
How to submit a Planning Pre-Application Conference Request 
 

1. Press “Planning Pre-Application Conference Request” in the “PLANNING & ZONING” 
section (at bottom of the page) 
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2.  Enter “​Address” “Parcel Number” & “Location Details”​ of Property.  The Parcel 
number may be obtained by going to the ​Pitkincountyassessor.com​ website. You may 
also search on the GIS map (at right) to find the Parcel ID after entering the street 
number.  
 
Press “​SAVE & CONTINUE​” to proceed to the next page. 
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3. The “Planning Pre-Application Conference Request” screen will open. Please fill out 
all the information requested on every line.  
 

 
 
 
 
 
 
Press “​SAVE & CONTINUE​” to proceed to the next page. 
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4.   The Location Information Window will automatically populate based on the property 
information entered earlier. 
 
Press “​SAVE & CONTINUE​” to proceed to the next page 
 
 

 



5.   The “Planning Pre-Application Conference App Form” will open.  
 
Please check all boxes and fill in all required information, including Description of Work.  
 
Press “​SAVE & CONTINUE​” to proceed to the next page 
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6.  A window called “Upload Electronic Plan Files and Supporting Documents” will open.  
 
Here you may attach any pertinent documents pertaining to your Application. 
 
Press the following: 

1.   “Choose File” then  
2.   “Upload” 

 
Be sure to ​name the file you upload by using the Dropdown​ under “File Type.” 
 
Press “​SAVE & CONTINUE​” to proceed to the next page. 
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7.  This window allows you to review your Planning Pre-Application Conference 
Request and make any changes.  Once finalized, Press “​SUBMIT” 
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8.  Once your Pre-Application Conference Request is submitted, you will see the final 
Window stating it was submitted successfully.  
 
Someone from the Planning Department will be in touch with you after submittal.  
 

 


