, 
including both residential and commercial plan libraries and perform general filing; 
prepare written reports and correspondence, including Confirmation of Zoning letters, 
and post public notices. 
 
Perform front desk receptionist duties as needed. 
 
Perform related duties as assigned. 
 
MINIMUM QUALIFICATIONS 
 
Development Services Technician I 
 
Knowledge of: 
 
Principles and practices of customer service, including conflict resolution. 
 
Common computer application programs such as word-processors, spreadsheet, 
database programs, and presentation software. 
 
Principles and procedures of record keeping. 
 
Project tracking methodologies. 
 
Ability to: 
 
Learn building inspection and planning/engineering policies and procedures,  
construction, design, and land use regulations and ordinances. 
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Exhibit 16 (3) 
 
On a continuous basis, work indoors; sit at a desk for extended periods of time; work at 
a counter standing for long periods of time; bend, twist, turn and reach for files, plans, 
and related documents; lift and carry, push or pull up to 25 pounds; ability to see well 
enough to read computer monitors and documents; ability to hear well enough to 
receive information in person and over the telephone; ability to speak well enough to be 
understood when transmitting information in person and over the telephone; hand and 
finger dexterity sufficient to grasp documents and operate computer keyboards. 
 
Receive, understand, and respond to public service requests; establish and maintain 
effective working relationships with those contacted in the course of work; handle 
multiple project assignments. 
 
Collect, analyze, and summarize data using computer application programs. 
 
Understand and translate City policies and practices into everyday working practices;  
make sound decisions with solid problem solving methods; understand and interpret 
complex policies, procedures and regulations. 
 
Use principles of effective office safety including use of equipment in a proper and safe 
manner, use of preventative personal ergonomic techniques, and maintenance of safe 
housekeeping in personal and common workspaces. 
 
Provide high quality, economical services to the Beverly Hills community, placing 
emphasis on responsive customer service. 
 
Demonstrate a civic entrepreneurial spirit by generating new, innovative ideas and 
development of better methods to accomplish tasks and complete projects. 
 
Foster an environment that embraces diversity, integrity, trust and respect. 
 
Be an integral team player, which involves flexibility, cooperation and communication. 
 
Establish and maintain effective working relationships with those contacted in the 
course of work. 
 
Work with various cultural and ethnic groups in a tactful and effective manner. 
 
Preserve confidentiality of sensitive information routinely encountered in the course of 
work. 
 
Communicate clearly and concisely, both orally and in writing. 
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Exhibit 16 (4) 
 

Experience and Training 
 
Any combination of experience and training that would provide the required knowledge 
and abilities is qualifying. A typical way to obtain the required knowledge and abilities 
would be: 
Experience: 
One year of responsible administrative and technical support that involves extensive 
pubic contact preferably related to community development. 
 
Training: 
 
Equivalent to the completion of the twelfth grade. Additional college coursework in 
public administration, planning, plan checking, and/or building inspections techniques, 
principles, and practices are desirable. 
 
License or Certificate: 
 
May need to possess a valid California driver's license and proof of automobile liability 
insurance. 
 
Development Services Technician II 
 
In addition to the qualifications for the Development Services Technician I: 
 
Knowledge of: 
 
Planning, building, and engineering permit processes and procedures, specification 
requirements, construction practices, and cost estimating. 
 
Basic building construction and building inspection practices and concepts; basic 
building codes and regulations as they relate to the building permit. 
 
Zoning, planning practices/concepts, and general city code/regulations related to the 
planning function. 
 
Ability to: 
 
Explain and interpret policies and regulations accurately and tactfully to the public. 
 
Review plans for completeness and calculate permit fees in accordance with 
established laws, ordinances, and policies. 
 
Understand complex construction plans and specifications. 
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Exhibit 16 (5) 
 

Respond to and assist in the resolution of difficult and sensitive development related 
inquiries and complaints. 
 
Perform independent research in carrying out technical administrative and technical 
duties. 
 
Experience and Training 
 
Any combination of experience and training that would provide the required knowledge 
and abilities is qualifying. A typical way to obtain the required knowledge and abilities 
would be: 
 
Experience: 
 
Two years of experience similar to a Development Services Technician I with the 
City of Beverly Hills. 
 
Training: 
 
Equivalent to the completion of the twelfth grade. Additional college coursework in 
public administration, planning, plan checking, and/or building inspections techniques, 
principles, and practices are desirable. 
 
License or Certificate: 
May need to possess a valid California driver's license and proof of automobile liability 
insurance. 
 
Possession of, or ability to obtain a Permit Technician Certificate (or equivalent) from 
the International Code Council (ICC) or other approved certifying organization 
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8. ANALYSIS OF THE BUILDING AND SAFETY 

DIVISION 
 

This chapter presents an analysis of the Building and Safety Division. This 

includes an analysis of building permit processing and issuance, plan review, and 

inspection services provided by the Division. This analysis focuses on issues related to 

such factors as: 

• Policies, procedures, and overall management of the Division; 
 
• Levels of staffing for the Division; 
 
• Levels of service provided in response to requests for plan review and 

construction inspection services; 
 
• Ability to enhance skill levels within the Division; 
 
• Steps that should be taken to enhance the consistency of communication and 

application of code interpretations; and, 
 
• Ability to provide increased services provided to the public. 
 

The Building Official is the manager of the Division, and supervises the Building 

Inspection and Plan Review Managers. The Building Inspection Section is authorized 

(9) nine full-time staff, the Plan Review Section is authorized (5) five full-time staff, and 

the Permitting Section is authorized (6) six full-time staff. The following table presents a 

brief synopsis of the major duties of each Section: 

Section Major Duties 
 
Permitting 

 
Verifying workers compensation and contractors 
licenses, issuing of building permits, responding to 
customer phone calls, inquiries and public records 
requests, cashiering for plan check and permit 
revenue. 
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Section Major Duties 
 
Plan Review 

 
Residential and commercial project plan review for  
compliance to pertinent municipal code and state 
regulations governing the design and construction 
of buildings and other structures. 
 
Project review for City Zoning Ordinance 
compliance 

 
Building Inspection 

 
Building, Plumbing, Mechanical, and electrical 
inspection of all construction projects on private 
and City-owned properties 
 
Division of State Architect Inspections for the 
Unified School District’s on-going modernization 
and improvement projects. 

 
Code Enforcement 

 
Responsible for responding to citizen complaints 
and proactively enforcing compliance of property 
maintenance standards, nuisance abatement, 
building permits, business tax registration, zoning, 
animal control, and rent stabilization.  
 
Administers the animal service contract with Los 
Angeles County; and  
 
Responds to citizen complaints and inquiries 
relating to unlawful rent increases, reduction in 
housing services, and evictions of tenants residing 
in multi-family rental units and administers the 
contract for the Community Mediation program with 
the Los Angeles County Bar Association.  

 
The following sections present the analysis of the Building and Safety Division, 

including both strengths and opportunities for improvement. 

1. STRENGTHS OF THE BUILDING ADMINISTRATION, PLAN CHECK, 
PERMITTING, AND INSPECTION PROCESSES. 

 
While this chapter focuses primarily on opportunities for improvement, there are 

a number of strengths in the existing administration, plan check, permitting and 

inspection processes of the Building and Safety Division. Examples of these strengths 

are displayed in the exhibit following this page. 



CITY OF BEVERLY HILLS, CA 
Management Audit of the Community Development Department 

Matrix Consulting Group  Page 182 

Exhibit 17 (1) 
 

Illustrative Strengths of the 
Building and Safety Division 

 
Function Strength 

 
Building 
Department 
Administration 

 
• The responsibility for delivery of building inspection, building permit plan 

checking and over-the-counter services for building permit plan check and 
issuance has been centralized under the Chief Building Official. 

• The City will adopt the new I-Codes in December, 2007. 
• A cost recovery study was completed within the last fiscal year. 
• Citywide benchmarks for training hours have been established and are 

discussed with staff as a part of annual employee evaluations. 
 
Building Permit 
Process 

 
• The OBC permit information system is utilized to accept and issue building 

permits, calculate permit fees, assure the status of each plan submittal is 
visible during the plan check process, provide a database of inspection and 
plan checking service, enable all departments to enter and retrieve data, and 
provide permit status information and correction lists over the Internet. 

• A number of simple permits can be processed and issued via faxed 
application. 

• Simple trade permits (mechanical, plumbing and electrical) can be issued 
over-the-counter. 

• Building construction plans are distributed simultaneously to all 
departments/divisions in the plan review process. 

 
Building Plan 
Review  

 
• Over the counter plan check service is provided five days per week. The 

counter is open during lunch hours. 
• The Building and Safety Division provides zoning clearance for simple 

building permit plan checks. 
• Plan Review Engineers function as a project coordinator to facilitate all 

aspects of the review process with various departments and the applicant. 
• All plan review staff have State Architectural or Civil Engineer Licenses. 

 
Building 
Inspection 

 
• Inspection requests are responded to by Building Inspector within one 

workday of request. 
• Inspection requests are accepted via IVR until 6:00 am the day inspections 

are to be completed. 
• The City’s IVR system is linked to the City’s permitting system (OBC), and 

can provide emails to customers regarding inspection time and results. 
• Combination inspectors are utilized to respond to inspection requests. 
• Re-inspection fees are applied upon second attempt to inspect without 

applicant preparedness. 
• Inspectors attend pre-construction meetings with applicants to discuss timing 

and process for inspection of construction. Inspectors provide applicants with 
a workflow handout during this meeting. 

• All inspectors are ICC Combination Inspector certified. 
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Exhibit 17 (2) 
 
 

Function Strength 
 
Code 
Enforcement 

 
• The weekend assignment of a Code Enforcement Officer is proactive for signs 

and weekend construction. 
• The staff of Code Enforcement conduct twice yearly code enforcement 

sweeps of the entire City. 
• An administrative enforcement process is utilized that includes the ability of 

Code Enforcement Officers to issue citations, a 20-day appeal period, an 
independent hearing officer, abatements, property liens, etc. 

• An effective process is in place for prosecution working with the City 
Attorney’s Office and the Municipal Court. 
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These are illustrative examples of the strengths of the administration, permitting, 

plan review, and inspection processes of the Building and Safety Division. 

2. ANALYSIS OF BUILDING AND SAFETY DIVISION ADMINISTRATION 
 

This section includes recommendations for the improvement of policies, 

procedures, and overall management of the Building and Safety Division.  

(1) The Information Available On the Building and Safety Division Web Site 
Should Be Expanded. 

 
The Building and Safety Division’s web page is easy to locate on the City’s 

website. The project team noted the following information available on the Division’s 

web site. 

• Hours of operation, contact names and phone numbers; 
 
• Business Tax collection policy and worksheet for calculation; 
 
• Holiday decoration policy; 

 
• General guides to information and departments typically involved in changing 

mechanical equipment on rooftops, tree removal, and business sign permits; 
 
• Guide and forms for “fax-back” simple trade, roofing, re-plastering and 

sandblasting permits; 
 
• Application forms for Building permits, demolition permits, garage sale permits, 

and fax back permits; 
 
• Fee schedules for building and fire permits; 
 
• Process and applications for heavy haul and general public right-of-way permits; 
 
• Phone number for inspection request line and information regarding inspection 

request process specific to City residents with small projects; and 
 
• General introduction to the permit process and recommendation for pre-

application meeting with City staff. 
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Recent improvements to the Division’s web site have occurred as a result of 

improvements to the OBC permitting system and the City’s IVR platform. Applicants can 

now log in to see the status of their building permit submittal, download plan check 

correction comments, schedule, confirm and cancel inspections, get inspection notices, 

and access field inspection reports. In addition to improvements related to the OBC and 

IVR, Division staff is in a testing phase for several modifications to the web site, 

scheduled to “go live” in October 2007.  These improvements include: 

• Standard zoning correction sheet templates for Central, Trousdale, and Hillside 
areas of the City; 

 
• Plan Review Handouts for Block Walls (Standard Plan); and 
 
• Plan Submittal Requirement handouts for Commercial, Multi-Residential, and 

Single Family Projects, Front Yard Paving, and Tenant Improvements. 
 

The Division should continue their efforts to publish information about the 

building permit process on the Division’s web site. Additional information that should be 

published is presented below. 

• More extensive and attractive introductions and descriptions about the permitting 
process. Separate instructions should be available for homeowner projects 
versus larger projects.  

 
• Expected timelines for first and second plan review submittals.  
 
• Utility for scheduling plan review appointments or receiving code interpretations. 
 
• Utility for issuing fax back and simple trade permits with the option to process 

payment on-line. 
 
• Utility for records research, including permit history by address. 
 
• Utility for estimating building permit fees. 
 
• FAQ section for plan review and inspection requests.  
 
• Additional standard plans for small residential projects. 
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• Information on recent code changes 
 

The Division should prepare and document a clear communication plan for 

customer information on the website and organize it effectively. Doing so will cut down 

on the number of general information related phone calls, and redirect customers to the 

information available on-line.  

Recommendation: Continue to develop the Building and Safety Division’s web 
site. 
 
(2) Building and Safety Fees Should Recover Additional Costs. 
 

In April of 2007, the City contracted with the RCS Consulting Group to complete 

a Citywide Cost of Services study, which included the Building and Safety Division’s 

charges for service. In review of the study, the project team noted that a number of 

components traditionally considered as a best practice in calculation of full recovery of 

City costs associated with building permits were included, such as salaries and benefits, 

operational expenses, and citywide overhead. In addition, the study included the costs 

of general building related code enforcement in the inspection fees, as well as 

calculated a general plan maintenance fee for the Advance Planning’s function of 

updating the City’s Comprehensive General Plan. 

However, recovery of costs associated with technology and system maintenance 

does not appear to be included within the RCS Cost of Services Study report. As 

discussed throughout this report, the City’s OBC permitting software, while generally 

useable for permitting needs, requires significant developments in order to become a 

fully effective management tool for the Department.  In addition, permitting software and 
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technological equipment generally have an average lifecycle of 5 to 7 years, the end of 

which often requires significant capital investment for new systems.  

The Division should calculate and assess a technology maintenance surcharge 

on top of each building permit, as follows: 

• Calculate a sum of on-going annual technology related costs, considering 
services such as licensing fees, upgrades and maintenance of systems, etc.  

 
• Calculate the total annualized estimated costs of significant one-time purchases, 

such as handheld devices for building inspectors, new permitting software, major 
software programming or upgrade needs, divided by the lifecycle of each item.  

 
• Add the total estimated annual on-going and annualized technology costs 

together and divide this amount by the total cost of providing building plan check 
and inspection services to obtain an appropriate surcharge amount. 

 
Assessing a technology maintenance surcharge on top of building permits will 

help the City recover for costs associated with purchasing, developing, enhancing and 

maintaining the technological needs of its permitting operations. 

Recommendation: Assess a technology maintenance surcharge. 
 
(3) The Division Should Expand Their Policies and Procedures Manual  
 

Building Inspection has developed the following documentation guides of their 

internal policies and procedures: 

• Field reference guides: including summaries of Building and Fire Code 
requirements; 

 
• Inspection Enforcement Procedure guide: including information on forms and 

processes utilized to document inspection enforcement actions; and, 
 
• Customer Service: includes core values of internal communication and staff 

member relations as well as a list of service goals for responding to emails, 
phone calls, letters, and scheduling issues.  

 
However, the project team noticed that there was not a central policies and 

procedures manual for permit processing or plan review. According to the employee 
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survey conducted by the Matrix Consulting Group, the majority of respondents noted 

that their Division was lacking clear, well-documented policies and procedures. In 

addition, focus group meeting participants (consisting of frequent customers of the 

Division) expressed that neither permit processing or plan review staff provided 

complete enough explanations of the review and approval processes for their project.  

Desk manuals are an excellent resource for employees, especially if an 

organization has several employees performing similar tasks, a high rate of turnover for 

a particular type of position, or certain tasks that must be preformed according to a 

specific protocol. Given the often highly administrative and technical nature of their daily 

operations, the permit processing and plan review functions can benefit from 

maintaining a central repository of procedure documentation.  

The Division staff should develop a central desk manual for employees which 

lists office management duties and who is responsible. The manual should include 

instructions on how to use the manual, detailed definitions of procedures or processes, 

direction about when and where to get help, and any other necessary resources and 

references (software manuals, important phone numbers, etc.). Examples of items to be 

included in the manual are shown below. 

Function Policies and Procedure Information 
 
Permit Processing 

 
• Overview of processes required from start to finish 

on application submittals 
• Application submittal checklists and requirements 
• Protocol for answering the phones, scheduling 

appointments 
• Policies for rejecting incomplete submittals 
• Process for fee calculations and collecting money 
• Procedures for packaging and routing plan 

submittals 
• Plan routing matrix by type of project and 

department requiring review 
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Function Policies and Procedure Information 
 
Plan Review 

 
• Plan Review Checklists 
• Case management duties for plan review staff 
• Cycle review times by type of project 
• Customer service goals such as response times for 

email and phone inquiries 
• Frequently Asked Questions 
• Common Code interpretations 
• Policies regarding communication with customers 

about vacation and 9/80 schedules  
 
An employee desk manual will provide a quick reference for employees to 

answer questions, back each other up in the case of absence, and gain a 

comprehensive understanding of the Building and Safety Division’s operations. In 

addition, it provides the Chief Building Official a method for standardizing operating 

procedures and developing measures of accountability to those procedures for staff. 

The Building Official should also work closely with lead workers, supervisors and 

managers in the Division to update the manuals on at least an annual basis.  

Recommendation: A comprehensive desk manual should be developed for all 
major work functions and services provided by the Building and Safety Division. 
A copy of the manual should be available to each employee, and updated at a 
minimum on an annual basis. 
 
(4) The Division’s Document Imaging and Records Management Policies and 

Procedures Should Be Improved.  
 

The Division is currently experiencing an immense backlog in the scanning and 

archiving of permit records. In addition, the ability to quickly research and retrieve 

documentation for assistance in evaluating construction projects or provide public is 

limited by the lack of sufficient document destruction, retention and management 

policies. The project team several significant issues in this area: 

• The Division’s current document retention policy is 15 years old; 
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• A document purging and destruction policy does not exist. Building record files 
are organized by address with complete history. Some files contain 
documentation dating back to the 1920’s;  

 
• The current system of filing by address provides complete building and parcel 

history via paper files only. There is no quick electronic access to a building’s 
history; 

 
• There is no formal process in place for correcting records data in OBC. Several 

examples of incorrect matches of parcel number to address records were cited 
by Division staff. The Division is dependent on the Information Technology 
Department to make corrections to records in the database. 

 
• Applicant map or OBC address information cannot be verified by the City’s base 

map. The Division is currently using the County as a verification source and 
performing site visits to verify changes on properties. 

 
The City’s Information Technology Department is currently coordinating a bid for 

a massive document conversion of microfiche records to digital records. In accordance 

with the Building and Safety Division’s move to the new Permit Center, the Division also 

hired a Technician to scan and reduce backlog of stored plans, and to continue to scan 

and reduce on-site storage. Due to several issues with the contracting process and 

scanning software, the implementation of the City’s plans for conversion and scanning 

have been stalled for the past several months. The Technician position originally hired 

for the purpose of scanning and archiving of plans is instead utilized as a permit counter 

aide, performing many of the same duties as a Customer Service Representative. 

Going forward, the Division plans to convert all paper and microfiche records to 

electronic format, including all plans longer than 90 days on-site. The project team 

recommends that the Division take the following additional steps to improve records 

storage, archiving, and management: 

• Outsource the conversion of existing backlog in accordance with the move to the 
new Permit Center as much as possible, preferably 100% if affordable;  
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• Discontinue the use of a Technician for the routine scanning of plans. Instead, 
require electronic PDF versions of approved plans from the applicant; 

 
• Update the Division’s records retention policy; 
 
• Develop written policies for purging and destruction of documents and files; 
 
• Create a formal process for correcting OBC records. Under direction of the 

Permit Center Manager, assign this responsibility to the Customer Service 
Representative that is currently devoted to records research and management. 
Close the loop via email to the requestor when the change has been 
implemented. 

 
• Allow permit record information to be free and customer facing, with a research 

tool built in on the City's website. Web-based records research utilities such as 
the one implemented by the City of Scottsdale, Arizona is an excellent example 
of possibilities in this area. 

 
• Update the City’s base map and ensure that subdivisions and lot line 

adjustments are congruent.   
 
Recommendation: Update the Division’s records retention plan, develop written 
policies for document purging and destruction. 
 
Recommendation: Develop a formal process for correcting parcel and address 
errors in OBC. 
 
Recommendation: Require PDF electronic versions of final construction plan 
drawings. 
 
(5) The Building and Safety Division Should Operate As A Special Revenue 

Fund 
 

Many cities such as Irvine and Pasadena have designated their building 

permitting activities to special revenue fund. Unlike as part of the city’s General Fund, a 

special revenue fund allows for a varied method of accounting, where dollars collected 

are specifically dedicated to services provided. The reporting structure of a special 

revenue fund is that of a traditional accrual basis, rather than an annual “balance to 

zero” basis as seen in General Fund accounting.  
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One of the primary reasons cities create special revenue funds for Building 

permit issuance activities is that revenues can be very volatile due to changes in 

development and construction activities. A special revenue fund will allow the Division to 

maintain cash reserve and minimize the need to draw upon the General Fund to support 

slow periods of activity. 

Even more significant in the case of Beverly Hills’ Building and Safety Division, 

however, is the frequency and magnitude of current and possible future development 

projects. Larger scale projects seen in Beverly Hills such as the Montage, 9900 

Wilshire, 9200 Wilshire, and the Hilton Waldorf Astoria, for example, have plan review 

and construction phases that require City services over multi-year time periods. Under a 

General Fund accounting scenario, revenues for the entire project may be collected and 

reported in a given fiscal year, but then not available to be expended when the Division 

provides the services one to two years in the future.  

Developing a special revenue fund for the Building and Safety Division will 

provide adequate funding for larger projects in terms of on-going staffing, overhead, 

contractor, and internal service expenditures that actualize on a delayed basis for larger 

projects. In addition, the City can adopt a reserve policy for the fund to cover working 

capital needs during periods of slower activity.  

Other cities have already converted their Building and Safety Divisions a special 

revenue funds including the cities of Pasadena and Irvine. 

Recommendation: Convert the Building and Safety Division to a Special Revenue 
Fund. 
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3. ANALYSIS OF PLAN REVIEW AND PERMITTING 
 

This section presents an analysis of the plan review and permitting services 

provided by the Building and Safety Division. Similar to other sections in this chapter, 

this section focuses on issues related to: 

• Levels of service provided by the plan review and permitting programs; 
 
• Levels of staffing allocated for plan review and permitting functions; 
 
• Ability to enhance skill levels within the Division; 
 
• Ability to increase services to the public; and, 
 
• Ability to increase customer service to the public. 
 

The following are summaries of improvement opportunities in the plan review and 

permitting programs of the Building and Safety Division. 

(1) The Plan Review Function is Adequately Staffed to Handle Existing 
Workload  

 
In assessing the plan review staffing requirements for the Building and Safety 

Division, the project team utilized time guidelines developed from its experience with a 

number of building departments across the United States. A six-month sample (July 

through December, 2006) of plan check volume data was also collected from the 

Division to estimate the plan review workload.  

The Plan Review function of the Division is authorized the following positions. 

Position Authorized FTE 
Plan Review Manager 1 
Senior Plan Review Engineer 2 
Plan Review Engineer Architect 2 
Supervisor Plan Review Engineer 1 
Total 6 

 
For purposes of analysis, portions of positions are excluded for supervisory and 

managerial related duties. These hours are not available toward the routine technical 
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review of building construction plans, but are instead supporting plan review operations 

as a whole. Based on interviews with plan review staff conducted by the Matrix 

Consulting Group, the reductions presented in the table below apply. 

Position Authorized FTE 
% Supervisory / 

Managerial Duties Net Available FTE 
Plan Review Manager 1 100% 0.0 
Senior Plan Review 
Engineer 2 0% 2.0 
Plan Review Engineer 
Architect 2 0% 2.0 
Supervisor Plan Review 
Engineer 1 50% 0.5 
Total 6  4.5 

 
There is a net of 4.5 full-time plan review staff available out of 6.0 budgeted. In 

the exhibit on the following page, the calculation of annual net available hours for 

remaining plan review staff is presented. 2,080 gross hours available per staff member 

per year are reduced by accruals and estimates of vacation, holidays, sick leave, 

administrative leave, training, mandated breaks and general office hours (start up and 

shut down time). On average, each plan review staff member is available approximately 

1,322 hours per year. 
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Exhibit 18 
 

Annual Net Available Work Hours 
For Building and Safety 

Division Plan Review Staff 
 
 
 

No of Employees 0.5 1 1 1 1 4.5 

Time Category Source 
Position 

1 
Position 

2 Position 3 Position 4  Position 5 

Average 
per 

Employee Total 
Gross Hours Available   1040 2080 2080 2080 2080 2080 9360 
                  
Vacation Annual Accrual 80 120 160 120 120 133 600 
Sick Annual Accrual  48 96 96 96 96 96 432 
Holiday Annual - Official City  44 88 88 88 88 88 396 
Training Division Training Records 49.5 32 22 58 30 43 192 
Administrative Leave Annual Accrual  40 80 80 80 80 80 360 
Meetings Annual Estimated 34 68 68 68 68 68 306 
Breaks Annual Mandated 62.5 125 125 125 125 125 562.5 
General Office Hours Annual Estimated 62.5 125 125 125 125 125 563 
Subtotal of Reductions (421) (734) (764) (760) (732) (758) (3411) 
TOTAL NET AVAILABLE HOURS 620  1346  1316  1320  1348  1322  5950  
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Given net staff hours at 1,322 available per year, plan review volumes for six 

months of fiscal year 2006/07, and hours required to perform each type of plan review, 

the project team estimates the following number of personnel are needed to complete 

existing workload for a six month period. 

Type of Plan 
Check 

1st 
Sub. 
PRE 

Hours 

1st Sub. 
Permit 

Volumes 
(Jul - 

Dec 06) 

1st Sub. 
- 

Require
d Hours 

Re-
sub. 
PRE 

Hours 

Re-sub. 
Permit 

Volumes 
(Jul - Dec 

06) 

Re-sub. - 
Total 
Hours 

Required 

Total PRE 
Hours 

Required 
New SFD 23.00 36 828.00 11.50 30 345.00 1,173.00 
New Commercial / 
Industrial 

25.00 8 200.00 12.50 6 75.00 275.00 

New Multi Family 25.00 2 50.00 12.50 1 12.50 62.50 
Residential 
Remodel / Addition 

3.00 98 294.00 1.50 38 57.00 351.00 

Tenant 
Improvement 

6.00 115 690.00 3.00 30 90.00 780.00 

Miscellaneous 
Construction / Site 

3.00 45 135.00 1.50 6 9.00 144.00 

Pool/Spa 2.00 8 16.00 1.00 0 0.00 16.00 
MPE Plan Check 
(outsourced) 

0.00 160 0.00 0.00 106 0.00 0.00 

Fire Sprinkler / 
Alarm (Fire 
Department) 

0.00 147 0.00 0.00 8 0.00 0.00 

Concept Review 2.50 25 62.50 1.25 4 5.00 67.50 
Total PRE Hours 
Needed 

            2,869.00 

Total FTE needed at 1,322 available hours per year 2.17 
 
Important points to note regarding the table above include:  

• Time estimates by project type shown above are supported by data gathered in 
time for service studies conducted in California. Considerations for the complex 
nature of custom residential and commercial projects have been applied. 

 
• No time is included for Fire Sprinkler and Alarm Permits, or Mechanical, 

Plumbing, and Electrical plan review above. These review functions are 
outsourced to the Fire Department and JAS (an outside consultant), respectively. 

 
• Re-submittal time estimates are assumed to be one-half of the original review 

time required for each project type. 
 

Approximately 4.34 plan review staff are needed given the plan review, which is 

almost exactly the 4.5 full-time equivalent staff available.  
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Recommendation: The Building and Safety Division plan review staffing levels 
are adequate given existing workload. 
 
(2) Reassign the Responsibility for Most Zoning Related Review from Plan 

Review Engineers to Planning Division Staff. 
 

The staffing analysis in the previous section concluded that the Building and 

Safety Division plan review function is adequately staffed to handle existing workload 

related to the technical review of construction plans from a Building Code and structural 

perspective.  

However, Plan Review Engineers are performing additional review related to 

zoning code. This is typically performed in large measure by a Planning Division. In 

interviews with Building’s plan review staff, many noted that approximately 50% to 60% 

of their time was allocated to zoning related project review. \The Division is actually 

highly understaffed as a result of it current roles and responsibilities related to zoning 

review.   

During the concept phase of a new construction project, the Building and Safety 

Division, not the Planning Division, is generally the first point of contact. Plan Review 

Engineer staff are performing conceptual review on projects regarding the zoning 

ordinance.  

During the land-entitlement phase of a project, the Building and Safety Division is 

routed a set of plans for review. In addition to writing conditions on projects related to 

matters of the Building Code, plan review engineer staff develop conditions of approval 

for related to the project’s conformance to the General Plan, Zoning Ordinance and 

Design Guidelines.  
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During the review of a construction plan submittal, in addition to technical review 

of building codes, structural issues, etc., plan review engineers are again performing a 

complete zoning review. The Plan Review Engineer then meets with the case planner to 

confirm their zoning review before approving or returning plans to the applicant. For new 

commercial and residential single-family dwelling projects, the case planner is the case 

manager in the development review committee and land entitlement process; however, 

the case planner works with the Building and Safety Division Plan Review Engineer on 

the zoning review. The Plan Review Engineer also reviews each project again once it 

completes the Architectural or Design Review Commission process of approval. For the 

Central area of the City, Truesdale, and Hillside projects, if a land entitlement approval 

process is not required, the Plan Review Engineer performs 100 percent of the zoning 

and building code review.  

There is clearly a high level of duplicate review occurring between the Building 

and Safety and the Planning divisions.  

Simply put, the Building and Safety Division should be responsible for the review 

and enforcement of Building Code issues and the Planning Division for the zoning 

ordinance issues. The responsibility for zoning review should be transferred from the 

Building and Safety Division to the Planning Division. The Planning Division should 

become the primary and single point of contact for enforcement of the zoning ordinance, 

including: 

• Conceptual project review related to zoning code and design guidelines; 
 
• Written conditions of approval related to General Plan conformance, zoning 

code, or design guidelines on all development projects; 
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• Review and approval of construction plan review against resolutions and original 
conditions of approval; and, 

 
• Review of projects before and after the ARC or DRC review and approval 
 

The Building and Safety Division should also cease to review new construction 

and new single-family residential projects from a zoning ordinance perspective and 

instead routinely route a set of plans to the Planning Division for their review and 

comment. The Building and Safety Division should only perform zoning review on minor 

building permit projects issued over-the-counter or requiring minimal plan review such 

as residential additions, pools, decks, etc. 

Recommendation: Reassign the responsibility for most zoning related review 
from plan review engineers in the Building and Safety Division to the Planning 
Division. 
 
 (3) The Division Should Minimize the Use of Outside Consultants for Structural 

and Mechanical, Plumbing and Electrical Plan Checks.  
 

A review of the Plan Check and Permitting program’s actual expenditures for 

fiscal year 2006-07 indicates that approximately $54,000 were spent on outsourced 

mechanical, plumbing and electrical plan checks, and approximately $84,000 on 

outsourced structural plan checks consultants.  

The Division’s current policy is that all mechanical, plumbing and electrical plan 

checks are outsourced to private plan check consultants. While the majority of plan 

review engineer staff are licensed architects or engineers, none of the staff are licensed 

specifically for structural plan review. Thus, structural plan check consultants are utilized 

when the complexity of project is beyond City staff’s comfort zone, or when workload is 

too high to complete project reviews within a reasonable time frame. 
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According to the City’s adopted budget for fiscal year 2007 / 08, consulting 

dollars for the plan check and permitting program will increase by approximately 122% 

over fiscal year 2006 / 07’s budget to approximately $281,000. The significant increase 

in budgeted consultant dollars can be attributed in part to temporary backfill of vacant 

plan review and permit processing positions.  

During staff interviews conducted by the Matrix Consulting Group, several 

Building and Safety Division representatives noted that mechanical, plumbing and 

electrical plan review was faster and of higher quality when performed in house. In a 

six-month sample of plan submittal data (July through December, 2006), the project 

team noted that the average first review of a mechanical, plumbing or electrical plan 

was 3 weeks, with re-submittal reviews occurring in an average of 2 weeks. These 

average timelines are much longer than should be expected for this scope of review. 

In addition, several participants in focus groups conducted by the Matrix 

Consulting Group commented that the use of outsourced plan review consultants was a 

source of frustration in dealing with the permitting process for several reasons.  Many 

long time and frequent customers of the Building and Safety Division feel the process is 

not transparent, and cited instances of driving to neighboring cities to meet with the plan 

review consultant to discuss their corrections. Developers also offered that minimizing 

outsourced plan review would give them confidence that a staff member with knowledge 

of Beverly Hill’s specific code requirements was working on their project, which would 

minimize re-submittals or corrections during the construction phase. 

As the proposed reallocation of zoning review duties of the plan review engineers 

to the Planning Division occurs, the Building and Safety Division’s plan review function 
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will be able to review a significantly greater proportion of existing plan review workload, 

as well as spend the necessary time on complex project reviews to avoid outsourcing.  

Historically, the Building and Safety Division’s inspectors provided review on 

mechanical, plumbing and electrical plans. In fact, several existing staff within the 

Building inspection function already possess the knowledge and skills in this area. As 

workload permits, routine review of mechanical, plumbing and electrical plans should be 

reassigned to the inspectors. Going forward, as the City begins to fill vacant plans 

examiner and inspector positions, individuals should be sought with a special 

knowledge in the mechanical, plumbing and electrical area.  

Plan check consultants should only be utilized when necessary to address peak 

workloads or to provide a skill set not available within the Building and Safety Division 

such as complex structural review. 

Recommendation: Assign responsibility for plan checking of mechanical, 
plumbing and electrical permits to plan review staff of the Building and Safety 
Division that is currently performed by outside consultants.  
 
Recommendation: Only use plan check consultants to address peak workload or 
skills that are not readily available in the Division. 
 
(4) Applicants Should Be Provided with the Ability to Obtain Simple Building 

Permits Online. 
 

Building permits that do not require a plan check, such as single trade permits, 

often known as over-the-counter permits, are well suited to online permit processing. 

Similar to e-commerce transactions, such as buying products from a website, this 

activity involves credit card processing and the printing of a permit. Online processing of 

permit applications can be as basic as automating only the front-end information 

collection process or as complete as full automation of the entire over-the-counter 



CITY OF BEVERLY HILLS, CA 
Management Audit of the Community Development Department 

Matrix Consulting Group  Page 202 

permit transaction.  

At their own personal computer, applicants can apply for a building permit, 

schedule an inspection, and print the permit and receipt. Credit card payments are 

secured through the use of encryption technology. Applicants can setup their access so 

that basic information does not need to be re-entered for multiple transactions. 

OBC should provide the capacity for applicants to complete a permit application 

via the Internet. Ideally, applicants complete online forms and hit a “send” button to 

transmit the application to the City’s permit database. OBC then processes, reviews, 

approves, and stores completed permits. The permit system then generates a permit for 

the applicant. Applicants can pay for permits using a credit card.  

There are a number of public agencies throughout the United States that are 

using this capacity, although not specifically with OBC. These cities range from Albany, 

Oregon to Miami-Dade County, Florida. The Division should implement a similar feature 

for their simple building permits, including the full automation of the entire over-the-

counter permit transaction. Initially, this would include only single trades permits such as 

plumbing, mechanical, electrical permits, and re-roof permits. Longer-term, this should 

be expanded to other types of permits such as kitchen remodels. 

Recommendation: The City should expand the use of OBC to enable applicants to 
complete and pay for a permit application via the Internet, eventually involving all 
over-the-counter transactions. 
 
(5) Expand the Extent of Building Permits Issued Over-the-Counter by More 

Effectively Utilizing the Customer Service Representative Positions. 
 

In fiscal year 2006 / 07, the number of building permit plan checks conducted 

over-the-counter was approximately 28% of all plan submittals. The project team does 

not expect that over-the-counter building permits would be issued for such permits as 
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new multi-family, new commercial, or new single family. However, the project team does 

expect that over-the-counter permits can typically be issued for such building permits as 

the following: 

• Single family addition - Single story room addition not to exceed 600 square feet; 
 
• Single family Interior Work - Interior modifications without structural changes; 
 
• Single family Garage Conversion - Change the garage to living space; 
 
• Single family Outdoor Pools and Spas; 
 
• Single family Patio Enclosures; 
 
• Single family Patio Covers and Trellis; 
 
• Single family New Roof Framing Over Existing Roof (without major structural 

work); 
 
• Office Space: Tenant Improvements for office space less than 4,000 square feet 

with no change of use; and 
 
• Retail: Interior modifications for retail space less than 1,500 square feet with no 

change of use. 
 
In some instances, the review and approval of the Planning Division may be required, 

but the project team recommends that this be minimized through he use and application 

of Development Service Technicians. 

For commercial projects to be issued over-the-counter, the following restrictions 

should apply: 

• There will be no storage of hazardous materials of any amount in the space; 
 
• The proposed tenant improvement should not contain any alterations to the 

structural system of the building (e.g. openings into bearing or shear walls, 
changes to floor system, etc.). Structural modifications required to install roof 
mounted mechanical equipment should be exempted pending plans examiner 
verification; 

 
• The proposed tenant improvement should not contain any alterations or 
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modification to fire-rated walls; and 
 
• The application does not require any special Planning, Engineering or Fire 

District processing. 
 
The project team would expect that the Division should be able to increase the 

number of building permits issued over-the-counter from 28% to approximately 75% of 

all permits using these criteria. 

At present, Customer Service Representatives within the Building and Safety 

Division are underutilized, although this staff does issue single-trade-permits. In 

addition, Senior Plan Review Engineer and Plan Review Engineer/Architect positions 

are utilized for the plan checking of minor and miscellaneous permits. A review of permit 

records over the last 12 months shows that Plan Review Engineer staff are routinely 

reviewing pool, spa, trellis, front yard paving, deck, single family additions less than 600 

square feet, garage conversions, and fence permits as part of a full plan review 

process.   

The Customer Service Representatives and the Customer Service 

Representative Supervisor should be utilized for the plan checking and issuance of 

these types of minor and miscellaneous building permits. This assignment will 

significantly impact the additional skill and knowledge requirements for these positions. 

The provision of over-the-counter plan checking will be an increase in the responsibility 

of these staff and will also benefit the City by enabling the reassignment of Senior Plan 

Review Engineer and Plan Review Engineer/Architect staff to the plan checking of more 

complex residential and commercial projects. This reassignment should occur, however, 

only after initial training of the Customer Service Representatives.  

At present, the Building and Safety Division is authorized the following positions 
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for permit processing: 

Position FTE Authorized 
Customer Service Representative Supervisor 1.0 
Customer Service Representative 4.0 
Records / Microfilm Technician 1.0 

 
The roles of these five positions are presented in the exhibit on the following 

page. As shown in the exhibit following this page, current roles and responsibilities for 

the Customer Service Representative and Records Technician positions are a mixture 

of clerical, accounting, record keeping and permit intake and processing duties. 

Approximately 2.5 out of 4 Customer Service Representatives are utilized for basic 

permit technician functions such as issuance of mechanical, plumbing and electrical 

permits over-the-counter, routing of plans, and general phone and counter support. The 

remaining 1.5 Customer Service Representative positions, however, are utilized 

primarily for daily cash receipts accounting and records maintenance and research 

functions. The Records Technician, originally hired to help with backlog and routine 

scanning of permit records, is primarily utilized as a back fill for Customer Service 

Representative phone and counter duties. To enable the effective utilization of these 

positions, the Building and Safety Division should move towards the use of ICC Certified 

Permit Technicians, the implementation of which can be accomplished by the following 

method: 

• Reassign general phone, public information, and records research and 
maintenance duties to the Records Technician and one Customer Service 
Representative. 

 
• Upgrade the Records Technician position to a Customer Service Representative 

classification. 
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Exhibit 19 
 

Roles and Responsibilities of  
Customer Service Representatives 

 
 

Position 
 

Number of 
Positions  

 
Description of Responsibilities 

 
Customer Service 
Representative 
Supervisor 

 
1 

 
• Supervises day to day operations of the CSR staff for phone 

and public counter duties, cashiering, bonds, scheduling of 
building plan review and planning application permits. 

• Back up for workload overflow in the processing of over-the-
counter permits such as re-roof, water heaters, etc. 

 
Customer Service 
Representative 

 
4 

 
• 2 CSR positions are responsible for general customer service  

and permit processing for both the Planning and Building and 
Safety Divisions. Duties include: 
- Answer phones  
- Provide public information via phone or public counter 
- Schedule appointments for permit application, plan 

review, permit pick up, etc. 
- Check licensing and workers compensation requirements 

for contractors 
- Process permits for Building, Planning and Fire permits 
- Collect permit fees at the public counter 
- Process reports to McGraw Hill, Census, etc. as needed 
- Coordinate send out and receipt of plan review for 

miscellaneous trade permits (M,P, and E). 
- Issue letters for bounced checks 

• 1 CSR position reconciles daily cash receipts for all fees 
collected for planning, building, and code enforcement 
permits. Generates daily revenue reports and maintains a 
running tally of the number of permits issued. Also refunds 
permits, processes and tracks bond payments. 

• 1 CSR position is designated primarily to the records and 
research function for the Community Development 
Department. Duties include:  
- General phone and public counter duty 
- Processing of records requests 
- Processing of zoning letters 
- Maintenance of hard copy permit files for Building and 

Safety permits  
 
Records / Microfilm 
Technician 

 
1 

 
• Responsible for the scanning of building plans and permit 

backlog 
• Performs address verification for new addresses 
• Serves as back-up to CSR phone and public counter staff. 

Processes permits, logs projects in and out of OBC and 
assists with plan and permit pick up as needed. 

• Processes fire permits for issuance in OBC 
• Files all recently permitted plans  
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• Reassign cashiering duties to a Finance representative once the new Permit 

Center is constructed and functioning. Eliminate daily accounting duties via 
improvements to OBC that will link to the City’s financial system.  

 
• Assign a Senior Plans Examiner position to function as a team leader for the 

Customer Service Representatives to train the staff in the performance of plan 
checking of minor and miscellaneous building permit plans. 

 
• This Senior Plans Examiner position should provide code and practical plan 

check training to the Customer Service Representatives for an appropriate period 
of time. 

 
• Establish a time period for training and ICC certification of the remaining 

Customer Service Representatives. Establish a target implementation date for 
increased over-the-counter review for these positions, realizing that some of the 
quality expertise will occur with practice.  

 
• Require any replacement or new Permit Technician staff to obtain ICC 

Certification within 12 months of hire. 
 
• Upgrade the salary and title of the Customer Service Representatives and ICC 

Certified to Permit Technicians. 
 
• Cross-train these positions to intake and process both Planning and Building 

permit applications. 
 

As noted previously in this report, the Customer Service Supervisor position 

should be converted to a Permit Center Manager. As such, one of the remaining 

Customer Service Representatives should function as a lead-worker and receive a 10% 

salary differential.  

A comfort level with implementation can be achieved by realizing that support by 

the Plan Review Engineer positions is available. This method will produce quality 

performing permit processing staff that are fully capable of plan checking miscellaneous 

and minor building permit plans.  

The estimated cost impact of upgrading these positions is presented in the table 

below. 
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Current Title New Title 

Current 
Base 

Salary 

Current 
Salary + 
Benefits* 

New 
Base 

Salary 

New Base 
Salary + 
Benefits* 

Cost 
Impact 

CSR - 1 Senior 
Development 

Services 
Technician  

 $45,000   $58,500   $56,000   $72,800   $14,300  

CSR - 2 Development 
Services 

Technician 

 $45,000   $58,500   $50,000   $65,000   $6,500  

CSR - 3 Development 
Services 

Technician 

 $45,000   $58,500   $50,000   $65,000   $6,500  

CSR -4 No Change  $45,000   $58,500   $45,000   $58,500   $-    
Records / 
Microfilm 
Technician 

CSR $30,000   $39,000   $39,000   $50,700   $11,700  

TOTAL           $39,000  
 
Recommendation: Upgrade two existing Customer Service Representative 
positions to Development Service Technicians and one to Senior Development 
Services Technician, and require ICC Certification. 
 
Recommendation: Utilize Development Service Technicians to perform over-the-
counter plan review of minor building permits. 
 
Recommendation: Upgrade the Records/Microfilm Technician position to a 
Customer Service Representative. 
 
(6) Utilize OBC to Improve Control Over the Length of Time Required for 

Processing Building Permit Plans. 
 

The Division’s permit processing and plan review personnel currently employ two 

methods for the tracking of review time and status of construction plans submitted. The 

first method is via the OBC permitting system, whereby the permit processing, plan 

review engineer, fire department, and occasionally Planning staff record some or all of 

the following dates: 

• Submittal Date: Creation of a new permit number and file. This represents the 
date on which plans were received. 

 
• Assigned to Plan Review Engineer (PRE) and/or Fire Department (FD): Date 

the project was assigned to a plan review staff member for technical review, 
and/or concurrently assigned and routed to the Fire Department for their review. 
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• Corrections with PRE: Date the project plan was ready with corrections for pick 
up by the applicant. 

 
• Plan Check (PC) Picked Up: Date applicant retrieved corrected plans. 
 
• PC Resubmitted with PRE: Date applicant scheduled an appointment with the 

PRE to resubmit their project. 
 
• PC Approved by PRE and/or FD: Plans are approved and permits can be made 

ready to issue. 
 
• PC Final: Permit is ready to issue or issued 
 

OBC also contains a data field where review staff from the Building, Fire, or 

Planning departments can enter comments about the status or condition of a project. 

According to staff interviews conducted by the Matrix Consulting Group, this function is 

used in varying degrees depending on the staff member and department involved. 

In addition to tracking review time and status via OBC, the Plan Review Manager 

maintains a separate Excel spreadsheet that functions as a project log, showing the 

name of the assigned plan reviewer per active project and the number of weeks project 

has been in backlog. This spreadsheet is primarily used a management tool for tracking 

backlog and assigning incoming workload. It is updated on a daily basis and used to 

manage day to day. 

There are a number of issues with the methods utilized for tracking the review 

and status of submitted construction plans, including: 

• The Division has not formally adopted or published cycle times for review by 
project type. The City and Division staff does not have a set timeframe or goals 
for accountability. 

 
• The Division does not utilize OBC as a project management tool for assigning 

workload, or for regularly reporting on progress versus adopted cycle times and 
backlog for the plan review function. 
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• OBC has not been developed to provide the management reporting capabilities 
needed by the Division. For example, OBC does not readily print out cycle time 
reports. These reports must be requested from the IT Department, which often 
take up to or more than two weeks to produce. 

 
• Duplication of effort exists amongst the Plan Review Manager, Customer Service 

Representatives, and Plan Review Engineers in tracking and managing workload 
between OBC and Excel. 

 
The Division should take the following steps to streamline the tracking and status 

management of construction plans under review: 

(6.1) Revise and Shorten the Building Permit Plan Review Cycle Time Objectives 
 

In staff interviews conducted by the Matrix Consulting Group, plan review 

representatives indicated that the Excel tracking method described above has assisted 

them in developing the following timelines for review by project type: 

Permit Type Cycle Time (in weeks) 
Small Jobs: commercial tenant improvements, pools, residential 
alterations and additions 

 
2 to 3 

Large Jobs: New Commercial, Commercial additions, hillside projects, 
SFD >20,000 s.f.  

 
4 to 6 

 
These timelines are currently communicated informally to customers by plan review and 

permit processing staff.  

The project team analyzed a six-month sample (July through December, 2006) of 

OBC plan review records. Sufficient data was obtained from these records to provide 

the following information about actual average review times by project type with the 

elapsed time reflected in weeks. 

Permit Type  1st Submittal Review Time (Weeks) 
New Residential 4.67 
New Commercial / Industrial 5.34 
Residential Remodel / Addition 3.32 
Tenant Improvement 3.09 
Miscellaneous Construction / Site 2.42 
Fire Plan Check 1.32 
MPE Plan Check 3.28 
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Cycle time data retrieved from OBC records matches closely to the ranges of 

timelines established by Plan Review and Permitting Manager. However, these cycle 

times are longer than benchmarks suggest as appropriate. More specifically: 

• First plan check of new residential building permit plans required an average of 
4.67 weeks. Benchmarks suggest that the Division should average 3 weeks. 

 
• First plan check of new commercial /industrial building permit plans required an 

average of 5.34 weeks. Benchmarks would suggest the Division should average 
4 weeks. 

 
• First plan check of residential remodels / additions required an average of 3.32 

weeks. Benchmarks suggest the Division should average 0.5 weeks for major 
residential remodels to one week for residential additions. 

 
• First plan check of tenant improvements required an average of 3.09 weeks. 

Benchmarks suggest that the Division should average one and one-half weeks 
(with some tenant improvements being plan checked over-the-counter). 

 
The Building and Safety Division should revise and shorten turnaround times on 

plan submittals to improve customer service. The shortened and revised cycle times, 

when implemented, should be monitored against actual performance. This would 

provide the following benefits: 

• Clear communication by the City to its customers of expected review timelines 
before a project begins. 

 
• Reinforcement of the need for complete application submittals to expedite review 

processes. 
 
• Continuous process improvement for Building as a result of tracking performance 

against established objectives. City staff can now plan how to meet cycle time 
expectations, perform the work accordingly, measure their performance, and act 
on findings to improve process. 

 
Cycle time objectives utilized by the Building and Safety Division should 

incorporate a greater degree of differentiation of construction projects to reflect the 

complexity of construction. For example, the target for processing a plan for a 



CITY OF BEVERLY HILLS, CA 
Management Audit of the Community Development Department 

Matrix Consulting Group  Page 212 

residential remodel should be different than a plan for a new commercial construction.  

Recommendation: The Building and Safety Division should revise and shorten 
cycle time objectives for building permit plan review.  
 
Recommendation: The Building and Safety Division should publish their cycle 
time objectives on the Division’s website. 
 
(6.2) Develop a Monthly Reporting System to Report on Actual Performance in 

Processing Plans Against Cycle Time Objectives 
 
The plan review targets discussed in the previous section are meant as a 

benchmark for concurrent review by all departments involved in the building permit plan 

review process, not just the Building and Safety Division. The Plan Review Manager 

should be held accountable for management of the amount of workdays required for 

plan checking by all of the divisions / departments involved. The Plan Review Manager 

should utilize the OBC system to: 

• Evaluate employee productivity in the Plan Review Section; 
 

• Balance workload among different plan reviewers in the Plan Review Section; 
 
• Determine the amount of staff time that could be reasonably expected to be 

consumed on various types of projects or activities in the Plan Review Section; 
and 

 
• Quantify the amount of plan review backlog and the anticipated completion date of 

various plans given all work in progress. 
 

This system should be utilized to “manage” the workload including reviewing 

actual progress versus scheduled deadlines and facilitate the shifting of work 

assignment and schedules in the face of changing priorities or workload. One of the 

products of this system should be a monthly report to identify workload for each staff 

both in number of plan reviews, estimated hours to handle these reviews, and 
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identification of actual processing time versus scheduled both on a permit-by-permit 

basis and year-to-date.   

A possible monthly report Is presented in the exhibit on the following page.  

The City should enlist the services of its IT professionals to develop a similar 

monthly report. 

Recommendation: The City should hold the Building Official responsible for 
management of the amount of workdays required for plan checking by all of the 
divisions involved, not just the Building and Safety Division and for monitoring 
performance against the cycle time objectives on a regular basis. 
 
Recommendation: Fund and execute needed enhancements to OBC to develop a 
useful monthly reporting system. 
 
(6.3) Accurately Input the Dates of Submittal and Review into OBC 
 

During the analysis of building permit records f, the project team noted that data 

entry of timelines for each step in the process are not consistent. In the majority of 

cases, projects that were submitted and finaled within the six-month sample were 

missing tracking dates for re-submittal or corrections. In reviewing the terminologies 

utilized for recording review dates with Division staff, the project team received varying 

interpretations and applications across staff members for what each field in OBC 

actually means. Once a monthly reporting format is established, staff should be trained 

and accountable for accurate data entry into OBC. Both the Plan Review Manager and 

CSR / Permit Technician Supervisor should audit the dates entered by their staff on a 

weekly basis. 

Recommendation: The Building and Safety Division should attain 100% accuracy 
for inputting the actual dates of submittal of plans and the completion of 1st plan 
check, 2nd plan check, etc. in OBC. The Plan Review Manager and CSR Supervisor 
should audit the dates within the system not less than once weekly.  
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Exhibit 20 
 

Proposed Monthly Plan Check Report 
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(7) Modify the “By Appointment Only” Process for Plan Review. 
 

The Division’s current policy regarding application submittal for construction plan 

review requires a 30-minute appointment process with a plan review engineer. The 

appointment process is managed as follows: 

• Customer Service Representative staff assists in the coordination and scheduling 
of initial appointments via telephone, plan review engineers generally schedule 
their own subsequent appointments as needed. 

 
• A different plan review engineer position is assigned to “counter duty” each day 

of the week. The plan review engineer for any given day fulfills appointment 
obligations between the hours of 8:30 am to 4:30 pm, with no appointments 
accepted between the hours of 12:00 pm and 1:00 pm for lunch.  

 
• The counter remains open during lunch, with at least one alternate Plan Review 

Engineer available to field any walk-in customers.  
 
• Plan review workload is typically assigned through counter duty, where the plan 

review engineer for a particular day takes on-going responsibility for all plans 
submitted on that day, as workload permits.  

 
• During the 30-minute appointment, the Plan Review Engineer performs a 

preliminary review of the application submittal for completeness, including 
architectural submittals and basic calculations, and also attempts to determine 
any major zoning or site plan issues with the project.  

 
• Also during the 30-minute appointment, the Plan Review Engineer determines if 

the project can be reviewed and issues over-the-counter, or if the project must be 
submitted for a longer period of review. In addition, the Plan Review Engineer 
determines if the project will need to be routed to any other departments, or 
require any permits from other departments. 
According to interviews with staff, while some time is available each day for a 

customer to walk in without an appointment and obtain service from either a Customer 

Service Representative, or Plan Review Engineer, staff estimates that approximately 

95% of all submittals occur through the appointment process.  

The project team notes several effectiveness issues with the appointment-only 

process currently required by the Division: 
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• Too many projects are being routed for internal plan review: Approximately 
28% of all permits were issued over-the counter in the last year, including simple 
trade (MPE) projects. Approximately 483 of over-the-counter permits were other 
than simple trade. The volume of permits issued over the counter is much lower 
than the project team’s best practices benchmark of 75 to 85 percent. 

 
• It takes between one and three days to schedule an appointment. According 

to staff interviews and Focus Group participants, it is sometimes difficult to get an 
appointment and there is no ability to schedule appointments on-line.  

 
• Customers can choose favorite plan review staff. The rigid scheduling of one 

plan review engineer per day to the counter allows for favoritism and promotes 
the unequal assignment of workload. 

 
• Workload is not assigned according to complexity. While cross training of 

senior and junior technical review staff is a best practice, the current appointment 
only submittal process allocates the City’s most expensive and most experienced 
staff to counter duty, compromising the time available for expert review on 
complex projects. In addition, a junior staff member may opt to outsource a 
complex plan review rather than ask for reassignment. 

 
• Plan Review Engineers are performing intake and processing duties 

generally handled by Permit Technician staff. Reviewing application 
submittals against a standardized checklist of requirements is not typically a Plan 
Review Engineer’s duty in a jurisdiction the size of Beverly Hills. Plan Review 
Engineers are spending time on duties that are below their certification and 
scope of review. 

 
• Plan Review Engineers have too much control over where and why plans 

are routed for review by other departments. Other than the Fire Department, 
there are no set criteria for required project review by other departments 
according to project type. Plan Review Engineers are performing both zoning and 
building code review, and making determinations on other departments’ 
involvement on a per project basis. The determination can vary by plan review 
engineer and level of expertise. 

 
Focus group participants from the development community cited the appointment 

process as a source of frustration in dealing with the City of Beverly Hills’ permitting 

process. They recommended, among other opportunities for improvement, that the 

Division create a hybrid system of appointment and walk-up availability for plan review. 

The project team agrees with this recommendation. 
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The Division should take the following steps to create a more customer friendly 

plan review submittal process: 

• Identify thresholds for walk-in, over-the-counter, appointment, and complete 
submittal review. Refer to the Exhibit included in Section 7 of this chapter for 
examples from the Cities of Livermore and Newport Beach.  

 
• As recommended in Section 5 of this chapter, certify, train and utilize the 

Customer Service Representative staff for Permit Technician level 
responsibilities.  

 
• As permit techs become ICC certified they should be the primary point of contact 

for all intake and processing of construction plan submittals. Plan Review 
Architects and Engineers should spend minimal time at the counter and more 
time at their desks performing technical review. 

 
• Designate junior plan review staff as back up to the counter function, for the 

purpose of specific over-the-counter or appointment project reviews, as well as 
technical questions not able to be answered at the Permit Technician level. 

 
• Adopt a matrix of routing requirements for all plan review submittals. 

Standardizing this process by project type will allow the Permit Technicians to 
process the intake and subsequent review of plans efficiently with less Plan 
Review Engineer direction. This item will be discussed in later sections of this 
report. 

 
As presented above, the development community’s request for a hybrid 

approach to the appointment submittal process should be implemented. Doing so will 

benefit the City’s permitting operations by reserving highly experienced technical staff 

for complex project review, while at the same time improving the flexibility of the 

permitting process for its customers. 

Recommendation: Modify the appointment only submittal process by identifying 
thresholds of walk-in, over-the-counter, appointment, and full submittal review for 
various types of projects. 
 
Recommendation: Develop Permit Technician staff as the single point of contact 
for all intake, processing, and routing of construction plan submittals. 
 
Recommendation: Allocate junior plan review staff as back up to the counter 
function, for review of over-the-counter and appointment only reviews. 
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(8) Construction Plan Submittals Should be Routinely Routed for Review to 

More Departments Than Just the Fire Department. 
 

Currently, plans submitted for review to the Building and Safety Division are 

routed to the Fire Department, and occasionally the Planning and Public Works 

Engineering Departments. The Plan Review Engineer assigned to each project makes 

the decision of where and when plans receive other departmental review. The project 

team sees several issues with this process, including: 

• Departments outside of the Building and Safety Division do not have an 
established voice in the construction phase of projects; and, 

 
• The City does not have formalized criteria related to necessary review required 

all departments and functions impacted by the development review process. 
 

In the project team’s experience with many jurisdictions, the number of 

departments that are routed building plans for review are many more than those 

included in Beverly Hills. Typical departments / functions seen as included in review of 

plans include: 

• Building 

• Planning 

• Engineering 

• Water and / or Power 

• Fire Prevention 

• Police 

• Other agencies 

The exhibit on the following page provides a sample of a plans routing matrix 

from the City of Pasadena utilized by Permit Technicians to determine the number of 
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plan sets required for submittal and to coordinate the routine routing for a new single 

family residence. 

In addition to the matrix shown on the previous page, additional matrices have 

been developed for additions and remodels, tenant improvements, commercial and 

industrial additions, new multi family, new commercial / industrial, and relocation 

projects. Permit Technicians also have access to a written summary of how to 

determine departmental reviews beyond the queues already present in these matrices 

and prompts from their permitting software system during project set up. 

The Division should coordinate the involvement of all City departments impacted 

by the construction phase of a development project. In doing so, all voices of the 

development review process will be heard and provide input regarding their respective 

disciplines.  

Recommendation: Expand the number of City departments and divisions 
involved in the construction plan review process.  
 
Recommendation: Develop a matrix of submittal requirements and routing 
protocols for use by the Development Service Technicians. 
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Exhibit 21 
 

Sample Routing Matrix for a New Single-Family Residence 
 

Drawings Building Current 
Planning 

Fire Design 
Review 

Trans - 
portation 

Public 
Works 

Water Power 

Plot/Site X X X X X X X  
Topo MBR* X X      
Grading MBR X X   X   
Drainage X X    X   
Irrigation  MBR     X  
Landscape  MBR X X   X  
Parking  X X X  X   
Foundation X X X    X  
Floor Plans X X X X     
Elevations X X X X     
Building Sections X X X X     
Fire Spr. / Alarm   Sep. rev.      
Framing X  X      
Plumbing X     Sewer X  
Mechanical X X  X   X  
Electrical X   X    Meter loc. 
Addressing X        
Single Line Diagram X       X 
Specifications X  X      
Construction Details X  X      
Finish Schedule X  X      
Property Line Survey X X    X   
Load Schedule        X 
Structural Calcs. X        
Energy Calcs. X        
AFS Hydraulic Calcs   Sep rev.      
* MBR = MAY BE REQUIRED 
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(9) The Division Should Develop Plan Check Checklists and Standardized 
Comment and Corrections Sheets, and Publish them to the Department’s 
Website. 

 
During 2007, the Division created a Handout Committee to help improve 

communication materials to its customers. The Committee has made significant 

progress in developing handouts for basic submittal requirements by various types of 

projects, and is in the process of finalizing and posting these to the City’s website.  

When it comes to actual project review, however, the Division has not developed 

standardized checklists to be utilized internally by plan review staff to assure 

consistency in application of various building code requirements. In addition, 

standardized comment and corrections forms have not been developed. Currently, each 

plan review staff member has their own method for scope of technical review, and 

comment and correction notification to applicants.  

The plan review function should work with the handout committee to develop 

checklists for internal plan review as well as uniform comment and correction sheets for 

applicants. Both documents should be published to the Division’s website to act as a 

guide for the nuances of interpretations of these codes by the City of Beverly Hills. 

Recommendation: Plan check checklists and uniform comment and correction 
lists for construction plan submittal and review should be developed and posted 
to the Division’s website. 
 
(10) Develop Standard Plans for Use by the Public in the Construction of Minor 

Residential Improvements. 
 

The Division has recently developed a standard plan option for fences and 

canopies, and has posted a Block Wall Detail handout on their website. An opportunity 

exists to expand the number of standard plan options to Beverly Hills’ residents.  

Many residents in Beverly Hills and other communities are do-it-yourselfers in 
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terms of constructing minor retaining walls, residential patio covers, detached storage 

sheds, and outdoor fireplaces. In other instances, residents will pull building permits 

rather than their contractors for construction such as spas. 

The City should assist these “do it yourselfers” meet building permit plan check 

requirements by developing standard plans. These standard plans, if utilized by the “do 

it yourselfers” in applying for their building permit, would allow avoiding the retention of 

an architect or designer for the preparation of these plans, as long as the homeowner 

utilized these standard plans. 

In addition, the Building and Safety Division should develop a “Home 

Improvement Center” section on its website to assist the homeowner navigate through 

the building permit plan check and inspection process. The City of Scottsdale, Arizona 

has developed such a web page; the City could utilize this as a model. 

Recommendation: Develop standard plans for use by the public in minor 
residential improvements. 
 
Recommendation: Develop a “Home Improvement Center” web page on the 
Building and Safety Division website to assist the homeowner navigate through 
the building permit plan check and inspection process. 
 
(11) The Division Should Publish a Plan Check Correction Comment Library and 

Frequently Asked Questions Page on Its Website. 
 

The Building Safety Division should compile corrections to building plan checks 

made by the various reviewing departments and agencies in the City. These corrections 

should be analyzed, with the most common comments for each construction type 

posted on the City’s website. These corrections could, for example, include the 

following: 
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Fire protection Mechanical, electrical, plumbing 

Room sizes, lighting, ventilation Noise insulation 
Exists, stairways, railings Energy conservation 

Roofing Foundation requirements 
Masonry Framing 
Garages Plot plans 

Elevations Floor plans 
 

The posting of the correction library will provide guidance to architects and 

engineers in understanding the requirements for construction in Beverly Hills, and 

should include the requirements of all divisions and agencies involved in the review 

process in the City. 

Recommendation:  Post common plan check corrections on the Department’s 
website to provide guidance to architects in construction requirements. 
 
4. ANALYSIS OF THE BUILDING INSPECTION PROCESS 
 

This chapter presents an analysis of the Inspection program within the Building 

and Safety Division, focusing on such issues as the following: 

• Staffing levels allocated for building inspections; 

• Use of tools and technologies for scheduling and performing inspections; and, 
 
• Steps that should be taken to enhance the productivity and utilization of staff 
 
(1) The Number of Authorized Building Inspectors Is More Than Sufficient 

Given Current Inspection Workload.  
 

The Inspection section of the Building and Safety Division is authorized the 

following positions: 

Class Title Number of Authorized Positions 
Building Inspection Manager 1 
Senior Building Inspector 6 
Building and Safety Inspector II / I 3 
Total 10 

 
 The project team analyzed workload data provided by the Building Inspection 

Division to determine the number of inspections and amount of time spent on 
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inspections for staff within this Division. The level of workload within the Division has 

remained relatively consistent over the last three years – totaling around 15,000 

inspections annually.    

The following table outlines the number of inspections and average number of 

inspections per inspector per day for the last three years. For purposes of analysis, the 

Building Inspection Manager is excluded from the number of building inspectors above. 

The Building Inspection Manager is a full time administrator of the building inspection 

process and is not available for routine field inspections. In addition, the Beverly Hills 

Unified School District contracts with the City to provide Division of State Architect 

inspections for new and on-going modernization and improvement projects associated 

with the current bond program. One full time Inspector position is devoted to DSA 

inspections; this inspector and related inspections are excluded from the totals below.  

Fiscal Year 
Number of 

Inspections 
Number of Building 

Inspectors 
Average Number of Inspections 

Per Day Per Inspector 
2006-07 15,005 8 8.45 
2005-06 14,165 8 7.98 
2004-05 15,956 9 7.99 
3-Year 

Average 15,042 8.33 8.14 
 

The number of inspections has remained stable over the past three years, 

declining by about 11 percent in 2005-06, and increasing again by about 6 percent in 

2006-07. The average number of inspections per day per inspector has also remained 

relatively constant, despite the one full time inspector that was reallocated to the 

Division of State Architects inspections. According to annual inspections data, the 

Building Inspection Division accomplishes approximately 8 inspections per inspector, 

per day, on average. 
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The project team also worked with Building Inspection staff to gather a snapshot 

of current workload over a four-week period: July 9, 2007 through July 22, 2007, and 

August 6, 2007 through August 17, 2007. The following table presents data regarding 

the number of inspections as well as inspection stops per inspector per day, gathered 

from the City’s OBC and IVR scheduling systems, and from inspector daily reports.  

Inspection Summary Amount 

Ave. 
Number of 
Inspectors 
Available 

Number 
of Days 

Number of Inspection Stops / 
Inspections Per Inspector Per 

Day 
Scheduled Inspection Stops 960 6.8 20 7.06 
Actual Inspection Stops 1,089 6.8 20 8.01 
Difference of Stops % 11.85%       
Scheduled Inspections 1,241 6.8 20 9.13 
Actual Inspections Completed 1,637 6.8 20 12.04 
Difference of Inspections % 24.19%       
 

The following are important points to note regarding the calculations above: 

• Data obtained from the Division regarding actual inspection stops and actual 
inspections completed includes inspections completed on the weekends and 
during overtime hours, even though there were no scheduled inspections for 
these times.  

 
• For purposes of analysis, the number of days shown above assumes existing 

workload can be completed within a normal 5-day workweek.  
 
• The analysis also considers the average number of inspectors that were 

available each day, given vacation and sick leave, and 9/80 work schedules, 
which is approximately 7.1 out of 8. An even closer look at the data sample also 
revealed that one-third of a Building Inspector supported the DSA inspection 
workload, in addition to the full time equivalent already assigned to this activity. 
The average number of inspectors available during the four week time period 
was therefore closer to 6.8. 

 
Consideration of these factors avoids grossly understating the number of 

inspection stops or inspections per inspector per day.  

As shown in the table above, the average number of scheduled inspection stops 

during a 5-day workweek was a little more than 7 per inspector, whereas actual 

inspections stops accomplished per inspector was a little more than  8 per day. In 
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addition, the average number of scheduled inspections per day averaged about 9, while 

actual inspections completed per inspector, per day was closer to 12.  

The benchmark utilized by the project team for the number of inspection stops 

per inspector is an average between 12 and 16 on a daily basis. In the data sample 

shown above, at 12 inspection stops per inspector per day, there was sufficient ongoing 

workload to warrant 4.5 Building Inspectors on average. At 16 stops per inspector, per 

day, there was sufficient ongoing workload for 3.4 Building Inspectors.  

It should be recognized that additional Inspectors are required from time-to-time 

to cover peak workload, to cover leave by Inspectors and to address the complexity of 

inspection resulting from the extent of custom projects in Beverly Hills. However, the 

information in the preceding table indicates that there is untapped workload capacity for 

existing Building Inspection staff.  

Recommendation: The number of Building Inspectors is sufficient given existing 
workload.  
 
(2) Inspection Staff Allocate Too Much Time on Non-Inspection Related 

Activities. 
 

The building inspection staff worked a significant number of overtime hours 

during the four-week time sample. The table below represents the total number of hours 

worked, versus scheduled to work, during the four-week period, exclusive of the 

Building Inspection Manager but including the DSA Inspector. This represents a total of 

9 full-time equivalents. 

Working Hours Types Hours Time (Percentage) 
Scheduled Hours to Work 1440 88.62% 
Overtime Hours 185 11.38% 
Working Hours (Total) 1625 100.00% 
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Each inspector worked an average of 5.13 hours per week of overtime to 

complete work tasks as assigned. However, as shown in the previous section, the 

number of scheduled and actual inspection stops per inspector is well within a range 

that should be accomplished within existing staffing levels, during a normal 5-day 

workweek, without any overtime. 

The table shown below presents a summary of the diversification of tasks 

performed by the Inspection Division staff (excluding the Division Manager), over the 

four-week period: 

Total Time Distribution Total Hours 
Hours Per Inspector 

Per Week Percent 
Inspection Hours 670 19 41.2% 
Office Hours 266 7 16.3% 
Administrative Hours 131 4 8.1% 
DSA Inspections Hours 168 5 10.3% 
DSA Inspections Overtime 
Hours 62 2 3.8% 
Special Inspection Hours 49 1 3.0% 
Department Meetings 37 1 2.2% 
Construction Investigation 
Hours 30 1 1.8% 
Required Professional / 
Cert Training 16 0 1.0% 
Research Hours 22 1 1.3% 
Accrued Time Off 114 3 7.0% 
Construction Related 
Meetings 20 1 1.2% 
Enforcement Investigation 
Hours 5 0 0.3% 
Required City Training 5 0 0.3% 
Special Events Hours 17 0 1.0% 
Plan Check Hours 16 0 1.0% 
Total 1625 45 100.0% 

 
The project team further classified the data above into direct versus indirect 

activities, where the term “direct” refers to any and all activities in support of specific 

inspection requests, or field hours performing inspections that are typically part of an 

inspector’s daily workload. The term “indirect” refers to activities in support of the 
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inspection operations as a whole, though not specifically identifiable to a particular 

request or inspection. 

Summary of Direct 
Inspection Activities 

% of Total Time from 
Above 

Summary of Indirect 
Inspection Activities 

% of Total Time from 
Above 

Inspection Hours 41.2 Office Hours 16.3 
DSA Inspection Hours 10.3 Administrative Hours 8.1 
DSA Overtime Hours 3.8 Department Meetings 2.2 
Special Inspection 
Hours 3.0 

Required Professional 
Cert/Training 1.0 

Construction 
Investigation Hours 1.8 Research Hours 1.3 
Construction Related 
Meetings 1.2 Accrued Time Off 7.0 
Enforcement 
Investigation Hours 0.3 Required City Training 0.3 
Special Events Hours 1.0   
Plan Check Hours 1.0   
Total 63.6  36.2 

 
Based on our experience of best practices in organizations across the United 

States, line staff inspectors should allocate at least 85% of their available work hours to 

conducting building inspections in the field. As shown in the table above, the inspectors 

in the Building and Safety Division are allocating 63% of their available work hours in 

the field.  

A number of efficiency issues exist in the current utilization of Building Inspector 

staff: 

• Inspectors are not able to accomplish an average of 8 inspection stops per day 
per inspector without working overtime and on weekends 

 
• Inspectors are spending approximately 40 percent of their time during the 

workweek on non-inspection related activities. 
 

Office, Administrative, and accrued time off represent the largest portion of 

indirect inspector hours. While accrued time off is a factor not easily or readily 

controllable by the City, reduction of office hours and administrative hours are. In the 
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data sample of hours tracked, the following activities were listed as either office or 

administrative hours: 

• Office Hours: Reviewing and preparing for inspections to be performed, follow-
up action items as a result of the inspections performed throughout any given 
day, counter time for general public and construction customers, reviewing plans 
and records needed to perform requested daily inspections, answering telephone 
calls and messages. 

 
• Administrative Hours: Work program development, operation and procedural 

protocol development, management associated tasks, technology development, 
computer system development and maintenance. 

 
According to the data presented above, inspectors are spending approximately 

2.2 hours per day in the office, rather than in the field. In staff interviews conducted by 

the Matrix Consulting Group, inspectors agreed that a large portion of their time was 

spent on the manual data entry of inspection results, paperwork related to notice of 

violation or stop-work orders, counter interactions in the morning, and on returning 

phone calls before and after field work each day. The project team also noted that a 

significant portion of one inspector’s time is used for technology support related to OBC. 

In the focus groups conducted by the Matrix Consulting Group, developers unanimously 

observed that inspectors are utilized for many activities that are not related to field 

inspection and noted that this is not in the best interest of helping them meet the 

pressing construction deadlines. 

Inspection staff needs to allocate a greater proportion of their time in the field, 

and reduce the amount of overtime hours and expense incurred by the types of 

activities noted as “office” or “administrative” above to a maximum of one hour per day. 

The inspector hours spent on OBC related issues should be mitigated by the addition of 

Building and Safety Division specific IT support, as discussed earlier in this report.  
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Recommendation: Building Inspection staff should allocate a greater proportion 
of their available work hours to conducting building inspections in the field. 
 
(3) The City Should Acquire Wireless Technology and Automated Input 

Devices for Building Inspectors. 
 

Building inspectors currently utilize a paper-based system to record inspection 

results and issue correction notices. A more efficient and consistent method is needed 

for handling inspections. The inspection process should be paperless, and permit 

history should be available to inspectors, if needed. The Building Inspection Division 

should acquire wireless technology for the use of building inspectors to capture all 

necessary information regarding permits on a mobile computer. In the morning, building 

inspectors would download inspection information for scheduled inspections, and during 

the day building inspectors would enter results and corrections using simple 

standardized drop- down menus.  Correction history would be stored in the automated 

permitting software database and would be available for future reference. Building 

inspectors would print professional and legible Correction Notices on-site, using a 

portable printer.   

This system would enable building inspectors to enter real-time results of 

inspections into the City’s database of information, and within seconds of the inspector 

completing computer entries, permit holders could review inspection status on the City’s 

website or be able to access the City’s automated software records for immediate 

results. The estimated cost of acquiring handheld devices and software needed for 

building inspectors to record inspection results and print correction notices would 

approximate $44,000, with a $12,000 annual wireless service charge. The City should 

not delay the approval and acquisition of this resource, and implement any additional 
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programming or updating of the OBC system to accommodate wireless input devices for 

building inspectors. 

Recommendation: The City should acquire wireless technology and automated 
input devices for Building Inspectors. 
 
(4) The Amount of Time Spent on Office and Administrative Duties Versus 

Field Inspections Should be Closely Monitored by the Building Inspection 
Manager 

 
The Building Inspection Manager will need to take an active role in increasing the 

amount of time spent in the field by building inspectors, including: 

• Training the new clerical staff person to assist in some of the minor clerical 
functions listed above. 

 
• Adopting a benchmark of at least 12 inspection stops per inspector, per day, and 

utilizing OBC to print weekly and monthly reports in meeting this target. 
 
• Tracking and monitoring a reduction in overtime hours and costs associated with 

implementation of the automated input devices and increased clerical support. 
 

Once automated input devices and wireless capabilities are installed for 

inspectors, the Manager should closely track and monitor time spent by Building 

Inspectors in the office to uncover and correct hidden demands on the inspectors’ time. 

The Manager should be focused on reducing the average amount of time spent in the 

office from the current level of 2.2 hours per day to a level closer to 1 hour per day. 

Recommendation: The Building Inspection Manager should closely monitor the 
amount of time spent on office and administrative duties versus field inspections 
by the Building Inspection Staff. 
 
(5) Building Inspectors Should be Utilized to Assist in Conducting Simple Plan 

Reviews 
 

With the reduction of office and administrative hours achieved via implementation 

of automated input technology and addition of clerical staff, inspectors still have excess 

capacity for workload. As improvements to operations become realized through the 
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above recommendations, Building Inspectors should also be utilized for plan checking 

of mechanical, plumbing and electrical plans that are now outsourced to a consultant. 

When workload permits beyond this additional duty, inspectors should be utilized for 

plan checking of permits identified as over-the-counter eligible. 

Recommendation: The City should immediately acquire and utilize wireless 
technology and automated input devices for building inspection.  
 
Recommendation: The amount of time spent on office and administrative duties 
should continue to be monitored by the Building Inspection Manager, focused on 
reducing this time to one hour per day, as well as on reducing overtime hours 
and costs. 
 
Recommendation: Building Inspectors should be utilized for plan checking 
mechanical, plumbing and electrical plans. As workload permits beyond this 
duty, inspectors should also be utilized to assist with over-the-counter plan 
review. 
 
(6) Increase the Number of Inspections That Can Be Scheduled in a Single 

Work Day in the IVR. 
 

The current practice of the Division is to set a limit on the number of inspection 

requests accepted by the OBC and IVR platforms available to applicants for scheduling 

inspections. Daily inspections available for scheduling are set based on the number of 

available Building Inspectors (accounting for vacation, sick, etc on any given day), 

multiplied by a limit of approximately 12 inspections per available inspector.  

As noted previously, the benchmark for best practices in inspection productivity is 

based on the overall number of stops, not individual inspections, per day, at 12 to 16 

per inspector. This is because one stop could include multiple inspections. Setting a 

limit for the number of inspections scheduled per inspector to a maximum of 12 is less 

than the norm of 12 to 16 stops per inspector per day experienced in other cities. 
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In addition, the limit of 12 inspections per inspector per day is implemented 

through the OBC and IVR platforms. This is a severe limitation in that these systems 

interpret each inspection request as a separate “stop”, thus limiting the actual number of 

inspections to the available Inspectors. For example, if there are multiple inspections 

requested at a specific address, OBC and IVR systems interpret them as separate 

“stops”, and closes out the workload once a limit is reached for the day. 

The Building inspection Division should increase the number of daily inspection 

request limits in IVR.  

Recommendation: Increase the performance expectation of inspectors by 
changing the daily OBC and IVR inspection request limit as based on stops per 
available inspector rather than inspections per available inspector.  
 
(7) The Building Inspection Manager Should Allocate a Significant Portion of 

His Time to Quality Control of Building Inspection Practices. 
 

In the four-week time tracking exercise of current workload mentioned above, the 

Building Inspection Manager’s time was also included, but is analyzed separately here. 

According to the data sample, out of 160 hours scheduled to work, the Manager actually 

worked 170, with 10 hours total of overtime. Out of total time worked, the following is a 

breakdown of the various tasks performed by the Manager: 

Activity Hours Time (Percentage) 
Office Hours 0 0.00% 
Inspection Hours 6 3.53% 
Accrued Time Off 0 0.00% 
Research Hours 1 0.59% 
Administrative Hours 141.75 83.38% 
Construction Investigation Hours 7 4.12% 
Enforcement Investigation Hours 1.5 0.88% 
Required City Training 0 0.00% 
Required Professional / Cert 
Training 2 1.18% 
Department Meetings 10.75 6.32% 
Construction Related Meetings 0 0.00% 
Total 170 100.00% 
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As shown in the table above, the Building Inspection manager spends 

approximately 90 percent of his time on administrative duties and meetings, and 10 

percent of his time on field inspection and investigative activities. Administrative hours 

include activities such as work program development, operation and procedural protocol 

development, management associated tasks, technology development, and computer 

system development and maintenance. 

As part of the work program development function of the Division, the Building 

Inspection Manager should implement a quality control program, as follows: 

 
• Perform ride along inspections for at least two to four hours each month with 

each Inspector to observe their inspection procedures; 
 
• Visit major jobs alone to review the results of inspections by the Senior Building 

Inspectors, and visit with contractors and architects regarding service levels; and, 
 
• Document the activity and findings of such review activities and submit them to 

the Building Official on a monthly basis.  
 

The Building Inspection Manager should develop and implement an effective 

quality control program. 

Recommendation: The Building Inspection Manager should allocate not less than 
40% of his time to development and implementation of a quality control program. 
 
5. A NUMBER OF STEPS SHOULD BE TAKEN TO IMPROVE THE LEVEL OF 

SERVICE FOR THE CODE ENFORCEMENT PROGRAM. 
 

The Code Enforcement Section is responsible for responding to citizen 

complaints and proactively enforcing compliance of property maintenance standards, 

nuisance abatement, building permits, business tax registration, zoning, animal control, 

and rent stabilization. The Section also: 

• Administers the animal service contract with Los Angeles County; and  
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• Responds to citizen complaints and inquiries relating to unlawful rent increases, 
reduction in housing services, and evictions of tenants residing in multi-family 
rental units and administers the contract for the Community Mediation program 
with the Los Angeles County Bar Association.  

 
The Section is authorized five (5) staff: a Code Enforcement manager, Senior Code 

Enforcement Officer, and three (3) Code Enforcement Officers. 

In evaluating the Code Enforcement Section, a number of opportunities for 

improvement were identified. These opportunities include the following: 

• The last citywide code enforcement sweep that was conducted was in December 
2006, and the Section has not been conducting proactive inspections in the City 
to identify violations; 

 
• While the Section does prioritize violations, OBC lacks the capability to input and 

store these priorities in its database; 
 
• The Code Enforcement Officers do not have access to laptops and wireless data 

entry; 
 
• Code Enforcement Officers are being utilized for clerical activities including 

answering the phones, opening cases, writing nuisance abatement letter, etc.; 
 
• Code Enforcement does not charge a fee for home occupation permits or for 

vacant buildings; 
 
• Code Enforcement Officers are not utilized for CEQA mitigation monitoring and 

land entitlement permit condition monitoring; 
 
• The number of calendar days to conduct the first site visit after the complaint is 

received is longer than benchmarks and prevailing practices suggest as 
appropriate. However, the mean and median number of calendar days required 
to close a case meets these benchmarks. 

 
The recommendations of the project team to address these opportunities for 

improvement are presented below. 
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(1) Establish A Formal Case Management System For Code Enforcement And 
Utilize OBC To Manage The Caseload.  

 
Based upon our analysis of code enforcement workload and management 

systems, the project team identified opportunities to enhance the case management 

system, including the amount of calendar days from receipt of compliant is longer than 

benchmarks, and, in some cases, the amount of calendar days to close a case with 

voluntary compliance is lengthy. 

The Code Enforcement Section should develop and install a case management 

system using OBC. The purpose of the case management system should be to make 

visible the amount of calendar days required to analyze and reach a decision for each 

code enforcement case and manage the productivity of staff. The specific objectives of 

the system are presented below. 

• To establish a process whereby specific calendar day targets are set for each 
code enforcement case upon receipt of the case. 

 
• To utilize OBC to ease the tracking of the timeliness of the processing of the 

code enforcement cases and enable the Code Enforcement Manager to hold the 
Senior Code Enforcement Officer and Code Enforcement Officers accountable. 

 
• To generate data sufficient to assist in the assessment of the performance of the 

Senior Code Enforcement Officer and Code Enforcement Officers in comparison 
to those targets. 

 
Major elements of the system include the following: 

• The Code Enforcement Manager would review incoming code enforcement 
cases and analyze case characteristics, focusing in particular on potential 
processing difficulties.  Once difficulties are identified, the Code Enforcement 
Manager would (1) set calendar day targets for completing the initial site visit, (2) 
set a priority for the case, and (3) set calendar day targets for issuance of the 
Compliance Order by the Senior Code Enforcement Officer and Code 
Enforcement Officers (or a finding that the complaint is unfounded). The Code 
Enforcement Manager would review the most recent open case inventory report 
and note the workload of staff members. Cases would then be assigned as 
appropriate considering the workload of the Senior Code Enforcement Officer 
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and Code Enforcement Officers. The Code Enforcement Manager would then 
enter the target dates and the name of the Senior Code Enforcement Officer and 
Code Enforcement Officers on the cases in OBC. 
 

• When projects are first assigned, the Senior Code Enforcement Officer and Code 
Enforcement Officers to whom the case is assigned would review the calendar 
day target established for the case. If the Senior Code Enforcement Officer and 
Code Enforcement Officers feels that the targets are unreasonable, the Senior 
Code Enforcement Officer and Code Enforcement Officers should discuss them 
with the Code Enforcement Manager and negotiate appropriate changes. 

 
• OBC should be utilized to track the extent to which the specific cycle time 

objectives are met, and to ‘red flag’ cases that exceed these guidelines. 

Benchmarks should be established for the length of time -- in calendar days -- 

required to process case from the date of submittal to voluntary compliance or transfer 

to administrative or judicial process. Possible calendar date benchmarks for processing 

code enforcement cases are presented in the table below.  
 

Code Enforcement Complaint Process Median Number of Calendar Days 
From file date to assign date 1 
First on site visit 3 days after assignment 
From case initiation to voluntary compliance 30 
From case initiation to its transfer to administrative 
or judicial process 55 

 
Important points to note concerning the data in the table are presented below. 
 
• The objectives proposed for the Code Enforcement Section – the median number 

of calendar days to the first site visit and to voluntary compliance or transfer to an 
administrative/judicial process - are based upon the International City/County 
Management Association reported in its Fiscal Year 2006 Data Report for cities 
with a population of 100,000 or less. 

 
• The proposed objective for the elapsed calendar days for assignment of a case 

to the Senior Code Enforcement Officer and Code Enforcement Officers is one 
(1) calendar day.  

 
• The proposed objective for the elapsed calendar days for the site visit is three (3) 

calendar days.  
 
• The proposed objective for the elapsed calendar days for a case from case 

initiation to voluntary compliance is 30 calendar days.  
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• The proposed objective for the elapsed calendar days for a case from case 
initiation to its transfer to administrative or judicial process is fifty-five (55) 
calendar days 

 
• The Code Enforcement Manager should be held accountable for maintenance of 

the open case inventory in the case editing and intake information system, and 
the closure of cases in accordance with the objectives noted above.   

 
• The case management system should be utilized to: 

 
– Evaluate employee performance; 
 
– Balance workload among different Planers in the Code Enforcement 

Section; and 
 
– Quantify the anticipated completion date of various cases given all the 

code enforcement work in progress. 
 
This system is designed to manage the workload including reviewing actual 

progress versus scheduled deadlines and facilitate the shifting of work assignment and 

schedules in the face of changing priorities or workload. 

Recommendation: The Code Enforcement Section should develop and install a 
case management system. 
 
Recommendation: The Code Enforcement Section should establish cycle time 
objectives for the elapsed number of calendar days to assign a case, conduct the 
first site visit, issue a compliance order, and close the case for cases closed by 
voluntary compliance and cases transferred to administrative or judicial process. 
 
Recommendation: OBC should be modified to enable the Code Enforcement 
Manager to prioritize new code enforcement cases based on the threats and risks 
posed by the case. 
 
Recommendation: OBC should be utilized to track the extent to which the specific 
cycle time objectives are met, and to ‘red flag’ cases that exceed these 
guidelines. 
 
 (2) The Code Enforcement Section Should Expand The Number Of OBC 

Reports Generated Regarding Its Caseload And Service Levels. 
 

Management information reports capture the detailed information about staff 

productivity and Code Enforcement Section performance to monitor workload, balance 
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assignments and evaluate internal operations. At present, the Code Enforcement 

Manager is not receiving information on Section workload and service levels, and 

individual Senior Code Enforcement Officer and Code Enforcement Officer workload and 

service levels to use in monitoring the performance of the Section. In addition, overall 

information on staff efficiency and productivity is not maintained or used for staff 

evaluation.  

The Information technology Department should work with the Code Enforcement 

Section to develop and generate monthly performance and workload reports regarding 

the Code Enforcement Section. The data generated by the case editing and intake 

information system should be utilized to generate these management reports. These 

reports should include each of the following for any user-defined date or period: 

• Active (open) case count; 
 
• Cases assigned and unassigned; 
 
• Distribution of active cases by priority status level for each Senior Code 

Enforcement Officer and Code Enforcement Officer; 
 
• The age of each case in the active caseload by priority status level for each 

Senior Code Enforcement Officer and Code Enforcement Officer; 
 
• The average age and oldest/newest ages of active caseload by priority status 

level for each Senior Code Enforcement Officer and Code Enforcement Officer; 
 
• Distribution of active caseload by type of violation for each Senior Code 

Enforcement Officer and Code Enforcement Officer 
 
• Closed case count; 
 
• The age of each case at closure by priority status level for each Senior Code 

Enforcement Officer and Code Enforcement Officer; 
 
• The average age and oldest / newest ages of cases at closure by priority status 

level for each Senior Code Enforcement Officer and Code Enforcement Officer; 
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• The distribution of closed cases by type of violation for each Senior Code 
Enforcement Officer and Code Enforcement Officer; 

 
• The average time and minimum / maximum times from complaint to first site visit 

by priority status level for each Senior Code Enforcement Officer and Code 
Enforcement Officer, from complaint to issuance of the notice of violation, from 
complaint to issuance of a citation, etc.  

 
The project team recommends the system track and report the following 

information on a monthly basis: 

• New cases – information by Senior Code Enforcement Officer and Code 
Enforcement Officer including date complaint submitted, date assigned, and last 
milestone; 

 
• Open cases – information by planner including date complaint submitted, date 

assigned, and last milestone; 
 
• Cases under adjudication - information by Senior Code Enforcement Officer and 

Code Enforcement Officer including date complaint submitted, date assigned, 
and last milestone; 

 
• Closed cases - information by planner including date complaint submitted and 

date closed; 
 
• Elapsed processing time for open cases- information by planner including date 

complaint submitted, processing standard, total days in process, and last 
milestone; 

 
• Elapsed processing time for closed cases - information by planner including date 

complaint submitted, processing standard, completion date, and total days; and 
 
• Planner III productivity report - information by planner including elapsed 

processing time by type of case including new cases, open cases, cases under 
adjudication, open cases that exceed processing standards, and percentage of 
cases processed within the processing standards. 

 
Recommendation: The Information Technology Department should work with the 
Code Enforcement Manager to develop and generate monthly management 
reports regarding code enforcement caseload and service levels. 
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(3) The First Site Visit To The Site Of The Complaint Should Occur Within 
Three Work Days After Assignment Of The Case To A Senior Code 
Enforcement Officer or Code Enforcement Officer. 

 
Another key service level for code enforcement is the number of calendar days 

required for the first site visit by a Senior Code Enforcement Officer and Code 

Enforcement Officer from the date filed. To document this service level, the project team 

sampled fifty (50) cases in OBC for the period in June and July 2007. 

To document this service level for the Code Enforcement Section, the project 

team separated the code enforcement cases and prepared an overall summary. The 

table below presents a summary of the data. 

Type of Case Median 25th Percentile 75th Percentile 
Overall 10 6 20 

 
Overall, the median number of calendar days from case initiation to the first site visit by 

a Senior Code Enforcement Officer and Code Enforcement Officer was 10 calendar 

days. The 25th percentile and the 75th percentile of the visit cycle time were 6 and 20 

calendar days respectively. 

In comparison, the International City/County Management Association reported 

in its Fiscal Year 2005 Data Report that the median number of calendar days required 

for first site visit from case initiation for cities with a population less than 100,000 ranged 

from a low of 3 calendar days overall.  

The Section should establish, by a written policy and procedure, a policy that the 

Senior Code Enforcement Officer and Code Enforcement Officer conduct their first site 

visit for a new case within three calendar days of the case being assigned.  

Recommendation: The Code Enforcement Section should develop and adopt a 
policy and procedure for the first site visit of new cases by a Senior Code 
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Enforcement Officer and Code Enforcement Officer within three workdays of 
receipt of the new case.  
 
Recommendation: The Code Enforcement Manager should be held accountable 
for assuring the first site visit of new case by a Senior Code Enforcement Officer 
and Code Enforcement Officer within three workdays of assignment of a new case. 
 
(4) The Authorized Number Of Staff Is Adequate To Handle The Existing 

Annual Code Enforcement Caseload, But ASecretarial Position Should Be 
Authorized To Provide Clerical Support.  

 
Over the course of the three fiscal years from 2005 to calendar year 2007, the 

Code Enforcement Section opened 3,802 cases. The table below presents the number 

of cases that were received by the Section by calendar year.  

Fiscal Year Number of Cases 
2005 1,062 
2006 1,001 
2007 1,739 

 
The level of staffing for the Code Enforcement Section, in relation to the number 

code enforcement cases opened each year, is not unreasonable. The benchmark 

utilized by the project team is 400 new cases annually per code enforcement officer. The 

Code Enforcement Section was within this benchmark in two of the three fiscal years, as 

indicated in the table below. 

Calendar Year 2005 2006 2007 
Ratio of New Cases 
Per Officer 265 250 434 

 
Important points to note regarding the data in the table above is presented below. 

• The ratio of new cases per Officer is based upon four authorized Senior Code 
Enforcement Officer and Code Enforcement Officer positions. Each of these 
positions must be filed for this caseload to be effectively managed. 

 
• The number of new cases per Officer ranged from a low of 250 in 2006 to a high 

of 434 in 2007. 
 
The workload encountered by the Code Enforcement Unit approximates the benchmark.  
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However, the Code Enforcement Section does not have any clerical support. This runs 

counter to the cities in the comparative survey as indicated in the table below. 

City Total Number of Staff  Staff by Type  
Irvine  5 1 Clerical Staff, 3 Officers, 1 

Supervisors  
Laguna Hills  1 1 Code Enforcement Officer  
Lake Forest  5 1 Code Enforcement Supervisor, 

2 Code Enforcement Officers, 1 
Community Preservation 
Technician  

Newport Beach  5 1 Manager, 4 Code Officer (1 
part time clerical) 

Pasadena  18 4 Clerical Staff, 13 Officers, 1 
Manager  

Santa Monica 15 1 Code Compliance Supervisor, 
1 Senior Administrative Analyst, 
4 Code Compliance Officer I’s, 6 
Code Compliance Officer II’s, 3 
Permit Specialists).  

Beverly Hills 5 Manager, Senior Code 
Enforcement Officer, 3 Code 
Enforcement Officers 

 
As the table indicates, many if the cities provide clerical support for their code 

enforcement section including Irvine, Lake Forest (classified as a Community 

Preservation Specialist), Newport Beach, Pasadena, and Santa Monica (classified as 

Permit Specialists). The ratio of clerical support to code enforcement staff (officers and 

supervisors) approximates one clerical position for each three and one-half code 

enforcement staff. However, it is not merely the comparison to other cities that suggests 

the need for clerical support. Existing practice is to keep a Code Enforcement Officer in 

the office all day each day of the week serving the public at the counter and responding 

to phone calls. This is an ineffective use of a Code Enforcement Officer, and detracts 

from the ability of the Section to provide a timely response to service requests. The City 

should authorize a secretarial position to provide clerical support for the Code 

Enforcement Section. This position, however, should be supervised by the Executive 
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Assistant II position in the Building and Safety Division. The fiscal impact of the addition 

of this position is presented in the table below. 

 
Recommendation 

Annual Cost 
Increase 

 
The City should authorize a secretarial position to provide clerical support for the 
Code Enforcement Section. 

 
$65,200 

 
 

 
Recommendation: Do not increase the number of Code Enforcement Officer and 
Senior Code Enforcement Officer positions in the Building and Safety Division. 
The number of Officers is sufficient given existing code enforcement workload 
and services delivered. 
 
Recommendation: The City should authorize a secretarial position to provide 
clerical support for the Code Enforcement Section. This position, however, should 
be supervised by the Executive Assistant II position in the Building and Safety 
Division. 
 
(5) The Code Enforcement Section Should Take A Number Of Steps To 

Connect The Code Enforcement Section To Neighborhood Associations. 
 

The Code Enforcement Unit can play a critical role of connecting the Community 

Development Department to the neighborhood associations in Beverly Hills. Working 

with these neighborhood associations to shape code enforcement to respond to the 

needs of the residents and businesses of each neighborhood would provide these 

communities with a sense of ownership of this program. This would require the Code 

Enforcement Section to solicit the input of each neighborhood association, often. That 

means taking time to find out how the neighborhood residents and businesses really 

feel about what is working in their neighborhoods and what is not in regards to code 

enforcement by the Community Development Department.  

Engaging and getting neighborhood association input should take on a variety of 

forms: focus groups, individual interviews, and open forums. These forums should bring 

together all sectors of a neighborhood association to identify problems, evaluate 
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changing conditions and build collective approaches to address code enforcement 

challenges. These neighborhood associations should participate in the development of 

a common agenda for code enforcement. Key points critical to successful neighborhood 

association code enforcement initiatives are that:  

• Neighborhood associations can be powerful allies for engagement and 
information dissemination regarding code enforcement;  

 
• Cooperation with these associations in code enforcement can pay big dividends; 
 
• Data and the mapping of code enforcement cases can paint a picture of 

neighborhood challenges and opportunities unimagined in these neighborhood 
associations; and  

 
• The interaction by the Code Enforcement Section encourages positive citizen 

participation and keeps fresh ongoing neighborhood revitalization efforts. 
 

Among the most important early tasks in developing the initiative is clarity about 

the priorities of code enforcement work and neighborhoods that needs attention and the 

role the Code Enforcement Section will play. The reality is that there is not enough 

funding and staff resources to eradicate every ill. There are certain neighborhood 

conditions that demand greater attention and resources. Therefore, selecting and 

targeting certain neighborhoods, and taking a public position about what neighborhoods 

need particular attention, should be a priority. The selection process requires both 

internal and external discussions based on the goal of the initiative and available 

resources.  

A critical component of creating a relevant, widely supported Code Enforcement 

Section is an active, effective two-way communication plan that hosts dialogue between 

the Unit and these neighborhood associations. It is important that these associations be 

kept informed through use of annual reports, newsletters, brochures, progress reports, 
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and participation in neighborhood association special events such as street fairs. In 

addition, use of the Internet should be a major tool used to improve information sharing 

and communication with these neighborhood associations. The City of Glendale, 

California, for example has developed a robust site for their code compliance program 

that includes the ability to submit an online request, the specific types of cases that are 

frequent causes of code enforcement cases (such as abandoned and inoperable 

vehicles, illegal garage conversions, exterior maintenance of property, etc.), the names, 

pictures, phone number, and e-mail addresses of the code compliance inspectors, etc. 

Recommendation: The Code Enforcement Manager should at least once per year 
with each neighborhood association to discuss code enforcement efforts. 
 
(6) The Code Enforcement Section Should Adopt Performance Measures And 

Standards That Reflect The Community Development Department’s 
Expectations For The Section. 

 
How an organization marshals its resources depends on what expectations it has 

for desired outcomes. The Code Enforcement Section faces a number of challenges in 

terms of case closure rates and the amount of calendar days required from complaint to 

closure. The Code Enforcement Manager should refine measures that represent 

concrete performance standards to be measured, monitored, and reported back to the 

Chief Building Official. 

At a minimum, specific measures should be developed regarding code 

enforcement cases opened and closed, target response times from complaint to first 

site visit, complaint to issuance of a Compliance Order, and complaint to voluntary 

compliance or referral of the complaint to the judicial process. The monthly report 

should depict that month, year-to-date, a comparison to the same month last year, and 

last year-to-date. Other measures that should be included are the number of cases 
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referred to the City Attorney’s Office, a breakdown on the cases received and closed 

that month by type (signs, junk and debris removal, etc.), how cases were closed that 

month (e.g., voluntary compliance, no violation found, etc.), workload data such as the 

number of notices of alleged violation issued, number of notices of violation issued, 

numbers of citations issued, the number of site visits in the filed, etc., the number of 

community presentations and public appearances. 

Once measures are in place and data can be accumulated, the issue of levels of 

service can be re-evaluated taking into account not only total caseload numbers, but 

also the performance expectations and service levels as well. 

Recommendation: The Code Enforcement Manager should develop performance 
measures for the Code Enforcement Unit, and report on actual performance on a 
monthly basis to the Chief Building Official and Community Development 
Director. 
 
(7) A Web Site For The Code Enforcement Section Should Be Developed. 
 

The Code Enforcement Section does not have a web page on the Community 

Development Department’s web site. The Department should develop this web page. 

This web page should contain a number of features including the following: 

• An “about us” description that includes the goals of the Unit, what regulations the 
Section enforces, the types of complaints routinely handled by the Unit provided 
by the Unit (trash, junk, illegal fences, illegal signs, etc.), and the priorities of 
enforcement (e.g., the highest priority are health and safety hazards); 

 
• A web connection to the codes that are enforced by the Section; 
 
• An on-line code enforcement service request form that would enable businesses 

and residents to submit complaints on-line; 
 
• Frequently asked questions and answers to these questions; 
 
• Code enforcement brochures in PDF format; 
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• How to contact the Code Enforcement Section including phone numbers and e-
mail addresses for each of the staff; 

 
• A portrayal of the geographical areas served by each Senior Code Enforcement 

Officer and Code Enforcement Officer, with their picture, phone number, and e-
mail address; and 

 
• The process or actions that will be taken to abate violations. 
 
The Code Enforcement Section should develop a web site for the services it delivers.. 

Recommendation: The Community Development Department should develop a 
web page for the Code Enforcement Section. 
 
(8) The Code Enforcement Section Should Be Assigned Responsibility For 

CEQA Mitigation Monitoring and For Condition Monitoring For Conditions 
Attached to Conditional Use Permits, Variances, and Design Review. 

 
The Community Development Department is not, at present, actively monitoring 

mitigation requirements identified in Environmental Impact Reports and Mitigated 

Negative Declaration for construction or development projects for compliance. State 

legislation (AB 3180; California Public Resources Code Section 21081) requires that 

public agencies "adopt a reporting and monitoring program for the changes to the 

project which it has adopted or made a condition of project approval in order to mitigate 

or avoid significant effects on the environment." 

This legal requirement applies to both public and private construction projects 

and took effect on January 1, 1989. Implementation of the program involves a 

monitoring and notification system, a system for cost recovery, the submittal of reports 

by applicant and/or consultants, review of reports by City staff, and site inspections. All 

development projects requiring discretionary review, not determined to be exempt from 

environmental review under the Environmental Guidelines, and requiring an 

Environmental Impact Report or Mitigated Negative Declaration as part of project 
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approval, require mitigation monitoring. 

Fees for monitoring are based on an estimate of time for the monitoring, 

and on an hourly rate established in the City's general fee schedule. Applicants 

should be subject to additional billing if the actual time exceeds the initial 

estimates. 

Data regarding the number of Environmental Impact Reports or Mitigated 

Negative Declarations for the City is not available. However, it appears as if the City was 

the lead agency for approximately five environmental impact reports and nineteen 

mitigated declarations in 2006.   

The City could expect approximately $15,000 to $20,000 annually in terms of 

reimbursement for the cost of monitoring mitigation measures associated with 

Environmental Impact Reports or Mitigated Negative Declarations. This workload, 

however, is not sufficient to warrant additional staff. 

The Community Development Department is not actively monitoring conditions of 

approval for land entitlement permits. This can result in construction deviating from 

approved plans. The Code Enforcement Section should be responsible for a condition 

monitoring program to ensure compliance with conditions of approval attached to 

Conditional Use Permits, Variances, and Design / Architectural Review requiring 

Commission-approval. In 2006, there were six (6) conditional use permits, eight-

two (82) Architectural Commission-level permits, and thirty-one (31) Design 

Review Commission-level permits.  

The City should adopt a condition monitoring fee per project. The City could 

expect approximately $45,000 to $50,000 annually in terms of reimbursement for the 



CITY OF BEVERLY HILLS, CA 
Management Audit of the Community Development Department 

Matrix Consulting Group  Page 250 

cost of monitoring conditions of approval associated with these types of land entitlement 

permits. This workload, however, is not sufficient to warrant additional staff. 

Recommendation: The Community Development Department should develop and 
install a mitigation monitoring program for Environmental Impact Reports or 
Mitigated Negative Declarations. The Code Enforcement Section should be 
responsible for the implementation and administration of this program. The 
Department should recover its costs for the administration of this program. 
 
Recommendation: The Community Development Department should develop and 
install a program for monitoring the implementation of conditions of approval of 
attached to Conditional Use Permits, Variances, and Design / Architectural Review 
requiring Commission-approval. The Code Enforcement Section should be 
responsible for the implementation and administration of this program. The 
Department should recover its costs for the administration of this program. 
 
(9) The Code Enforcement Section Should Adopt Measures To Enhance the 

Proactive Approach of the Program. 
 

The Code Enforcement Section does not routinely utilize a proactive approach to 

enforcement of codes with the exception of the Code Enforcement Officer assigned to 

work a Saturday shift and the citywide sweeps conducted once or twice annually. 

The Section needs to adopt and install practices to encourage the routine 

application of proactive enforcement. These measures are presented below. 

• Adopt a policy of inspecting the area immediately adjacent to complaint 
inspections such as a full-face block for proactive inspection. This will optimize 
inspection and drive time since the Officer is already in the area on a complaint 
case. In addition, this will help minimize or reverse the ‘broken window’ effect in 
the area of the complaint. If a full-face block is used, follow up inspections could 
be done at six months or one-year intervals to provide a tracking and 
assessment tool of the impact of proactive inspections. 

 
• Adopt a policy of initiating cases for violations observed along thoroughfares and 

collectors while driving to complaint locations. This will again optimize inspection 
and drive time since the trip is already scheduled as a result of a complaint case. 

 
• In February or March of each year, distribute a letter and property maintenance 

checklist to residents and businesses. The letter would educate the public on the 
minimum property maintenance standards and requirements and note that 
selected areas of the city would be inspected for compliance within three months. 
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The checklist would provide a self-inspection tool and information on who to 
contact with questions or for assistance with a problem. The checklist could also 
be inserted into a city newsletter mailed to residents and businesses with an 
article regarding its purpose and use. 

 
• Using prior years’ enforcement data, the Section should schedule neighborhood 

areas that are problematic in terms of compliance with property maintenance for 
a systematic inspection for proactive enforcement. This would allow the targeting 
of problem areas and apply this tool where needed the most. Possible 
candidates could include multi-family complexes, single-family neighborhoods 
and duplex areas.  

 
Recommendation: The Code Enforcement Section should integrate proactive 
enforcement into its program as a routine measure. 
 
(10) The Code Enforcement Section Should Charge Fees For the Issuance and 

Inspection of Home Occupation Permits. 
 

With the increase in personal computers and fax machines, more people are 

choosing to work from home. In Beverly Hills, a home occupation permit is required 

when a business is being operated in a residence in a residential district. The home 

occupation permit is designed to ensure that the business will not have an adverse 

impact on the residential location. Zoning guidelines have been established to avoid 

excessive pedestrian and automobile traffic, noise, and indoor and outdoor storage. In 

addition, signs and advertising that draw attention to the property are prohibited. 

Before a permit is approved, a field inspection should be conducted by a Code 

Enforcement Officer to determine whether the proposed type of business satisfies the 

Zoning requirements for the residential location. In addition, the business owner should 

demonstrate an understanding of the permit requirements and a willingness to abide by 

them.  

Recommendation: The Code Enforcement Section should charge a fee for the 
issuance of a Home Occupation Permit to recover the costs for administration of 
the program. 
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6. THE CITY SHOULD INITIATE A MULTI-FAMILY HOUSING INSPECTION 
PROGRAM TO PRESERVE THIS HOUSING. 

 
The table below presents the number of housing units in Beverly Hills by type.  

 1990 1995 2000 
Population  31,971   33,162   33,784  
Households  31,896   33,087   33,745  
Single-Detached  5,611   5,621   5,664  
Single-Attached  220   220   236  
Multiple-2 to 4 Units  1,643   1,603   1,802  
Multiple - 5 Plus Units  8,244   8,294   8,125  
Mobile Homes  5   5   28  
Total Housing Units  15,723   15,743   15,855  

 
Important points to note concerning the data in the table are presented below. 
 
• Over 62% of the City’s housing units are multiple-family, multiple 2 to 4 units and 

multiple 5 plus units; 
 
• In fact, 51% of the housing units are multiple 5 plus units; 
 
• Only 35.7% of the housing units are traditional single-family detached units. 
 
Overall, the City has 8,700 rental units located at 1,250 multi-family properties. Each 

property has, on average, 7 units. 

A number of cities in Los Angeles County have, in similar circumstances, initiated 

multi-family inspection programs. This includes Glendale and Pasadena, for example. 

These programs are intended to halt and reverse decay in aging apartments. The right 

of cities to charge rental property owners for inspections was upheld by the California 

Supreme Court on January 9,2001. In the case of Apartment Association of Los 

Angeles County, Inc., et al. vs. City of Los Angeles, the Court found that a city 

ordinance imposing an inspection fee on private landlords does not violate article XIII D 

of the California Constitution, added by initiative measure, Proposition 218, in 1996. The 

decision affects cities throughout the state that either have similar rental inspection fees 

or are considering enacting them. 
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The City of Glendale undertook this program after successfully completing a pilot 

project - the Mariposa Neighborhood Improvement Project. Based upon the success of 

that project, the City undertook a citywide systematic inspection program. All residential 

rental properties with two or more units will be inspected. Some of the most common 

violations identified by the inspection of these units included lack of landscaping, flaking 

or chipping paint, junk and debris, illegal structures such as fences and garage 

conversions, driveway condition, graffiti, standing water or plumbing fixtures in poor 

repair, general dilapidation or deterioration, inoperable vehicle, and missing, defective 

or improperly installed heating units. Over 92% of property owners in the Mariposa 

neighborhood participated in this project and were involved in all aspects of the program 

from tenant notification to unit inspections. As a result of this successful project, the 

housing standards improved, ultimately contributing to the overall improvement of the 

quality of life in that area. 

Due to the success of the Mariposa project in the City of Glendale, Inspections 

are scheduled in advance to allow property owners time to notify tenants. One month 

prior to the scheduled inspection date, owners receive a notification letter with the date 

and time as well as an inspection checklist that the Neighborhood Services Inspector 

(Code Enforcement) will use to conduct the inspection. This allows owners the 

opportunity to address any outstanding issues before the inspection. Two weeks prior to 

the inspection, a notice is posted in the common area of the building to remind tenants 

of the inspection. The City provides financial assistance through property rehabilitation 

loans and grants. A total of 64 % of all rental housing units in the City are now covered 

by the quadrennial inspection program. Subject to staffing availability, phased-in 



CITY OF BEVERLY HILLS, CA 
Management Audit of the Community Development Department 

Matrix Consulting Group  Page 254 

suspense. The City of Glendale was awarded a Helen Putnam award for excellence for 

this program by the League of California Cities. 

Like Glendale, Code Enforcement within the Building and Safety Division in 

Pasadena administers the multi-family unit inspection program. The program, known as 

the Quadrennial Inspection Program, was established in 1987 to ensure the quality and 

maintenance of the City’s multi-family housing stock.  

All rental properties containing three or more units are subject to the Quadrennial 

Inspection Program, and are inspected once every four years. After inspection, property 

owners are notified of any existing code violations and given a reasonable time for their 

correction. Upon correction of all violations, a Certificate of Occupancy is issued for the 

rental properties. This program has been effective in identifying multi-family properties 

that suffer from neglected maintenance, and has contributed significantly to the 

improvement of the City’s rental housing stock. Pasadena charges $54 per apartment 

for those units with 3 or more units. 

Other cities in California use a similar approach as Pasadena and Glendale – 

inspecting multi-family housing in multi-year cycle. 

• Santa Monica has adopted a fire and life safety inspection program for all 
apartment buildings. The City charges $60 per building. This program inspects all 
non-high rise hotels, motels, apartment and condominium buildings. 

 
• Stockton inspects rental properties containing three or more units in a four year 

cycle. Stockton includes a self-certification program. Well-maintained residential 
rental units with no existing violations of state housing law or codes may qualify 
to participate in a self-certification program. The City charges a fee to recover the 
costs of the program. For example, the fee for an apartment with four or more 
units is $166 per year plus $77.60 per unit. 

 
• Concord also inspects multi-family units. This City also uses a self-certification 

program. The owners "certify" that all dwelling units in their multi-family housing 
complexes meet or exceed the standards set forth by the City. The program 
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established minimum property maintenance standards for multi-family sites of 
four (4) or more dwelling units. This program is also fee supported. Concord 
charges $40 per unit. 

 
The programs to inspect multi-family apartment buildings, while not common in 

California, have proven effective at remedying substandard housing. Glendale provides 

an example of the success of this program, and the results of the inspections indicate 

the need as well. For example, in January 2007, 48 buildings were inspected, 10 

passed, and 29 buildings were issued deficiency notices. 

The City of Beverly Hills should initiate a multi-family inspection program for 

residential units with three or more units. The program should be intended to address 

blighted and deteriorated housing stock, and not well-maintained residential rental units. 

The recommended content of that program is presented below. 

• Residential units with three or more units should be included in the program. 
 
• These residential units with three or more units should be inspected proactively, 

not merely in response to complaints. 
 
• The Section should inspect for exterior and interior conditions. Interior conditions 

should be inspected through a sample of not less than 10% of the apartments. If 
violations are found in the sample, the extent of apartments that are inspected 
would likely need to be increased. 

 
• The Code Enforcement Section should be responsible for administration of the 

program. 
 
• The Building and Safety Division should develop, in consultation with the City’s 

apartment owners, maintenance standards for exterior and interior conditions. 
These standards should be published to the City’s web site. 

 
• Well-maintained residential rental units with no existing violations of state 

housing law or codes should be eligible to participate in the self-certification 
program.  Eligibility should require that the property owner of management of the 
property conduct inspections of all rental units and certify that conditions achieve 
the interior and exterior standards adopted by the City. The Code Enforcement 
Section should inspect approximately 10% of the residential rental units that self-
certify to verify compliance. 
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• Those properties that meet these standards based upon their self-certification 

and compliance checks by the Code Enforcement Section, should be removed 
from the inspection program for a period of four years. These should include 
exemption from annual fees with the exception of the application fee for self-
certification. 

 
• The program should focus on inspecting multi-family housing stock on a four-

year cycle. 
 
• The Code Enforcement Section should provide a minimum of twenty-one (21) 

calendar days notice of inspection to the apartment owner or property manager. 
The Section should work with the Fire Department to coordinate the inspections 
of the residential units with three or more units with the Fire Department’s 
inspection of common areas to mitigate the impact on the apartment owner or 
property manager. 

 
• Subsidized residential rental units should be exempt from this program when 

annually inspected by another government agency or entity. 
 
• Whenever a violation is found, a Notice of Violation should be issued and an 

Order to Repair. The notice should be in writing and describe in reasonable detail 
the violation. The notice should provide a reasonable amount of time to correct 
the violation. 

 
• The City should charge an annual fee for those residential units with three or 

more units that do not self-certify and prove, by inspection by the Code 
Enforcement Section, to meet the maintenance standards developed by the City. 
Those residential units with three or more units that have self-certified should be 
exempt from this fee, with the exception of a self-certification application 
processing fee. The application would be required once every four years. 

 
• An existing Building Inspector position should be reallocated from the Building 

Inspection Section to this program. This position should report to the Code 
Enforcement Manager. 

 
• The fee the City should charge should approximate  $12 per unit per year for 

those apartments that do not self-certify. 
 

If the City of Glendale can be utilized as an example, 15% of the residential units 

with three or more units will pass inspection, and 85% will not pass inspection. 

However, of those 85% that do not pass inspection, 77% of the 85% will pass inspection 

when re-inspected in 30 calendar days. 
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The objective of the program should be work itself out of a job. The experience of 

the project team with the inspection program in Mountain View was that can occur, but it 

requires sustained attention by the City and the cooperation of the property manages 

and apartment owners. 

Recommendation: The City of Beverly Hills should initiate a multi-family 
inspection program for residential units with three or more units. The program 
should be intended to address blighted and deteriorated housing stock, and not 
well-maintained residential rental units. 
 
7. FIRE PLAN CHECK AND INSPECTION SERVICES AND STAFF SHOULD BE 

REALLOCATED TO THE BUILDING AND SAFETY DIVISION. 
 

Both the building code and the fire code contain fire protection provisions. 

Generally speaking, the building code sets construction requirements that are enforced 

while a building is under construction, and the fire code sets use and maintenance 

requirements that are enforced once the building is constructed and throughout the life 

of the building. Both codes are based on national model codes that are designed to be 

companion documents. As a result, the building and fire codes frequently reference one 

another as the table below indicates4.  

Building Code Provisions 
Building and Fire Code 

Provisions Fire Code Provisions 
Accessibility 
Building Materials 
Electrical Systems 
Elevators 
Energy 
Mechanical Systems 
Plumbing Systems 

Maintaining Existing Structures 
Fire Protection Systems and 
Equipment 
Fire-Resistant Materials and 
Construction 
Interior Finishes 
Life Safety 
Means of Egress 
Special Occupancy Uses 

Emergency Procedures 
Fire Department Access and 
Water Supply 
General Safety Precautions 
Special Processes 
Special Equipment 

 
Both building and fire codes set requirements for maintaining existing structures, fire 

protection systems and equipment, fire-resistant materials and construction, interior 

                                            
4 This figure only contains the major code provisions of the building and fire codes 
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finishes, life safety, exits, and special occupancies. Specifically, both codes define the 

types of occupancies in the same manner, and both require the same number of 

building exits and emergency escapes, depending on the type of occupancy. For 

instance, both codes require that the doors needed in hazardous areas or in areas with 

a minimum occupancy of 50 people be pivoted or side-hinged, and that they swing 

toward the exit path with an opening force not to exceed 30 pounds. Both codes also 

set various requirements that establish when and where automatic sprinkler systems 

and smoke detectors must be installed in buildings.  

At the same time, the building code sets forth requirements in many subjects that 

are outside the scope of the fire code, such as accessibility, energy, and plumbing. 

Likewise, because the fire code deals with how buildings are used and maintained after 

construction is completed, some of its provisions are outside the scope of the building 

code. For example, the fire code specifies fire department access to buildings and water 

supply and sets requirements for building evacuation plans. 

The similarity and overlap of these codes suggest that fragmentation of having 

two managers – the Chief Building Official and the Fire Marshal – should be eliminated 

to enhance accountability for the consistent interpretation and enforcement of these 

codes. 

There are a limited number of cities that have resolved this duplication between 

the fire code and the building code by placing the staff responsible for administration of 

the fire code during the development review process in the Building and Safety Division. 

Two examples are provided below. 

• Mountain View. The Building Inspection Division of the Community 
Development Budget includes two Fire protection Engineer positions. While 
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these two positions are budgeted in the Fire Department, the two positions report 
to the Deputy Community Development Director / Building and Safety for code 
administration and interpretation. The Division is responsible for new construction 
fore prevention functions, and review of all construction plans to process 
applications to ensure compliance with the building and fire codes. The Building 
Inspection Division also inspects buildings to ensure that they comply with these 
codes. 

 
• Giiroy. The Building, Life and Environmental Safety Division includes a Building 

Section, responsible for plan check and inspection, a Fire Prevention Bureau, 
responsible for implementing City and State Fire odes, safety Standards, and 
inspection of new buildings and plan checking new construction plans, the 
Chemical Control program responsible for implementing the City’s HazMat 
Storage Ordinance, the Wastewater Pre-Treatment Program, and Housing and 
Community Development, responsible for implementing the local Housing Trust 
fund, Community Development Block Grants, etc. The fire prevention staff 
included in this division includes, but is not limited to, the Fire Marshal and 
Deputy Fire Marshal. 

 
However, the basis for reassigning the responsibility and staff for fire code plan 

check and inspection services is not merely that the codes overlap, it is not merely that 

some other cities have already reassigned the responsibility and staff to their Building 

and Safety Divisions, it is also about creating lasting favorable impressions for 

customers of the City’s development review process. Beverly Hills aspires to be the 

“best of the best.” That implies that the City must continuously deliver fanatically 

relentless customer service comparable to a Nordstrom’s. That requires that the City, in 

the development review process, understand and consistently deliver on three 

overarching principles: (1) create memorable experiences for customers rather than 

business transactions; (2) “walk the talk” and demonstrate that the City is serious about 

the delivery of fanatically relentless customer service; and (3) consistency deliver the 

best customer service every day, every time with every customer. 

For the City to consistently deliver fanatically relentless customer service, the 

responsibility for fire plan check and inspection and the associated staff should be 
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reassigned to the Building and Safety Division. This would assure that the City is 

serious about the delivery of fanatically relentless customer service by eliminating the 

potential for differences in the interpretation of the fire code and the building code that 

place the customer in the middle of these conflicts. It would also assure the consistent 

delivery of fanatically relentless customer service since the Chief Building Official can 

cross-train his / her own plan check and inspection employees to provide the services 

required by both codes. The Building and Safety Division has hired architects to plan 

check building permit plans for compliance with building codes. It is the norm for a 

journey-level architect to have the education and training for both building codes and 

fire codes. By cross training the staff of the Building and Safety Division, the Division 

would be able to provide “one stop shop” service for the customer for both codes. 

Recommendation: Fire plan check services and staff should be reallocated from 
the Fire Department to the Building and Safety Division. 
 
Recommendation: The Fire Department and the Building and Safety Division 
should develop a memorandum of understanding regarding the administration of 
the fire codes for plan check and inspection services by the Building and Safety 
Division. 
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9. ANALYSIS OF THE PLANNING DIVISION 

 
This chapter presents an analysis of the Planning Division. The chapter includes 

an analysis of the following aspects of the Division: 

• The Architectural Commission, Design Review Commission and Planning 
Commission; 

 
• The level of staffing for the Planning Division; 
 
• Opportunities to improve the management of the land entitlement process; 
 
• Opportunities to streamline the land entitlement process; and 
 
• Opportunities to streamline and improve the management of the environmental 

review process. 
 

The City Planner is the manager of the Division, and supervises two Principal 

Planners: one for Current Planning and the other for Advanced Planning. The Current 

Planning Section is authorized (8) eight full-time staff, the Advanced Planning Section is 

authorized (4) four full-time staff. The following table presents a brief synopsis of the 

major duties of each Section: 

Section Major Duties 
 
Current Planning 

 
Responsible for the processing of land entitlement 
permit applications including assuring the 
applications meet the requirements of the general 
plan and the zoning ordinance, writing the staff 
report, and presenting the report to the Planning, 
Architectural, and Design Review commissions. Act 
as “case planners” responsible for processing all 
aspects of each application. 

 
Advanced Planning 

 
Responsible for updating the City's General Plan 
and zoning ordinance, performing planning studies 
and implementing ordinances that fulfill long-range 
goals such as providing housing affordable to a 
wide range of the City's residents. 
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The following sections present the analysis of the Planning Division, including 

strengths and opportunities for improvement. 

1. THE PLANNING DIVISION HAS A NUMBER OF STRENGTHS. 
 

While this chapter focuses primarily on opportunities for improvement, there are 

a number of strengths in the existing administration, plan check, permitting and 

inspection processes of the Building and Safety Division. Examples of these strengths 

are presented in the table below. 

Program Strength 
 
Commissions 

 
Joint work sessions of the City Council and the Planning Commission 
are conducted particularly on key issues and projects. 
A Planning Commission annual report is presented to the City Council 
pursuant to Government Code 65400. 
The Planning Commission provides staff with input on the annual 
budget and establishes priorities. 
New Planning Commission members are provided with an orientation 
and ongoing training. 
The Planning Commission has adopted bylaws. 

 
Current Planning 

 
The Zoning Ordinance is available on line as part of the Municipal 
Code. The Zoning maps are on line. 
The City recently implemented a new cost recovery fee schedule. 
Recently, the staff has begun maintaining a record of interpretations of 
the Zoning Ordinance 
Minor Accommodations (10-3-3600), Track 1 Design Review, small 
signs (less than 20 square feet), have been delegated to the “planning 
director.” 
Written residential design guidelines have been developed for single-
family design review 
Recently, the Planning Commission resolutions have included staff 
recommendations, thus saving time for the staff and applicant. 
CEQA Guidelines have been adopted, are current and include 
thresholds of significance. 
The City uses categorical exemptions and mitigated declarations 
appropriately, with few Environmental Impact Reports. 

 
Advanced Planning 

 
There is a General Plan update under way 

 
These are illustrative examples of the strengths of the Planning Division. 

2. ANALYSIS OF COMMISSIONS 
 

This section presents an analysis of the Architectural Commission, Design 
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Review Commission and Planning Commission and approaches that could be utilized 

by the Community Development Department to enhance the effectiveness of the the 

Commissions. 

(1) Each Of The Commissions Should Continue To Conduct An Annual Retreat 
With Staff And Planning Commission And The Architectural Commission 
Should Hold A Joint Retreat 

 
The focus groups conducted by the Matrix Consulting Group indicated that a 

desire for a stronger relationship between staff and the Commissions and better 

coordination between the Planning Commission and the Architectural Commission.  

The significant comments received from the focus groups were as follows: 

• Both developers and commissioners observe a general disconnect between 
decisions made by Planning Division staff, the Planning Commission, and the 
Architectural and the Design Review Commissions. 

 
• Developers and residents noted a general disconnect between the findings 

presented for approval by staff and the decisions of commissioners, and also 
between the Planning and Architectural and Design Review commissions 
themselves.  

 
• Developers and residents noted that the composition of commission members 

does not include enough representation from the construction industry. Several 
participants noted that commission members could not interpret technical plans 
for decision making purposes. 

 
The staff should conduct a retreat with each Commission annually. In the last 

year, only the Design Review Commission has had such a retreat. The Design Review 

Commission has little interaction with the other two Commissions, thus, should continue 

to hold a separate retreat with staff. 

The purpose of the retreats is to enable the Commissions to get away from the 

ordinary routine and discuss strategic issues such as the annual work program, for 

example. One city’s annual retreat agenda for its Planning Commission consisted of the 
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following: 

• The Commissions’ role in implementing City Council policy; 
 
• Variances and planned unit developments zoning regulations; and 
 
• The code enforcement process, coordination with Planning and case studies. 
 
Other cities utilize these annual retreats to discuss zoning regulations, the grounds 

upon which applications can be denied, transportation issues, etc. 

Managerial and supervisory staff of the Planning Division and the Community 

Development Director should participate in this annual retreat with the Planning 

Commission, Architectural Commission and Design Review Commission. 

An important part of the annual retreat is to define the relationship between the 

Commissions and the staff of the Planning Division. This includes the expectations the 

Commissions have of staff and, similarly, what expectations staff has of the 

Commissions. Without discussing the expectations each has of the other, 

misunderstandings can result. This, in turn, can lead to publicly aired disagreements 

that reflect poorly on the City as a whole.  

Additionally, developers stated in the Focus Groups that they consistently 

experienced what they described as an “adversarial” relationship between the Planning 

Commission and Architectural Commission, as well as between the two commissions 

and the development community. 

To develop better working relationship, the City should conduct joint retreats 

sessions with the Planning Commission and the Architectural Commission at least 

annually. The purpose of these joint work sessions is to discuss matters involving 

planning, land use, and community change management issues. A working dinner is a 
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common approach. To avoid being haphazard and disjointed, an agenda should be 

developed by the Community Development Department and followed. 

The Community Development Department should utilize an outside facilitator to 

keep this annual retreat on track, develop the agenda, coordinate the meeting, and 

conclude the retreat by developing an agreed upon list of actions or next steps. 

Recommendation: The Planning Commission, Architectural Commission and 
Design Review Commission should each continue conduct annual retreats. 
 
Recommendation: At the first annual retreat, the Planning Commission and the 
staff of the Planning Division should define the expectations the Commission has 
of staff and, similarly, what expectations staff has of the Commission. 
 
Recommendation: The City should use an outside facilitator to facilitate the 
annual retreats. 
 
Recommendation: The Planning Commission and Architectural Commission 
should hold a joint retreat. 
 
(2) New Commission Members Should Be Provided With Orientation, And All 

Members Should Be Provided With Ongoing Annual Training And 
Educational Resources. 

 
Upon appointment, new members to the Architectural Commission, Design 

Review Commission and the Planning Commission should be provided with an 

orientation by the Community Development Department. The chairperson of the 

Planning Commission, Architectural Commission and Design Review Commission 

should also participate in this orientation of new members of the commission or the 

board. 

This issue is so important that the states of Kentucky and Tennessee have 

passed legislation in the past few years that mandates orientation for new Planning 

Commissioners and continuing education for these commissioners (as well as staff).  

The orientation that should be provided by the Community Development 
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Department to new commission or board members should include such topics as the 

following: 

• The legal basis for the Commission and the Board; 
 
• The duties, roles and responsibilities of the Commission and the Board including 

the kinds of decisions that the Board and Commission make and the required 
legal basis for making those decisions; 

 
• The structure and staffing of the Community Development Department and the 

duties, roles and responsibilities of staff; 
 
• Recent significant issues, significant applications, and advanced planning 

program initiatives that the Commission and Council have considered; 
 
• The general plan, the zoning ordinance, and design guidelines that have been 

developed by the City, and the overall planning and land use framework; 
 
• The bylaws of the Commission and the Council, meeting management and 

procedures; 
 
• Public participation both in terms of noticing and at Commission and Council 

meetings; 
 
• CEQA and environmental issues; 
 
• Sources of funding for the Planning and Community Department and the most 

recent adopted annual budget for the department – both revenues and 
expenditures; 

 
• The most recent advanced planning work program adopted by the Commission 

and City Council; and 
 
• Publications available from the Community Development. 
 

In addition, the members of the Commissions and the Council should be 

provided with ongoing, annual training. The staff has prepared a series study session 

with the Planning Commission which should be continued ad expanded. Training should 

include attendance at the annual Planner’s Institute sponsored by the League of 

California Cities as well as training developed by staff of the Community Development 



CITY OF BEVERLY HILLS, CA 
Management Audit of the Community Development Department 

Matrix Consulting Group  Page 267 

Department to cover topics that the Commission and Board identify as relevant. 

In addition, each member of the Architectural Commission and the Planning 

Commission should be provided with membership in the American Planning 

Association. The American Planning Association provides information specifically for 

Planning Commissioners including a Commissioner newsletter, a CD-ROM and video 

training package series for planning commissioners, audio training packages, a 

planning commissioner training resource center, a planners book service and a series of 

retreats at the annual American Planning Association annual conference, the monthly 

Planning magazine, and other relevant material. This membership is available at a 

discounted rate for “planning board” members. 

Recommendation: New Planning Commission, Architectural Commission and 
Design Review Commission members should be provided with orientation by the 
Community Development Department. 
 
Recommendation: Planning Commission, Architectural Commission and Design 
Review Commission members should be provided with ongoing training of no 
less than four hours a year. 
 
Recommendation: The members of the Planning Commission and Architectural 
Commission and Design Review Commission should be provided with 
membership in the American Planning Association. 
 
(3) The Planning Commission Should Submit An Expanded Annual Report To 

The City Council. 
 

The City already uses one practice to foster communication between the City 

Council and the Planning Commission: a City Council member who acts as liaison on 

behalf of the City Council to the Planning Commission (and vice versa).  

Another practice that many cities utilize is an annual report prepared by staff on 

behalf of the Planning Commission and submitted to the City Council. The purpose of 

the annual report is to communicate the activities, results and actions of the Planning 



CITY OF BEVERLY HILLS, CA 
Management Audit of the Community Development Department 

Matrix Consulting Group  Page 268 

Commission for a fiscal year or calendar year to the City Council. This annual report 

could include: 

• The mission, goals and objectives of the Commission; 
 
• The advanced planning initiatives of the Commission in the previous year such 

as updates of the general plan, design guidelines, etc. and any special sessions 
that were conducted to consider these initiatives;  

 
• The number and types of applications that were considered by the Commission 

including any notable cases; and 
 
• The planned initiatives for the following fiscal year. 
 

This document need not be long; the annual report of some planning 

commissions does not exceed ten (10) pages. 

Recommendation: The City Planner should prepare an annual report on behalf of 
the Planning Commission and submit that report to the City Council.  
 
(4) The City Council Should Conduct A Joint Meeting Each Year With The 

Planning, Architectural And Design Review Commissions. 
 

It is extremely critical for the effective implementation of the general plan and the 

zoning ordinance that the City Council, the Planning Commission, and the Architectural 

Commission speak from the basis of a common vision for the city. The City Council and 

Planning Commission hold “as needed” study sessions on critical issues, but staff has 

indicated that they do not hold regular meetings.  However, the Planning Commission 

and City Council have what they call “Cabinet or Liaison Meetings” where Chairs and 

Vice Chairs of the commissions meet with the Council monthly. 

In addition, given that the process has started for the comprehensive updating of 

the General Plan, Zoning Ordinance, Entertainment Business District Specific Plan, a 

joint visioning exercise between the Planning Commission and the City Council would 

be appropriate. By conducting this joint visioning exercise, listening to ideas (and 
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complaints) about a range of neighborhood and citywide issues, the City Council and 

Planning Commission can provide early input and direction to these critical policy 

documents, to assure these documents incorporate the important perspectives and 

concerns. This will reduce the chances of being “blind-sided” by critical comments at the 

end of the process.  

Recommendation: The City Council, Planning Commission and Architectural 
Commission should conduct joint meetings at least annually. 
 
Recommendation: The City Council and Planning Commission should conduct a 
joint visioning exercise early in the process of updating the General Plan, Zoning 
Ordinance, and Entertainment Business District Specific Plan.  
 
(5) The Staff Of The Planning Division Should Provide Alternatives And 

Recommendations Within The Staff Reports. 
 

A review of staff reports regarding discretionary permit applications 

submitted to the Planning Commission indicates that the recommendation by 

staff is not always specific. The staff reports should contain specific 

recommendations for approval or denial of an application.  

Additionally, many times, the complex projects have been subject of study 

sessions, but the staff reports do not contain an analysis of the alternatives. Staff 

indicated that on complex cases, the Commission is asked a series of policy 

questions to provide staff with direction and needs for analysis. Yet, the analysis 

of the alternatives is not carried through to the final report. 

Recommendation: The Planning Division should provide the Planning 
Commission with alternatives to the recommended action as part of the 
staff report for significant land entitlement applications. 
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(6) Planning Commission, Architectural Commission And Design Review 
Commission Meetings Should Be Broadcast On The Community Cable 
Television Station. 

 
The City Council Meetings are televised on the public access channel. It is, also, 

common to have all Commissions televised. In the case of Beverly Hills, that would 

require 4 additional meeting to be televised each month. 

The common concern expressed by staff and citizens is that the televising of the 

meetings changes the dynamics of the Planning Commission, Architectural Commission 

and Design Review Commission meetings, increases the length of the meetings, and 

hinders “brain storming” and collaboration.  The project team, in working with other 

cities that have televised City Council and commission meetings, has not found this to 

be true. 

Recommendation: Planning Commission, Architectural Commission and Design 
Review Commission meetings should be televised. 
 
Recommendation: Staff of the Planning Division and the members of the Planning 
Commission, Architectural Commission and Design Review Commission should 
be provided training regarding the televising of these meetings. 
 
3.  THE LEVEL OF STAFFING FOR THE PLANNING DIVISION IS SUFFICIENT 

GIVEN CURRENT WORKLOAD. 
 

This section presents an analysis of the Planning Departments staffing. Overall, 

the level of staffing for the Planning Division is higher than its peers as indicated in the 

table below. This data was based upon the Book of Lists developed by the State of 

California.  

City 
Number of Authorized 

Planning Staff Population of the City 
Laguna Hills 2.0 31,178 
Pacifica 3.0 38,390 
Seaside 3.0 31,696 
Walnut 3.0 30,004 
Montclair 4.0 33,049 
Pleasant Hill 4.0 32,837 
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City 
Number of Authorized 

Planning Staff Population of the City 
San Dimas 4.0 34,980 
San Juan Capistrano 4.0 33,826 
Menlo Park 5.0 30,785 
Morgan Hill 5.0 33,556 
West Sacramento 5.0 31,615 
Brea 6.0 35,410 
Campbell 6.0 38,138 
Dana Point 6.0 35,110 
Manhattan Beach 6.0 33,852 
La Verne 6.5 31,638 
Claremont 7.0 33,998 
Rocklin 7.0 36,330 
West Hollywood 9.0 35,716 
Culver City 10.0 38,816 
Beverly Hills 13.0 33,784 

 
Important points to note concerning the data in the table above are presented below. 

• This includes cities in California with a population between 30,000 to 40,000. 
 
• It excludes cities in this population range whose makeup is significantly different 

than Beverly Hills such as San Pablo, Seaside, Ceres, Martinez, etc. 
 
• The number of authorized professional planning staff authorized by these twenty-

one cities ranges from a low of 2 in Laguna Hills to a high of 13 in Beverly Hills. 
 
• The median number of professional planning staff amounted to 5, with an 

average of 5.6. 
 
Overall, the Planning Division in Beverly Hills is authorized a level of staffing that 

exceeds that of its peers. However, the analysis of the staffing requirements for the 

Planning Division should not be based upon a comparison to its peers, but upon the 

unique workload and service requirements of the City. 

This analysis of staffing requirements for the Planning Division considering these 

unique workload and service requirements is presented in the paragraphs below. 
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 (1) Five Positions Should Be Assigned To Current Planning and Should Be 
Sufficient To Meet the Workload Requirements Associated With Land 
Entitlement Permits. 
 
The exhibit following this page presents the workload analysis for the processing 

of land entitlement permits by the Planning Division. Important points to note regarding 

the exhibit and the data contained in the exhibit are presented below. 

• The staffing and workload assessment excludes building permits that the project 
team recommends be plan checked for zoning compliance by staff of the 
Planning Division that would be assigned to the Permit Center. That assessment 
is presented in the following section. It also excludes minor land entitlement 
permits that the project team recommends be plan checked by staff of the 
Planning Division that would be assigned to the Permit Center. These would be 
minor applications that typically require approximately 4 staff hours or less for a 
Senior, Associate, Assistant Planner to process. These would include such minor 
applications as Architectural Review – staff level, minor open air dining plan 
review, minor accommodation review – staff level, conformity review, etc.  

 
• The staff hours presented represent professional planning staff requirements 

only – at the Senior, Associate, Assistant level. It excludes managerial, 
supervisory, and clerical staff hours. 

 
• The staff hours per application are based upon the City’s recently completed fee 

study. However, in limited instances, the project team believed that the 
professional planning staff hours per application were significantly lower than 
appropriate and adjusted the hours. These adjustments are portrayed below. 

 
– Environmental Negative Declarations. A total of 5 staff hours were 

allocated in the user fee study per negative declaration. The project team 
utilized 25 staff hours per negative declaration. 

 
– The number of hours allocated to processing environmental impact reports 

was not identified in the user fee study. The project team utilized an 
estimate of 120 staff hours per environmental impact report. 

 
• The volume of land entitlement permit applications is based upon calendar year 

2006. Overall, there were 299 applications. The largest proportion of the 
applications were Architectural Review Commission (27.4%), Architectural 
Review Commission Revisions (11.0%), Design Review – Commission Review 
(10.4%), Design Review – staff level (13.4%), and R-1 single family review 
(7.4%). These five types of applications represent 69.6% of all of the land 
entitlement permits, excluding those permits that would be processed by staff of 
the Planning Division that would be assigned to the Permit Center. 
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Exhibit 22 
 

Analysis of Land Entitlement 
Permit Staffing Requirements 

 
Land Entitlement Permits 

 
User Fee 

Reference 
Number Type of Application 

2006 
Volume 

Hours 
Allocated to 
Application 

Total 
Hours 

S-001 Conditional Use 6  25.8   154.5  
S-002 AR - Commission Level 82  12.3   1,004.5  
S-002 Architectural Review - Commission Revisions 33  2.0   66.0  
S-003 Design Review - Commission Level 31  13.8   426.3  
S-003 Design Review - Staff Level 40  5.3   210.0  
S-003 Design Review - Concept 8  3.0   24.0  
S-004 R-1 Single Family Review 22  18.5   407.0  
S-005 R-4 Multi-Family Review - Commission Level 5  12.8   63.8  
S-005 R-4 With Another Application 2  4.5   9.0  
S-005 Second Unit - Commission Level 5  12.8   63.8  
S-005 Second Unit - Staff  1  11.3   11.3  
S-006 Development Plan Review - Commission Level 4  25.8   103.0  
S-007 Open Air Dining Plan Review 9  8.8   78.8  
S-007 Minor Open Air Dining 1  5.3   5.3  
S-009 Variance 3  22.3   66.8  
S-010 Minor Accommodation - Staff Level Review 12  6.8   81.0  
S-011 Concept Review 10  6.5   65.0  

S-013 
General Plan Amendment With A Zone 
Change 

2  14.0   28.0  

S-014 Specific Plan or Zone Change 7  56.8   397.3  
S-018 Planned Development Review 1  25.8   25.8  
S-020 In-Lieu Parking Review 1  25.8   25.8  
S-026 Extended Hours 1  25.8   25.8  
S-033 Tentative Parcel Map Review 1  25.8   25.8  
S-035 Vesting Tentative Maps 2  25.8   51.5  
S-037 Boundary Line Adjustment 1  6.3   6.3  
S-040 Tree Removal Permit - Commission 1  12.8   12.8  
S-041 Satellite Dish Review - Commission 1  12.8   12.8  
S-046 Time Extension: With Public Hearings 7  3.8   26.3  

Total 299    3,477.5  
 

CEQA Review Associated With Land Entitlement Permits 
 

User Fee 
Reference 
Number CEQA Reviews 2006 

Hours 
Allocated Per 
Application 

Total 
Hours 

S-029 Categorical Exemptions 258  0.5   129.0  
 Environmental Impact Reports 5  120.0   600.0  
S-030 Negative Declarations 19  25.0   475.0  

Total 282  1,204.0  
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• A total of 4,692 staff hours – at the Senior, Associate, Assistant level - would be 

required for processing land entitlement permit applications. The staff hours 
required for each type of land entitlement permit is based upon the user fee. 

 
• In the table below, the calculation of annual net available hours for Senior, 

Associate, and Assistant Planner staff is presented. 2,080 gross hours available 
per staff member per year are reduced by accruals and estimates of vacation, 
holidays, sick leave, administrative leave, training, mandated breaks and general 
office hours (start up and shut down time). On average, each plan review staff 
member is available approximately 1,348 hours per year. 

 

  Source 
Senior 

Planner 
Associate 
Planner 

Assistant 
Planner Average 

Gross Hours 
Available    2,080.0   2,080.0   2,080.0   2,080.0  
Vacation Annual Accrual  120.0   120.0   120.0   120.0  
Sick Annual Accrual   48.0   48.0   48.0   48.0  
Holiday Annual - Official City   88.0   88.0   88.0   88.0  
Training ASTD Standards  40.0   40.0   40.0   40.0  
Administrative Leave Annual Accrual   80.0   80.0   80.0   80.0  
Planning 
Commission 
Meetings Annual Estimated  24.0   18.0   -     14.0  
Project Coordination 
Meetings Annual Estimated  24.0   24.0   24.0   24.0  
Meetings Annual Estimated  68.0   68.0   68.0   68.0  
Breaks Annual Mandated  125.0   125.0   125.0   125.0  
General Office Hours Annual Estimated  125.0   125.0   125.0   125.0  
Subtotal of Reductions  742.0   736.0   718.0   732.0  
TOTAL NET AVAILABLE HOURS  1,338.0   1,344.0   1,362.0   1,348.0  

 
• Given the available work hours and the amount of Senior, Associate, Assistant 

staff hours required to process land entitlement applications (excluding those 
staff hours allocated to the Permit Center), a total of 3.5 staff would be required 
or an equivalent of four Senior, Associate, Assistant positions. 

 
• The four Senior, Associate, and Assistant Planner positions should be 

supervised by a Principal Planner. This Principal Planner should be dedicated to 
the supervision of these four staff on a full-time basis. 

 
Recommendation: Four (4) Senior, Associate, Assistant Planner positions should 
be assigned to the processing of land entitlement applications.  
 
Recommendation: A Principal Planner position should be allocated to the 
supervision of these four Senior, Associate, and Assistant Planner positions on a 
full-time basis. 
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(2) Three Positions Should Be Allocated To Advanced Planning. 
 

Pursuant to California Government Code Section 65103, the Planning Division is 

required to perform all of the following functions: 

• Prepare, periodically review, and revise, as necessary, the general plan; 
 
• Implement the general plan through actions including, but not limited to, the 

administration of specific plans and zoning and subdivision ordinances; 
 
• Annually review the capital improvements program of the city and the local public 

works projects of other local agencies for their consistency with the general plan, 
pursuant to Article 7 of the Government Code (commencing with Section 65400); 

 
• Endeavor to promote public interest in, comment on, and understanding of the 

general plan and regulations relating to it; 
 
• Consult and advise with public officials and agencies, public utility companies, 

civic, educational, professional, and other organizations, and the general public 
concerning implementation of the general plan; 

 
• Promote the coordination of local plans and programs with the plans and 

programs of other public agencies; and 
 
• Perform other functions as the City Council provides, including conducting 

studies and preparing plans other than those required or authorized by Title 7 of 
the Government Code. 

 
After the City Council has adopted all or part of a general plan, California 

Government Code Section 65400 requires the planning agency to perform the following: 

• Investigate and make recommendations to the City Council regarding reasonable 
and practical means for implementing the general plan or elements of the general 
plan so that it will serve as an effective guide for orderly growth and 
development, preservation and conservation of open-space land and natural 
resources, and efficient expenditure of public funds relating to the subjects 
addressed in the general plan; and 

 
• Provide an annual report to the City Council, the Office of Planning and 

Research, and the Department of Housing and Community Development on the 
status of the plan and progress in its implementation, including the progress in 
meeting the jurisdiction’s share of regional housing needs determined pursuant 
to California Government Code Section 65584 and local efforts to remove 
governmental constraints to the maintenance, improvement, and development of 
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housing pursuant to paragraph (3) of subdivision (c) of California Government 
Code Section 65583. 
 
The Planning Division, under its current circumstances, is unable to maintain and 

update the general plan, let alone address other advanced planning priorities, such as 

the development of a wider array of design guidelines, complete the Entertainment 

Business District Plan, develop Housing Strategies, update the Historic Preservation 

survey, and update the Zoning Ordinance.  This is attributable to the number of staff 

dedicated to Advanced Planning by the Division; it just isn’t enough. 

The Division allocates only a Principal Planner to Advanced Planning. However, 

the Principal Planner is currently processing Environmental Impact Reports and 

allocates little actual time to Advance Planning. 

The comparative survey conducted by the project team found that other cities 

allocate more staff to Advanced Planning than does Beverly Hills. 

City Staff Allocated to Advanced Planning 
Irvine  5 
Lake Forest  2 
Newport Beach  3 
Pasadena  12 
Santa Monica 3-4 
Santa Barbara 7 

 
The number of staff allocated to advance planning ranged from a low of three staff in 

Newport Beach to a high of twelve staff in Pasadena. None allocate less than two staff. 

These other cities provide a higher level of service to advanced planning than 

Beverly Hills. There are, however, consequences for the level of service that Beverly 

Hills has chosen. These include an inability to update and maintain its general plan, 

update and maintain its zoning ordinance, develop commercial design guidelines, and 

develop neighborhood plans. 
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The City should allocate three positions to Advanced Planning. This should 

include a Principal Planner position and two Senior, Associate, or Assistant Planner 

positions. In the long-term, once the zoning ordinance has been updated and 

commercial design guidelines developed, the number of positions should be reduced to 

two: a Principal Planner position and a Senior, Associate, or Assistant Planner position. 

Recommendation: Three positions should be dedicated to Advanced Planning in 
the Planning Division. This should include a Principal Planner and two Senior, 
Associate, or Assistant Planners positions. 
 
Recommendation: Once the zoning ordinance has been updated and commercial 
design guidelines developed, the number of positions should be reduced to two: 
a Principal Planner position and a Senior, Associate, or Assistant Planner 
position. 
 
(3) Two Positions Should Be Allocated To The Permit Center  

 
The Planning Division has utilized contractual planning staff to serve the counter 

rather than the Division staff. Although this as a temporary solution due to vacancies, 

this is not a good business practice. It was noted by the participants in the focus groups 

that “developers and commissioners agreed that use of contract staff was not an ideal 

solution to staff turnover. Institutional memory and ownership of the process is lost 

when there is heavy reliance on contract staff, especially for complex projects” and 

commissioners and residents wanted to “discontinue the use of outside consultants 

wherever possible.”  

The lack of continuity and experience at the counter contributes to longer service 

times and inconsistencies in customer information and process. A Principal Planner 

should be assigned responsibility in the short-term for the management of Planning 

Division services in the Permit Center. The Principal Planner should provide supervision 
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to staff and applicants with regard to policies, procedures, applications, and have the 

authority to approve or disapprove applications as complete submittals. 

In addition, the Planning Division should assign an Assistant / Associate Planner 

position to the Permit Center. The Assistant / Associate Planner position should be 

assigned to the Permit Center for periods of one-year, and be rotated from Current or 

Advanced Planning Sections to the Permit Center. During that year, the Assistant / 

Associate Planner position and the Principal Planer position would form the Permit 

Center team for the Planning Division, processing minor land entitlement permit 

applications and plan checking building permit plans for zoning compliance. 

These three staff should be capable of processing minor land entitlement 

applications including those presented in the table below. 

User Fee 
Reference 
Number Type of Application 

2006 
Volume 

Hours Allocated 
to Application 

Total 
Hours 

S-002 Architectural Review Staff Revisions 13  0.5   6.5  
S-002 Architectural Review - Staff Level  112  3.0   336.0  

S-005 
R-4 Multi-Family Review (w/o other app) - Staff 
Level 2  4.5   9.0  

S-039 Conformity Review 10  1.0   10.0  
Total 137   361.5 

 
It should be noted that the project team used 3.0 staff hours for architectural review – 

staff level, not 0.5 hours as contained in the user fee study. The project team believes 

that 0.5 hours for architectural review – staff level is insufficient. 

There are other types of minor land entitlement permits that should be processed 

by these two staff including resolution of convenience and necessity permits, extension 

of time without a hearing, and final maps.  

In addition to processing the minor land entitlement permits, these two positions 

should be responsible for plan checking building permit plans checking for zoning 
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compliance. Currently, plan review staff of the Building and Safety Division are 

reviewing applications for zoning compliance including setbacks, building height, 

landscaping. etc. Although, reducing the number of “hands” touching an application is 

preferable, in the case of reviews for zoning compliance, the staff of the Planning 

Division should perform the review.  

It was estimated by the plan review staff of the Building and Safety Division that 

50% of their time was allocated to the review of building permit plans for zoning 

clearance. The following table identifies the total annual hours required for zoning 

clearance for building permit plans by the Planning Division. 

  
1st Sub. 
Hours 

1st Sub. 
Permit 

Volumes 

1st Sub. - 
Required 

Hours 
Re-sub. 
Hours 

Re-sub. 
Permit 

Volumes 

Re-sub. - 
Total Hours 

Required 

Total 
Hours 

Required 
New SFD 23 36 828 11.5 30 345 1173 
New 
Commercial 
/ Industrial 

25 8 200 12.5 6 75 275 

New Multi 
Family 

25 2 50 12.5 1 12.5 62.5 

Residential 
Remodel / 
Addition 

3 98 294 1.5 38 57 351 

Tenant 
Improvemen
t 

6 115 690 3 30 90 780 

Miscellaneo
us 
Construction 
/ Site 

3 45 135 1.5 6 9 144 

Pool/Spa 2 8 16 1 0 0 16 
MPE Plan 
Check 
(outsourced) 

0 160 0 0 106 0 0 

Fire 
Sprinkler / 
Alarm (Fire 
Department) 

0 147 0 0 8 0 0 

Concept 
Review 

2.5 25 62.5 1.25 4 5 67.5 

Total Hours Needed 2,869 
Percentage dedicated to Zoning Checks (50%) 1,435 
Total FTE needed at 1,348 available hours per year 1.08 

 



CITY OF BEVERLY HILLS, CA 
Management Audit of the Community Development Department 

Matrix Consulting Group  Page 280 

Finally, the staff allocated by the Planning Division to the Permit Center will be 

responsible for providing counter service to the public for the length of the workday that 

the Permit Center is “open for business” – nine (9) hours each day. This will require the 

allocation of 1.55 full-time equivalent positions to the Permit Center. However, 

Development Service Technicians should initially provide the counter service, and the 

staff assigned by the Planning Division to the Permit Center should only provide counter 

service when the questions and service requested by an applicant or other customer 

exceeds their knowledge and skills. 

The following is the staff allocation recommended for the staff allocated by the 

Planning Division to the Permit Center. 

Staffing Task Number of Staff 
Principal Planner Administration/ Application 

Process 
1.0 

Assistant/Associate Planner Counter 1.0 
Total 2.0 

 
Recommendation: Assign a Principal Planner position to the Permit Center to 
manage the provision of services. 
 
Recommendation: Assign an Assistant / Associate Planner position, on a rotating 
basis, to the permit center and develop a rotation for the assignment of these 
staff from Current Planning and Advanced Planning to the Permit Center. 
 
Recommendation: The Planning Division should provide zoning clearance for 
building permit plans with the exception of minor building permits. 
 
(4) A Vacant Assistant / Associate / Senior Planner Position In Current 

Planning Should Be Reclassified As An Urban Designer Position. 
 

The number of architectural or design applications represent more than 60% of 

all land entitlement applications on an annual basis, as show in the table below. 
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Design Applications 2005 2006 
Architectural Review 
Commission Revisions 27 32 
Architectural Review Staff 
Revisions 23 14 
AR Staff-level Review  121 112 
AR Commission 77 81 
Design Review - Commission 
Review 31 18 
Design Review - Staff level  0 40 
Design Applications 279 297 
Total Application 460 435 
Percentage Design 
Applications 61% 68% 
 

The City adopted the Residential Design Style Catalogue in April 2004, and 

established a Design Review Commission to conduct a design review of single-family 

homes south of Santa Monica Boulevard. Along with the Architectural Commission, who 

are primarily responsible for architectural review of commercial buildings, the 

Commission and staff level architectural reviews constitute the majority of land 

entitlement applications processed by the Planning Division. 

With the City’s strong emphasis on design, there is a need to enhance the level 

of knowledge among the staff of the Planning Division regarding architectural and 

design review. The position would be responsible for reviewing development, and urban 

renewal proposals and plans, and guiding the design of new construction, selective infill, 

replacement and improvement projects relating to the elements of the City’s established 

General Plan, Specific Plans, zoning ordinance and environmental review processes. 

Examples of the specific tasks that would be performed by the position are presented 

below. 

• Works with project architects and developers to review design and development 
issues specific to the project. 
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• Performs technical planning work in the collection, analysis and presentation of 
planning data related to urban land use, transportation, population, and 
socioeconomic characteristics of the City. Writes and maintains physical form 
and aesthetic image guidelines. 

 
• Prepares designs, graphics, maps, charts, models, sketches and other graphic 

presentations to illustrate urban design aspects of City planning studies and 
projects. 

 
• Acts as liaison with private consultants and the community in the development of 

planning studies, including data collection, special surveys and graphic 
presentations. 

 
• Reviews and analyzes proposals and plans with regard to City planning policies 

and standards to ensure consistency with the City’s General Plan. 
 
• Conducts surveys and analyses of physical and visual qualities of the City and 

individual projects. 
 
• Provides staff support to City Council and Boards / Commissions related to urban 

design, including making presentations, as required. 
 
• Coordinates and reviews work of assigned planning and clerical staff, providing 

guidance and direction related to urban design and city development regulations 
and procedures. 

 
• Assists in the administration and enforcement of zoning and building regulations. 
 
• Makes presentations to boards and commissions and occasionally to the City 

Council. 
 

This position should take the lead in the development of Commercial Design 

Guidelines,. The development of guidelines clarifies the City’s goals and desires for the 

architectural image and provides consistence in application review. 

Recommendation Annual Cost Increase 
A vacant Assistant / Associate / Senior Planner Position In Current Planning 
Should Be Reclassified As An Urban Designer Position. 

$31,300 

 
Recommendation: A vacant Assistant / Associate / Senior Planner Position In 
Current Planning Should Be Reclassified As An Urban Designer Position. 
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4. THE PROFESSIONAL STAFF IN CURRENT PLANNING, THE PERMIT 

CENTER AND ADVANCED PLANNING SHOULD BE ROTATED 
PERIODICALLY. 

 
At present, the Planning Department does not have a plan to rotate staff between 

the current planning, the Permit Center and advanced planning. 

The rotation of staff between these sections would benefit staff assigned to these 

sections. Rotation would widen the experience and knowledge of these staff. 

Rotating staff is an opportunity to develop new skills and experience, and provide 

staff with exposure to new tasks. Staff assigned to organizations with formal rotation 

programs have supported this perspective. These staff commented on the skills they 

acquired, and on the new ways of working that they learned. In turn, such development 

builds both personal and institutional knowledge, and is beneficial in keeping staff 

motivated retaining their skills within the Planning Division.  Rotation of staff also 

contributes to network and relationship building within the Planning Division. Staff 

assigned to organizations with formal rotation programs described them as "a good 

networking opportunity" for individuals. 

In addition, the rotation of staff between Current Planning, the Permit Center, and 

Advanced Planning is essential to “ground” staff assigned to Advanced Planning in the 

“real world” of processing land entitlement permits and of increasing the depth of 

knowledge of staff assigned to Current Planning and the Permit Center regarding the 

general plan, the elements of the general plan, the specific plans, and the zoning 

ordinance. 

Recommendation: The Planning Division should develop a program to rotate staff 
between Current Planning, Permit Center and Advanced Planning. 
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5. THE PLANNING DIVISION SHOULD TAKE MEASURES TO REDUCE THE 
EXTENT OF INCOMPLETE APPLICATIONS. 

 
A significant number of the land entitlement permit applications, based upon the 

case studies conducted by the project team and discussions with the staff of the 

Planning Division, are being deemed incomplete thirty days after submittal. The City 

needs to take steps to reduce the proportion of applications deemed incomplete after 

the thirty-day review.  

(1) The Planning Division Should Develop and Adopt a Written Policy On Land 
Entitlement Application Completeness. 

 
This policy should be developed to clarify the responsibility of the Development 

Service Technicians and the Planning Division staff assigned to the Permit Center for 

checking land entitlement applications for completeness at submittal and rejecting the 

application if incomplete, the essential submittal requirements for each type of 

application to be deemed complete, timelines for all divisions / departments involved in 

the 30-day completeness review to provide comments back to the Planning 

Department, etc. 

Recommendation: The Planning Division should develop and adopt a written 
policy on land entitlement application completeness and the basis for rejecting 
incomplete applications. 
 
Recommendation: Training should be provided to the Development Service 
Technicians and to the Planning Division staff assigned to the Permit Center 
regarding the basis for rejecting land entitlement applications as incomplete. 
 
(2) The Development Service Technicians Assigned To The Permit Center 

Should Check Land Entitlement Permit Applications At Submittal To 
Assure These Applications Meet Essential Submittal Requirements And 
Reject Incomplete Applications. 

 
The Development Service Technicians should check the land entitlement permit 

application at submittal to assure it meets submittal requirements.  
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The Division is often taking thirty days to inform an applicant their application is 

incomplete for failure to meet submittal requirements. Many of the items that resulted in 

incomplete applications should be part of the submittal requirements, and the 

application should have been rejected at the time of submittal or the applicant should 

have been informed at submittal that these items were required and given a deadline for 

submittal. 

The role of the Development Service Technician’s should be to assure that the 

land entitlement permit applications meet submittal requirements. 

Recommendation: The Development Service Technicians assigned to the 
Permit Center should check land entitlement permit applications at 
submittal to assure these applications meet essential submittal 
requirements and reject incomplete applications. 
 
(3) The Application Guides Should Be Expanded For Land Entitlement Permits 

To Include All Of The City’s Requirements For An Applicant To Achieve A 
Complete Submittal. 

 
The Planning Division has developed forty-three application forms and guides for 

its application types such as subdivisions, conditional use permits, variances, etc. as 

indicated in the exhibit following this page. 

These application guides need to be updated. The guides do not provide sufficient 

information to the applicant to aid in the development of a complete application. 

Examples of these problems are evident when applying for a complex project that 

requires a Development Plan Permit and Architectural Review. Both reviews have 

application forms, separate submittal requirements, which are not in the same place in 

the application package and are duplicative.  

Many local governments use a checklist format that is easy to review and 

determine what is required for completeness.  
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Exhibit 23 
 

Land Entitlement Application  
Forms and Guides 

 
Application/Form Date Revised 

Affidavit of Posting May 2004 
Applicant Inquiry (Preliminary Information) May 2004 
Boundary Line Adjustment May 2004 
Categorical Exemption May 2004 
Central R-1 Permit  
Certificate of Compliance May 2004 
Concept Review Request May 2004 
Conditional Use Permit May 2004 
Conformity Review May 2004 
Covenant – Decision by Commission March 2004 

Prepared by City Atty 
Covenant – Decision by Director March 2004 

Prepared by City Atty 
Density Bonus Permit May 2004 
Density Bonus Regulations 1995 - BHMC 
Determination of Public Convenience or Necessity (ABC) May 2004 
Development Plan Review Permit May 2004 
DPR Ordinance and Regulations 1990 Printed Materials 
Environmental Assessment May 2004 
Extended Hours Permit May 2004 
Fee Schedule Updated for FY 2003/2004 
Fish & Game Fee Handout No Date 
Hillside R-1 Permit May 2004 
Home Occupation (Attachment to Business Tax Application) No Date 
Large Family Day Care Home Use Permit (R-1 Zones) May 2004 
Letter of Consent to Extension of Time May 2004 
Minor Accommodation May 2004 
Minor Open Air Dining Permit – Staff Level Approval May 2004 
Open Air Dining – Council Level Approval May 2004 
Outdoor Vending Permit/Supplement to Architectural Review May 2004 
Overnight Stay Permit May 2004 
Planned Development Review May 2004 
Poster Instructions May 2004 
Posted Notice Requirements May 2004 
R-4 Permit May 2004 
Satellite Dish Permit May 2004 
School Contacts To Dorina/Jill for update 
Second Unit Permit May 2004 
Telecommunications Installation May 2004 
Tentative Maps (Subdivision) May 2004 
Transitional Use License N/A 
Tree Removal Permit May 2004 
Trousdale R-1 Permit May 2004 
Variance May 2004 
Zone Change/General Plan Amendment/Specific Plan or Specific Plan 
Amendment 

May 2004 
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For example, the application submittal requirements for a tentative parcel map 

should include a checklist that contains the specific information such as that presented 

below. 

• Completion of Planning Division application form. 
 
• Payment of fee in effect at the time of subdivision map submittal, payable to the 

City of Beverly Hills. 
 
•  A typed mailing list and set of self-addressed stamped envelopes of all property 

owners located within 300 feet of any portion of the property. Envelopes for all 
applicants and owners shall be included. 

 
• Site photos showing topography, vegetation, existing and adjacent structures, 

views of and from the site. 
 
• Minor Subdivision Map (must be prepared by a Registered Civil Engineer). 

Twenty (20) copies folded t o approximately 8-1/2" x 11" (ail but five copies may 
be reduced t o 11" x 17" if permitted by staff). The map must be legibly drawn on 
one (1) sheet of paper containing the following: 
 
– A title containing the subdivision number, subdivision name, and type of 

subdivision. 
 
– Name and address of legal owner, subdivider, and person preparing the 

map (including registration number). 
 
– Sufficient legal description to define the boundary of the proposed 

subdivision. 
 
– Data, north arrow, scale, and contour interval. 
 
– Existing and proposed lane use. 
 
– A vicinity map showing roads, adjoining subdivisions, creeks, railroads, 

and other data sufficient to locate the proposed subdivision and show its 
relation to the community. 

 
– Existing topography of the proposed site and at least 100 feet beyond its 

boundary including: 
 

•• Existing contours at two foot intervals if the existing ground slope is 
less than 10% and at not less than not less than five-foot intervals 
for existing ground slopes greater than or equal to 10%. Contour 
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intervals shall not be spread more than 150 feet apart. 
•• Type, location, and drip line of existing trees over 14" in 

circumference. Any trees proposed to be removed should be 
indicated. 

•• The approximate location and outline of existing structures 
identified by type. Buildings to be removed should be so marked. 

•• The approximate location of all areas subject to inundation or storm 
water overflow and the location, width, and direction of flow of each 
water course. 

•• The location, pavement, and right-of-way width, grade, and name of 
existing streets or highways. 

•• The widths, location, and identity of ail existing easements. 
•• The location and size of existing sanitary sewer, water mains, and 

storm drains. The approximate of existing sewers and storm drains 
should be indicated. 

•• The approximate location of the Noise Equivalent Level contours, if 
any. 

 
– Proposed improvements including: 

 
•• The location, grade, center line radius, and arc Iength of curves, 

pavement and right-of-way width, and names of all streets. Typical 
sections of all streets must be shown. 

•• The location and radius of all curb returns and cul-de-sacs. 
•• The location, width, and purpose of all easements. 
•• The angle of intersecting streets if such angle deviates from a right 

angle by more than four degrees. 
•• The approximate lot layout and the approximate dimensions of 

each lot and of each building site. Engineering data must show the 
approximate finished grading of each lot, the preliminary design of 
ail grading, the elevation of proposed building pads, the top and toe 
of cut and fill slopes to scale, and the number of each lot. 

••  Proposed contours at two-foot Intervals must be shown if the 
existing ground slope is less than 10 percent and at not less than 
five-foot intervals for existing ground greater than or equal to 10 
percent. A separate grading plan may be submitted. 

•• Proposed recreation sites, trails, and parks for private or public use. 
••  Proposed common areas and areas to be dedicated to public open 

space. 
•• The location and size of sanitary sewers, water mains, and storm 

drains. Proposed slopes and approximate el elevations of sanitary 
sewers and storm drains must be Indicated. 

 
•  Accompanying Data and Reports: The Tentative Parcel Map must be 

accompanied by the following data or reports: 
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–  Soils Report: A preliminary soils report prepared in accordance with the 
City’s Subdivision and Grading Ordinance may be required. 

 
– Title Report: A preliminary title e report, prepared within three (3) months 

prior to filing the Tentative parcel Map. 
 
– Engineering, Geology, and/or Seismic Safety Report: If the subdivision lies 

within a known or suspected geological hazard area, a preliminary 
engineering, geology, and/or seismic report, prepared in accordance with 
guidelines established by the Public Works and Transportation 
Department and Planning Division. If the preliminary engineering, geology, 
and/or seismic safety report indicates the presence of geologic hazards or 
seismic hazards, which if not corrected, would lead to structural defects, 
an engineering geology, and/or seismic safety report must accompany the 
final map and shall contain an investigation of each lot within the 
subdivision. 

 
– Utility certification. Certification in writing from all utilities that the proposed 

subdivision can be adequately served. 
 
– Other Reports: Any other data or reports deemed necessary by the 

Community Development Director, or any additional information as 
required by the Planning Commission or City Council at the time of the 
public hearing. 

 
The Principal Planner for Current Planning should assemble a team of staff for 

those divisions / departments involved in the land entitlement process and update the 

City’s application guides for land entitlement permits. These guides should include the 

whole gamut of application requirements, but the Principal Planner should exercise 

authority to assure these requirements are realistic. 

These application guides should include a checklist of submittal requirements 

that an applicant has to check off and that requires the applicant’s signature. This is 

designed to have the applicant self-certify the application includes all of the information 

required to achieve a complete submittal. 
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Recommendation: The land entitlement application guides should be expanded to 
include all of the City’s requirements for an applicant to achieve a complete 
submittal. 
 
 (4) The Case Manager Should Meet With The Applicant To Discuss Issues That 

Have Been Found During The Initial Review Of The Application  
 

Applicants for land entitlement permit applications, or their representatives, 

should be invited to meet with the case manager and other necessary staff to 

discuss their application if it will be deemed incomplete at 30-days. The case 

manager would inform the applicant face-to-face about basic problems, if any, 

with the application being deemed complete, preliminary environmental findings, 

basic conditions that might be imposed, and timing for processing of the 

application. The meeting would allow the applicant to meet staff members that 

are working on the application, and staff could hear what goals the applicant 

might have, and what problems the conditions might cause. 

This should be utilized for large, complex or possibly controversial 

applications.  

Recommendation: The case manager in the Planning Department should 
meet with the applicant to discuss issues that have been found during the 
initial review of the application. 
 
 (5) The City Should Provide Training To Consulting Planners, Architects, 

Engineers And Developers Regarding Its land Entitlement Permit Submittal 
Requirements. 

 
The City should be proactive and periodically meet with consulting planners, 

architects, engineers and with developers that prepare discretionary permit applications 

for submittal to the City and discuss land entitlement permit submittal requirements. As 

part of this training, the staff should identify for consulting planners, architects, and 
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engineers and with developers the most common factors that delay projects. These 

discussions should also occur after each submittal when consulting planners, architects, 

and engineers are involved in the development of the application and when they 

encountered particular problems meeting submittal requirements. The training of the 

consulting planners, architects, engineers and developers should be viewed as an 

ongoing responsibility, almost like preventive medicine. The intent is to prevent a 

recurring pattern of incomplete submittals. 

It is in the City’s best interests to educate applicants, make them aware of how 

the City interprets regulations, provide them with examples of acceptable work, and 

otherwise help them navigate the process. 

Recommendation: The City should provide training to consulting planners, 
architects, engineers and developers regarding its land entitlement permit 
submittal requirements. 
 
Recommendation: The City should provide training after each submittal when 
consulting planners, architects, and engineers are involved in the development of 
the application and when they encountered particular problems meeting 
submittal requirements. 
 
(6) Land Entitlement Permit Submittal Requirements Should Be Published On 

The Planning Division’s Web Site. 
 

There are a number of cities that have placed their application forms and 

submittal requirements on their web site. The City of Pasadena is an example. The City 

of Beverly Hills should similarly place their land entitlement permit application forms and 

submittal requirements on their web site after the City has completed the steps 

mentioned previously. 

All divisions / departments having a role in the issuance of land entitlement 

permits should communicate required information to applicants using the City’s web 
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site. Examples include samples of completed and acceptable project submission 

documents, copies of the plan check checklist used by staff, and ideal project formats. 

Recommendation: Land entitlement permit submittal requirements should be 
placed on the Planning Department’s web site. 
 
(7) Establish Systems To Monitor The Extent Of Complete Submittals For Land 

Entitlement Permit Application. 
 

The recommendations previously mentioned to reduce the extent of incomplete 

submittals should be carefully monitored to ensure they are working as intended, and to 

hold managers accountable. The following steps are recommended: 

• The automated permitting system, should be used to monitor the extent of 
incomplete submittals. 

 
• Every three to six months, the Principal Planner for Current Planning should 

evaluate the causes of incomplete submittals or those submittals requiring more 
than one re-submittal. The report should identify whether there appear to be 
common themes for incomplete submittals and re-submittals. 

 
• These reports should be reviewed by the City Planer and Community 

Development Director and the staff of Current Planning to identify patterns and 
assess whether training procedures could be improved to reduce the extent of 
incomplete applications or whether the application guides need to be modified to 
be more specific. 

 
• The City Planner should be actively involved in evaluating the Division’s success 

in minimizing the extent of incomplete submittals. 
 
• Periodically, the City Planner should meet with consulting planners, architects, 

and engineers and developers to review the results. 
 
Recommendation: The Planning Division should establish monitoring systems to 
monitor the extent of complete submittals for land entitlement permit application. 
 
(8) Requirements For Traffic Impact Reports Need To Be Specified In The 

Application Guides and On the Planning Division’s Web Site. 
 

These requirements should be developed as the application guides for 

discretionary permits are developed. One agency that the project team has worked with 
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requires traffic impact reports whenever the proposed project generates 750 average 

daily trips and/or 80 or more peak hour trips as determined by the Institute of 

Transportation Engineers (ITE) trip generation rates. In addition, the Traffic Impact 

Report Guidelines developed by the Public Works and Transportation Department 

should be available at the Permit Services Center counter and published to the City’s 

web site.  

The City‘s Traffic Engineer should participate in the meetings sponsored by the 

Planning Division with consulting planners, architects, engineers and with developers 

that prepare discretionary permit applications for submittal to the City and discuss 

requirements for traffic impact reports and the guidelines for preparation of such reports. 

Recommendation: Requirements for traffic impact reports need to be specified in 
the application guides and on the city’s web site. 
 
(9) The Planning Department Should Provide Training To Other Divisions / 

Departments Involved In The Land Entitlement Permit Process Regarding 
The Basis For Determining Whether An Application Is Incomplete. 

 
The case managers within Current Planning should be team leaders for the 

processing of land entitlement permits. The team will include Building and Safety, 

Engineering, Traffic and Transportation, Fire, and other divisions / departments. Current 

Planning should provide training to the staff of these other divisions that are involved in 

the review of land entitlement permits regarding the basis for determining whether an 

application is incomplete including the requirements of the Permit Streamlining Act. This 

training should provide these staff with the tools and the questions to ask to dtermine 

whether an application is complete. These would include such questions as: 

• Is the information needed to determine the feasibility of essential porject 
components? 
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• Is the application likely to change significantly as a result of new information (i.e., 
the extent of right of way dedication, details regarding an easement across the 
property, etc.)? 

 
• Is the information necessary to make a CEQA dtermination or to complete the 

CEQA analysis? 
 
• Can the details of the issue be handled with a condition of approval rather than in 

the project plans? 
 

This training is important top assure that all members of the team understand the 

basis for determining whether an application is complete or incomplete. 

Recommendation: The Planning Division should provide training to other 
divisions / departments involved in the land entitlement permit process regarding 
the basis for determining whether an application is incomplete. 
 
6. SCHEDULE (TENTATIVELY) LAND ENTITLEMENT PERMIT APPLICATIONS 

FOR A PUBLIC HEARING AT THE TIME OF SUBMITTAL IF THE 
APPLICATION IS DETERMINED TO MEET SUBMITTAL REQUIREMENTS. 

 
The Planning Division should utilize a process designed to inform an applicant at 

the time of submittal of a land entitlement permit application when the application will be 

heard by the Architectural Commission, Design Review Commission, or the Planning 

Commission. This should initially be done selectively for land entitlement applications 

considered by the Architectural Commission and the Design Review Commission since 

these two commissions consider 60% of the land entitlement applications. 

The steps that need to be taken by Current Planning to provide this scheduled 

date to the applicant are as follows: 

• Utilize checklists to determine if the application meets submittal requirements 
while the applicant is at the counter. These checklists should be integrated into 
the application guides. 

 
• Develop an application processing schedule to determine the appropriate hearing 

date(s) for the application. 
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• Inform the applicant of the tentatively scheduled hearing date while the applicant 
is at the counter submitting his/her application. 

 
• Set a maximum number of items that can be heard by the Architectural 

Commission, Design Review Commission, or the Planning Commission. Once 
that maximum is reached, schedule subsequent applications for the following 
meeting. 

 
• This process should not be used for the "mega" applications (e.g., 300-unit 

hotels). It should be used for the more routine land entitlement permit 
applications. 

 
This process lets the applicant know at the time of submittal of his / her  

application the tentatively scheduled hearing dates for their application.  This has the 

potential to significantly increase customer satisfaction. 

Recommendation: The Planning Division should schedule (tentatively) land 
entitlement permit applications for a public hearing at the time of submittal if the 
application is determined to meet submittal requirements. 
 
Recommendation: This should initially be done selectively for land entitlement 
applications considered by the Architectural Commission and the Design Review 
Commission since these two commissions consider 60% of the land entitlement 
applications. 
 
7. THE PLANNING DIVISION SHOULD FORMALLY NOTIFY THE APPLICANT 

OF THE NAME, PHONE NUMBER, AND E-MAIL ADDRESS OF THE 
PLANNER ASSIGNED AS THEIR CASE MANAGER. 

 
The Planning Division should notify the applicant of the name of the case 

manager assigned to the processing of their application including the telephone 

number, fax number, and e-mail address of the project planner. This notification should 

occur within five (5) workdays after the application has been assigned to the case 

manager. The case manager should enter this milestone into OBC.  

Recommendation: The Planning Division should notify the applicant of the name 
of the project planner assigned to the processing of their application including 
the telephone number, fax number, and e-mail address of the project planner 
within eight (8) workdays after the application has been assigned to s project 
planner. 
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8.  THE MANAGEMENT OF THE LAND ENTITLEMENT PERMIT PROCESS 

SHOULD BE IMPROVED. 
 

There are a number of important objectives for the Planning Division in the 

management of the land entitlement process. These objectives include the following: 

• Consistent interpretation of regulations; 
 
• Clear communication of the process and the requirements; 
 
• The predictability of the process; 
 
• Staff responsiveness; 
 
• Consistency; and 
 
• Accountability for decisions and the management of the process. 
 
In comparing the existing process to these objectives, a number of opportunities for 

improvement are apparent. These opportunities are presented in the sections that 

follow. 

 (1) The Planning Division Should Formally Adopt Cycle Time Objectives. 
 

The Permit Streamlining Act, which was adopted in 1978, provides specific cycle 

time objectives for processing applications for development. The statutory requirements 

are as follows: 

• 65950.  (a) Any public agency that is the lead agency for a development project 
shall approve or disapprove the project within whichever of the following periods 
is applicable: 

 
–  One hundred eighty days from the date of certification by the lead agency 

of the environmental impact report if an environmental impact report is 
prepared pursuant to Section 21100 or 21151 of the Public Resources 
Code for the development project. 

 
–  Ninety days from the date of certification by the lead agency of the 

environmental impact report if an environmental impact report is prepared 
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pursuant to Section 21100 or 21151 of the Public Resources Code for the 
development project and all of the following conditions are met: 

 
•  At least 49% of the units in the development project are affordable to very low or 

low-income households. 
 

–  Sixty days from the date of adoption by the lead agency of the Negative 
Declaration if a negative declaration is completed and adopted for the 
development project. 

 
–  Sixty days from the determination by the lead agency that the project is 

exempt from the California Environmental Quality Act 
 

The Subdivision Map Act has a separate set of statuary requirements for 

processing applications, these areas follows: 

66452.1. 
 
– If the advisory agency is not authorized by local ordinance to approve, 

conditionally approve or disapprove the tentative map, it shall make its written 
report on the tentative map to the legislative body within 50 days after the filing 
thereof with its clerk. 

 
–  If the advisory agency is authorized by local ordinance to approve, conditionally 

approve, or disapprove the tentative map, it shall take that action within 50 days 
after the filing thereof with its clerk and report its action to the subdivider. 

 
– The local agency shall comply with the time periods referred to in Section 

21151.5 of the Public Resources Code.  The time periods specified in 
subdivisions (a) and (b) shall commence after certification of the environmental 
impact report, adoption of a negative declaration, or a determination by the local 
agency that the project is exempt from the requirements of Division 13 
(commencing with Section 21000) of the Public Resources Code. 

 
The Planning Division has identified some cycle time objectives in their 

application handouts for land entitlement permits. For example, Architectural Review by 

staff is estimated to take up to 10 calendar days. Yet, most land entitlement permits do 

not have cycle time objectives. 

Cycle time objectives should be established for all land entitlement applications 

for the length of time -- in calendar days -- required to process applications from the 
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date of submittal to the date of the applicant's initial public hearing or the approval / 

disapproval of the application by staff. Possible calendar date benchmarks for 

processing different types of land entitlement applications are presented in the table 

below: 

Type of Permit Categorically Exempt Negative Declaration 
Architectural Review 
Commission Revisions 

30 days Not Applicable 

Architectural Review Staff 
Revisions 

7 days Not Applicable 

R-4 Commission Review 45 days Not Applicable 
R-4 Staff Review 7 days Not Applicable 
AR Commission 45 days Not Applicable 
AR Staff-level Review  7 days Not Applicable 
General Plan Amendment Not Applicable 360 days 
Parcel Map 50 days Not Applicable 
Subdivision Maps Not Applicable 120 days 
Minor Accommodations 7 days Not Applicable 
Second Unit: Commission 45 days Not Applicable 
Time Extension 45 days Not Applicable 
Lot Line Adjustment 30 days Not Applicable 
Concept Review (Inter-dept) 30 days (does not require CEQA 

Review) 
Not Applicable 

Conditional Use 60 days 90 days 
Conformity Review 21 days Not Applicable 
Design Review - Commission 
Review 

45 days Not Applicable 

Design Review - Staff level  7 days Not Applicable 
Minor Open Air Dining Review 7 days Not Applicable 
Open Air Dining Review 7 days Not Applicable 
Planned Development Review Not Applicable 180 days 
Public Convenience/Necessity 7 days Not Applicable 
R-1 Permit 60 days 90 days 
Tree Removal Permit 7 days Not Applicable 
Variance 60 days 90 days 
Zone Change or Specific Plan Not Applicable 360 days 

 
For the Planning Division to set cycle time objectives from the date of submittal of the 

application, as opposed to the date the application is deemed complete, the 

Development Service Technicians and the Planning Division staff assigned to the 

Permit Center will need to be rigorous in checking land entitlement applications at 

submittal to assure the applications contain all of the essential information required to 

achieve a complete submittal, and rejecting applications that do not contain this 
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essential information. It will also require that the application guides developed by the 

Planning Division clearly identify the elements of a complete application. 

To evaluate how well the Planning Division meets the statutory requirements and 

the cycle time objectives proposed by the project team, the project team conducted 

desk audits of fifty-four land entitlement applications to document existing processing 

times. The findings of the desk audits are presented below. 

• Architectural review applications approved / disapproved by staff required 6 
calendar days at the median with a mean of 12 calendar days from the date the 
application was submitted. The project team recommends a cycle time objective 
of 7 calendar days. Of the applications sampled, 66% of the applications met the 
objective. 

 
• Architectural review applications approved / disapproved by the Commission 

required 31 calendar days at the median with a mean of 37 calendar days to the 
first hearing from the date the application was submitted. The cycle time 
objective is proposed as 45 calendar days.  

 
• Design review applications approved / disapproved by the staff required 7 

calendar days at the median with a mean of 22 calendar days from the date the 
application was submitted. The cycle time objective is proposed as 7 calendar 
days.  

 
• Design review applications approved / disapproved by the Commission required 

a mean of 51 calendar days to hearing from the date the application was 
submitted. The cycle time objective is proposed as 45 calendar days.  

 
Clearly, those applications approved at staff level require far less amount of calendar 

days than those approved by either commission. 

Recommendation: Establish cycle time objectives for land entitlement permits. 
 
Recommendation: The development of these cycle time objectives should be a 
collaborative effort by staff assigned by the Planning Division to the processing 
of land entitlement permits. 
 
Recommendation: These cycle time objectives should be published to the 
Department website and identified in the Department’s application materials. 
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(2) Monitor and Maintain Case Assignment and Case Status Information in 
OBC. 

 
The current approach to monitoring and maintenance of land entitlement cases 

could be improved by effective case management, supervision, and monitoring 

including: 

•  Improving the Principal Planners ability to track project staffs progress; 
 
• Improving the case manager’s ability to track concurrent project developments; 

and 
 
•  Improving supervisor’s ability to manage workload within their team. 
 

Accurate data on workload, by permit type, cyclical variances in activity, and 

workload activity by team and by planner are all essential management tools. With this 

information, the principal Planner responsible for managing Current Planning can make 

informed, logical decisions regarding staffing, budgeting, procedures, and organizational 

structure. 

Two possible options for maintaining case tracking data include: 

• Centralize all data input with the clerical support staff. Under this method, 
Planners assigned to the land entitlement teams would regularly inform clerical 
support staff of case status through a weekly update sheet. These forms would 
then be forwarded to clerical support staff for data entry. Under this option, 
additional staffing for clerical support staff would be required. 

 
• Assign case status and data entry to Planners in Current Planning. Under 

this option, the Assistant, Associate, and Senior Planners in Current Planning 
would be responsible for regularly updating case file information in OBC.  

 
The use of clerical support staff to enter this data would be both an expensive 

option and an option that misplaces responsibility for updating the case information in 

OBC. This should clearly be placed with the Assistant, Associate, and Senior Planners 

in Current Planning to whom the case is assigned. This responsibility should be clarified 
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in a written policy and procedure, and integrated into the Division’s performance 

appraisal system for those Assistant, Associate, and Senior Planners assigned to 

processing land entitlement applications. 

On a monthly basis, the Principal Planner should be required to audit the 

caseload assigned to each of the Assistant, Associate, and Senior Planners under his / 

her supervision to determine whether the case is active, is inactive as a result of 

applicant inaction and should be terminated, or has been closed and the case should be 

updated in the automated permit information system. 

Recommendation: Develop and adopt a written Division policy and procedure for 
the maintenance of case status information in OBC by the Assistant, Associate, 
and Senior Planners assigned to processing land entitlement applications. 
 
Recommendation: Develop and adopt a written Division policy and procedure 
that assigns responsibility to the Principal Planner in Current Planning for 
assuring ongoing maintenance of case status information in OBC and that 
requires the Principal Planner to audit the caseload assigned to each of the 
Assistant, Associate, and Senior Planners under his / her supervision to 
determine whether the case is active, is inactive as a result of applicant inaction 
and should be terminated, or has been closed and the case should be updated in 
the automated permit information system. 
 
(3) Track And Monitor The Success Or Failure Of Assistant, Associate, and 

Senior Planners Assigned To Processing Land Entitlement Applications In 
Meeting Cycle Time Objectives. 

 
The Planning Division, once it has established cycle time objectives for land 

entitlement applications, should utilize OBC to measure and monitor staff performance 

in meeting these objectives. It is important for the Principal Planner to have quantifiable 

tools to: regulate performance, identify training, staffing needs, and detect 

organizational deficiencies. The cycle time objectives can serve as fair and accurate 

means to gauge staff performance for the following reasons: 

• Staff will know and be familiar with the standards; 
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• Standards are easily understandable; 
 
• Standards are flexible; 
 
• Standards have been created through their input. 
 
The management reports defined and discussed in a later section of this chapter, if 

generated on a regular basis, would track both individual and overall staff performance. 

Recommendation: Track and monitor the success or failure of planners in 
meeting cycle time objectives through regular management information reports 
generated on a monthly basis by the automated permit information system. 
 
Recommendation: The ability of the case planners to consistently meet the cycle 
time objectives should be integrated into their performance evaluation. 
 
(4) The Principal Planner In Current Planning Should Be Held Accountable For 

Formally Planning and Scheduling The land Entitlement Permit 
Applications Processed By Their Staff Using OBC. 

 
The Principal Planner should prepare and maintain a schedule for processing of 

land entitlement permit applications by the Assistant, Associate, and Senior Planners 

assigned to Current Planning. The purpose of the schedule is to make visible the 

amount of calendar days required to analyze and reach a decision on the permit 

application. The specific objectives related to the design and development of this 

system should be as follows: 

• To establish a process whereby specific calendar day targets are set for each 
application based upon cycle time objectives established by the Division; 

 
• To utilize the proposed automated permitting systems to ease the tracking of the 

timeliness of the processing of planning permit applications and enable the 
Principal Planner to hold the Assistant, Associate, and Senior Planners 
accountable; and 

 
• To generate data sufficient to assist in the assessment of the performance of 

Assistant, Associate, and Senior Planners in comparison to those cycle time 
objectives; 
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Major elements of the system are presented below. 

• The Principal Planner would review incoming applications and analyze 
application characteristics, focusing in particular on potential processing 
difficulties.  Once difficulties are identified, the Principal Planner would (1) set 
calendar day targets for completing the analysis of the application, and (2) set 
overall staff hours allocated to the Assistant, Associate, and Senior Planners for 
processing the application. The Principal Planner would review the most recent 
open case inventory report and note the workload of Assistant, Associate, and 
Senior Planners. Cases would then be assigned as appropriate. The Principal 
Planner would then enter the target dates and the name of the Assistant, 
Associate, and Senior Planner in OBC. 

 
• When projects are first assigned, the Assistant, Associate, and Senior Planner to 

whom the application is assigned would review the calendar day and staff hour 
target established for the case. If the Assistant, Associate, and Senior Planner 
feels that the targets are unreasonable after a review of the application, the case 
manager should discuss them with the Principal Planner and negotiate 
appropriate changes. 

 
• OBC should be utilized to track the extent to which the specific cycle time 

objectives are met, and to ‘red flag’ permits that exceed these guidelines. 
 

The Principal Planner should be held accountable for the ongoing maintenance 

of this open case inventory and the completion of the processing of permits in 

accordance with the cycle time objectives. The planning and scheduling system should 

be utilized to: 

• Evaluate employee performance; 
 
• Balance workload among different Assistant, Associate, and Senior Planners; 

and 
 
• Quantify the anticipated completion date of various applications given all work in 

progress. 
 
The planning and scheduling system should be designed to manage the 

workload including reviewing actual progress versus scheduled deadlines and facilitate 

the shifting of work assignment and schedules in the face of changing priorities or 

workload. 
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Recommendation: The Principal Planner in Current Planning should formally plan 
and schedule the land entitlement permit applications processed by their staff 
using OBC. 
 
Recommendation: The Principal Planner should be held accountable for the 
ongoing maintenance of this open case inventory and the completion of the 
processing of permits by their staff in accordance with the cycle time objectives. 
 
(5) Generate Ongoing Monthly Management Information Reports Using OBC 

To Track Performance Against Cycle Time Objectives And Monitor The 
Case Workload And Performance For Assistant, Associate, And Senior 
Planners Assigned To Processing Land Entitlement Applications. 

 
The Planning Division ineffectively utilizes OBC. This results largely from the 

absence of standard reports. OBC does not generate management information reports 

for several reasons, including: (1) OBC does not have the capability to generate custom 

reports easily; (2) the data in the system is largely incomplete since few staff in the 

Panning Division are utilizing the system; and, (3) prior to this study, management had 

not requested this information. The Principal Planner in Current Planning is not 

receiving reliable information on Section workload and individual Assistant, Associate, 

and Senior Planner workload to use in scheduling. In addition, overall information on 

staff efficiency and productivity is not available for staff evaluation.   

Management information reports capture the detailed information about staff 

productivity and Section performance to monitor workload, balance assignments and 

evaluate internal operations. After several discussions with management and staff, we 

recommend the automated permit information system be utilized to track and report the 

following information: 

• Section Workload; 
 
• Case Tracking; 
 
• Elapsed Processing Times; 
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• Work in Backlog; 
 
• Personnel Productivity; and 
 
• Project Management Measures. 
 

The exhibit on the following page represents the corresponding management 

reports the Division needs to generate on a regular basis. The matrix includes the report 

name / source, frequency / distribution, and report data. 

The Current Planning Section is currently not provided with the type of reliable 

information necessary to manage the processing of permits. The project team believes 

it is imperative that management utilizes reliable case information to manage, direct and 

enhance Section operations. The management reports that the project team has 

outlined in the previous exhibit are a beginning to better understanding the productivity 

and workload volume in the Current Planning Section. The Section may wish to 

generate additional reports or receive more detail once these initial management 

information reports are implemented and used routinely. These management reports 

focus more on staff performance and workload monitoring necessary for management 

to evaluate the efficiency and effectiveness of the Section. 

Recommendation: Generate ongoing monthly management information reports 
using OBC to track performance against cycle time objectives and monitor the 
case workload and performance for Assistant, Associate, and Senior Planners in 
the Current Planning Section. 
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Exhibit 23 (1) 
 

Recommended Management Reports 
For the Current Planning Section 

 
 

Report Name 
 

Frequency / Distribution 
 

Report Data 
 
Workload Report – New Cases 

 
Monthly to Principal Planner 

 
Information By Assistant, 
Associate, and Senior Planner 
including date submitted, date 
assigned, and last milestone 

 
Workload Report – Open Cases 

 
Monthly to Principal Planner 

 
Information By Assistant, 
Associate, and Senior Planner 
including date submitted, date 
assigned, date deemed 
complete, and last milestone 

 
Workload Report – Inactive 
Cases 

 
Monthly to Principal Planner 

 
Information By Planner including 
date submitted, date information 
requested from the applicant, 
and the nature of the outstanding 
information requested 

 
Workload Report – Closed 
Cases 

 
Monthly to Principal Planner 

 
Information by Assistant, 
Associate, and Senior Planner 
including date submitted and 
date the permit was approved / 
denied 

 
Case Status Report 

 
Weekly to Principal Planner and 
City Planner 

 
Case information by case 
number, due date, Assistant, 
Associate, and Senior Planner 
assigned, required action, and 
last milestone 

 
Elapsed Processing Time Report 
– Open Cases 

 
Monthly to Principal Planner, City 
Planner, and Community 
Development Director 

 
Information by Assistant, 
Associate, and Senior Planner 
and total including date 
submitted, cycle time objective, 
days in process and last 
milestone 

 
Elapsed Processing Time Report 
– Closed Cases 

 
Monthly to Principal Planner, City 
Planner, and Community 
Development Director 

 
Information by Assistant, 
Associate, and Senior Planner 
and quadrant including date 
submitted, cycle time objective, 
completion date, total days, and 
date of approval or denial 
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Exhibit 23 (2) 
 

 
Report Name 

 
Frequency / Distribution 

 
Report Data 

 
Elapsed Processing Time Report 
–Cases Overdue 

 
Monthly to Principal Planner, City 
Planner, and Community 
Development Director 

 
Information by Assistant, 
Associate, and Senior Planner 
including date submitted, cycle 
time objective, days into process 
and last milestone 

 
Caseload Assignment and 
Distribution Report 

 
Monthly to Principal Planner 

 
All caseload information and 
Assistant, Associate, and Senior 
Planners assigned by Planner 
name and permit type 

 
Planner Performance Report 

 
Monthly to Principal Planner, City 
Planner, and Community 
Development Director 

 
Elapsed processing time by 
Assistant, Associate, and Senior 
Planner, including new cases, 
open cases, inactive cases, 
closed cases, overdue cases, 
and % processed within cycle 
time objectives. 
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(6) Assistant, Associate, and Senior Planners in the Current Planning Section 

Should Be Assigned Applications In A Timely Manner and These 
Applications Should Be Assigned By the Principal Planner in the Section. 
 
The process of assigning land entitlement permit applications to the Assistant, 

Associate, and Senior Planners in the Current Planning Section is disjointed and 

inconsistent.  The Current Planning Section practices vary among the application type 

and Commission Review. 

Applications for the Architectural Commission have been accepted and assigned 

three weeks in advance of the next monthly meeting. These applications could be 

waiting for assignment to the Assistant, Associate, and Senior Planners up to four 

weeks.  

Further, case assignments are currently being made by at least three managers, 

the Principal Planner assigned to Current Planning and the two Senior Planners 

assigned to the Architectural Commission and the Design Review Commission. This is 

not an efficient or effective method of case management. 

The case assignments should be completed on a weekly basis, usually at a 

Thursday or Friday staff meeting. The applications should be received at the counter, 

entered into the tracking system by the Development Service Technician, files created 

by support staff for the Current Planning Section, and files routed to the Principal 

Planner / Current Planning Section for assignment. At the weekly staff meeting, the 

Principal Planner should review and discuss the applications that have been received in 

the past week, makes the assignments to the Assistant, Associate, and Senior 

Planners, and the applicant should be notified of the name of the case manager. 
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Applications that can be approved by the staff assigned to the Permit Center would not 

be assigned as described above.  

Recommendation: The Current Planning Section should conduct weekly staff 
meetings for distribution and assignment of new land entitlement permit 
applications. 
 
Recommendation: New land entitlement permit applications should be assigned 
to the case planner in seven (7) calendar days. 
 
(7)  The Current Planning Section Should Strengthen Its Case Management 

System.  
 
The Current Planning Section utilizes a case manager for its land entitlement 

permit applications. That case manager acts as a single point of contact for the 

applicant. However, the participants in the focus groups identified opportunities to 

improve the case management system. These opportunities include the following: 

• For larger land entitlement permit applications, conduct periodic project 
management meetings with the applicant to inform the applicant concerning 
project status and next steps; and 

 
• Assign the same Assistant, Associate, and Senior Planner that participated in the 

pre-application meeting to the land entitlement permit application itself. One 
participant provided an example of receiving two different case managers for 
concurrent applications for the same development.  

 
The case manager – the Assistant, Associate, and Senior Planners within the 

Current Planning Section - should be empowered to manage the analysis of land 

entitlement permits to assure the review by all disciplines is timely, predictable, 

coordinated, and that the application gets to a public hearing or decision in accordance 

with adopted cycle time objectives. The case manager should be empowered as the 

team leader of a multi-discipline team comprised of the staff from Current Planning, 

Building, Public Works, Traffic and Transportation, the Fire Department, and other 

participants. The case manager should be responsible for the performance of the team. 
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The case manager, empowered as a team leader of this multi-discipline review 

team, is a critical feature for a well-managed land entitlement permit process. Each land 

entitlement permit application should be assigned a case manager, with responsibility 

for managing the review by the various disciplines, setting processing deadlines for the 

review of the application by this multi-disciplinary team, and holding the multi-

disciplinary team accountable for meeting those processing deadlines. Using OBC, the 

case manager would develop these processing deadlines and share the tentative 

schedule with the applicant. 

Recommendation: The Current Planning Section should enhance and utilize a 
case management system. 
 
Recommendation: The roles and responsibilities of the case manager in the 
Current Planning Section should be clearly identified in a Departmental policy 
and procedure. 
 
(8) Develop And Adopt Land Entitlement Permit Cycle Time Agreements With 

Applicants For High Priority Projects. 
 
Effective land entitlement permit services are able to provide services in a way 

that is quick, consistent and predictable. The recommendations to change the way the 

Current Planning Section provides its land entitlement permit plan check services will 

help the City enhance its services.  

This is particularly important as the City competes against its peers for 

commercial development. Beverly Hills sales tax revenue per capita is seventh highest 

among Los Angeles County cities, but other surrounding cities such as Santa Monica, 

have more effectively grown their sales tax base over the past thirteen years than has 

Beverly Hills. Other cities have earned Eddy Awards from the Los Angeles Economic 

Development Corporation for being a business friendly city and have been able to grow 
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their sales tax base more effectively than has Beverly Hills. Burbank was nominated in 

2007 for its streamlined permit process. Cerritos was nominated for providing an 

ombudsman to escort businesses through their development projects and providing a 

streamlined permit process. Both of these cities have been able to grow their sales tax 

base more effectively than has Beverly Hills. 

An additional tool that the Beverly Hills could utilize to enhance its effectiveness 

in competing against its peers for commercial development is the use of cycle time 

agreements with applicants for high priority projects. These agreements, which should 

be used selectively to further the City’s economic development objectives, are simple 

and highly effective. The agreements are non-binding and typically are limited to 2-

pages in length. The City could choose, for example, to offer cycle time agreements for:  

• Commercial projects in the City’s commercial centers;  
  
• Industrial projects that generate or retain over 50 employment opportunities; 
  
• Commercial projects that generate significant new sales tax revenue; and 
  
• Affordable housing projects of 10 units or more.  
 
The City should discuss and decide the types of projects that should be afforded cycle 

time agreements and the exact content of the agreement. Cycle time agreements 

should include basic project information and a schedule for processing of the land 

entitlement permit plan that includes a schedule for the City and for the applicant.  

Recommendation: Develop and adopt land entitlement permit cycle time 
agreements with applicants for high priority projects. 
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(9) Checklists Should Be Developed For The Various Types Of Submittals To 
Enable Staff To Focus Their Attention On The Relevant Aspects Of Land 
Entitlement Permit Application And Assure Uniformity Among Staff 

 
The Planning Division has suffered significant turnover in the past several years. 

A measure that should be taken to address this issue is the development of checklists 

for the review and processing of each land entitlement permit application. The 

development of these checklists should also be designed to assure better consistency 

among the staff of the Planning Division in the review and processing of land 

entitlement permit applications. 

Recommendation: The Planning Division should develop and utilize checklists for 
the review and processing of land entitlement permit applications by its own 
staff. 
 
9. A STANDING INTERDEPARTMENTAL COMMITTEE SHOULD BE UTILIZED 

TO PROVIDE FEEDBACK REGARDING LAND ENTITLEMENT PERMIT 
APPLICATIONS. 
 
The focus groups conducted by the project team noted a number of issues in 

which improvements could be achieved through enhanced project coordination and 

communication, particularly during the pre-application process. Additionally, the 

comparative survey shows that five of the six cities that responded used some form of 

an interdepartmental review committee. 

Beverly Hills, in 1995, instituted a Concept Committee Program to review 

complex projects and provide the applicant with feedback. This committee is only used 

for pre-applications and not land entitlement permit applications. This limited scope fails 

to address the on-going needs of the applicant.  

It is more common for cities to utilize an interdepartmental review committee, 

similar to the Concept Review Committee, to meet to review and comment on all 
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applications, not just pre-applications. This was clearly the case with the cities that were 

included in the comparative survey conducted by the project team. The table, below, 

presents a summary of the responses from the cities.  

City Interdepartmental 
Committee Divisions/Departments Meetings 

Irvine  Yes Public Works, Community Development, 
Community Services, Public Safety, Fire.  

Weekly  

La Quinta  Yes  Public Works, Riverside County Fire, 
Planning and Building Safety and other 

department on as needed basis.  

Every two weeks  

Lake Forest  Yes Redevelopment, Planning, Public Works, 
City Manager. 

Every two weeks  

Newport Beach  No N/A N/A 
Pasadena  Yes Planning, Redevelopment, Public Works, 

Transportation, City Manager.  
Every week  

Santa Monica Yes Building, Public Works, Transportation, 
Open Space, Planning and Fire.  

N/A  

 
All of the cities, except for the Newport Beach, use an interdepartmental review 

committee. The most commonly included divisions / departments were Public Works, 

Community Development, Fire, and Transportation. The majority of these committees 

met every two weeks. 

These committees meet to review and comment on applications, including pre-

applications. Generally, the interdepartmental review committee meets bi-weekly to 

discuss permits, develop recommended conditions of approval and mitigation 

measures. The interdepartmental review committee should include those divisions and 

departments involved in the land entitlement permit process, and also include applicants 

(if the applicants and their representatives care to attend). The interdepartmental review 

committee should be focused on expediting the process, by ensuring the applicant is 

aware of the steps the applicant will need to take to enable their permit to receive 

favorable consideration by the appropriate boards and / or commissions. 

After the meetings, the case manager should send the applicant a letter 
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containing the interdepartmental review committee comments, and specifying what will 

be required to process the project.  

The utilization of the interdepartmental review committee needs to be managed 

by the Planning Division, however, to be an aid in the land entitlement process, and not 

a hindrance. The careful management should include the following aspects: 

• The permit application should be routed to the interdepartmental review 
committee before the bi-weekly meeting; 

 
• The permit application should be routed to the interdepartmental review 

committee after the application has been determined to meet submittal 
requirements - the day after; 

 
• Comments, conditions of approval, and mitigation measures should be discussed 

at the interdepartmental review committee meeting, and formal written 
comments, conditions of approval, and mitigation measures should be due back 
to the project manager within 5 calendar days; 

 
• Members of the interdepartmental review committee should only have one 

opportunity to comment or condition an application; and 
 
• "Thresholds" should be set for referral of applications to the interdepartmental 

review committee. Not all applications should always be referred to all members 
of the interdepartmental review committee. 

 
The involvement of the interdepartmental review committee in the permit and plan 

check process needs to be managed by the Planning Division. 

Applicants should be invited to the interdepartmental review committee to receive 

direct feedback regarding their application and comments or conditions or approval, and 

to inform the applicant face-to-face about basic problems, if any, with the application 

being deemed complete, preliminary environmental findings, basic conditions that might 

be imposed, and timing for processing of the application. The meeting would allow the 

applicant to meet staff members that are working on the application, and staff could 
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hear what goals the applicant might have, and what problems the conditions might 

cause.  

The benefits of having the interdepartmental review committee meet to discus 

current applications is continuous feedback to the applicant, timelines and expectations 

of each division / department involved in the land entitlement permit process are 

memorialized, there is a forum to resolve conflicts, if any exist between each divisions’ / 

departments’ interests, and an intuitional commitment to the land entitlement permit 

process. 

Recommendation: The Concept Review Committee should be reconstituted to 
become an interdepartmental review committee with review authority over parcel 
maps, development plans, tentative subdivision maps, and any other application 
requiring Planning Commission review. 
 
Recommendation: When established the interdepartmental review committee 
would include staff from Planning, Building and Safety, Traffic and 
Transportation, Engineering and Fire Prevention. 
 
Recommendation: The Planning Division should provide the leadership of the 
meetings of the interdepartmental review committee. 
 
Recommendation: The interdepartmental review committee should meet bi 
weekly and review all land entitlement permits that have been submitted in the 
previous week. After the meeting, project managers from the Planning Division 
should consolidate and prioritize interdepartmental review committee comments, 
develop and send a letter to the applicant outlining what steps will be required to 
get the project processed and completed. 
 
Recommendation: The Planning Division should use the interdepartmental review 
committee meetings to ensure the applications are handled consistently and 
correctly, and that decisions are consistent with past precedents and decisions. 
 
10. THE PLANNING DIVISION SHOULD DEVELOP COMMERCIAL DESIGN 

GUIDELINES. 
 

The purpose of design guidelines should be to guide, educate and motivate 

homeowners, developers and designers to create projects that contribute to community 
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design objectives and provide the tools needed for staff, the Architectural Commission 

and Design Commission and other decision-makers to properly evaluate development 

proposals. The City has developed residential design guidelines, but not commercial 

design guidelines. 

There are a number of issues that would need to be considered in the 

development of commercial design guidelines such as the following: 

• How to maintain a commercial area consistent with the existing neighborhoods 
with regard to bulk, size, height, and scale of structures? Will the commercial 
development be consistent with the scenic character of the City and enhance the 
appearance of the specific commercial area? The guidelines should encourage 
design to maintain and reinforce the unique scale and character of Beverly Hills. 

 
• What methods for controlling size, bulk and scale are preferred? How compatible 

is the structure’s mass, bulk and scale with neighboring structures’ mass, bulk 
and scale? How does a large expanse of wall contribute to a structure’s 
appearance of bulk? How can a structure’s mass be articulated to minimize large 
expanses of walls?  Do building plate heights create wall, window and door 
details that are of a human scale? The design guidelines should provide a 
richness of architectural façade depth and detail, provide a unified design around 
all sides of the building, avoid blank walls and service areas that are visible from 
adjacent streets and projects, and utilize high quality building materials and 
details, 

 
• Are the guidelines easy to understand and based upon transparent rationale? 
 
• Do the guidelines work to ensure that the beauty of commercial areas is 

preserved with consideration of structure placement, use of materials, 
landscaping, exterior lighting, etc? 

 
• Can the design guidelines be crafted to make the review process proceed more 

efficiently? 
 
The commercial design guidelines should cover a number of topics including the 

following: 

• Site planning; 
 
• Site layout, development pattern, building orientation, etc.; 
 
• Relationship to surrounding development; 
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• Vehicular and pedestrian access and circulation; 
 
• Parking; 
 
• Landscaping and screening; 
 
• Lighting; 
 
• Hotels and motels (building materials, internal circulation, building form, building 

architecture, etc.); and 
 
• Signage; 
 
The challenge in the development of these guidelines will be to crafting clear 

quantitative review standards that are easy to administer and offer certainty to 

developers and citizens alike while maintaining a requisite degree of design flexibility to 

allow and encourage creative site and building design. 

Recommendation: The Planning Division should develop guidelines using the 
staff of its Advanced Planning Section and retain a consulting firm to assist in the 
development of these design guidelines. 
 
11. THE PLANNING DIVISION SHOULD TAKE A NUMBER OF STEPS TO 

STREAMLINE THE LAND ENTITLEMENT PERMIT PROCESS. 
 

To quantify the benefits of streamlining local permit processes, 

PricewaterhouseCoopers developed a model to calculate the cash flows associated 

with the construction of a new building. Participating members of the American Institute 

of Architects provided substantial assistance in this effort by describing their 

experiences with permitting processes and costs, and construction times and costs. The 

model documented opportunities to increase local development activity and government 

tax revenues through the implementation of more efficient permit processes. The 

specific findings of the application of this model are presented below. 

• Permitting times will encourage economic development. Permitting delays 
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increase costs, reduce returns on investment, and cause investors to seek other 
opportunities. The study found that shortening permitting processes by 3 months 
on a 22-month project cycle could make the difference in the decision whether or 
not to undertake a project. 

 
• Permitting delays raise tenant costs both in new buildings and existing 

buildings. When permitting delays are the norm, the increased costs and 
delayed returns on investment are built into rents paid by all tenants. Permitting 
delays discourage investment, leading to less construction, fewer buildings, and 
a tighter real estate market. As a result, rents are higher for all tenants. 

 
• With competition between jurisdictions for new development dollars, more 

efficient permit processes can attract investment from other areas. Local 
governments frequently compete to attract new developments. Improved permit 
processes can be a cost effective tool in addition to or in lieu of other 
inducements such as preferential tax rates or regulatory relief. 

 
• Accelerating permit processes can permanently increase local government 

revenues. For a single project, accelerating permit processes provides a 
temporary acceleration of property tax collections. For a series of new projects, 
these temporary property tax increases accumulate and result in a permanent 
increase in government tax revenues. For a representative series of projects, the 
study shows that these increases could be 16.5 percent over a 5 year period. 

 
• Increased construction spending provides broader economic benefits. The 

economic benefits of increased construction activity extend beyond employing 
more construction workers. Construction-related materials and services will be 
purchased from local suppliers, local jobs will be created, and these workers will 
spend the income they earn at local establishments. Based on information from 
the Department of Commerce, for every 10 jobs directly related to a construction 
project, another 8 jobs are created locally. These impacts yield not only 
additional income for the community but also additional tax revenues and 
investment. 

 
• Because of the economic importance of investment in structures, even 

modest efficiency gains in permitting processes can have large impacts. 
While changes must be considered at the local level, the potential benefit for the 
nation is substantial. The Bureau of Economic Analysis in the Department of 
Commerce reports that in 2004, new investment in privately owned structures 
totaled $960 billion, or 8 percent of GDP. Of this amount, $295 billion was for 
nonresidential structures and $665 billion was for residential structures. 
Seemingly small improvements in permitting processes could lead to more 
investment and more rapid economic growth. 

 
Improvements in permit processes can help a community promote economic 
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development, lower business costs, and create jobs both within the construction sector 

and throughout the local economy. Increased tax collections can provide a revenue 

source that can help finance the costs of the systems and procedural improvements 

needed to accelerate permit approval. 

In evaluating the land entitlement permit processes, there are a number of 

opportunities for improvement to streamline the process without reducing the quality of 

the review to assure compliance with the general plan, zoning ordinance, and design 

guidelines. These opportunities are portrayed below. 

(1) Land Entitlement Applications Should Be Processed Using A Concurrent 
Process. 

 
At present, applications that require both the Planning Commission and 

Architectural Commission approval are processed sequentially. Although major projects 

are presented to the Architectural Commission for preliminary comments, no formal 

action is taken, nor can an application be filled with the Architectural Commission until 

the Planning Commission has made its determination.  

It was noted in the focus groups conducted by the project team that some of the 

Commissioners believe that there is a need to “coordinate the commission review 

process so that the Planning, Architectural and Design Review commissions have input 

at the same time to avoid unnecessary project redesign by the applicant.” This problem 

occurs when sequential decisions are made on the same project by different 

commissions. 

Another problem posed by this sequential process are the time limits of the 

Permit Streamlining Act.  The City assures compliance with the Permit Streamlining Act 

by not accepting an Architectural Review application until after Planning Commission 
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approval. Although this procedure complies with the Permit Streamlining Act, it adds 

additional time and complexity to the review. 

The alternative practice is to process the applications concurrently. Under 

concurrent processing, Architectural Commission would only be authorized to make 

recommendations to the Planning Commission. The Planning Commission would 

consider the Architectural Commission recommendations and include them, as 

appropriate, into the final decision. There would be only one approval to be appealed, if 

either the applicant or a citizen chooses to appeal, and the appeal would be one 

comprehensive action. 

To assess the impact of concurrent processing of applications, the project team 

reviewed several projects. Two examples of these projects are presented below. One 

project involved a 10-unit condominium and the other a 3-story office building. 

313 Reeves – 10 Unit Condominiums 
 

Process Application Date First Hearing 
Date 

Approval Date 
(CEQA) 

Total Weeks 
(days) 

Concept Review 11-06-05 12-06-05  4 (30) 
Planning 
Commission  

3-13-06 5-11-06 8-24-06 23 (164) 

Environmental 
Review 

  (5-11-06)  

Architectural 
Review 

9-18-06 10-18-06 4-11-07 29 (205) 

TOTAL    56 (399) 
 

9378 Wilshire – 3 Story Office Building 
 

Process Application Date First Hearing 
Date 

Approval Date 
(CEQA) 

Total Weeks 
(days) 

Concept Review 10-26-06 11-15-06  3 (21) 
Planning 
Commission 
(Development Plan) 

12-13-06 2-8-07 3-8-07 12 (85) 

Environmental 
Review 

  (2-7-07)  

Architectural 
Review 

2-21-07 4-11-07 4-11-07 7 (48) 

TOTAL    22  (154) 
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These two projects met the requirements of the Permit Streamlining Act.  The 

Planning Division staff processed each project to the Commissions in an expedient 

manner. But, looking at the total time that that the proceeding took, from one to four 

months could have been saved with concurrent processing.  

Given the requirements of the Permit Streamlining Act, this will place pressure on 

the Planning Division to process these applications in a timely manner. 

Recommendation: The Architectural Commission should consider the design 
aspects of larger discretionary permit applications requiring Planning 
Commission approval prior to the Planning Commission consideration of these 
applications. The Architectural Commission would be make recommendations to 
the Planning Commission on these applications. 
 
(2) The Pre-Application Process Should Be Improved. 

 
Frequent concerns were expressed during the focus groups conducted by the 

project team and from some of the staff of the Planning Division regarding the pre-

application review and analysis. 

The concerns identified by the focus groups conducted by the project team are 

provided in the paragraphs below. 

• Provide application guides and checklists to the applicant by type of project in 
pre-application meetings. Use the checklists as an agenda of talking points, and 
provide options and planning services within this framework.  

 
• Communicate cycle time objectives by type of project during pre-application 

meetings, including info about hearings, suggestions for preparation and how not 
to miss deadlines. 

 
• For larger projects, create a periodic project management meeting process to 

inform the applicant about project status and next steps. 
 
• Assign the same Assistant, Associate, and Senior Planner that attended the pre-

application meeting to the application itself. One participant provided an example 
of receiving two different case managers for concurrent applications for the same 
development. 
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The Planning Division should adopt a cycle objective for pre-application 

meetings. Upon submittal of the Pre-Application meeting request, the case manager 

from the Planning Division should be assigned.  The Pre-Application meeting should 

take place within three weeks of the pre-application request submittal. A Planning 

Division Pre-Application meeting summary letter should be sent to the applicant within 

three workdays after the meeting summarizing the major issues discussed at the 

meeting. 

The case manager should facilitate the Pre-Application Meeting meeting. As 

each staff member from the divisions / departments that participate in the Pre-

Application meeting discusses his / her area of responsibility, the case manager should 

map the progression on an actual flow chart. This flow chart should become the guide 

for the applicant through the land entitlement process, tracking the steps the applicant 

would need to take from start to finish. 

The applicant should leave the Pre-Application meeting with an understanding of 

what the project entails and a development guide, a project specific file that contains all 

the necessary applications, brochures, submittal requirements, comments, fee 

estimates, and explanations of each process as it pertains to the applicants particular 

project.  

Pre-applications are not subject to the Permit Streamlining Act. Although they are 

used extensively by Beverly Hills, pre-applications are not included in the processing 

time of the application. The requirements of the Permit Streamlining Act can sometimes 

discourage the kind of dialogue between the City and applicant that keeps 

disagreements out of court. As a result, many cities offer applicants the option to 



CITY OF BEVERLY HILLS, CA 
Management Audit of the Community Development Department 

Matrix Consulting Group  Page 323 

participate in informal pre-application meetings. Early consultation can reduce 

frustration and delay by helping applicants submit a complete application on the first 

submittal.  

Recommendation: When revising the Zoning Ordinance, codify the pre-
application process and make it advisory and not mandatory.  
 
Recommendation: The Pre-Application Meeting should take place within three 
weeks of the pre-application request submittal. 
 
Recommendation: The case manager should facilitate the Pre-Application 
meeting. A Planning Division Pre-Application meeting summary letter should be 
sent to the applicant within three workdays after the meeting summarizing the 
major issues discussed at the meeting. 
 
Recommendation: Enhance the effectiveness of Pre-Application meetings by 
providing application guides and checklists to the applicant by type of project in 
pre-application meetings, communicating cycle time objectives by type of project 
during pre-application meetings, creating a periodic project management meeting 
with the applicant for large projects to inform the applicant about project status 
and next steps, and assigning the same Assistant, Associate, and Senior Planner 
that attended the pre-application meeting to the application itself. 
 
(3) Eliminate the Requirement For A Covenant. 
 

A significant obstacle to permit streamlining that was mentioned by staff and the 

focus groups conducted by the project team concerned the filing of covenants 

subsequent to approval of a land entitlement application. This was a common practice 

in the 1980’s and some cities continued this practice to ensure that future owners of 

property or tenants were aware of the conditions of approval. However, in a 1987 

decision, Anza Parking Corp. vs. City of Burlingame (1987), courts have determined 

that conditions of approval “run with the land.” As a consequence, most cities have 

discontinued requiring of the recording of the conditions of approval. It is unnecessary. 

Recommendation: Eliminate the requirement for a filing of covenants subsequent 
to approval of a land entitlement application. 
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(4) Authority For Approval / Disapproval Of Minor Land Entitlement Permits 
and Design Review Permits Should Be Delegated To Staff. 

 
The City’s current process for land entitlement permits is complex and not 

uniform. In the focus groups conducted by the project team commissioners and permit 

applicants noted an excessive amount of project types require commission review and 

approval, such as final map extensions and less complicated sign, R4 and R3 projects, 

and permit applicants and commissioners commented that the application process, in 

general, was not customer oriented. 

Other cities have streamlined the land entitlement permit process for those types 

of permits that are low risk and achieve a high level of compliance with conditions of 

approval, and have delegated authority to staff or to a Zoning Administrator. This is 

clearly the case with the cities included in the comparative survey conducted by the 

project team. For example, the type of land entitlement permits approved by a zoning 

administrator in these cities is presented in the table below. 

City Zoning Administrator  Applications   
Irvine  Yes Sign Programs, Wireless Communication 

Facilities Permits, Minor conditional use permits 
La Quinta  No N/A 
Lake Forest  No N/A 
Newport Beach  Yes Minor Use Permits, Minor Variances, 

Comprehensive Sign Programs, Condo 
Conversions, Lot Line Adjustments, Tentative 
Parcel Maps.  

Pasadena  No N/A 
Santa Monica Yes Variances, Use Permits Adjustments  

 
Three cities utilize a zoning administrator: Irvine, Newport Beach, and Santa 

Monica.  

• In the Irvine the zoning administrator approves sign programs, wireless 
communication facilities permits and minor CUP’s.  

 
• The Santa Monica’s zoning administrator approves variances and use permits 

adjustments. 
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• The Newport Beach zoning administrator approves minor user permits, minor 

variances, comprehensive sign programs, condo conversions, lot line 
adjustments, and tentative parcel maps.  

 
These same cities have also delegated authority to staff for the approval of land 

entitlement permits. The table below presents a summary of the responses from these 

six cities. 

City Applications   
Irvine  Sign Programs, Minor Modifications, Wireless 

Communication Facilities Permits.  
La Quinta  Minor Use Permits, Temporary Use Permits, Sign 

Applications, Lot Line Adjustments, Minor 
Adjustments, Parcel Mergers, Final Landscaping 
Plans  

Lake Forest  Changed Plans in some Development Permits  
Newport Beach  Minor Use Permits, Minor Variances, 

Comprehensive Sign Programs, Condo 
Conversions, Lot Line Adjustments, Tentative 
Parcel Maps.  

Pasadena  Some Design Review for smaller projects.  
Santa Monica Temporary use permit, administrative approvals, 

zoning clearance, minor architectural review.   
 
All of the cities have delegated authority to staff. Some, however, have pushed more 

authority down to staff than others. La Quinta and Newport Beach are examples of the 

delegation of more authority to staff. 

To assess opportunities to delegate authority to staff of the Planning Division in 

Beverly Hills, the project team sampled the assigned caseload by Assistant, Associate, 

and Senior Planners in June 2007. The caseload is presented in the table below. 
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Planners 

Type of Permit 1 2 3 4 5 6 7 Other Total 
AR Commission 3 2 3 4 1 4 4 2 23 
AR Commission –signs       2         2 

General Plan Amendment 1               1 
Parcel Map       1         1 

Minor Accommodations 1 1   3   1     6 
Time Extension 1     2     1   4 
 Lot Line Adjustment         1     1 2 
Conditional Use       1         1 

Conformity Review       2 (AC)     1   3 
Design Review – 
Commission Review 3 3 5 1 5   1 3 21 

 
Important points to note concerning this caseload are presented in the paragraphs 

below. 

• This caseload represents only those applications that require the approval of the 
Architectural Commission, Design Review Commission, and Planning 
Commission. 

 
• 37% of the caseload consisted of permits that required the approval of the 

Architectural Review Commission; 
 
• 33% of the caseload consisted of permits that required the approval of the 

Design Review Commission; 
 
• 10% of the caseload consisted of minor accommodations; and 
 
• 6% of the caseload consisted of time extensions. 
 

As this indicates, a significant proportion – 70% - of the caseload of the 

Assistant, Associate, and Senior Planners in June 2007 consists of cases that would be 

considered by the Architectural Commission and the Design Review Commission. Many 

of these cases are minor permits. For example, the types of cases considered by the 

Architectural Commission at their July 11, 2007 meeting are presented in the table. 
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Revision to approved façade remodel and signage 
 
Final plans for new condominiums 
 
Façade remodel, new landscaping and hardscape 
 
Revised outdoor dining area enclosure 
 
Sign Accommodation for multiple sign areas; façade remodel 
 
New monument sign at parking entry 
 
Façade remodel, business identification signage and barricade art 
 
Exterior remodel, landscaping for condominium building 
 
Façade remodel, building identification signage 
 
The types of cases considered by the Commission in previous meetings were largely 

the same as the meeting of July 11, 2007. 

Some of these cases considered by the Design Review Commission appear to 

be minor. Examples of some of these minor cases are presented in the table below. 

 
R-1 Design Review Permit to allow first and second-story additions including a two-car attached garage to 
an existing single-family residence 
 
R-1 Design Review Permit to allow construction of a one-story front porch addition at the main entrance 
of an existing two-story single family residence 
 
R-1 Design Review Permit to allow construction of a second-story addition to an existing single-family 
residence 
 
Additions and remodel of an existing single-family residence 
 
R-1 Design Review Permit to allow a façade remodel of an existing two-story single-family residence 
 
R-1 Design Review Permit to allow remodeling of and additions to a two-story single-family residence 
 
R-1 Design Review Permit to allow additions and remodel of an existing single-family residence 
 
R-1 Design Review Permit to allow façade remodeling to the front of a one and two-story, single-family 
residence 
 
With the development of residential design guidelines, the City should be able to 

delegate these types of cases to staff. 
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This is clearly a policy decision that must ultimately be made by the City Council. 

However, the project team recommends that the City Council simplify and streamline 

selected land entitlement permits. These recommendations are presented below. 

• Sign permits should be delegated to staff as long as these signs meet design 
guidelines and standards that have been adopted by the Planning Commission 
and the City Council. This is a common pattern: both the delegation of this 
authority to staff and the development by staff of design guidelines and standards 
and their approval by the Planning Commission and City Council. The 
Architectural Commission should approve (or disapprove) exceptions to these 
design guidelines and standards. 

 
• All land entitlement permit renewals and extensions, including open air dining 

should be delegated to staff. 
 
• Lot line adjustments, if a property qualifies for a lot line adjustment by meeting all 

the zoning requirements, should be delegated to staff. 
 
• Minor accommodations should be delegated to staff. 
 
• Repainting of existing commercial buildings should be delegated to staff. 
 
• Design review for single story residential additions including revisions should be 

delegated to staff. 
 
• Design review for façade and exterior remodels for single-family homes and 

commercial buildings including revisions should be delegated to staff. 
 

This authority granted to staff or the Architectural Review Board should include 

the ability to refer these kinds of applications to the Planning Commission if it is evident 

the application has high exposure or impact. 

Recommendation: Selected aspects of the land entitlement permits and design 
review permits should be simplified and streamlined. 
 
12. THE DESIGN REVIEW COMMISSION AND THE ARCHITECTURAL 

COMMISSION SHOULD BE CONSOLIDATED. 
 

Architectural and design review applications comprise a significant amount of the 

total land entitlement applications processed by the Planning Division. The volume of 
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land entitlement permit applications is based upon calendar year 2006. Overall, there 

were 299 applications. The largest proportion of the applications were Architectural 

Review Commission (27.4%), Architectural Review Commission Revisions (11.0%), 

Design Review Commission Review (10.4%), Design Review staff level (13.4%), and R-

1 single family review (7.4%). These five types of applications represent 69.6% of all of 

the land entitlement permits, excluding those permits that would be processed by staff 

of the Planning Division that would be assigned to the Permit Center. 

Almost one-half of the applications require the consideration of the Architectural 

Review Commission or the Design Review Commission Review. As noted previously, 

much of the work of these two commissions consists of minor applications such as 

revised outdoor dining area enclosure, façade remodel, new landscaping and 

hardscape, exterior remodel, landscaping for condominium building, additions and 

remodel of an existing single-family residence, façade remodel of an existing two-story 

single-family residence, etc. 

The City has already adopted design guidelines for single-family design. The 

project team has previously recommended the development of design guidelines for 

commercial. With the development of commercial design guidelines and the effective 

application of the existing residential design guidelines, the City should be able to 

delegate minor design and architectural applications to staff. It is a prevailing and a best 

practice that, once these residential and commercial design guidelines have been 

developed, that cities proceed to delegate authority to staff of the Planning Division for 

approval of minor design and architectural applications. This was the experience in 

each of the cities included in the comparative survey - Newport Beach, Lake Forest, La 
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Quinta, Pasadena, and Santa Monica. In addition, not one of these cities had two 

commissions to address residential design and commercial design. If these cities had 

such commissions, the responsibility was consolidated with one commission. 

Recommendation: The Architectural Commission and the Design Review 
Commission be consolidated with five members serving on the consolidated 
commission. 
 
Recommendation: The consolidated Architectural and Design Review 
Commission meet twice a month to review and approve / disapprove design and 
architectural applications not delegated to the staff of the Planning Division. 
 
13. A WRITTEN POLICIES AND PROCEDURES MANUAL SHOULD BE 

DEVELOPED FOR THE PLANNING DIVISION. 
 

The Planning Division has suffered significant personnel turnover in the previous 

two years. Residents, commissioners and applicants mentioned the turnover as a 

significant issue in the focus groups conducted by the project team. This turnover can 

create significant problems and demands in the training of new staff and in the 

consistency of service delivery. 

The Planning Division should address this problem, in part, by the development 

of a policy and procedures manual. The policy procedures manual should address such 

topics as the following: 

• Office hours; 
 
• Public relations; 
 
• Ethics; 
 
• A summary of the general plan including relevant policies; 
 
• Permit processing procedures (application submittal, initial review, completeness 

review, etc. ; 
 
• Environmental review procedures; 
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• The use of OBC; and 
 
• Hearing body review. 
 
Recommendation: The Planning Division should develop a policy and procedures 
manual. 
 
14. THE MANAGEMENT OF ADVANCED PLANNING SHOULD BE IMPROVED. 
 

There are a number of challenges that will face the Planning Division over the 

next several years. These include such challenges as updating the Zoning Ordinance,. 

These will represent challenges for that staff allocated to Advanced Planning.  

This will clearly require the allocation of additional staff beyond that historically 

allocated by the Planning Division to Advanced Planning to address these challenges, 

beyond that allocated previously. As this level of staffing is expanded, the project 

management for advanced planning should be enhanced to better control its current 

workload and to ensure completion of high quality products in a predictable and timely 

manner. At present, there are a no project management and work programs. 

The Planning Division needs to systematically assess and manage the proposed 

and existing Advanced Planning workload priorities based on the following elements: 

• Preparation of a project budget including staff and consulting costs; 
 
• Definition of the project, including its scope, staff resources required, project 

costs, and project priority; 
 
• Establishment of plans and schedules of each project to determine that tasks are 

to be performed internally and by consultants, as well as the start, end and 
milestone dates; 

 
• Monitoring and reporting the progress against each element of the schedule for 

each project; 
 
• Development of a system to alert top management to cost, schedule, and other 

difficulties and unusual circumstances encountered during the course of the 
project; 
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• Management of the staff and consulting resources involved in the project in order 

to adjust to changes in priorities and project mixes as well as to enable 
completion of the project on schedule and within budget; and 

 
• Management and coordination of the interfaces needed to complete the project. 

Underlying all of these principals is management accountability within the 

Planning Division to ensure these advanced planning projects are accomplished on 

schedule and within budget. 

(1) The Responsibilities for Management of Advanced Planning Projects 
Needs to Be Clarified. 
 
The responsibility for managing the advanced planning projects need to be 

clearly defined as belonging to the proposed Principal Planner position within the 

Advanced Planning Section. These responsibilities need to be identified in detail, and 

the Principal Planner held accountable for their delivery. These requirements are 

described in the text below and in the second exhibit following this chapter. 

• Planning and Organizing the Advanced Planning Work Program.  Planning 
of the advanced planning projects is essential to the development of a workable 
approach to completing these projects on schedule and within budget. Key 
development requirements for management of the process include the definition 
of each advanced planning project through the completion of a project work plan, 
preparation of a detailed schedule for each project (using Microsoft Project); the 
preparation of a two-year schedule for the Advanced Planning work program; the 
projection of staffing requirements to handle planned, prioritized projects; and the 
“leveling” of these staffing requirements to assure the work does not exceed staff 
capacity. 

 
• Project Monitoring and Reporting. The project manager for each advanced 

planning project should be required to assess and report the financial and 
scheduling status of each project. The project manager should be able to report 
meaningful information in these status reports. Variances from the planned 
budget and schedule should be reported via this report as well.   

 
• Management of Advanced Planning Work Program Resources. Management 

of the Advanced Planning Work Program process is as much concerned with 
keeping the project moving after it has started as it is with planning. Management 
of resources proceeds directly out of the variances identified in the monitoring 
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and reporting phase, and the project manager is concerned with correcting these 
variances. Key system requirements include defining within the monthly report 
the steps that need to be taken to restore projects back to schedule, and alerting 
top management when projects will not be completed on schedule. 

 
Although the specific duties and responsibilities are defined in the second 

exhibit, general goals and objectives for each of the positions within the Planning 

Division and the Advanced Planning Section are presented below: 

• The Principal Planner of the Advanced Planning Section should be held 
accountable for delivering advanced planning projects on schedule and within 
budget, and for managing the advanced planning work program process, 
including planning and scoping of all projects.  

 
• The staff within the Advanced Planning Section that are assigned as project 

managers should be held accountable for the effectiveness of the project 
management of advanced planning projects to which they have been assigned. 
Further, they should be held accountable for monitoring the planned versus 
actual schedule and budget for their assigned projects, including: 

 
– Implementing initiatives to accomplish assigned advanced planning 

projects on schedule and within budget; 
 
– Working with management of the Planning Division to define and secure 

the staff resources needed for the project; 
 
– Assuring that all project plans and schedules are defined as part of the 

planning and scoping of a advanced planning project prior to 
commencement of the project; 

 
– Monitoring and reporting progress and problems in meeting advanced 

planning project plans and schedules; and 
 
– Managing and coordinating interfaces between various staff of the 

Advanced Planning Section and other divisions and/or departments in the 
City. 
 

The individual project manager from the beginning of the project to its final 
conclusion should fulfill the responsibilities listed above.  This is a concept of 
“cradle to grave” project.   
 
The assignment of the responsibility for planning and scoping of an advanced 

planning project is essential to the completion of these projects on time and in budget.  
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Recommendation: The City Planner should define in a written policy and 
procedure the roles and responsibilities of the Principal Planner assigned to the 
Advanced Planning Section. 
 
(2) A Project Work Plan Should Be Prepared Prior to the Initiation of Each 

Advanced Planning Project. 
 
At the inception of a project, the project may be loosely defined. For example, the 

initial request may be for a zoning ordinance amendment that presents legal or policy 

issues. If potential project issues are identified early, the Principal Planner can 

determine whether alternatives need to be developed to achieve the desired result. If 

the project is not adequately defined, the estimated time requirements are likely to be 

understated. The projects should be formally defined, in writing, via a project work plan. 

This project work plan is, in essence, a scoping document. The Advanced 

Planning Section should not initiate an advanced planning project until this scoping 

document has been developed. The project work plan should include the components 

enumerated below. 

• The project title; 
 
• A general project description including a narrative summary description of the 

project; 
 
• The project objectives; 
 
• The planning process to be utilized that would be utilized (such as the tasks and 

activities involved in the study startup, data collection an analysis, development 
of study alternatives, environmental assessment, and final study report); 

 
• The study data needs and sources (maps, soil studies, etc.); 
 
• A budget covering the project management or Planning Division staffing including 

the staff costs, consulting costs and other related costs such as traffic analysis, 
environmental impact report preparation, etc.; 
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• The responsibility for completing the various components of the advanced 
planning project including the manager, supervisor or lead worker, and planning 
staff; 

 
• The extent of coordination necessary, listing the inter-agency coordination by 

outside agency with whom coordination will be required in the completion of the 
advanced planning project, the nature of the coordination, and the key contacts; 

 
• The preliminary schedule for completing the advanced planning project  
 
• A document control procedure and record-keeping system including contract 

documents; 
 
• Project team organizational structure and staffing levels required throughout the 

advanced planning project, including the estimated staffing required in terms of 
person hours required for each task; and 

 
• Community relation and public information requirements including public 

hearings or meetings and how the public will be informed and involved in the 
advanced planning project and informed about the progress of the project. 
 
A project work plan should be completed before commencement of an advanced 

planning project. It should be reviewed with the Planning Commission prior to the 

commencement of the project. 

Recommendation: The Advanced Planning Section should complete a project 
work plan prior to commencement of an advanced planning project. 
 
(3) A Monthly Report Should Be Prepared Reporting Progress Against the 

Project Work Plan 
 

The Planning Division should prepare a monthly narrative statement regarding 

each advanced planning project no later than the fifth working day of the month. The 

following information should be included in this status report. 

• The advanced planning project name; 
 
• The project manager assigned to the project; 
 
• A comparison of actual project costs to date versus planned including  

– Budget for the project including staff costs, consultant costs, and other 
related costs; 
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– Project expenditures to date separately identifying staff expenditures from 
consulting expenditures; 

 
• A comparison of actual project schedule to date versus planned including: 

 
– The date the advanced planning project was scheduled to begin and 

actually begun; 
– The current status of the project containing explanations such as 30% 

complete. 
 
These should be simple reports. The reports should be published monthly, on-

line on the Internet. Each project should be presented on a single line with information 

regarding the project number, project title, project description, budget amount, current 

balance, the project manager, the date for completion, and comments (e.g., project is 

50% complete). 

Recommendation: The Advanced Planning Section should publish a monthly 
report regarding the status of advanced planning projects. 
 
(4) A Final Report Should Be Prepared on Completion of an Advanced 

Planning Project. 
 
Without a formal analysis and distribution for review, the mistakes and 

weaknesses of one project will almost certainly be repeated on others. The final report 

should focus on analyzing the good and bad aspects of the completed project, 

transmitting that information to the staff of the Advanced Planning Section, and 

providing a convenient summary of the project. 

At the completion of the project, the project manager assigned to the project 

should complete a final report including: 

• Project name, and a description of the project.  
 
• Costs – planned versus actual with an identification of reasons for the variances; 
 
• The staff hours allocated to the project - planned versus actual; 
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• The schedule for completion of the project - planned versus actual; 
 
• Whether the project at completion met the expectations of the community, the 

appropriate Boards and Commissions and City Council; 
 
• Comments and discussion regarding the project as necessary including unusual 

conditions encountered during the project. 
 

This report should be circulated to the other staff within the Advanced Planning 

Section, the City Planner, and the Community Development Director.  

Recommendation: At the completion of an advanced planning project, a final 
report should be published good and bad aspects of the completed project, 
transmitting that information to the staff of the Advanced Planning Section, and 
providing a convenient summary of the project. 
 
15.  THE PLANNING DIVISION SHOULD IMPROVE ITS ADMINISTRATION OF 

THE CALIFORNIA ENVIRONMENTAL QUALITY ACT. 
 

The California Environmental Quality Act (“CEQA”) requires all public agencies to 

review and consider the environmental consequences of projects that they carry out or 

approve. CEQA requires the state to adopt a comprehensive set of guidelines (“the 

State Guidelines”) to assist in implementation of the law, and that public agencies adopt 

local procedures for implementation as well. These procedures include provisions on 

how the agency will process environmental documents and provide for adequate 

comment, time periods for review, and lists of permits that are ministerial actions and 

projects that are considered categorically exempt.  

Time limits for Environmental Impact Reports, negative declarations, and report 

preparation contracts are identified in the State’s Guidelines for implementation of the 

California Environmental Quality Act (Title 14 of the California Code of Regulations, 

Chapter 3, Article 8) and the California Government Code Sections 65950. These time 

limits are presented below. 
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• Lead Agency or Responsible Agency shall determine whether an application for 
a permit or other entitlement for use is complete within 30 days from the receipt 
of the application except as provided in Section 15111. If no written 
determination of the completeness of the application is made within that period, 
the application will be deemed complete on the 30th day. 

 
• The Lead Agency shall determine within 30 days after accepting an application 

as complete whether it intends to prepare an EIR or a Negative Declaration [the 
Initial Study] or use a previously prepared EIR or Negative Declaration except as 
provided in Section 15111 (Projects with Short Time Periods for Approval). The 
30-day period may be extended 15 days upon the consent of the lead agency 
and the project applicant. 

 
• With private projects involving the issuance of a lease, permit, license, certificate, 

or other entitlement for use by one or more public agencies, the negative 
declaration must be completed and approved within 180 days from the date 
when the lead agency accepted the application as complete. 

 
• With a private project, the Lead Agency shall complete and certify the final EIR 

as provided in Section 15090 within one year after the date when the Lead 
Agency accepted the application as complete. Lead Agency procedures may 
provide that the one-year time limit may be extended once for a period of not 
more than 90 days upon consent of the Lead Agency and the applicant. 

 
• Any public agency that is the lead agency for a development project shall 

approve or disapprove the project within sixty days from the determination by the 
lead agency that the project is exempt from the California Environmental Quality 
Act (Division 13 (commencing with Section 21000) of the Public Resources 
Code) if the project is exempt from the California Environmental Quality Act. 

 
In conducting the analysis of the Planning Divisions’ administration of the 

California Environmental Quality Act, the project team utilized a number of best 

practices. These best practices are presented in the paragraphs below. 

• Environmental reviews are performed to the appropriate level insuring the 
minimal amount of paper work, while compiling with state, regional and local 
policies; 

 
• CEQA Guidelines have been adopted, are current and include thresholds of 

significance; 
 
• Guidelines include appeal timelines and procedures; 
 
• The Initial Study Checklist, Notice of Exemption, Notice of Exemption, Notice of 
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Intent to adopt a Negative Declaration and other forms are consistent with the 
State Guidelines. 

 
• Standard mitigations measures have been adopted; 
 
• Mitigation Monitoring Programs are adopted with all Mitigated Negative 

Declarations and Environmental Impact Reports; 
 
• Notices of Determination are filed within 5 days; 
 
• Environmental Impact Reports are completed within one year of the application 

being deemed complete; and 
 
• Environmental Impact Reports are prepared by consultants from a list of qualified 

consultants. 
 

The paragraphs that follow discuss how well the current practices of the staff of 

the Planning Division meets these best practices. 

(1) Establish Cycle Time Goals For Environmental Reviews. 
 

The OBC system was not able to generate a report on the CEQA activities for the 

past several years. Therefore the sample of the fifty-four files representing 60 

entitlements was utilized in lieu of the data from OBC. The results of this sample are 

presented in the table below. 

Application 
Type 

Number of 
Application 

Exempt. Negative Dec. Mitigated 
Negative Dec. 

EIR 

Design Review - 
Staff 

7 7 0 0 0 

Design Review - 
Commission 

4 4 0 0 0 

Architectural 
Review - Staff 

13 13 0 0 0 

Architectural 
Review - 
Commission 

15 12 3 0 0 

Minor 
Accommodation 

2 2 0 0 0 

Use Permit 3 2 1` 0 0 
Tentative 
Subdivision 

3 1 2 0 0 

R 4 Permit 2 1 1 0 0 
Variance 1 1 0 0 0 
Development 3 0 2 1 0 
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Plan 
Lot Line 
Adjustment 

1 1 0 0 0 

Total 52 42 9 1 0 
Percentage 100% 81% 17% 2% 0 

 
The results of the sample indicate that the staff is determining that 81% of all 

applications are Categorically Exempt for CEQA Review. As a guideline, 80% and 90% 

of all applications should be determined to be Categorically Exempt. 

When the determination was made by the Planning Division that the application 

was Categorically Exempt, the determination was made at the time of application, thus 

meeting the legal standard of 30 days after the project is deemed complete.. 

In the case of projects that required an Initial Study, a number of issues were 

identified. These issues are presented in the paragraphs below. 

• Project pl061106 (313 Reeves, an application for a 10 unit condominium, 
development plan, R4 permit and Architectural Review) was received as an 
application on March 13, 2006, and the Negative Declaration was adopted on 
May 11, 2006. These amounts to an elapsed 58 calendar days. This project 
required a Negative Declaration. 

 
• Project pl0623585 (9454 Wilshire, an application for a new office 6 stories 

85,000, 324 space subterranean parking) was received as an application on 
June 5, 2006 and the Negative Declaration was adopted on August 10, 2006) 
These amounts to an elapsed 66 calendar days. This project required a mitigated 
Negative Declaration. 

 
• Project pl061563 (9378 Wilshire, an application for a three story office building 

and Architectural Review) was received on December 13, 2006 and the Negative 
Declaration was adopted on February 7, 2007. This amount to 54 elapsed 
calendar days. This project required a Negative Declaration. 

 
A review of the noticing and filing of notice of determination where done within the legal 

requirements. 

Recommendation: Establish and monitor all environmental reviews using OBC 
with the following goals: (1) Categorical exemption projects: determination of 
exemption with 5 days of the application being deemed complete; (2) negative 
and mitigated negative declarations within 75 days of the application being 
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deemed complete; and (3) environmental impact reports within 360 days of the 
application being deemed complete. 
 
(2) Notices Of Determination Should Be Filed Within 5 Days Of The Decision 

On The Application. 
 

Title 14 of the California Code of Regulations Section 15112 provides CEQA with 

unusually short statute of limitations on filing of court actions to challenge the approval 

of projects provided under the act. Specifically, the statutes of limitations are as follows: 

• If a Notice of Determination in compliance with the statutes, 30 days of the filing 
of the notice, which must be within 5 days of the decision; 

 
• If a Notice of Exemption is filed in compliance with the statutes, 35 days of the 

filing of the notice, which must be within 5 days of the decision; and. 
 
• When these Notices are not filed, the statute of limitations is 180 after the 

Agencies decision. 
 

The staff of the Planning Division did not file a Notice of Exemption in any of the 

fifty-four cases sampled by the project team. This, based upon discussions with 

managers and supervisors, reflects the practice of the Division. The consequence of not 

filing the Notice of Exemption is that he applicant is subject to legal challenges for a 

longer time period. The applicant can, by law, file the Notice of Exemption or Notice of 

Determination.  

Recommendation: With each letter of approval, the applicant should be provided 
with a Notice of Exemption or a Notice of Determination, with instructions 
regarding how to file the Notice of Exemption with the County Clerk. 
 
(3) The Planning Division Should Update The City’s CEQA Guidelines And 

Include Thresholds Of Significance, Appeal Timelines, And Procedures. 
 

The basis for any consistent, efficient and comprehensive environmental review 

process is compliance with state law and administrative procedures.  
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The California Environmental Quality Act (“CEQA”) requires all public agencies 

review and consider the environmental consequences of projects that they carry out or 

approve. CEQA requires the state to adopt a comprehensive set of guidelines (“the 

State Guidelines”) to assist in implementation of the law, and that public agencies adopt 

local procedures for implementation as well. These local procedures include provisions 

on how the agency will process environmental documents and provide for adequate 

comment, time periods for review, and lists of permits that are ministerial actions and 

projects that are considered categorically exempt. Agency procedures should be 

updated within 120 days after the State CEQA Guidelines are revised. 

The Department Resource Agency is charged with certifying, adopting or 

amending the Guidelines at least once every two years, but it is usually on an annual 

basis. The Department has not amended local procedures for CEQA implementation 

since January 2001.  

Substantial changes have been made to the Guidelines since the Planning 

Division last amended its local CEQA guidelines, including substantial changes in the 

appeal process. In addition, the Division has not developed its own thresholds of 

significance. The current City local CEQA guidelines contain the State’s own guidelines.  

These guidelines should be supplemented to reflect local policies for traffic 

generation and levels of service, water consumption and global warming. 

Enacting local thresholds helps ensure that, during the initial phase of 

environmental review, determinations will be made on a consistent and objective basis.  

The establishments of thresholds of significance are not required by the CEQA 

Guidelines, but local agencies are encouraged to adopt them as a best management 
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practice. These locally specified impact thresholds improve the efficiency, fairness and 

consistency of the entire land entitlement process.  

The Planning Division should develop local standardized thresholds for to assess 

environmental impacts that specify when the thresholds trigger more intensive 

environmental review. These locally specified impact thresholds improve the efficiency, 

fairness and consistency of the entire land entitlement process. 

Recommendation: The Planning Division should update the CEQA implementing 
procedures for preparation, processing, and review of environmental documents 
to be consistent with the State Guidelines. 
 
Recommendation: The City should adopt local levels of significance for traffic, 
water, noise and other appropriate environmental impacts. 
 
Recommendation: The Planning Division should publish the local CEQA 
Implementing Procedures and local levels of significance to its web site. 

 
(4) The Planning Division Should Develop Standard Mitigation Measures. 
 

Many cities have adopted a standard set of mitigation measures that are 

developed based upon the General Plan. Beverly Hills has not. 

The adoption of standard mitigation measures, based upon the General Plan 

environmental impact report, memorialize the mitigations in a single document. On the 

positive side, these standard mitigation measures speed the initial study process and 

provide a good deal of review consistency over time and across different types of 

projects. They also make it possible for project sponsors to include appropriate 

mitigation steps in their original proposals. On the downside, standards and thresholds -

- when strictly adhered to - tend to lessen the importance of local discretion and limit the 

potential for negotiation. Strict adherence to standards also tends to foster a project-by-

project rather than plan-based view of development regulation. 
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Mitigations should include operational noise during construction, dust control 

during construction, drought tolerant landscaping, vehicle and truck pollution during 

construction and other operational aspects of any development project. 

The Planning Division, as it moves forward in the adoption of the general plan, 

should develop its own mitigation measures based upon the General Plan 

environmental impact report for use with mitigated negative declarations and 

environmental impact reports. 

Recommendation: The Planning Division should develop standard environmental 
mitigations measures for all projects based upon the General Plan environmental 
impact report. 
 
Recommendation: The Planning Division should publish these standard 
mitigation measures to its web site. 
 
(5) The Planning Division Should Complete the Processing and Adoption of 

Environmental Impact Reports Within One Year 
 
The California Office of Planning and Research surveyed cities to determine the 

number of environmental impact reports that are processed each year by each city. Of 

the responding cities with a population comparable to Beverly Hills, an average of one 

environmental impact report is processed annually. In Beverly Hills, until recently, the 

volume of environmental impact reports was comparable to that of these other cites with 

comparable population. However, recently, there has been an increase in complex 

projects and more environmental impact reports have been prepared. 

This places a greater burden on the Planning Division to assure that these 

documents are processed in accordance with State legal requirements. 

There is only one case study the project team was able to analyze for this study, 

which is shown in the table below. This was a project for 8600 Wilshire Blvd – a mixed 
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use project. 

Action Date Notes 
Application: May 27, 2005  
Application deemed complete June 26, 2005 Within 30 days of filing. 
Consultant was hired:   March 16, 2005 Prior to actual application 
Notice of Preparation  October 14, 2005  
Notice of Completion –  April 17, 2006  
Date of Certification Under Review  
 
This example was reviewed was processed by the staff of the Division in a timely 

manner, but the Certification was not completed within one year. 

Recommendation: Environmental Impact Reports should be certified one year 
after the application has been deemed complete. 
 
(6) The Planning Division Should Issue A Request For Qualifications Biennially 

To Develop A List of Environmental Consultants To Prepare Environmental 
Impact Reports. 

 
One of the challenges identified in the focus groups conducted by the project 

team concerned the amount of time required by the City to select and initiate an 

environmental impact report. The comments were as follows: 

• Convert the current process of a separate request for proposal for preparation of 
each environmental impact report to an annual request for qualifications process; 
and 

 
• Applicants noted that the City has its own process for managing and selecting 

environmental impact report consultants - a process that is not generally utilized 
in other local governments. This process has caused two to three month delays 
in project approval. 
 
Many cities utilize a different approach than Beverly Hills for preparation of 

environmental impact reports. CEQA Guidelines allow Beverly Hills a number of 

options. These options are presented below. 

• The City prepares the environmental impact report directly with it own staff; 
 
• Contracting with a private entity, i.e. a consultant to prepare the environmental 

impact report on behalf of the City; 
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• Accepting a draft environmental impact report prepared by the applicant, a 
consultant retained by the applicant or any other person; and 

 
• Executing a third party contract with the applicant to govern the preparation of 

the draft environmental impact report. 
 
Regardless of the method of preparation, the City shall subject the draft to its own 

review and analysis. The draft must reflect the independent judgment of the City. 

The project team recommends that the City select the second option - 

contracting with a private entity, i.e. a consultant to prepare the environmental impact 

report on behalf of the City. These consultants should be pre-selected based upon an 

biennial Request for Qualifications issued by the Planning Division. These pre-selected 

consultants prepare complex Initial Studies and environmental impact reports. The 

number of consulting firms should be limited to no more than three and the projects 

awarded on a rotation among the three consulting firms. 

Recommendation: The Planning Division should issue a Request for 
Qualifications for environmental consultants to prepare Initial Studies, Mitigated 
Negative Declarations and Environmental Impact Reports on a biennial basis.  
 
(7) The Planning Division Should Utilize Tiering of Environmental Impact 

Reports To Streamline Environmental Review. 
 

The State has prepared Guidelines for Implementation of the California 

Environmental Impact Report. These guidelines encourage the use of tiering.  

Tiering refers to using the analysis of a broader environmental impact report 

(such as one prepared for the City’s new general plan) with later environmental impact 

reports and negative declarations on narrower projects such as the 9900 Wilshire 

Boulevard project or the 231-265 North Beverly Drive Office Building, incorporating by 

reference the general discussions from the broader environmental impact report (the 
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one prepared for the City’s general plan), and concentrating the later environmental 

impact report or negative declaration solely on the issues specific to the later project.  

This approach can eliminate repetitive discussions of the same issues and focus 

the later environmental impact report or negative declaration on the actual issues 

pertinent for decision for that specific project. Tiering is appropriate when the sequence 

of analysis is from an environmental impact report prepared for a general plan to a site-

specific environmental impact report or negative declaration. Where an environmental 

impact report has been prepared and certified for a general plan or a specific plan, the 

City can and should limit the environmental impact report or negative declaration on the 

later project to effects which: 

•  Were not examined as significant effects on the environment in the prior 
environmental impact report; or 

 
• Are susceptible to substantial reduction or avoidance by the choice of specific 

revisions in the project, by the imposition of conditions, or other means. 
 
There are various types of environmental impact reports that may be used in a tiering 

situation. These include, but are not limited to, the following: 

• A general plan environmental impact report; 
 
•  A staged environmental impact report; 
 
• A program environmental impact report; 
 
• A master environmental impact report; 
 
• A multiple-family residential development / residential and commercial or retail 

mixed-use development environmental impact report; 
 
• A redevelopment project environmental impact report; and 
 
• Projects consistent with a community plan, general plan, or zoning environmental 

impact report. 
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Recommendation: The Planning Division should utilize tiering of environmental 
impact reports to streamline environmental review. 
 
(8) The Planning Division Should Assure the Implementation of Mitigation 

Measures. 
 

Section 21081.6 of the State of California Public Resources Code requires all 

state and local agencies to establish monitoring or reporting programs whenever 

approval of a project relies upon a mitigated negative declaration or an environmental 

impact report. The monitoring or reporting program must ensure implementation of the 

measures being imposed to mitigate or avoid the significant adverse environmental 

impacts identified in the mitigated negative declaration or environmental impact report. 

One of the requirements is monitoring. This involves regularly checking on the 

project's compliance with the mitigation measures and related conditions of approval, 

including progress toward meeting specified standards. 

The Planning Division does not presently monitor compliance with mitigation 

measures. As presented in the previous chapter, the Code Enforcement Section should 

be assigned responsibility for the implementation of this responsibility. Section 21089 of 

the State of California Public Resources Code authorizes the City to "charge and collect 

a reasonable fee from any person proposing a project subject to [CEQA] in order to 

recover the estimated costs incurred for procedures necessary to comply with [CEQA] 

on the project." This allows the City to levy fees to cover the costs of mitigation 

monitoring or reporting programs.  

Recommendation: The Planning Division should implement a monitoring or 
reporting program for mitigation measures associated with mitigated negative 
declarations or an environmental impact reports. 
 
Recommendation: The Code Enforcement Section should be assigned 
responsibility for monitoring the implementation of mitigation measures 
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associated with mitigated negative declarations or an environmental impact 
reports. 
 
Recommendation: The City should charge a user fee for the costs incurred by the 
Code Enforcement Section for the monitoring of mitigation measures associated 
with mitigated negative declarations or an environmental impact reports. 
 
16. THE CITY SHOULD INCREASE LAND ENTITLEMENT FEES BY 23%. 
 

The City recently completed a user fee study. One of the key components of that 

user fee study was the amount of available work hours for staff in the Planning Division 

to process land entitlement permit applications. The study assumed 1,654 staff hours 

per year (see the table below). 

   Hours Per Position 
 Total Time   2,080  
 Less:    
   Holiday   108  
   Vacation   120  
   Sick Leave (50%)   48  
   Training   -    
 Subtotal   1,804  
 Less:    
   Start Up/Down   50  
   Breaks   100  
Annual Total   1,654  

 
The project team believes, based upon its own experience in conducting user fee 

studies, that this estimate is optimistic. The available work hours available per position 

should approximate 1,350 staff hours (see the table below). 

  
Senior 

Planner 
Associate 
Planner 

Assistant 
Planner Average 

Gross Hours Available  2,080.0   2,080.0   2,080.0   2,080.0  
Vacation  120.0   120.0   120.0   120.0  
Sick  48.0   48.0   48.0   48.0  
Holiday  88.0   88.0   88.0   88.0  
Training  40.0   40.0   40.0   40.0  
Administrative Leave  80.0   80.0   80.0   80.0  
Planning Commission Meetings  24.0   18.0   -     14.0  
Project Coordination Meetings  24.0   24.0   24.0   24.0  
Meetings  68.0   68.0   68.0   68.0  
Breaks  125.0   125.0   125.0   125.0  
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Senior 

Planner 
Associate 
Planner 

Assistant 
Planner Average 

General Office Hours  125.0   125.0   125.0   125.0  
Subtotal of Reductions  742.0   736.0   718.0   732.0  
TOTAL NET AVAILABLE HOURS  1,338.0   1,344.0   1,362.0   1,348.0  

 
This disparity suggests a need to increase land entitlement permit fees by 23%. The 

annual cost impact is [resented in the table below. 

 
Recommendation 

Annual Cost 
Impact 

Increase land entitlement permit fees by 23% to better reflect the available annual 
work hours. 

$350.000 

 
Recommendation: Increase land entitlement permit fees by 23%. 
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10. ANALYSIS OF TECHNOLOGY 

 
This chapter presents an analysis of the technology utilized by the Community 

Development Department. This includes the Online Business Center (OBC) and the 

geographic information system. 

1. THE COMMUNITY DEVELOPMENT DEPARTMENT SHOULD PREPARE AN 
INFORMATION TECHNOLOGY MASTER PLAN FOR THE DEPARTMENT. 

 
Over the past seven to eight years, the Community Development Department 

has migrated through three (3) different automated permit information systems. This 

included Accela Permits Plus – a commercial off-the-shelf system, the Beverly Hills 

Information Tracking System (BHITS) – a system that was developed in-house by the 

Information Technology Department, and the Online Business Center or OBC – also a 

system that was developed in-house by the Information Technology Department. 

The staff of the Community Development Department has expressed concern 

regarding the adequacy of the technology tools provided to them in the employee 

survey including OBC. The specific concerns expressed by the respondents in the 

survey are summarized below. 

• Statement #7: 46% of respondents disagreed with the statement that their 
division had an efficient records management and document management 
system. 31% of respondents agreed with the statement, while 22% had a neutral 
attitude. 

 
• Statement #8: 56% of respondents disagreed with the statement that OBC was a 

user-friendly information system and easy to use. 16% of respondents agreed 
with the statement, 22% were neutral, and 6% did not answer. 

 
• Statement #15: 47% of respondents disagreed with the statement that the 

Department had a robust geographical information system that they are able to 
utilize on a day-to-day basis in the accomplishment of their work. 28% of 
respondents agreed with the statement, while 13% were neutral and another 
13% did not respond. 
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• Statement #3: 34% of respondents agreed with the statement that OBC 

substantially met their day-to-day needs for the development permitting process, 
while 41% disagreed. The remaining 25% either had a neutral opinion or did not 
respond. 

 
• Statement #12: 41% of respondents agreed with the statement that they were 

able to effectively utilize OBC to track turnaround times for permits, record 
comments, corrections for permits and conditions of approval, and track other 
aspects of development permitting. 41% disagreed with the statement, while the 
remaining 18% either were neutral or did not respond. 

 
In 2004, the Community Development Department and the Information 

technology Department conducted a gap analysis of OBC in relation to BHITS to identify 

outstanding system development issues that remained in OBC. The gap analysis 

identified ninety-eight (98) system development issues in OBC as identified in the table 

below. 

Priority Function 
Impacted High Medium Low Total 
Permit Processing 24 7 3 34 
Operational 
Administration 18 9 1 28 
Finance 3 0 0 3 
Reports 7 8 7 22 
Maintenance 
Administration 1 1 0 2 
Code 
Enforcement 4 3 0 7 
Research and 
Documentation 0 2 0 2 
Total 57 30 11 98 
% of Total 58.2% 30.6% 11.2% 100.0% 

 
The functions depicted in the table above include the following: 
 
• Permit Processing - any function related to the full life cycle of a permit / activity 

including issuance, fees, plan checks, inspections, permit document, and 
certificate of occupancy; 

 
• Operational Administration - any function and reports related to the normal 

operations which support the life cycle of a permit/activity including assignments 
of plan checks, digital archiving, assignment of daily inspections, and modifying 
site data; 
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• Finance - any function specifically related to the Finance processing into 

Pentamation; 
 
• Reports - There are two types of reports: Operational reports which are used 

regularly in the support of the permit process, and management reports which 
are used regularly for statistical reporting; 

 
• Maintenance Administration - any functions that allow the users to maintain the 

system such as updates or tables such as activity relationships types or the 
Corporate Address database; 

 
• Code Enforcement - any function that supports the activities of the Code 

Enforcement unit; and 
 
• Research and Documentation - any functions related to the archiving or 

researching of documents related to the permit process. 
 
As the table indicates, 58% of these ninety-eight (98) system development issues were 

identified as high priority. 

The evaluation compared the OBC GIS interface to the BHITS. That evaluation 

identified thirty-nine (39) high priority system development issues in OBC as identified in 

the table below. 

Function Impacted Priority 
General 3 
Search 7 
Data Set Processing 
 Permits / Activities 3 
 Inspections 3 
 Parking Structures 2 
 Sewers 1 
 Restaurants 2 
Research 6 
Printing and Presentation 12 

Total 39 
 
The functions depicted in the table above include the following: 
 
• General - any function related to the overall use of the map; 
 
• Search - any function related to the searching of parcels by various criteria; 
 
• Data Set Processing - any function that allows tabular data to be returned on 
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specific data sets listed in addition to the visual map location; 
 
• Research - any function that helps the user in research to support the permit 

processing function; and 
 
• Printing and Presentation - any function that enables the user to create 

presentation like maps including saving, retrieving, and editing maps. 
 
All of these system development issues were identified as high priority. 

The evaluation compared the OBC address label system to the BHITS. These 

address label system features were designed to flexibly allow the user to create address 

labels on demand, including using GIS functionality, multiple address ranges, and 

selected printing criteria. That evaluation identified twelve (12) high priority system 

development issues in OBC. All of these twelve (12) issues were identified as high 

priority. 

It s the project teams understanding that few of these issues have been 

addressed since these issues were identified in 2004. 

An evaluation of OBC by the project team indicates that OBC is no worse and no 

better than the commercial off-the-shelf automated permit information systems. The City 

should retain OBC, but continue with its development.  

The Community Development Department and the Information Technology 

Department should work together in the development of an information technology 

master plan for the evolution of OBC and the other technology systems of the 

Community Development Department. The development of this master plan should 

include the elements identified below. 

• In the project’s first phase, the two departments should conduct workshops on 
the strategic planning process. The workshops should include a detailed 
discussion of emerging technologies affecting local government. Following the 
workshops, the two departments should conduct a detailed assessment of the 
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Community Development Department’s information technology infrastructure, a 
review of existing applications, and discussions about potential system 
development and applications. For each system development proposal, a cost 
estimate for initial acquisition or development, implementation and an estimate of 
ongoing annual operating costs should be developed. The numbers should 
include hardware, software, and implementation consulting services. The product 
of this first phase should be a current state assessment report. 

 
• In the second phase of the project, the two departments should meet in a 

workshop to develop additional components of the plan. Workshop participants 
should review the current state assessment report and then develop an 
information technology vision for the Department and long-range goals, and 
develop and prioritize a list of the Department’s potential information technology 
projects. The Department’s information technology vision and long-range goals 
along with the potential benefits from each project should play an important role 
in setting the overall information technology project priorities. A second report 
should document the results of the second phase, resulting in a information 
technology strategic plan, including the methodology used to determine project 
priorities. 

 
Recommendation: The Community Development Department should develop an 
information technology strategic plan for the Community Development 
Department. 
 
2. THE USE AND APPLICATION OF GIS IN THE WORK ACCOMPLISHED BY 

THE COMMUNITY DEVELOPMENT DEPARTMENT SHOULD BE EXPANDED. 
 

Defined broadly, geographic information systems are powerful computer-based 

tools for the capture, storage, management, retrieval, query, analysis and presentation 

of spatial data. Close to 85% of the information collected and used by local government 

to support day-to-day operations, decision-making, and planning is geographically 

referenced.  

GIS should be a core information technology for the Community Development 

Department to provide its staff with capabilities to effectively collect, organize, access, 

and analyze geographic information. This geographic information includes data and 

records associated with the land and its natural and man-made features  (e.g., street 

segments, building locations, property parcels, etc.).  
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To identify gaps in the GIS capability of the Community Development 

Department, it was necessary to establish a target level and to characterize the current 

GIS technology status of the Department against this target. The project team defined 

five categories of GIS technology access and use to support the analysis of gaps: 

• Level 1: Very Low Technology and GIS Access; 
 
• Level 2: Moderate Technology and GIS Access; 
 
• Level 3: Good Technology Infrastructure and In-house GIS; 
 
• Level 4: Very Good Technology Infrastructure and Integrated GIS; and 
 
• Level 5: Enterprise Technology and GIS Program. 
 
These levels are a subjective judge based on an overall evaluation of the availability 

and access to technology components:  

• Computer Hardware: The level of use and user access to desktop 
computers and servers supporting basic computing and capable of supporting 
local GIS applications. 

 
• Network and Internet Access: Integration of local area networks connecting 

users and computing resources within the organization and access to the 
Internet and Web resources at sufficient speed to support GIS applications 
and access to GIS Utility services. 

 
• GIS Software: Use of and access to desktop or server-based GIS software 

for managing locally stored data and running local applications. 
 
• Organization-wide GIS Integration: The degree to which the GIS program in 

an organization is coordinated on a multi-user, multi-organizational basis, 
including the possible formalization of technology standards, centralized 
system administration services, and other technology elements encouraging 
organization-wide operations. 

 
The exhibit presented following this page characterizes each of the five levels in terms 

of these components. 

While the Community Development Department has some GIS technology 
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available, the Department faces a number of challenges as it regards GIS. These 

challenges, based upon the five levels and the components, are presented below. 

• The Department’s computers / server are stable with a high level of support 
capability with in-house staff. The Department has a GIS server, and is in the 
process of migrating from ArcGIS 9.1 to ArcGIS 9.2. The Department has also 
deployed ArcView to the desktop. 

 
• The Department has a robust WAN and LAN that is capable of supporting 

distributed GIS. The LAN uses Cat 6 and fiber optic. The WAN is going to fiber 
optic services. It is presently T-1. The desktop connection is 1 GB / sec. 

 
• The Department has access to the enterprise GIS. GIS software is installed on 

most desktops, but few employees in the Department use or know how to use 
ArcView on a regular basis. 

 
• There is not a Department-wide integration of GIS with other information systems 

that are utilized by the Department on a day-to-day basis such as OBC. There is 
minimal awareness of GIS by staff of the Department. The Department does not 
have any GIS professionals to provide GIS support, training, and products for the 
rest of the Department and to develop datasets unique t the Department’s needs. 

 
The problem with the Department’s deployment of GIS is not the computer 

hardware. The problem is not the network / Internet access. The problem is not the lack 

of framework databases; the City has already developed those databases. The problem 

is the deployment of the GIS software / database to the desktop, the lack of integration 

of GIS with other Department information systems, such as OBC, that are utilized 

everyday by Department staff, the lack of databases whose need reflects the unique 

services provided by the Department such as a historical landmark database, the lack of 

GIS professionals to support the deployment of the system in the Department, and the 

lack of knowledge regarding geographic information and GIS technology by staff within 

the Department. 



CITY OF BEVERLY HILLS, CA 
Management Audit of the Community Development Department 

Matrix Consulting Group  Page 358 

Exhibit 23 
 

Alternative GIS Levels of Service 
 

Level Computer Hardware 
Network/Internet 

Access GIS/Database Software 
Organization-wide 
Integration of GIS Comments 

1 Major deficiencies in 
user access to 
computers and 
considerable need for 
computer upgrades. No 
server. No support 
capability. 

No or poorly integrated 
local area networks. No 
or low speed access to 
the Internet and Web 
resources. 

No use of GIS software 
on a regular basis. 

No organization-wide 
integration. No external 
connectivity. Minimal 
awareness of GIS. 

No IT support structure. 
No use of GIS outside of 
occasional use.  

2 Computers/Servers are 
functional but slow. In 
need of upgrade. 
Moderate internal 
support capability. 

Low to moderate access 
to GIS, DSL or Internet, 
LAN. No external 
support capability. Low 
to moderate internal 
support capability. 

Desktop GIS or CAD 
software used internally 
by one or two 
departments. No GIS 
server. No server 
database. 

Minimal availability to other 
county agencies via hard 
media. No integration with 
internal business systems. 

Low IT support. 
Dysfunctional network. 
No database admin. 
Very low technical skills. 

3 Computers/Servers 
stable internally but little 
or no external capability. 
In-house capability. 
Medium external support 
capability. 

Stable in-house 
infrastructure. Minimal 
external support 
capability. Sufficient 
access to 
Internet/intranet, LAN, 
WAN for file sharing. 

Sufficient internal access 
to GIS software for GIS 
technical staff. 
Underlying DBMS not 
sufficient for serving GIS 
data outside of agency. 

Functional but limited 
internal integration. One or 
two GIS professionals 
provide GIS products for 
the rest of the agency.  

Medium IT support and 
staff skill set. No GIS 
positions.  
GIS functions a part of 
overall job. 

4 Wide Area Network, 
LAN, Internet, intranet, 
distributed GIS use and 
some integration. High 
support capability. 

Excellent internal 
network and high level of 
internal integration with 
some external access to  
GIS information via Web 
servers. 

Excellent internal access 
to GIS software but 
limited external access 
via browser/query Web 
applications. 

High level of GIS 
integration with internal 
business systems and 
limited integration 
externally via file sharing.  
GIS applications available 
to entire agency and, to a 
limited degree, the public. 

High IT support and staff 
skill set. GIS coordinator 
or project manager. GIS 
services may or may not 
be a formalized entity. 

5 Highly optimized 
computer hardware and 
GIS server capability. 

Excellent internal and 
external server and 
database capabilities 
and very high level of 
integration with both 
internal and external 
agencies via WAN, 
intranet/Internet GIS 
services. 

GIS software available to 
entire enterprise. 
Excellent underlying 
DBMS capable of 
supporting very large 
enterprise databases. 

Centralized enterprise, 
multi-user, multi-
organizational enterprise. 
GIS functions are 
embedded in numerous 
internal and external 
business processes. 
External agencies highly 
dependent on GIS system 
outputs. 

Very high staff skill set. 
Coordinated IT support 
and administration.  
Full-time GIS 
coordinator with staff.  
GIS services are 
formalized entities. 
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GIS should be a core information technology for the Community Development 

Department. The Department should address the challenges it faces to deploy this 

technology. 

(1) Deployment of GIS in the Building and Safety Division 
 

The Building and Safety Division works closely with other divisions in the 

Community Development Department, collecting and maintaining important information 

about building permits in the OBC database. Several divisions / departments will utilize 

GIS data layers derived from this database, thus maintaining an accurate and up-to-

date database is vital. The management of the Building and Safety Division also 

indicated that the ability to map and analyze permit and code enforcement data is also a 

key need within the Division. 

The Division is working closely with the Information Technology Department to 

produce an online application that allows the public to search for permits via the City’s 

web site. This application has great potential to be integrated with an Internet GIS data 

browser providing citizens with the ability to view permit information via a mapping 

interface (see Public Access to Geo-Spatial Building data below). The Building and 

Safety Division has the GIS needs presented below based upon this needs 

assessment. 

• Mapping and Spatial Analysis of Building and Safety Division Data. The 
Building and Safety Division will need to work closely with the Information 
Technology Department to address short and long-term GIS goals and 
objectives. A key objective for Division staff is the mapping and analysis of 
building permits - this objective can be accomplished by linking permit 
information in OBC with a City address point layer (or to a parcel layer). Another 
key analysis that will allow the Division to enhance its operations is the mapping 
and analysis of easements and flood zones; mapping these features will yield 
benefits for other departments as well, such as the Fire Department and the 
Public Works and Transportation Department, both of which need this 
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information in case of emergencies. 
 

The Building and Safety Division can utilize GIS to assist in several tasks, 
including: 

 
– Building inspection location analysis; 
– Occupancy data mapping and analysis; 
– Permit fee analysis and mapping; 
– Mapping easements in relation to inspection locations; 
– Inspection and code violation mapping and analysis; 
– Using maps to train personnel; 
– Code enforcement violations; and 
– Statistical analysis for budgetary preparations. 

 
For example, during the building permit plan check the location of the property, 
zoning, future land use, flood zones, overlay districts, and impact fees are all 
considered before the issuance of a building permit. The plan check process can 
be straightforward if applicants have done their research. On the other hand, if 
applicants have not done research on the property on which they would like to 
build, the process can be drawn out and frustrating to both the applicant and the 
Building and Safety Division. This would require: 
 
– A linking of the ArcIMS map service to the building permitting database at 

the parcel level. 
 
– Property appraiser information with the ability to query by parcel number, 

owner, secondary owner, business name, address, and secondary 
address. It was also important that queries would include condominiums 
and apartment complexes. 

 
– Planning information with the ability to view parcel-level information on 

zoning, land use, future land use, overlay districts, and impact fee districts. 
 
– Federal Emergency Management Agency Flood Insurance Rate Map 

information with the ability to view parcel-level information on flood zone 
designations. 

 
– Environmental information with the ability to view parcel-level information 

on watersheds. 
 
– Base map information including water features, streets, annotation, and 

aerial photography. 
 
– Printable map with accompanying property data to attach to applications. 
 
It is recommended that Division staff utilize an Intranet GIS data browser to 
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conduct basic spatial analysis and produce maps. This Intranet browser will be 
based on the enterprise-wide Intranet GIS data browser (this is an ArcIMS 
implementation) developed by the Information Technology Department. For more 
advanced analysis and other tasks such as data creation, the Division should 
work with the Information Technology Department, to enable and train Division 
staff in the use of advanced GIS software such as ArcView or ArcInfo to conduct 
many of these tasks. The Information Technology Department may also be called 
upon to create cartographic products for the Division. The Division should rely on 
its own staff for data creation and maintenance (see GIS Data Layers below for 
more information). 
 

• Public Access to Geo-Spatial Building and Safety Division Data. A great 
opportunity exists for the integration of OBC online building permit search with a 
GIS interface to provide the public with the ability to search for permits through 
input fields or via a mapping interface. Subject to creation (geocoding) of permit 
layers based on the OBC database, the Division should work with Information 
Technology Department to create an application with similar search functionality 
that will allow users to click on a parcel (or address point) and view permit 
information As part of the Division’s objective to provide an Internet GIS data 
browser, the Division should coordinate with the Information Technology 
Department to integrate relevant Building and Safety Division data as GIS data 
layers into the Internet-based application. 

 
• GIS Data Layers. The Building and Safety Division will benefit from access to 

several other GIS data layers. It is expected that once all Community 
Development Department data is integrated, consolidated, and centrally stored, 
that staff will have access to all non-classified GIS data layers from other City 
departments. Division staff expressed that access to the following GIS data 
layers would be beneficial: 

 
Data Layer  Creation Methodology Division or Individual 

Address Points Extract, cleanse, and map 
from Pentamation; 
georeference based on aerial 
photography and GPS field 
work 

Automated; Information 
Technology Department 

Aerial Photography Flyover with control points  GIS Data Services vendor 
Building Permits Extract, cleanse, geocode, 

and map from OBC database 
Automated 

Buildings with Site Plans Manually digitize polygons 
from plans and address 
sources 

Information Technology 
Department 

Census data Download from Census 
Bureau 

GIS Specialist 

Certificates of Compliance Extract, cleanse, geocode 
and map from OBC database 

Automated 

Easements Digitize from base map data; 
aggregate layers as needed 

Information Technology 
Department 

Encroachment Permits Extract, cleanse, geocode 
and map from OBC database 

Automated 
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Data Layer  Creation Methodology Division or Individual 
General Plan Digitize features from aerial 

photographs and existing 
data layer 

Information Technology 
Department 

Land Use Digitize polygons from aerial 
photographs and existing 
maps 

Information Technology 
Department 

Parcels Acquire from Information 
Technology Department 

Automated 

Streets Derived from aerial 
photography 

Information Technology 
Department 

Zoning Based upon existing maps; 
General Plan 

Information Technology 
Department 

 
Additional layers may be required as the Department increases its GIS utilization 
and incorporates additional field data. Division staff also identified a need to link 
digital documents, such as Adobe PDF’s for permitted applications, with parcels 
and address points. 
 

• GIS Applications for the Building and Safety Division. An Internet GIS data 
browser that includes building permit search functionality has been 
recommended to provide citizens with access to the City’s geo-spatial data, 
including parcel and building permit information. Leveraging the City’s existing 
ArcIMS platform, the City will need to develop an enterprise-wide Internet GIS 
data browser to provide the public with access to geo-spatial planning data. An 
Intranet GIS data browser has been recommended for use by Building and 
Safety Division staff. The Intranet GIS data browser should provide mapping and 
analysis capabilities for all Division staff. This application should serve as the 
primary GIS application for the Building and Safety Division.  

 
At the present time, the Building and Safety Division is not effectively utilizing the GIS 

tools that are available. The Information Technology Department should be assigned 

responsibility for bringing this set of tools to the desktop computer and developing the 

skills of the staff of the Division that should be expected to use these tools routinely as 

part of the tasks performed on behalf of the Division, residents, and applicants. 

Recommendation: The Information Technology Department should link permit 
information in OBC with a City address point GIS layer or to a parcel layer.  
 
Recommendation: The Information Technology Department should deploy an 
Intranet GIS data browser for the Building and Safety Division staff to utilize to 
conduct basic spatial analysis and produce maps. This Intranet browser will be 
based on the enterprise-wide Intranet GIS data browser (this is an ArcIMS 
implementation). 
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Recommendation: The Information Technology Department should integrate OBC 
online building permit search with a GIS interface to provide the public with the 
ability to search for permits through input fields or via a mapping interface. 
 
Recommendation: The Building and Safety Division should work with the 
Information Technology Department to develop GIS layers including aerial 
photography, building permits, buildings with site plans, census data, certificates 
of compliance, easements, encroachment permits, general plan, land use, 
parcels, streets and zoning. 
 
Recommendation: The Building and Safety Division should be responsible for the 
maintenance of the GIS layers once these layers are developed. 
 
Recommendation: The Information Technology Department should deploy an 
Intranet GIS data browser should provide mapping and analysis capabilities for 
all Division staff. This application should serve as the primary GIS application for 
the Building and Safety Division. 
 
Recommendation: The Information Technology Department should be 
responsible for providing ongoing GIS training to those staff in the Building and 
Safety Division developing the skills of the staff of the Division that should be 
expected to use these tools routinely as part of the tasks performed on behalf of 
the Division, residents, and applicants. 
 
 (2) Deployment of GIS in the Planning Division.  
 

There is great potential for increasing the utilization of GIS in the Planning 

Division. The Planning Division manages and maintains a variety of data that has a 

spatial component. In addition, the Division’s staff require comprehensive knowledge of 

various types of spatial data, including planimetrics, zoning, and environmental data.  

Based on a needs assessment, the Planning Division has several GIS needs: 
 
• Mapping and spatial analysis of land use and zoning data; 
 
• Automated neighborhood and vicinity mapping; 
 
• Planning support systems; 
 
• Public access to geo-spatial planning data; and 
 
• Formal GIS training for Planning Division staff. 
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The Planning Division’s GIS needs are closely linked to the other divisions within 

the Community Development Department and the Public Works and Transportation 

Department. A key opportunity for all divisions within the Department lies in 

centralization of CADD / GIS data and distribution of this data via several tiers of GIS 

applications. It is expected that Planning Division staff will gradually gain greater 

involvement in planning-specific GIS data production, maintenance, and management, 

as technical knowledge and resources within the Division increase. 

The Planning Division identified that it could utilize GIS to assist in several tasks 

including the following: 

• Proposed development location analysis; 
 
• Land use and land development mapping and analysis; 
 
• Zoning data mapping and analysis; 
 
• Environmental inventories mapping and analysis; 
 
• Project activity mapping; 
 
• Traffic modeling; 
 
• Building inspection and code enforcement mapping and analysis; 
 
• Production of public meeting and exhibition maps; 
 
• Statistical analysis for budgetary preparations; 
 
• Spatial and quantitative analysis of long-range planning issues including 

demographics, housing, economic development, environmental protection, and 
infrastructure. 

 
These GIS needs are presented below based upon a needs assessment of the Division. 

• Automated Neighborhood and Vicinity Mapping. Automated neighborhood 
and vicinity mapping is a tool that the Information Technology Department should 
develop on behalf of the Planning Division including the production of 



CITY OF BEVERLY HILLS, CA 
Management Audit of the Community Development Department 

Matrix Consulting Group  Page 365 

neighborhood and vicinity maps for public meetings and public distribution. The 
Planning Division will be able to better serve its public duties by utilizing an 
automated mapping application that enables staff members to quickly and 
efficiently create neighborhood and vicinity maps. At present, there is no 
automated means for generation of these maps. 

It is recommended that a standalone desktop application be developed to 
address these mapping needs. The application should be based on ESRI 
technology to facilitate integration with the City’s existing platform and to enable 
streamlined access to the City’s geo-spatial data. The Information Technology 
Department should develop an ArcGIS-based application for the Division’s 
specific needs. In addition to providing custom automated mapping capabilities, 
the application should support versioning of data, especially for use in proposed 
development plans; by using versioning, any approved changes to specific 
boundaries or land use features can be easily and effectively reconciled with the 
original data (i.e., central geodatabase).  

As part of the automated mapping application, and in order to ensure a 
high cartographic quality in publicly distributed maps, it is recommended that 
Python software be integrated with the automated mapping application. Python is 
sophisticated, high-end scripting software that can be utilized for creating quality 
labeling and annotation text for map generation. Utilizing an integrated approach 
that uses both ArcGIS and Python will yield cartographic quality products that 
can be created by both technical and non-technical staff. 

An Intranet GIS data browser is an additional resource that can be used 
by Planning Division staff to view and map GIS data. It is recommended that the 
Division utilize an Intranet GIS data browser to provide mapping and spatial 
analysis capabilities for non-technical staff.  

 
• Planning Support Systems. Another potential utilization of GIS within the 

Planning Division is the analysis of proposed development scenarios during plan 
reviews. It is recommended that the Planning Division procure a third party 
extension for ArcGIS that will enable departmental staff to leverage GIS 
infrastructure to perform these types of analysis. The solution should provide the 
ability to version temporary scenario data, as this will facilitate the reconciliation 
of approved data changes to master data sources. This is discussed in more 
detail below in the section GIS Applications. 

 
• Public Access to Geo-Spatial Planning Data. Spatial information should be 

disseminated to the public by providing a mapping application that will enable 
citizens to view land use and zoning information. 

The Division should coordinate with the Information technology 
Department to integrate departmental GIS data into the Internet-based 
application. In addition the department should identify additional functionality that 
may be required in addition to the City’s base enterprise offering.  

Public access to geo-spatial planning data will increase productivity by 
reducing the need for staff to personally respond to questions from citizens. In 
addition to providing public access to mapping via an Internet GIS data browser, 
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it is recommended that the Planning Division purchase and maintain a public 
access kiosk at the Permit Services Center front counter. The kiosk will allow 
citizens that come into the office to view and query zoning and land use 
information without disturbing or disrupting staff productivity. The kiosk should 
provide an intuitive, user-friendly mapping interface that provides users the ability 
to view, query, and print relevant land use information. 

 
• GIS Data Layers The Planning Division will benefit from access to several GIS 

data layers.  It is expected that once all departmental data is integrated, 
consolidated, and centrally stored, that staff should have access to all non-
classified GIS data layers from other City departments. Division staff expressed 
that access to the GIS data layers presented in the exhibit on the following page 
would be beneficial. 

Additional layers may be required as the Division increases its GIS 
utilization and incorporates additional field data. Division staff also identified a 
need to link digital documents, such as Adobe PDF’s for permitted applications, 
with parcels and address points. 
 

• GIS Applications. There are a number of applications that are appropriate for 
the Planning Division. These GIS applications are presented below. 

 
– Internet GIS Data Browser. An Internet GIS data browser has been 

recommended to provide citizens with access to the City’s geo-spatial 
data. Leveraging the City’s existing ArcIMS platform, the City will need to 
develop an enterprise-wide Internet GIS data browser to provide the public 
with access to geo-spatial planning data 

 
– Intranet GIS Data Browser. An Intranet GIS data browser is recommended 

for use by Planning personnel. The Intranet GIS data browser should 
provide mapping and analysis capabilities for all personnel.  This 
application will serve as the primary GIS application for the Planning 
Division.  

 
– ArcGIS 9. ArcView 9 is recommended for use by Planning personnel. A 

description of this application is provided in the Enterprise-Wide 
Applications section of this chapter. One (1) license of ArcView is 
recommended for use by a planner. This planner should continue to utilize 
ArcView to produce maps and conduct spatial analyses. 
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Exhibit 24 (1) 
 

Proposed GIS Layers For 
the Planning Division 

 
Data Layer  Creation Methodology Division or Individual 

Address Points Extract, cleanse, geocode, and 
map from Pentamation; 
georeference based on aerial 
photography and GPS field work 

Automated; Information 
Technology Department 

Aerial Photography Fly-over with control points GIS Data Services Vendor 
Bicycle / Pedestrian Facilities Digitize from base map data; 

GPS field work 
Information Technology 
Department 

Building Permits Extract, cleanse, geocode, and 
map from OBC database 

Automated 

Buildings With Site Plans Manually digitize polygons from 
plans and address sources 

Information Technology 
Department 

Census Data Download from Census Bureau 
!http://www.census.gov/geo/ww 
w/census2k.html 

Information Technology 
Department 

Certificates of Compliance Extract, cleanse, geocode and 
map from OBC database 

Automated 

City-Owned Property Extract, cleanse, geocode, and 
map from County tax roll; other 
map sources as required 

Automated 

Commercial addresses Extract, cleanse, geocode, and 
map from Pentamation 

Automated 

Crime Data Extract, cleanse, and 
automatically map from Police 
database 

Automated 

Critical Facilities Manually digitize points from 
aerial photography and address 
sources 

Information Technology 
Department 

Day Care Facilities GPS Field Work Information Technology 
Department 

Planning Division land 
entitlement applications 

Extract, cleanse, geocode and 
map from OBC database 

Automated 

Easements Digitize from base map data; 
aggregate layers as needed 

Information Technology 
Department 

Encroachment Permits Extract, cleanse, geocode and 
map from OBC database 

Automated 

Fire Hydrants Digitize on screen; existing 
CADD data; GPS field work 

Information Technology 
Department 

Flood Zones Acquire from FEMA (free to 
government entities) 
http://www.fema.gov/fhm/ 

Information Technology 
Department 

General Plan Digitize features from aerial 
photographs and data layer 

Information Technology 
Department 

GPS Monument Map GPS Field Work Information Technology 
Department 

Hazardous Materials GPS data collection for location; 
extract from Fire Department 
database once data is entered 

Information Technology 
Department 
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Exhibit 24 (2) 
 

Data Layer  Creation Methodology Division or Individual 
Impervious Surfaces Digitize polygons from aerial 

photographs; derive polygons by 
raster analysis of remotely-
sensed data 

Information Technology 
Department 

Land Use Digitize polygons from aerial 
photographs and existing maps 

Information Technology 
Department 

Licensed Businesses Extract, cleanse, geocode, and 
map from Pentamation;  
georeference based on aerial 
photography and GPS field work 

Automated; Information 
Technology Department 

Intersections Use street centerline layer as 
source 

Information Technology 
Department 

Parcels Acquire from County Information Technology 
Department 

Parks Digitize from base map data; 
aggregate layers as needed 

Information Technology 
Department 

Real Estate Sales Geocode and map from MLS 
database 

Automated 

Record of Survey Base Map Digitize on screen; GPS field 
work 

Information Technology 
Department 

Schools Digitize from base map data; 
GPS field work 

Information Technology 
Department 

Sewer Base Map Digitize on screen; GPS field 
work 

Information Technology 
Department 

Signs GPS field work; aggregate layers 
as needed 

Information Technology 
Department 

Storm Drain Base Map Digitize on screen; GPS field 
work 

Information Technology 
Department 

Streets Derived from aerial photography Information Technology 
Department 

Striping and Pavement Markings GPS field work; derive from 
aerial photography; aggregate 
layers as needed 

Information Technology 
Department 

Tax Assessment Districts Aggregate parcels and assessor 
data; other sources, such aerial 
photography, as needed 

Information Technology 
Department 

Traffic Accidents Extract, cleanse, geocode, and 
map from Police Department 
database 

Information Technology 
Department 

Traffic Base Map Digitize on screen; GPS field 
work  

Information Technology 
Department 

Traffic Counts Extract, cleanse, geocode and 
map from Traffic and 
Transportation Division database 

Information Technology 
Department 

Traffic Signals GPS field work; aggregate layers 
as needed 

Information Technology 
Department 

Transit Routes Derive from street centerline 
layer; acquire from MTA 

Information Technology 
Department 

Vacant Properties Query from parcel layer Information Technology 
Department 

 



CITY OF BEVERLY HILLS, CA 
Management Audit of the Community Development Department 

Matrix Consulting Group  Page 369 

 
Exhibit 24 (3) 

 
Data Layer  Creation Methodology Division or Individual 

Water Base Map Digitize on screen; GPS field 
work 

Information Technology 
Department 

Zoning Based on existing maps: 
General Plan 

Information Technology 
Department 
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– Planning Support Systems. The Planning Division should be provided with 

a planning support extension for ArcGIS. A planning support application 
will enable the department to analyze proposed development scenarios 
and improve decision-making. In addition, integrated GIS applications that 
provide access to a geodatabase will maximize efficiency through 
versioning and redundant data production. Included below are three 
options for ArcGISbased planning support systems that the department 
should consider and assess. 

 
•• Scenario 360. Scenario 360 is GIS-based decision support 

software for planners and resource managers. Scenario 360 is an 
ArcGIS extension that adds interactive analysis tools and a 
decision-making framework to the ArcGIS platform. Scenario 360 is 
a valuable tool that enables viewing, analyzing, and understanding 
of land-use alternatives and impacts. More details are available at 
http://www.communityviz.com 

•• What If? What if? is an interactive GIS-based system which 
supports all aspects of the land use planning process:  conducting 
a land suitability analysis, projecting future land use demand, 
allocating this demand to suitable locations, and evaluating the 
likely impacts of alternative policy choices and assumptions.  More 
details are available at http://www.what-if-pss.com 

•• INDEX Software. INDEX is an integrated suite of tools designed to 
support the entire process of community planning and 
development. INDEX is used to design and visualize alternative 
planning scenarios, analyze and score their performance, and 
compare and rank alternatives.  Once plans are adopted, INDEX 
supports implementation by evaluating development proposals 
against plan goals. More details are available at http://www.crit.com 

 
– Public Access Kiosk Application. Many public access attempts required 

the user to use a mouse and keyboard and have an understanding of how 
to use a Windows based application. These expectations eliminate 70% of 
potential users. The Internet has become one medium of disseminating 
data to the public. However, there is still a need to have public access to 
data physically at an organization’s buildings. Many people come to a 
facility, such as the Permit Services Center, with specific questions about 
the area and services provided. A well-written public access application 
will allow a user to find the answers for themselves.  To be effective, a 
public access application must be easy to use. For many users, this 
means an application that does not require use of a mouse or keyboard. 
Touch screen monitors have enabled applications that do not require a 
mouse and keyboard to become a reality. A touch screen kiosk application 
should be implemented utilizing browser User software. Buttons and slider 
bars must be large so that they are easily selected by touching the screen. 
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This application should be flexible so that it can be used at other 
facilities/sites to provide public access with other data sets. Once the 
public access application is written it should allow for quick changes and 
customization.  The public access application should target the following 
goals: 

 
•• Configurable for at least 10 preset queries; 
•• Extremely user friendly " no keyboard, no mouse; 
•• Designed with the latest GIS technology – ESRI MapObjects in 

conjunction with Visual Basic; 
•• Must have an administration package for complete control of layers, 

colors, and data; 
•• Network ready for automatic update of configuration and setup files; 
•• Easy to customize data setup and query configuration; 
•• Supports imagery and orthophotography; and 
•• Easy and quick setup 

 
For keyboard entry, the touch screen application should replicate a 
keyboard on the screen. The kiosk application should be very streamlined, 
offering only the essential GIS functionality such as; printing, pan, zoom 
in, zoom out, identify, and turning layers on and off. 

 
Recommendation: The Information Technology Department should integrate the 
desktop GIS application with OBC. The application should be based on ESRI 
technology to facilitate integration with the City’s existing platform, OBC, and to 
enable streamlined access to the City’s geo-spatial data. 
 
Recommendation: The Planning Division should work with the Information 
Technology Department to develop an automated neighborhood and vicinity GIS 
mapping tool for the use of the Planning Division including the production of 
neighborhood and vicinity maps for public meetings and public distribution. 
 
Recommendation: The Information Technology Department should deploy 
Python software with the automated mapping application. 
 
Recommendation: The Information Technology Department should deploy an 
Intranet GIS data browser for the Planning Division that can be used by Planning 
Division staff and residents to view and map GIS data. This Intranet browser will 
be based on the enterprise-wide Intranet GIS data browser (this is an ArcIMS 
implementation). 
 
Recommendation: The Information Technology Department should integrate OBC 
online land entitlement permit and zoning search with a GIS interface to provide 
the public with the ability to search for permits through input fields or via a 
mapping interface. 
 



CITY OF BEVERLY HILLS, CA 
Management Audit of the Community Development Department 

Matrix Consulting Group  Page 372 

Recommendation: The Planning Division should procure a third party extension 
for ArcGIS that will enable departmental staff to leverage GIS infrastructure to 
perform these types of analysis. The solution should provide the ability to version 
temporary scenario data, as this will facilitate the reconciliation of approved data 
changes to master data sources. 
 
Recommendation: The Planning Division should purchase and maintain a public 
access kiosk at the Permit Services Center front counter. The kiosk will allow 
citizens that come into the office to view and query zoning and land use 
information without disturbing or disrupting staff productivity. The kiosk should 
provide an intuitive, user-friendly mapping interface that provides users the 
ability to view, query, and print relevant land use information. 
 
Recommendation: The Planning Division should develop and maintain GIS layers 
including address points, aerial photography, bicycle / pedestrian facilities, 
building permits, buildings with site plans, census data, certificates of 
compliance, city-owned property, commercial addresses, crime data, critical 
facilities, day care facilities, planning division land entitlement applications, 
easements, encroachment permits, fire hydrants, flood zones, general plan, gps 
monument map, hazardous materials, impervious surfaces, land use, licensed 
businesses, intersections, parcels, parks, real estate sales, record of survey base 
map, schools, sewer base map, signs, storm drain base map, streets, striping and 
pavement markings, tax assessment districts, traffic accidents, traffic base map, 
traffic counts, traffic signals, transit routes, vacant properties, water base map, 
and zoning. 
 
Recommendation: The Planning Division should work with the Information 
Technology Department to prioritize and deploy GIS applications such as an 
Internet and Intranet GIS browser, ArcGIS9, planning support extensions for 
ArcGIS such as Scenario 360, What If?, and INDEX. 
 
(3) The City Should Use a Hybrid Form of Organizational Approach to the 

Delivery of GIS Services. 
 

Essential to the success of the City’s GIS effort will be how GIS fits best within 

the organization. There are two primary organizational structures used to implement 

enterprise-wide GIS within organizations throughout the United States. 

• Centralized GIS Structure. A centralized organizational structure maintains a 
central division in an Information Technology Department that is responsible for 
all GIS services. The GIS Division employs management, analysts, technicians, 
and programmers tasked with hardware, software, application development, 
planning, and training. Data are created and maintained by this group, or 
outsourced to contractors. All other participants are characterized as end-users, 
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with only the capability to view, query, and analyze spatial data. 
 
• Decentralized GIS Structure. A decentralized organizational structure divides 

GIS responsibilities throughout various departments. Decentralized 
organizational structures may still have a GIS Section, operating independently 
or under the jurisdiction of another department. This approach divides system 
and data maintenance between the GIS Section and departmental end-users. 
During their course of daily business, users update an enterprise database (e.g., 
using ArcEditor to edit data). All users share responsibility for maintaining the 
GIS, and users within each department maintain specific data according to their 
thematic disciplines and specialties. This type of organizational structure enables 
the GIS Section to focus on hardware and software maintenance, data exchange 
and distribution, application/data design and development, user training and 
support, community extension, and technology innovation, instead of devoting 
time to the creation and maintenance of data. 

 
• Hybrid GIS organizational structure. Many local governments utilize a hybrid 

GIS organizational structure, based on centralized and decentralized 
organizational structures. This type of structure provides the benefits of both 
organizational structures in scenarios where full implementation of either 
organizational structure cannot be readily attained. 

 
The project team recommends that the City utilize a hybrid organizational 

structure for its GIS effort. Data content and metadata standards should be created and 

enforced by the Information Technology Department. The Information Technology 

Department should create a central data repository (centralized GIS server or servers) 

for all GIS data. This is especially effective with ESRI’s ArcGIS 9.x software, which is 

designed to operate from a single GIS server, utilizing the geodatabase model.  

The Information Technology Department, in conjunction with other personnel 

from the Information Technology, should be responsible for data creation, conversion, 

and maintenance for all non-departmental specific data layers, and establishing data 

integrity checks for critical enterprise layers such as planimetrics. GIS-participating 

departments should be responsible for updating and maintaining all other GIS data 

layers, utilizing standards developed and issued by the Information Technology 
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Department.   

GIS-participating departments should still have the primary authority to 

recommend new GIS applications for their own use, but the Information Technology 

Department should review all requests for compatibility and applicability.  

For the Community Development Department, the Information Technology 

Department should initially provide all support for GIS activities. The Information 

Technology Department should initially be responsible for data maintenance, complex 

data analysis, and cartographic products. However, in the near-term, the Information 

Technology Department should transition the Community Development Department to 

minimal support for GIS activities, system and application support. As usage of GIS in 

the Community Development Department grows, the Information Technology 

Department must encourage and facilitate the acquisition of appropriate resources to 

handle data maintenance responsibilities. The Community Development Department 

should eventually develop its own expertise and begin to utilize GIS in its daily routine 

as the City’s GIS implementation progresses. 

Recommendation: The City should utilize a hybrid form of organization in the 
delivery of GIS services. 
 
Recommendation: For the Community Development Department, the Information 
Technology Department should initially provide all support for GIS activities. The 
Information Technology Department should initially be responsible for data 
maintenance, complex data analysis, and cartographic products. 
 
Recommendation: However, in the near-term, the Information Technology 
Department should transition the Community Development Department to 
minimal support for GIS activities, system and application support. 
 
(4) The Information Technology Department Should Develop and Deliver 

Ongoing GIS Training For The Community Development Department. 
 

Training will be an integral part of the Community Development Department’s 
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GIS implementation strategy. Initially, staff of the Department that would utilize GIS as a 

daily routine should receive customized training sessions on each individual application 

that is developed. These applications should be intuitive and user-friendly. One to two 

hours of training on each application should be sufficient.  

Recommendation: The Information Technology Department should develop and 
deliver ongoing GIS training to those staff of the Department that would utilize 
GIS as a daily routine. 
 
(5) The Information Technology Department Lacks Sufficient Staff To Support 

the Community Development Department. 
 

There is a number of information technology research and consulting 

organizations that utilize benchmarks to assess the adequacy of an organization’s 

staffing levels. These benchmarks have been developed by, and are compared to, other 

industry leaders such as Gartner Group as a point of reference. These benchmarks 

include the following: 

• Gartner reports that the average ratio of staff to users for private and public 
organizations is approximately 5 IT staff to 100 users (“Benchmarks can help 
determine staff sizes”, February 2005).  Gartner also indicates that information 
technology staff is typically allocated among functional assignments as follows: 

 
- Software application development averages 25% of total staff across all 

industries; 
 
- Software application support and maintenance averages 15% of total staff 

across all industries; 
 
- Database administration averages approximately 6% of total staff; 
 
- IT production/operations average 15% of total staff; 
 
- Network/Security average 15% of total staff; 
 

 - Planning and architecture average approximately 4%; 
 
 - Relationship management averages approximately 3%; 
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 - IT administration averages approximately 9%; and 
 
 - Help desk functions average 8% of total staffing. 
 

It is important to note that the ratios and percentages above represent all 
industries (i.e. private enterprises, government, and non-profit) and include 
information technology contractors and external service providers. 

 
• Matrix Consulting Group has identified a best management practice for 

information technology staffing for municipal governments that was developed 
through our experience with local governments. This measures calls for IT 
staffing to represent between 2% to 3% of total local government employment.  

 
• The main difference between the ratio utilized by the Gartner Group and Matrix 

Consulting Group is that Gartner’s survey encompasses organizations in several 
industries, not just local government. As a result, software production companies 
and other corporate service organizations are included in Gartner’s benchmark.  
The benchmark utilized by the Matrix Consulting Group includes only local 
governments.  

 
The project team considered those positions which have a substantial 

information technology role, including: systems planning, development, maintenance, 

information technology related administration, or is primarily involved in troubleshooting 

or providing help desk type support. Based on these criteria, the project team developed 

the organization-wide information technology staffing as portrayed in the table below.  

Function / Position Staffing Levels 
 
Chief Information Officer 

 
1 

Assistant Chief Information Officer 1 
Technology Operations Officer 1 
Network Administrator 1 
Security Administrator 1 
Communications Specialist 2 
Business Information Systems Administrator 1 
Web Applications Integrator 1 
Web Developer 1 
Systems Integrator 1 
GIS Analyst 1 
Client Support Administrator 1 
Senior Support Specialist 2 
Systems Architect 1 
Systems Engineer 1 

Total IT Staffing 17 
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There are 17 positions assigned to IT functions in the City excluding cable 

television, graphic arts, and document management. 

The table below presents the information technology staffing levels that would be 

required by the City based on benchmarks utilized by the project team: 

 
City Count Point 

 
Benchmark  

 
Staffing Needs 

 
800 users 

 
Gartner Group: 5:100 users 

 
40 

 
 
761 full-time employees 

 
Matrix Consulting Group: 2% – 

3% of Total City Employees 

 
15 to 23 positions 

 
Important points to note regarding the data contained in the table are presented 

below. 

• As shown above, depending on the benchmark ratio used, information 
technology staffing needs range from approximately 15 staff to 40 staff. The 
information technology staffing is at the lower end of the range suggested by the 
Matrix Consulting Group benchmark, but significantly below the Gartner Group 
benchmark.  

 
• Based on surveys conducted by the Gartner Group, the City has staff under-

allocated in most functions. 
 
• Benchmarks are useful for gauging the relative staffing of information technology 

organizations. Staffing, however, is largely a product of service level 
commitments.  For organizations that seek to provide a high level of service to its 
customers, support a large number of products, and administer complex system 
architecture, staffing needs will be higher than existing.  

 
Overall, the project team believes that information technology staffing is 

insufficient given its current service philosophy and workloads. A Systems Integrator 

position should be authorized for the support of the Community Development 

Department. The cost of this position is presented in the table below. 

 
Recommendation 

Annual 
 Cost Impact 

Authorize a Systems Integrator position in the Community Development 
Department. 

 
$124,100 
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Recommendation: A Systems Integrator position should be authorized in the 
Community Development Department for the support of the software applications 
within the Department. 
 
3. THE COMMUNITY DEVELOPMENT DEPARTMENT SHOULD IMPROVE ITS 

DOCUMENT MANAGEMENT SYSTEMS.  
 

Document management systems can include the following components:  
 
• An optical scanner and optical character recognition (OCR) system to convert 

paper documents into a digital format; 
 
• A database to organize and index stored documents, including electronic 

documents (e.g., Word files, etc.); 
 
• A search mechanism to quickly find specific paper and electronic documents; 
 
• Library services to manage security, privileges, version control, and track history; 
 
• Automated archival and destruction according to mandated retention schedules; 
 
• Support for workflow; 
 

– The ability to send a document from staff member to staff member for 
approval or review purposes, according to pre-defined business rules; 

 
– Appropriate for highly-structured and repetitive business processes; and 
 
– Potentially high cost, with substantial benefits. 

 
There are a number of challenges with the existing document management 

systems in the Community Development Department. These challenges are portrayed 

below. 

• Currently, the Building and Safety Division is the only division in the Community 
Development Department that is utilizing scanning and imaging.  

 
• The Department has yet to determine what documents to include in a document 

management program (e.g., electronic files, email, working papers, drafts, etc.) 
and what documents not to include. 

 
• The Department has lots of paper - in addition, the need to be responsive to 

Department customers and a lack of confidence in current systems has resulted 
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in multiple copies of some documents (e.g., building permit plans) across the 
City. 

 
• Attention, awareness, and demand for public access to Department documents is 

increasing – at the same time, the Department is experiencing heightened 
awareness of security / privacy issues. 

 
• Beverly Hills currently outsources document storage offsite – complicating the 

timely retrieval of documents for Department business and responses to 
information requests. 

 
• Workloads and document production will likely continue for the Community 

Development Department. 
 
• Records and documents can’t be shared effectively among staff – Department 

staff cannot access an electronic copy of a record simultaneously for 
collaboration. 

 
• Staff is not easily able to index or access stored documents. 
 
• Staff report that a lot of time is spent searching for documents that are misfiled –

or lost. 
 
• The Department lacks automated version control:  

 
– No automatic ability to ensure only a single copy of a document exists; 
– No guarantee that only the most current versions of contracts are being 

accessed; and 
– Editing of shared documents is not effectively managed electronically. 
 
The installation of a document imaging system will resolve a number of problems 

in the Community Development Department as indicated in the table below. 

Problem/Issue Document Imaging Impact 
Missing or lost files/documents Electronic files, if indexed and backed-up properly, 

will not get lost. 
Documents take a long time to get into the file 
(loose documents) 

The documents will be linked to permits as soon 
as they are scanned and indexed. Available to 
users immediately. 

File available to only one user at a time Electronic files are available to multiple users at 
the same time. 

Documents are copied to circulate The need for extra copies will be eliminated 
Pulling, transporting, and re-shelving permit files is 
labor intensive 

Electronic files could eliminate the labor to the 
degree that staff are able to use electronic files as 
a substitute. Currently, Planning Department files 
are located throughout various building floors, 
some are microfiche and others are hardcopy, etc. 

Records storage space is at a premium To the extent that document imaging would 
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Problem/Issue Document Imaging Impact 
eliminate the need for hard copy storage on site or 
at all, the amount of records storage would be 
reduced 

Retrieving off-site records can take from 1 to 3 
days 

Records stored on-line should be accessible in 
from 1 to 5 seconds 

File shelving, and supplies are costly Elimination or reduction of cost of equipment and 
supplies to the degree that electronic documents 
replace hard copy records 

Using microfilm is cumbersome and time 
consuming 

If user-friendly retrieval methods are built into the 
document imaging system, retrieval should be far 
easier and faster. Integration of document imaging 
and the automated permitting system is critical 

The public must visit City hall to view records Access over the Internet would alleviate many trips 
and phone calls 

 
There are a number of steps that the Community Development Department 

should take to enhance the management of documents within the Department. These 

steps are portrayed below. 

(1) The Department Should Charge A Document Management Fee. 
 

To provide funding for the document imaging system within the Community 

Development Department, the Department should charge applicants a document 

imaging fee. The permit and plan check processes of any city generate a significant 

amount of paper including the permits, plans, plan check comments, etc.  

Other cities have begun to charge a document imaging fee to provide consistent 

funding for scanning of these documents. For example, the City of Fullerton charges a 

document imaging fee that amounts to $82 per item or $35 per item if the planning fee 

is less than $1,000. 

The Community Development Department should develop a proposal for 

consideration of the City Council for a document imaging fee. This fee should be 

charged for all types of land entitlement and building permits. The revenue should be 

utilized to contract with a firm to scan and index these documents on behalf of the 

Community Development Department, and to pay the costs of overtime for Department 
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staff to cull through the files, plans, and permits before scanning to assure that 

duplicates and other unessential documents are not scanned. 

Recommendation: The Community Development Department should charge a 
document imaging fee. 
 
(2) The Building and Safety Division Should Require Submittal of Electronic 

Plans Prior To Issuance of the Building Permit 
 

After final corrections to the building permit plan have been made and prior to the 

issuance of the building permit, a CD containing a complete set of plans and all 

supporting documentation (i.e., engineering booklets, geotechnical reports, addendums, 

additional specs etc) should be required. All engineering and / or architectural stamps 

should be signed and dated and should be viewable on the CD images. In the event 

that the architect cannot provide an electronic copy of the plans with a visible stamp, the 

Building and Safety Division should also accept a letter from the architect bearing his 

stamp, signature and date certifying that the electronic copy is an identical and 

complete set of the drawings/plans (and supporting documentation) to the sets that 

were provided to the Division. The Division should standardize on the PDF file format 

for all electronic drawings/plans 

Recommendation: The Building and Safety Division should require submittal of 
electronic plans prior to issuance of the building permit. 
 
4. THE FULL RANGE OF FEATURES OF THE OBC SYSTEM SHOULD BE 

UTILIZED. 
 

Because the investment in OBC — hardware, software, and training - is 

substantial, it is essential for the City to leverage its investment and maximize the use of 

the system. The features to the OBC system that should be utilized by the City are 

summarized below. 
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 (1) Inspection Module. 
 

The inspection module should be used with laptops or personal digital assistants 

to allow building inspectors and code enforcement officers to input inspection results on 

site then download them (usually remotely) into the OBC system. The inspection 

module should be used to provide real-time schedule, cancellation, location, and 

contact information. Using a template that automatically provides a checklist for a 

specific site, inspectors should be able to receive printouts or pre-inspection reports on 

special items to be inspected. 

Recommendation: The inspection module in OBC should be utilized to track 
actual inspections conducted for building permits and for land entitlement 
permits. 
 
(2) Transaction Module 
 

The transaction module should be utilized to calculate fees for plan reviews, 

permits, and inspections. The transaction module should be linked to PeopleSoft to 

process financial transactions and records, confirm payments, authorize services, and 

handle a variety of customer accounts. While most financial transactions continue to be 

made in person, the transaction module should also be utilized for online transactions 

(such as issuance of single trade permits). 

Recommendation: The transaction module should be utilized to process financial 
transactions and provide for internal controls. 
 
(3) Reporting Module 
 

With a reporting module, the City should convert routine permitting information 

into reports for analyzing and improving inspection efficiency, regulating workflows, and 

performing related management tasks. 

The extent of reports generated by OBC is extremely limited. The managers of 
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the Building and Safety Division and the Planning Division should work with the 

Information Technology Department 

Recommendation: The reporting module in OBC should be enhanced to generate 
additional reports as determined necessary by the managers of the Building and 
Safety Division and the Planning Division. 
 
(4) Workflow Management and Tracking Module 
 

Complex land entitlement and building permits often have to be routed to several 

employees at different departments and divisions within the City. Automating the permit 

process using the workflow module means that the land entitlement and building permit 

will not sit on a desk too long or get misplaced as it is being reviewed. The system itself 

operates according to business tasks and rules defined by the City. Automated workflow 

systems encompass role/relationship definition, security, auditing, and tracking 

capabilities. Users have the ability to know who has taken what actions on what date 

and where a particular task is in a sequence of steps. In addition, the system may have 

the ability to effectively archive required data and recreate representations of data. 

Managers and permit staff use automated workflow to track a variety of 

documents, plans and attachments associated with a land entitlement and 

building permits permit application. External customers do not usually access the 

agency’s workflow system. 

The workflow module should be utilized to enable supervisors and managers to 

follow the project from the initial application to the certificate of occupancy and records 

when project documents entered the system, how long they took to be processed, and 

their current standing.  

There are a number of tools in this module that should be utilized by managers 
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and supervisors to enable online case management and collaboration. These tools give 

different divisions and departments real-time access to project information through a 

standard web browser. Online collaboration tools should offer these features: 

• Automatic notification when documents require review and approval; 
 
• Automatic notification of project-related tasks needing completion; 
 
• Online viewing of all types of electronic documents and files associated with a 

project; 
 
• Online discussion groups and conferencing; 
 
• Online redlining; 
 
• A repeatable project framework to consistently organize projects; and 
 
• Whiteboarding. 
 
Recommendation: Managers and supervisors in the Community Development 
Department should utilize the workflow module to manage the cycle time for 
processing building permit and land entitlement applications.  
 
(5) On-Line Access 
 

The communication module should enable users to complete permit applications 

for simple projects online, make payments, schedule inspections, track projects and, 

status checking or giving applicants the ability to check the status of their permits on-

line. Giving applicants the ability to check the status online reduces telephone and walk-

in traffic and allows applicants and city residents to review this information even when 

City Hall is closed. 

Automating the permit process opens the door for customer self-service. Simple 

e-permitting capabilities allow citizens and businesses to use both the Internet and the 

telephone to check the status of their permit application or comment on new 

development projects.  
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The automated permit information system provides the capacity for the public 

and for applicants to access the automated permit information system through the 

Internet. This capacity would make information from the City’s permit database 

accessible via the Internet by permit applicants, residents, and other interested parties. 

In this instance, the City’s Web site would provide a search form where citizens enter a 

property address or permit number to receive current information on that permit, 24 

hours a day, seven days a week, from any computer with Internet access. The City can 

control the amount of information that is accessible by the public and can limit the 

amount of users by incorporating password protection, if it chooses to do so. 

This feature of the automated permit information system should be utilized to 

enable applicants to check the status of their permits. Giving applicants the ability to 

check the status online reduces telephone and walk-in traffic and allows applicants and 

city residents to review this information even when City Hall is closed. 

It should also be utilized to enable citizens to review proposed projects online. By 

placing information about proposed developments on the Web, citizens have increased 

opportunity to participate in the extent and type of development occurring in their 

neighborhood.  

The Community Development Department could, for example, enable citizens to 

access development activity in their neighborhood through a marriage of their permitting 

software and geographical information system. The City’s Web site contains “What’s 

Happening In My Neighborhood.”  

Recommendation: The City should utilize OBC to provide the capacity for the 
public and for applicants to access data through the Internet or for the public and 
applicants to subscribe to information. 
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(6) Linkage to the Geographic Information Systems 
 

Geographic information systems (GIS) locate objects by tracking geographic 

coordinates transmitted via satellite. They assemble, store, manipulate, and display 

geographic data and are useful for specifying development projects and scheduling 

inspections. GIS software is usually a separate application that should be integrated 

with other components of OBC. 

Recommendation: OBC should be linked to the geographic information system. 
 

(7) Plan Check And Permit Annotations, Corrections And Comments  
 

Once land entitlement and building permits are plan checked, annotations and 

comments should be added to OBC, shared among the review team, and forwarded to 

the applicant. This is an essential element of OBC: to facilitate collaboration, integration, 

and cooperation among staff, applicants, architects, and the neighborhoods. Use of the 

automated permit information system for these annotations and comments provides the 

potential for 24/7 access to staff, applicants, architects, and the neighborhoods. 

The City should fully utilize the capacity of OBC storing comments and 

corrections. All of the divisions and departments that utilize the automated permit 

information system should enter and store their annotations, comments, and conditions 

in this system. 

Recommendation: Plan check and permit annotations, corrections and comments 
should be recorded and stored in OBC. 
 
(8) Staff Reports And Architectural Plans Should Be Stored In OBC. 
 

Document management tools within OBC will offer the capacity to transform 

paper documents into digital documents and files, allowing staff to store, manage, and 

access documents and applicants and the public to access these documents using a 
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standard interface – OBC Using these document management tools, any information 

associated with the permit process is digital and indexed to the permit application. In 

addition to the electronic documents that can be stored in OBC, hard copy documents, 

photos and drawings can be scanned and converted to digital files in OBC. 

Organizations are beginning to integrate document management tools into their permit 

processes because this technology improves the linkages between related information 

and provides a single point of access to multiple sources of permit information. 

The City using a number of approaches should accomplish this goal. These 

approaches are presented in the paragraphs below. 

• All documents created by staff regarding permits, plan checks, and 
inspections should be archived in OBC so that they can be stored and 
located more easily and efficiently. The automated permit information system 
will have the capacity to store electronic documents (such as those created by 
Microsoft Word or Excel), legacy documents imaged or scanned from paper or 
microfiche, and documents and images from databases. In addition, city staff can 
scan non-electronic documents to add them to the document management 
database. 

 
• The City should scan architectural plans submitted to the City 

electronically or require the applicant to submit electronic copies of these 
architectural plans. This is not an uncommon approach. Other cities and 
counties have already taken this step. 

 
• Architectural plans that are scanned should be archived in the OBC. All 

plans should be labeled and archived for future reference. There are a number of 
public agencies that are not only archiving these architectural plans, but also 
receiving these plans from applicants over the Internet. 

 
While the City has been utilizing OBC for a number of years, the system is clearly 

underutilized.  

Recommendation: All documents created by staff regarding permits, plan checks, 
and inspections should be archived in OBC. 
 
Recommendation: Architectural plans should be archived in the automated 
permit information system once the permit is finalized. 
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(9) e-Permitting. 
 

The e-Government Provider estimated the costs per contact of the different types 

of citizen contacts with the staff of a city as follows: 

• Face-to-face contact: $400; 
 
• FAX/e-mail: $40; 
 
• Telephone: $12; and 
 
• Internet: $1. 
 
While some information must be shared with citizens face-to-face, the data above 

suggests that the City should fully encourage and enable contacts over the Internet. 

One area that Internet contact should be encouraged and enabled is online 

permitting. Permits that do not require a plan check, such as single trade permits, often 

known as over-the-counter permits, are well suited to online permit processing. Similar 

to e-commerce transactions, such as buying products from a web site, this activity 

involves credit card processing and the printing of a permit. On-line processing of permit 

applications can be as basic as automating only the front-end information collection 

process or as complete as full automation of the over-the-counter permit transaction.  

At their own personal computer, applicants can apply for a building permit, 

schedule an inspection, and print the permit and receipt. Credit card payments are 

secured through the use of encryption technology. Applicants can setup their access so 

that basic information does not need to be re-entered for multiple transactions. 

Automated permit information systems provides the capacity for applicants to 

complete a permit application via the Internet. Applicants complete online forms and hit 

a “send” button to transmit the application to the City’s permit database. The automated 
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permit information system processes, reviews, approves, and stores completed permits. 

The permit system then generates a permit for the applicant. Applicants can pay for 

permits using a credit card.  

The department should implement this feature within the automated permit 

information system for simple building permits including the full automation of the entire 

over-the-counter permit transaction. Initially, this would include only single trades 

permits such as plumbing, mechanical, electrical permits, and re-roof permits. Longer-

term, this should be expanded to other types of permits such as kitchen remodels. 

Cities such as Concord, California are issuing as much as 9% of their building 

permits using the Internet interface with their automated building permit information 

system. This includes simple trade permits such as water heater change outs, re-roofs, 

furnace replacements, but also is beginning to include kitchen remodels that involve 

only cabinet and appliance replacements. 

Recommendation: The City should utilize OBC to enable applicants to apply for 
simple trade permits via the Internet involving all of what is now an over-the-
counter transaction. 
 
Recommendation: The City should adopt an objective of issuing 50% of their 
building permits online. 
 
(10) The Wireless Capabilities in OBC Should Be Utilized. 
 

Using a handheld computer, inspectors in the field should be able to access the 

City’s permit database. They should be able to download a list of scheduled inspections, 

enter inspection results, and even print a certificate using a small, wireless printer. 

Inspectors should also be able to collect information in the field and load this information 

into the permit database. 

Recommendation: The automated permit information system should have 
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wireless capabilities. 
 
5. THE CITY SHOULD CHARGE A TECHNOLOGY FEE TO PROVIDE FUNDING 

FOR THE UPGRADING OF THE OBC SYSTEM. 
 

A key tenet of the City’s development services is that the costs of these services 

should be recovered through user fees. In fact, one of the City’s financial policies states, 

“we will pursue cost recovery for services funded by governmental funds incorporating 

defined budgets, specific goals, and measurable milestones.” 

The City should charge a technology fee as a surcharge on its land entitlement 

and building permits. This fee should be based upon the actual costs to fund the 

upgrading of OBC with a modern, user-friendly automated permit information system, 

the accessory technologies such as wireless devices, the ongoing licensing fees, and 

the replacement funding for the system. 

Other cities, such as Sacramento and Culver City, already charge such a 

technology fee. In both instances, it amounts to a 4% surcharge. 

Recommendation: The City should charge a technology fee as a surcharge to its 
land entitlement and building permits. 
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11. ANALYSIS OF ADMINISTRATION 

 
This chapter presents an analysis of the Administration Division of the 

Community Development Department. This includes an analysis of the following 

aspects of the Division: 

• The long-term strategic planning of the department; 
 
• The extent of training of staff based upon career development plans; 
 
• The extent to which staff are receiving performance evaluations in accordance 

with City policy; 
 
• The amount of support staff for the Planning Division, how the skills of these staff 

are utilized, and opportunities to streamline the work performed by these staff. 
 
1. THE COMMUNITY DEVELOPMENT DEPARTMENT SHOULD DEVELOP A 

CLEARLY WRITTEN FIVE-YEAR STRATEGIC PLAN. 
 

Public sector managers are often so preoccupied with immediate issues that they 

lose sight of their ultimate goals. That's why a strategic plan is a virtual necessity. It may 

not be a recipe for success, but without it the Community Development Department is 

less likely to achieve its goals. A sound plan should: 

• Serve as a framework for decisions or for securing support / approval; 
 
• Explain the goals and objectives of the Department to others in order to inform, 

motivate and involve; 
 
• Assist benchmarking and performance measurement; and  
 
• Stimulate change and become the building block for the next plan.  
 

The best practices regarding development of a strategic plan that should be 

utilized by the Community Development Department are presented in the table below. 
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The department has a multi-year strategic plan with annual goals and measurable objectives 
based on identified needs, projected workload, and expenditures and revenues. 
 
The department maintains and publishes a clearly written, multi-year (five years at a minimum) strategic 
plan to provide vision and direction for the department. The plan links citywide and department goals. 
 
In developing the strategic plan, the department: 
 

  • Identifies and formally adopts a limited number (5 to 10) of departmental priorities to guide the 
department’s strategies and major financial and program decisions; 

• Considers the impacts of the city’s financial condition, current expenditures by the department, and 
opportunities to reallocate staff and other resources to enhance performance; and 

• Instructs departmental management on how these priorities should be considered in making program 
and budget decisions. 

 
The strategic plan clearly delineates the department goals, and objectives and strategies for achieving 
them. In developing these strategies, the department considers alternative service delivery systems such 
as outsourcing. 
 
The plan also delineates the priorities the City Council and City Manager assign to its goals, objectives, 
and strategies.  
 
The objectives in the strategic plan are measurable, and the department has set annual objectives for 
each goal for at least five years into the future. 
 
The department’s goals, objectives, and performance measures are based on past performance, 
identified needs, projected workload, and expenditures and revenues. 
 
The plan delineates the managers responsible for implementing the strategies in the plan and the time 
frames for implementation. 
 
The department head annually assesses the progress the department has made toward achieving the 
goals and objectives in the plan. 

 
In developing the strategic plan for the department, the Department should (1) 

identify its strengths, weaknesses, threats (e.g., slowdown in growth of City revenues), 

and opportunities (e.g., increased use of technology); (2) develop a vision and mission 

statement for the Department; (3) define the goals, objectives and strategies the 

Department will utilize to achieve those goals, objectives and strategies; and (4) define 

the managerial responsibilities for accomplishing those goals, objectives and strategies.  

The Management Analyst in the Administration Division should be responsible for 

facilitating the development and implementation of the Department’s strategic plan. 
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Recommendation: The Community Development Department should develop a 
clearly written, five-year minimum, Strategic Plan. 
 
Recommendation: The Management Analyst should be responsible for facilitating 
the development and implementation of the Department’s strategic plan. 
 
2. THE COMMUNITY DEVELOPMENT DEPARTMENT AND THE INFORMATION 

TECHNOLOGY DEPARTMENT SHOULD DEVELOP AND ADOPT A SERVICE 
LEVEL AGREEMENT. 

 
Information technology service level agreements have not been developed 

between the Community Development Department and the Information Technology 

Department.  

The purpose of service level agreements is to define the responsibilities of the 

Information Technology Department for doing business with its customers. These 

service agreements should document the following: 

• The services to be provided; 
 
• The funding resources required for acquisitions, maintenance, and repair; 
 
• The terms and conditions under which the customer and the Information 

Technology Department will operate in order to properly support the 
Department’s information technology investment; 

 

• The standard business practices including how compliance with the service 
agreement will be measured, problem (trouble) reporting protocol, how to request 
services, emergency service priorities, services provided after hours, etc.; 

 
• The services provided and not provided; and 
 
• The dispute resolution process. 
 

The service level agreement is intended to provide a cost effective and reliable 

method for the Information Technology Department to provide technical support for: 

• Network engineering; 
 
• Desktop hardware services; 



CITY OF BEVERLY HILLS, CA 
Management Audit of the Community Development Department 

Matrix Consulting Group  Page 394 

 
• Workgroup and enterprise applications support; 
 
• Departmental mission critical applications services; and  
 
• Application development services. 
 
To ensure a predictable and cost effective level of availability of computers, networks 

and peripherals during normal business hours and an expectation of reasonable 

availability outside those times, the Information Technology Department is required to 

administer and maintain technology in a prescribed manner. The service level 

agreement is intended to provide an acceptable method of achieving this requirement. 

Recommendation: The Community Development Department and the Information 
Technology Department should adopt a service level agreement. 
 
3. POLICIES AND PROCEDURES FOR THE COMMUNITY DEVELOPMENT 

DEPARTMENT SHOULD BE CLEARLY DOCUMENTED. 
 

The divisions within the Community Development Department are developing 

their own policies and procedures to guide their managers and supervisors in areas 

such as disciplinary action. This is a problem in that the different divisions could develop 

different policies to address the same issue.  

The Community Development Department should develop a policies and 

procedures manual to guide its managers and first line supervisors and assure 

uniformity in the critical processes of the Department. 

In developing policies and procedures for the Department, the following approach 

should be utilized. 

• Minimize. The policies and procedures should be kept to a minimum. 
 
• Best Methods. Make certain the procedure represents the “best method”. This 

means the procedure has undergone detailed analysis and is continually 
challenged. 
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• Review and Revise. All policies and procedures should be reviewed annually.  
 
• Keep Current. The problem with many policies and procedures is that they have 

long ago outlived their usefulness. No one remembers why the policies and 
procedures were created in the first place. Sometimes they contradict each other 
and create even more confusion. Responsibility for updating these policies and 
procedures should be clear. 

 
• Short is better than long. It is not the quantity, but the quality of information that 

is the essential problem of the information age. 
 
• Be ready to change. The key to organizational effectiveness and efficiency is 

finding a better way. The Department must always be ready to challenge current 
policy – throw it out – change it. 

 
• The policies should be available on the Department’s intranet site. This should 

facilitate easy updating. 
 
The Management Analyst should be assigned responsibility for providing training 

and technical support to the department’s managers in the development of the policies 

and procedures manual. 

Recommendation: The Community Development Department should clearly 
document its policies and procedures. 
 
Recommendation: The Community Development Department should establish a 
policies and procedures committee, consisting of five to seven staff, that 
includes a representation of managers from all divisions. 
 
Recommendation: The Management Analyst in the Department should be 
assigned responsibility for development of the policies and procedures manual 
working with the committee. 
 
4. THE COMMUNITY DEVELOPMENT DEPARTMENT SHOULD DEVELOP A 

TRAINING PLAN FOR ITS EMPLOYEES INCLUDING A NEEDS 
ASSESSMENT. 

 
The American Society for Training & Development (ASTD) has published a State 

of the Industry Report for ten consecutive years. The most recent report was published 

in 2006. This report is developed based upon a group of large Fortune 500 companies 



CITY OF BEVERLY HILLS, CA 
Management Audit of the Community Development Department 

Matrix Consulting Group  Page 396 

and public sector organizations that share data and best practices with one another. 

These organizations submit detailed data on their learning investments and practices 

each year. The report identified a number of ways to measure commitment to training 

including the number of hours of formal learning per employee. According to the 2006 

State of the Industry Report, the average training hours increased to 41 hours per 

employee in 2005.  

City policy requires all employees to undergo 25 hours of training per year. 

Opportunities to obtain training hours are provided mostly in the form classes offered via 

the Human Resources Department that take place at City Hall. Training classes cover 

subjects such as disaster preparedness, computer software applications (Power Point, 

Excel, etc), and interpersonal relations. City policy allows for 5 out of 25 hours to be 

utilized for classes not offered through the Human Resources Department, which 

generally take the form of conferences, Continuing Education Units (CEU’s) courses to 

maintain special Certifications, etc.  According to City staff, this training benchmark of 

25 hours is expected to increase by 5 hours per year over the next several years. 

However, the extent of training per employee is not consistent. For example, in 

the Building and Safety Division: 

• As a Division, line staff averaged 47 hours of training per person, per year, which 
exceeds ASTD benchmarks. On average, 8 training hours (17%) per employee 
were spent on job specific subject matter. 

 
• Plan Review staff averaged 48 hours of training per person, per year, also 

exceeding ASTD standards. 17% of training hours were spent on job specific 
subject matter. 

 
• Inspection staff training hours ranged from 13 to 81 hours per person. 5 out of 9 

staff members met or exceeded the ASTD benchmark, while 4 did not. On 
average, inspection staff averaged 44 hours of training per person, per year, 22% 
of which was spent on job specific subject matter. 
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• Permit Processing staff training hours per person, per year, mostly met or 

exceeded ASTD standards. However, most staff received only 3 hours of job 
specific training in matters of Customer Service. 

 
This most recent complete year of training records, along with staff interviews 

conducted by the Matrix Consulting Group indicate that employees do not have enough 

access to job-specific training. While total training hours exceed ASTD standards in all 

cases, little training hours were devoted to activities and subject matter that is job 

specific. 

The Department should develop a formal, written training plan to address the 

training and career development challenges faced by its employees. Development and 

execution of a well-conceived training plan is the cornerstone upon which a successful 

training program rests. A training plan exists on at least two levels:  

• Department-wide - encompassing the entire department and covering a relatively 
elastic time period of several years (this is a reflection of a strategic plan or 
overall set of goals)  

 
• Division-specific - describing divisions within the department and covering a 

discrete fiscal or calendar time frame (this is a reflection of concrete, measurable 
goals and objectives) 
 
In developing a training plan, the Department is linking the skill development of 

its employees to its own strategic plan and an assessment of its strengths and 

weaknesses. The Department should strive to achieve the best practices presented 

below and on the following page in developing this training plan. 

The department provides a comprehensive staff development program to achieve and maintain 
high levels of productivity and employee performance. 
The department: 
• Conducts orientation programs for all new employees, and includes information on departmental 

procedures, performance expectations and evaluations, training and career opportunities, and 
personnel policies regarding such issues as absences, leave approval and tardiness; and 

• Has a department-wide training program and maintains training records on each staff member. 
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The department has solicited and used input from supervisors and employees hired within the last 
three years to establish, revise, or affirm its new employee orientation programs, including content and 
approach. 
The department has mentoring programs, as appropriate, for new employees.   
The department plans training programs based on department-wide needs assessment that includes 
input from employees and their supervisors at least every other year.   
The department establishes and implements formal staff development plans to provide on-going 
training for employees. The responsibility for training classes for employees may be delegated to a 
division within the department (i.e., Fleet Management employees may be trained by Fleet 
Management), but that unit provides the Departmental Advisor with copies of annual plans, training 
schedules, and attendance rosters.   
The department has procedures to evaluate individual in-service training activities, including employee 
feedback, and to evaluate the extent to which annual training efforts have met identified long-term 
training objectives. 
The department provides a comprehensive staff development program for managers and 
supervisors.   
All managers and supervisors have completed (or anticipate completing within the current fiscal year) 
management and supervisory training programs. 
The department has a process for identifying employees with the potential for employment in 
managerial and/or supervisory positions, and for providing training to them prior to appointment to a 
managerial and/or supervisory position. 
The training program for new managers includes a mentoring component. 

 
The Management Analyst should be assigned responsibility for providing training 

and technical support to the Department’s managers and supervisors in the 

development of the training plan. 

Recommendation: The Department should develop a training plan for its 
employees based upon a needs assessment. 
 
5. ALL EMPLOYEES IN COMMUNITY DEVELOPMENT DEPARTMENT SHOULD 

RECEIVE ANNUAL PERFORMANCE EVALUATIONS 
 

Many participants in employee interviews conducted by the Matrix Consulting 

Group indicated that the frequency and depth of their performance reviews are contrary 

to the City’s human resource policies. The exhibit on the following page presents 

performance evaluation data collected for each employee in the Building and Safety 

Division, and is presented according to major work function. 

The City’ human resource policies require an annual performance evaluation for 

each employee. For example: 
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• In the Building and Safety Division, 16 of 28 employees received performance 
evaluations in the past 12-months; and 

 
• In the Planning Division, performance evaluations are only provided for 

employees that receive step increases. Employees that have achieved the “top 
step” in their salary grade do not receive annual reviews 

 
Employees are most likely to be successful performers when they clearly 

understand their assignments, know what level of performance is considered 

acceptable, and receive consistent feedback. According to City policy, evaluation of an 

employee's performance should be, at a minimum, a once-a-year activity.  

Recommendation:  Each employee in the Community Development Department 
should receive at least one formal performance appraisal every 12 months. 
 
Recommendation: The Management Analyst should provide reminders to 
supervisors and their immediate manager regarding when performance 
appraisals. When these performance appraisals are not accomplished by their 
due date, the management Analyst should notify the Community Development 
Director. 
 
6. A NUMBER OF STEPS SHOULD BE TAKEN TO STREAMLINE AND 

IMPROVE THE SERVICES PROVIDED BY THE SUPPORT STAFF. 
 

The Administration Division is authorized four support staff. These include an 

Executive Assistant III, an Executive Assistant I, and two Secretary’s. The roles and 

responsibilities of these staff are presented in the exhibit following this page. 

A number of changes should be made in the manner in which services are 

delivered by these four staff. These changes are presented below. 

• The Executive Assistant I and the two Secretary’s should report directly to 
the City Planner. This three staff provide support almost exclusively for the 
Planning Division. The three staff should report to the manager of that Division. 
These staff should report to the manager of the division for whom they provide 
support service. The Executive Assistant III should continue to report to the 
Community Development Director. 
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Exhibit 25 (1) 
 

Roles and Responsibilities of Support Staff  
In the Community Development Department 

 
 

Position 
 

Number of 
Positions 

 
Description of Responsibilities 

 
Executive Assistant III 

 
1 

 
• Reports to the Community Development Director. Supervises 

the Executive Assistant I and the two Secretaries. 
• Provides administrative support for the Community 

Development Director such as coordinating meetings, 
managing the Director’s calendar,  

• Administers approximately forty (40) contracts such as 
consulting services processing invoices, monitoring expiration 
dates, etc. 

• Functions as the liaison for the Department and the City 
Clerk’s Office for purposes of the City Council agendas and 
placing agenda items on the agenda. 

• Serves as backup to the Secretaries for the Commissions. 
 
Executive Assistant I 

 
1 

 
• Reports to the Executive Assistant III. 
• Serves as primary secretarial support for the Planning 

Commission. 
• Prepares, processes and ensures that legal and public 

notices are published in accordance with state law/municipal 
ordinance for Planning Commission. 

• Coordinates, prepares and finalizes all meeting agendas. 
• Attends Planning Commission meetings, takes and prepares 

formal minutes. 
• Organizes and maintains all Commission records. 
• Prepares post-meeting correspondence to applicants 

documenting action(s) taken including entry into OBC. 
• Provides information to applicants and interested parties 

regarding meeting procedures.  
• Answers the phone for the Planning and the Administration 

Divisions and serves the public at the counter for the two 
divisions. 
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Exhibit 25 (2) 
 
 

 
Position 

 
Number of 
Positions 

 
Description of Responsibilities 

 
Secretary 

 
1 

 
• Reports to the Executive Assistant III. 
• Serves as the secretary to the Architectural Commission. 
• Prepares, processes and ensures that legal and public 

notices are published in accordance with state law / municipal 
ordinance for Architectural Commission. 

• Coordinates, prepares and finalizes all meeting agendas. 
• Prepares case files (including the application and the plans) 

for each application for each member of the Architectural 
Commission for each meeting. Prepares a Microsoft 
PowerPoint presentation for the meeting. 

• Attends Architectural Commission meetings, takes and 
prepares a synopsis of the minutes. 

• Organizes and maintains all Commission records. 
• Prepares post-meeting correspondence to applicants 

documenting action(s) taken including entry into OBC. 
• Provides information to applicants and interested parties 

regarding meeting procedures. 
• Answers the phone for the Planning and the Administration 

Divisions and serves the public at the counter for the two 
divisions. 

• Receives and distributes the mail for the Planning Division. 
• Stamps the architectural plans “approved;” enters the 

approved architectural cases into a manual log in the Building 
and Safety Division. 

 
Secretary 

 
1 

 
• Reports to the Executive Assistant III. 
• Serves as the secretary to the Design Review Commission. 
• Prepares, processes and ensures that legal and public 

notices are published in accordance with state law / municipal 
ordinance for Design Review Commission. 

• Coordinates, prepares and finalizes all meeting agendas. 
• Prepares case files (including the application and the plans) 

for each application for each member of the Design Review 
Commission for each meeting.  

• Attends Design Review Commission meetings, takes and 
prepares a synopsis of the minutes. 

• Organizes and maintains all Commission records. 
• Prepares post-meeting correspondence to applicants 

documenting action(s) taken including entry into OBC. 
• Provides information to applicants and interested parties 

regarding meeting procedures. 
• Answers the phone for the Planning and the Administration 

Divisions and serves the public at the counter for the two 
divisions. 
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• The two Secretary’s should not prepare literal detailed minutes for the 

Design Review Commission or the Architectural Commission. Tapes are 
available if members of either commission or the public need to understand the 
actual words spoken at a commission hearing. Further, as recommended earlier, 
these meetings should be televised and recorded on Granicus. These two staff 
should prepare action minutes for the public hearings conducted by these two 
commissions. 

 
• The packets of the three commissions should be posted to the City’s web 

site and hard copies not prepared. The support staff are coordinating the 
preparation of eighteen (18) to nineteen (19) copies of the packets. The provision 
of these packets electronically would make this information more readily 
available to the public and reduce the workload on these support staff. 

 
• Each professional staff of the Planning Division should have his phone 

number and e-mail address posted on his or her business card and 
published to the Division’s web site. The support staff are allocating a 
significant proportion of their work hours answering and routing phone calls for 
the staff of the Planning Division when customers should be able to direct dial 
these staff. 

 
• The three staff should provide the full range of support for their 

commissions. The Secretary for the Architectural Commission already provides 
this level of support to the commissions including preparing and mailing letters to 
the applicant, entering data into OBC, etc. The other two support staff should 
provide a similar level of support for the Planning Commission and the Design 
Review Commission. At the present time, the professional staff of the Planning 
Division are all to often performing this support work. 

 
Overall, these three staff would be providing support to thirteen staff in the 

Planning Division. That is a ratio of one support staff for every four planers. This is a 

sufficient level of support staff. However, the work methods and activities of the support 

staff needs to be streamlines. 

Recommendation: The work methods and activities of the support staff in 
support of the Planning Division should be streamlined. 
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12. ANALYSIS OF THE CIVIL ENGINEERING DIVISION 
 

This chapter presents an analysis of the Civil Engineering Division as it pertains 

to the land entitlement permit and the building permit process including the following 

aspects of this service: 

• The issuance of heavy haul permits and encroachment permits; 
 
• The routing of land entitlement permits and building permits to the Civil 

Engineering Division;  
 
• The development of standard conditions of approval for development 

engineering;  
 
• The development of application guides for development engineering; and 
 
• The extent of a policy and procedure manual for development engineering. 
 
1. THE CIVIL ENGINEERING DIVISION SHOULD NOT REQUIRE DEVELOPERS 

TO RENEW THEIR HEAVY HAUL PERMITS AND PUBLIC RIGHT-OF-WAY 
PERMITS EVERY 30 CALENDAR DAYS. 

 
At the present time, the Civil Engineering Division issues permits that govern 

activities in the public right of way. The primary permits are shown below. 

• A Heavy Haul Permit is required if you meet all of the conditions listed below: 
 

– Vehicle is over 6,000 lbs. in gross vehicle weight or wider than 8'-6", and 
travels outside designated heavy haul route. 

 
– A grading or demolition permit has been issued for the project, and 
 
– Vehicle is hauling construction debris, material, or equipment; or 
 
–  Vehicle is over 6,000 lbs. in gross vehicle weight or wider than 8'-6”, and 

travels outside designated heavy haul route; 
 
– And a Public Right-of-Way Use (Class A), An Excavation in Public Right-

of-Way, A Utility, or An After-Hour permit has been issued; and 
 
– - And the vehicle is used for hauling materials or construction equipment. 
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• A Public Right-Of-Way Use Permit is required for any activity (e.g. moving van, 
loading/unloading of construction materials, cranes, ladders, scaffolding, 
construction barricades) that uses public right-of-way. 

 
Developers requiring these permits are required to renew them every 30-calendar days 

during the life of a project.  

This can have a significant workload impact on the developer. For example: 

• One developer for a commercial remodel renewed his heavy haul permit twelve 
times after its initial issuance over a period of less than one year; and 

 
• The same developer renewed his public right-of-way use permit six times after its 

initial issuance over a period of less than one year; 
 
There are other examples comparable to this experience. This is unnecessary.  

An applicant should only be required to obtain a heavy haul permit or public right 

of way use permit once during the life of the project. It should be the responsibility of the 

Public Works Inspector to verify compliance, issue notices of violation when they occur, 

and suspend the permit for violations that have not been corrected. 

Recommendation: An applicant should only be required to obtain a heavy haul 
permit or public right of way use permit once during the life of the project. 
 
2. THE BUILDING AND SAFETY DIVISION AND THE PLANNING DIVISION 

SHOULD ROUTE SELECTED BUILDING PERMITS AND LAND 
ENTITLEMENT PERMITS TO THE CIVIL ENGINEERING DIVISION. 

 
The Civil Engineering Division cited numerous instances in which building 

permits or land entitlement permits should have been routed to the Division, but were 

not. For example: 

• Commercial façade improvements to determine whether the project will project 
illegally into the public right-of-way; 

 
• Building floor elevations in which the constructed floor elevation is wrong and it 

has started warping the sidewalk as a result of the constructed handicap ramps; 
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• Outdoor dining and how enforcement regarding cleaning of the sidewalk will be 
enforced; 

 
• Single family homes on a hillside to assess drainage and grading; 
 
• Single-family homes requiring electric vaults to assure the vaults will not be built 

into the sidewalk; 
 
• Construction adjacent to an alleyway to assure that stairways to assure 

construction does not project into the alleyway and does not involve construction 
of stairways that project into the alleyway; 

 
• Dedication of 2 ½ feet of alleyway for construction adjacent to the alley to enable 

the conversion of a 15’ alley to a 20’ alley. 
 
These are some of the examples of the types of building and land entitlement permits 

that should be routed to the Civil Engineering Division for plan checking. 

Recommendation: The Planning Division, Building and Safety Division, and the 
Civil Engineering Division should develop a routing matrix for building permits 
and land entitlement permits to determine the types of construction plans that 
should be routed to the Civil Engineering Division for plan checking. 
 
3. THE CIVIL ENGINEERING DIVISION SHOULD DEVELOP STANDARD 

CONDITIONS OF APPROVAL FOR BUILDING PERMITS AND LAND 
ENTITLEMENT PERMITS. 

 
The intent of these standard conditions should be to develop consistency and 

predictability in the plan check process. These standard conditions should be published 

to Division’s web site. 

Examples of possible standard conditions are presented below. 

• That survey boundary monuments be established in the field in a manner 
satisfactory to the City Engineer and located within the California Coordinate 
System prior to recordation of the final map. Any alternative measure approved 
by the City Engineer would require prior submission of complete field notes in 
support of the boundary survey; 

 
• That satisfactory arrangements be made with both the water system, stormwater 

system, and the sewer System of the Department of Public Works with respect to 
water mains, stormwater mains, stormwater collection mains, fire hydrants, 
service connections and public utility easements; and 
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• That satisfactory street, sewer, stormwater, and water plans and profiles as 

required, together with a lot grading plan of the parcel and any necessary 
topography of adjoining areas be submitted to the City Engineer. 

 
Recommendation: The Civil Engineering Division should develop standard 
conditions of approval for building permits and land entitlement permits and 
publish these standard conditions to the Division’s web site. 
 
4. THE CIVIL ENGINEERING DIVISION SHOULD DEVELOP APPLICATION 

GUIDES FOR ENGINEERING PERMITS. 
 

The Civil Engineering Division has an important role in the land entitlement and 

building permit processes. In these instances, the Division is most often not the lead in 

the process: the Building and Safety Division or the Planning Division is the lead in the 

process. 

The Division, however, is the lead with some permits. This could include grading 

permits, improvement plans, utility joint trench permits, encroachment permits, heavy 

haul permits, sewer lateral or water service permits, etc. 

In each of these instances, the Civil Engineering Division should develop an 

application guide. A guide for a grading permit could include such aspects as the 

following: 

• The purpose of the permit; 
 
• The process for plan checking the permit; 
 
• The required material that must be submitted with the application such as 

grading plan, preliminary landscape and irrigation plan, etc.; 
 
• A checklist to assure the applicant is aware of submittal requirements; and 
 
• General grading notes / conditions of approval. 
 
Recommendation: The Civil Engineering Division should develop an application 
guide for those permits in which the Division is the lead for plan checking. 
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5. THE CIVIL ENGINEERING DIVISION SHOULD DEVELOP AN ENGINEERING 
PERMIT POLICY AND PROCEDURE MANUAL. 

 
The purpose of the manual should be to serve as a guide for staff of the Division 

through the development engineering permit process for residential, commercial, and 

industrial projects. The manual should be designed to explain the permitting processes 

required for Civil Engineering Division approval and ultimate acceptance of the project. 

The manual should contain a number of elements such as: 

• The role of the Civil Engineering Division in the land entitlement permit process; 
 
• The permit process for the various types of permits plan checked by the Civil 

Engineering Division; 
 
• Mapping requirements for the various types of permits plan checked by the Civil 

Engineering Division; and 
 
• Construction inspection requirements the various types of permits plan checked 

by the Civil Engineering Division. 
 
Recommendation: The Civil Engineering Division should prepare an engineering 
permit policy and procedure manual. 
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13. ANALYSIS OF THE TRANSPORTATION DIVISION 

 
This chapter presents an analysis of traffic engineering within the Transportation 

Division of the Public Works and Transportation Department as it pertains to the land 

entitlement permit and the building permit process including the following: 

• The development of guidelines for the preparation of traffic impact studies; 
 
• The routing of land entitlement permits and building permits to the Transportation 

Division;  
 
• The participation of the Transportation Division in the interdepartmental review 

process; 
 
• The development of standard conditions of approval; and 
 
 
• The use and application of a traffic computer model. 
 
1. THE TRANSPORTATION DIVISION SHOULD PARTICIPATE IN THE LAND 

ENTITLEMENT PERMIT AND THE BUILDING PERMIT PROCESS. 
 
The participation of the Transportation Division in the land entitlement permit and 

the building permit process is an essential element in enabling the City to accomplish its 

vision of promoting a livable community. The Transportation Division should review the 

type, location, and operating characteristics of a development project. The review 

should address the transportation aspects of the development project as presented 

below. 

• The impact on parking services and / or increased need for parking. The project 
review by the Transportation Division should seek opportunities to minimize the 
need for parking through encouragement of programs designed to reduce 
dependence on auto commuting.  

 
• The amount of pedestrian traffic or bike use. The project review by the 

Transportation Division should seek to promote the use of bicycles and identify 
opportunities for bicycle enhancements, and promote opportunities for 
pedestrians such as improving pedestrian safety, appropriately scaled sidewalks, 
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plazas, etc. 
 
• The potential for a detrimental traffic impact on adjacent neighborhoods The 

project review by the Transportation Division should incorporate neighborhood 
protection measures in developments that could have spillover impacts on 
adjacent neighborhoods. 

 
• The extent that the project impacts a traffic corridor. The project review by the 

Transportation Division should seek to promote the use of Transit through 
improved or expanded uses such as additional transit stops, installation of bus 
shelters, etc. 

 
• The impact of a project on a multi-modal corridor to develop identifiable corridors 

that move traffic efficiently and keep traffic from intruding into adjacent 
neighborhoods. 

 
The Transportation Division should participate in the land entitlement and building 

permit process including parking, access and other zoning and transportation issues. 

The Division should also review transportation impact studies as part of the 

environmental review process. 

At present, the Community Development Department is utilizing traffic 

engineering consultant firms, at a monthly cost of approximately $12,000 to $15,000 

primarily for reviewing development applications. The Transportation Division should fill 

this role. 

In addition, a representative of the Transportation Division should participate in 

the interdepartmental review committee. 

Recommendation: The Planning Division, Building and Safety Division, and the 
Transportation Division should develop a routing matrix for building permits and 
land entitlement permits to determine the types of construction plans that should 
be routed to the Transportation Division for plan checking. 
 
Recommendation: A representative of the Transportation Division should 
participate in the interdepartmental review committee. 
 



CITY OF BEVERLY HILLS, CA 
Management Audit of the Community Development Department 

Matrix Consulting Group  Page 410 

2. THE TRANSPORTATION DIVISION SHOULD DEVELOP GUIDELINES FOR 
THE PREPARATION OF TRAFFIC IMPACT STUDIES. 

 
The Transportation Division should develop a guideline for the preparation of 

traffic impact studies. The purpose of the guidelines is to: 

• Procedure for determining the type of traffic impact study needed;  
 
• To provide guidance to consultants on how to prepare traffic impact studies in 

Beverly Hills; and  
 
• Requirements for performing traffic impact studies. 
 
The guidelines should be intended to ensure consistency among consultants, 

predictability to the preparer, consistency among reviewers and conformance with all 

applicable City and state regulations. 

The guidelines should consider a number of aspects in the preparation of traffic 

impact studies including the following: 

• Initiating traffic impact studies; 
 
• Content and framework of traffic impact studies; 
 
• Non-site generated traffic; 
 
• Site-generated traffic generation; 
 
• Site traffic distribution and assignment; 
 
• Analysis; 
 
• Site access and off-site improvements; and 
 
• On-site planning and parking. 
 
These guidelines should be developed in consultation with traffic engineering 

consultants that frequently work for land entitlement permit applicants in the City. 

Recommendation: The Transportation Division should prepare traffic impact 
study guidelines. 
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Recommendation: The traffic impact study guidelines should be published to the 
Division’s web site. 
 
3. THE TRANSPORTATION DIVISION SHOULD PREPARE A 

TRANSPORTATION MASTER PLAN. 
 

A Transportation Master Plan provides the policy basis for how transportation 

funding is spent, and what projects or programs the city focuses on to provide 

transportation services for its citizens in the long-term. The Transportation Master Plan 

sets these projects and programs within the context of the broader community goals to 

protect the natural environment and enhance Beverly Hill's quality of life as the City’s 

long-range blueprint for travel and mobility. The Transportation Master Plan fits under 

the policy umbrella of the City’s general plan, and implements a broader community 

vision contained in the general plan for the area of transportation. The Transportation 

Master Plan should cover all forms of personal travel – walk, bike, MTA / Metrolink and 

automobile.  

The Transportation Master Plan should contain the following: 

• Policies related to transportation; 
 
• Modal plans for automobile, MTA / Metrolink, bicycle, and pedestrian; 
 
• Strategic actions in these four modal plans that focuses on achieving a 

sustainable transportation future; 
 
• An investment program of proposed projects within the City’s funding limitations; 
 
• An action plan as a framework for funding of the transportation investment; and 
 
• The vision for the ultimate transportation system 
 
A number of cities in California have developed transportation master plans including 

Alameda, Gilroy, Santa Cruz, etc. The City of Santa Cruz found that 50% of the peak-
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hour trips were “internal” to the City, and that the City has the greatest influence on 

those trips. The City’s master plan also noted that it couldn’t build its way out of vehicle 

traffic congestion. 

The transportation master plan should provide the basis for a new citywide, 

multimodal transportation impact fee. This fee would broaden mitigation for traffic 

impacts to include not only infrastructure investments at intersections, but also 

investments in improved public transit as well as cycling and walking facilities, creation 

of travel demand management incentive programs, and traffic calming. 

Recommendation: The Transportation Division should prepare a transportation 
master plan. 
 
4. THE TRANSPORTATION DIVISION SHOULD OBTAIN, DEVELOP, AND 

UPDATE A TRANSPORTATION COMPUTER MODEL 
 

Traffic planning has traditionally focused on ensuring an acceptable “level of 

service” (LOS) for motor vehicles passing through intersections, with the objective of 

maintaining acceptable levels of vehicular delay at each intersection. LOS analyses are 

most visible in environmental impact statements for major development projects. Data 

on traffic volumes, turning movements and physical and operational characteristics of a 

study area are fed into a computer traffic model to estimate current levels of service and 

the impacts of proposed development. 

While LOS remains a mainstay of traffic analysis, traffic and pedestrian densities 

in large urban areas may prevent adjustments to traffic signal timings, re-design of 

roads and intersections and other measures from achieving acceptable LOS levels. 

Modern traffic planning has thus recognized the need for broader analytic tools that 

focus on users rather than vehicles and that encompass all modes. Traffic planners 
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have begun to give priority to high-capacity modes such as buses and to focus on 

overall performance of the street in moving people rather than vehicular-oriented LOS 

measures. 

This broader, multi-modal perspective has been widely embraced. An 

assessment of future directions for transportation, prepared by standing committees of 

the federally chartered Transportation Research Board, stated that “it has become 

important to expand the analysis area … toward a single, integrated multimodal 

transportation system.” 

This broader focus raises several key questions that must be considered in the 

planning process: 

• How many people are traveling by each mode (auto, bus, cycling and 
pedestrian)? What are the modal shares? 

 
• What is the relative attractiveness of different modes, measured in terms of 

speed of travel, reliability of travel times, cost, and comfort and convenience –the 
key factors affecting travelers’ choice of mode. How can the street system be 
used to more efficiently move people and goods? 

 
• Which streets are moving people efficiently and which are not? 
 
• Are conditions improving or getting worse? 
 
These questions should be examined in terms of current conditions, trends, and in a 

comparative framework. In this way, current street performance and opportunities to 

improve the speed, efficiency and comfort of travel can be evaluated. A broader, multi-

modal focus necessitates a different set of metrics for assessing traffic flow. While LOS 

focuses on traffic volumes and motor vehicle delay, additional indicators need to be 

considered in a broader analysis. These include: 

• Total number of persons traveling, including both motorized and non-motorized 
modes; 
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• Total person hours of delay, as opposed to vehicular hours of delay (delay for 

buses with 40 or more passengers should be given more weight in the analysis 
than delays for car with one to four occupants); 

 
• Safety of drivers, vehicle occupants, pedestrians, bicyclists and others; and 
 
• Impact of traffic on residents and businesses. 

Computer models, such as TransCAD, designed specifically for use by 

transportation professionals to store, display, manage, and analyze transportation data. 

These computer models combine GIS and transportation modeling capabilities in a 

single integrated platform. These computer models facilitate traffic planning and travel 

demand modeling. This includes such aspects as the following: 

• Predicting changes in travel patterns and the utilization of the transportation 
system in response to changes in regional development, demographics, and 
transportation supply; 

 
• Trip production modeling to estimate the number of trips, by purpose, that are 

produced or originate with a proposed development; 
 
• Trip attraction or prediction of the number of trips attracted to each zone or to a 

particular land use; 
 
• Trip distribution models for the prediction of the spatial pattern of trips or other 

flows between origins and destinations; 
 
• Mode choice model analysis and prediction regarding the choices that individuals 

or groups of individuals make in selecting the transportation modes that are used 
for particular types of trips; 

 
• Traffic assignment models to estimate the flow of traffic on a network and allow 

you to establish the traffic flow patterns and analyze congestion points; and 
 
• Public transit modeling including the analysis of routes so that interactions 

between autos and transit can be treated explicitly. 
 
Consideration of future traffic conditions is essential in defining and evaluating 

transportation options. General plan law requires that there be a consistency between 
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the general plan policies of land use and circulation. In other words, land use and its 

patterns need to be accommodated by the circulation system at levels deemed to be 

acceptable.  This analysis can be facilitated by the acquisition and application of a 

computer traffic model. 

However, this model should be coordinated with the Southern California 

Association of Governments’ (SCAG) regional model that projects land use growth and 

transportation system usage to the year 2020. 

One Time Capital Outlay Cost $ 
Ongoing Annual Service & Supply 

Cost $ 
Single workstation license with 
technical support 

$ 10,000 Annual licensing cost $ 1,000 

 
Recommendation: The Transportation Division should acquire and utilize a 
computer traffic model to facilitate traffic planning and travel demand modeling. 
 
5. THE TRANSPORTATION DIVISION SHOULD DEVELOP STANDARD 

CONDITIONS OF APPROVAL. 
 

The traffic conditions on a street affect not only pedestrians, but also people 

living within the residential structures along a street. The impacts of traffic include noise, 

dust, air pollution, vibration, traffic accidents, and decreased pedestrian safety.  These 

impacts affect the quality of life for people who live nearby and may raise safety 

concerns. The City places an emphasis on the protection of neighborhoods from the 

impacts of traffic, noise impacts, etc., and this can best be accomplished by the 

participation of the Transportation Division in the land entitlement and building permit 

process, and the development of standard conditions of approval to mitigate these 

impacts. 

The review of proposed development by the Transportation Division has many 

purposes: 
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• Assess whether proposed development adversely impacts adjacent 
neighborhoods and develop mitigation measures to minimize this impact; and 

 
• Identify measures to eliminate or minimize the intrusion of traffic generated by 

new development into residential neighborhoods and commercial neighborhoods. 
 

Toward that end, the Transportation Division should develop standard conditions 

of approval for development projects. These should be included in a resolution that 

contains all of the standard conditions of approval that have been developed by all of 

the divisions / departments involved in the land entitlement and building permit plan 

check process and approved by the Planning Commission and City Council.  

Examples of standard conditions of approval for parking are presented below. 

• All parking areas and driveways shall remain clear. No encroachment into 
parking areas and/or driveways shall be permitted.  

 
• Parking spaces shall be identified (marked) as provided in Section _____ of the 

Zoning Ordinance.  
 
• Parking spaces shall be provided with perimeter guards as provided in Section 

____ of the Zoning Ordinance.  
 
• The Fire Department turnaround shall remain clear and marked, “No Parking.” 

Painted red curbs or stripes shall be used if necessary.  
 
• All areas used for the movement or parking of vehicles shall be paved with either:   

 
– Concrete or asphalt concrete to a minimum thickness of three and one- 

half inches over four inches of crushed aggregate base; or  
 
–  Other surfacing material that, in the opinion of the City Engineer, provides 

equivalent life, service and appearance.  
 
• Compact spaces shall be properly designated pursuant to Section ___ of the 

Zoning Ordinance.  
 
• Parking for handicapped shall comply with the requirements of Section _____ of 

the Zoning Ordinance.   
 
• Large truck deliveries and trash receptacle pickup shall be confined to non-peak `

 aq87hours, coordinated by the Planning Manager for early morning or late 
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evening hours, to the extent feasible in order to accommodate conflict with peak 
demand.   

 
Recommendation: The Transportation Division should develop standard 
conditions of approval for development projects. These should be included in a 
resolution that contains all of the standard conditions of approval that have been 
developed by all of the divisions / departments involved in the land entitlement 
and building permit plan check process and approved by the Planning 
Commission and City Council. 
 
Recommendation: The standard conditions of approval for development projects 
should be published to the City’s web site. 
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