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LAND-USE PROCESS
APPLICANT RESPONSIBILITIES CITY ACTIONS NOTES

Schedule a pre-application 
conference with the CPC 
staff.

The applicant or agent must meet with CPC staff to 
review the application. 

Perform NPP Outreach

Staff will explain requirements including Neighbor-
hood Participation Program outreach in pre-app 
meeting: https://www.nola.gov/city-planning/neigh-
borhood-participation-program/

Submit Application to CPC 
Staff.

Review application/Return if incomplete and 
provide applicant with sign

All applications must be completed before being 
assigned a zoning docket number.

Initiate legally required advertising of request. Request is advertised 3 times in the newspaper and 
signs are posted in the vicinity of the request site. 

Review staff’s report prior to 
the public hearing.

CPC staff prepares a report of your request and 
forwards it to the Commission and petitioner.

Staff report on your request is forwarded to the 
Commission and to you prior to the Public Hearing.

Attend CPC Public Hearing.
Public Hearing is held approximately 6 weeks 
after a complete, correct application is re-
ceived.

Proponents and opponents are allowed to address 
concerns and issues at the public hearing.

CPC recommendation is forwarded to the City 
Council with a suggested hearing date.

The staff report (inc. CPC recommendation) is sent 
to the City Council. The Council schedules a hearing 
date.

Petitioner and those who spoke at the CPC 
Hearing are notified by the Clerk of Council of 
hearing

Clerk of Council notifies proponents and opponents 
of the scheduled hearing date, ~ 10 days prior to 
hearing.

Attend City Council Pub-
lic Hearing (City Hall-City 
Council
Chambers).

City Council takes action

If Council votes for denial, the process ends here.
If Council votes for approval, the Council will 
instruct the City Attorney’s Office to prepare an 
ordinance. Once introduced, the ordinance must 
lay over for 21 days before it can be adopted. After  
adoption, the Mayor signs the ordinance.

If no site plan or title restriction is required, submit your application for permitting. 
If title restrictions are required, submit recorded title restrictions per ordinance to the CPC (and Safety & Permits when applying for 
permits.)

If site plans are required, 
revised final plans must be 
submitted to CPC staff within 
1 year final ordinance date.

CPC staff verifies compliance, and will approve 
the drawings.

The final site plans must contain all required infor-
mation, including all Waivers & Provisos from the 
Final Ordinance must be listed on the title page. 

Take 5 copies of the Final 
CPC Staff-approved plans for 
recordation  Office of Con-
veyances.

CPC staff will give the applicant one copy of 
the approved drawings and the transmittal let-
ter authorizing the recordation to the applicant.

CPC staff will notify the applicant when the final 
plans have been signed.

After recordation, the ap-
plicant
must resubmit 1 recorded 
copy to CPC & Safety & 
Permits.

CPC staff will collect one (1) copy of the re-
corded plans.

Once plans have been recorded, the CPC staff is 
legally authorized to change the Zoning Map.

LAND-USE FEE SCHEDULE

 Zoning Change:
• Lots 0-4,999 sq ft $1,000
• Lots 5,000-24,999 sq ft $2,000
• Lots 25,000-74,999 sq ft $3,000
• Lots 75,000 sq ft or more $4,000

 Conditional Use/Planned Development:
• Structures between 0-4,999 sq ft $1,160
• Structures between 5,000-24,999 sq ft $2,320
• Structures between 25,000-74,999 sq ft $3,480
• Structures of 75,000 sq ft or more $4,640

Conditional Use Established Two-
Family, Multi-Family, and Townhouse 
Dwellings: 
• No increase in floor area $500 
• Increase in floor area $700

   Text Amendment: $1,500

Building/Construction 
Related Permit

LAND-USE REQUEST APPLICATION

PA G E  1  O F  4

Received by

Sign Provided    Date

Tracking Number  

https://www.nola.gov/city-planning/neighborhood-participation-program/
https://www.nola.gov/city-planning/neighborhood-participation-program/


Covid-19 Submittal Protocol: Please submit complete applications via email to CPCinfo@nola.gov. Applicants without the 
ability to submit via email should contact (504) 658-7100 to make alternative arrangements. Incomplete applications will 
not be accepted and will be returned to the applicant.

ATTACHMENTS TEXT 
AMENDMENT

ZONING 
CHANGE

CONDITIONAL 
USE/PLANNED 
DEVELOPMENT

Completed application with all required information & signed by 
owner or authorized agent. Required Required Required

Authorization from Property Owner.  If ownership is joint, each 
owner must be listed.  If ownership is a partnership, the Partnership 
Agreement must be included.  If ownership is a corporation, Articles 
of Incorporation (full document filed with the Secretary of State) 
and a Board Resolution authorizing an individual or agent to sign on 
its behalf must be included. If ownership is a LLC, Articles of Orga-
nization (full document filed with the Secretary of State) and legal 
documentation authorizing an individual or agent to sign on its be-
half must be included.  If necessary, submit proof of ownership docu-
ments, such as copies of the recorded act of sale, act of exchange, 
act of donation, cash sale or deed.

Required Required

Accurate survey or legal description showing or describing the legal 
boundaries of the site. Required Required

Photographs of the subject site(s) and building(s). Required Required

Neighborhood Participation Program Documents including NPP 
summary report, contact list, NPP meeting invitation, NPP comment 
cards, neighborhood email notices, and meeting sign-in sheet.  Refer 
to the Neighborhood Participation Guide for more information.   

Required Required

Site Plan of the entire lot(s) showing property lines and all buildings 
or structures, with distance from property line indicated.  All off-
street parking areas, driveways, interior streets, paving, mechanical 
equipment, or other surfaces should be shown and dimensioned on 
the plans. 

Required

Landscape Plans including the location, quantity, size, name, and 
condition of all existing and proposed plant materials and trees.  All 
landscaped areas should be shown and dimensioned on the plans.  A 
description of all tree preservation measures on-site and in the public 
right-of-way should be included.

Required

Architectural Elevations of each side of the proposed structure(s) 
indicating height, architectural elements such as windows, doors, 
materials, textures, and other information. 

Required

Floor Plan(s) of the entire structure(s) showing room use, dimen-
sions, walls, doors, windows, major applicances, plumbing fixtures, 
stairs, or other egress.  

Required

Recommendations or approvals from HDLC, or VCC, or City Council 
(regarding demolition), where applicable.

May Be 
Required

Design Advisory Committee (DAC) Recommendation, when required 
by Article 4, Section 4.5.B of the Comprehensive Zoning Ordinance.

May Be 
Required
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Building/Construction
Related Permit

LAND-USE REQUEST APPLICATION

PA G E  2  O F  4

Received by

Sign Provided    Date

Tracking Number  

https://www.nola.gov/city-planning/neighborhood-participation-program/


Covid-19 Submittal Protocol: Please submit complete applications via email to CPCinfo@nola.gov. Applicants without the 
ability to submit via email should contact (504) 658-7100 to make alternative arrangements. Incomplete applications will 
not be accepted and will be returned to the applicant.

Type of application:     Text Amendment   Zoning Change     Conditional Use/Planned Development 

Address of Property for which this  
application is being filed.

APPLICANT INFORMATION
Applicant Identity:    Property Owner   Agent

Applicant Name 

Applicant Address

City State Zip

Applicant Contact Number Email 

PROPERTY OWNER INFORMATION    SAME AS ABOVE  

Property Owner Name 

Property Owner Address

City State Zip

Property Owner Contact Number Email 

SPECIFIC ZONING REQUEST
 

 

 

PROPERTY LOCATION
Square Number(s) Lot Number(s)

Bounding Streets   

Zoning  Municipal District 

Tax Bill Number   Planning District 

DESCRIPTION OF PROJECT (Attachments are acceptable)
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Building/Construction 
Related Permit

LAND-USE REQUEST APPLICATION

PA G E  3  O F  4

Received by

Sign Provided    Date

Tracking Number  
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ACKNOWLEDGMENTS
I (we) hereby affirm that ownership and property information presented on this application is current and accurate and, further, 
that the undersigned meet the requirements of Article 16 of the Comprehensive Zoning Ordinance to submit this application.  I (we) 
acknowledge that inaccurate or incomplete ownership, improper authorization, or property identification will make this application and 
resulting actions null and void.  I (we) the undersigned owner and authorized agent of the area of land described above, hereby submit 
for your approval the above stated request.

Owner Signature  Date

Agent Signature   Date

STATE OF LOUISIANA, PARISH OF ORLEANS

Before me, the undersigned authority, personally appeared the person(s) whose signature are affixed above, all of the full age of the 
majority, who declared under oath to me, Notary, that they are the owners or authorized agents of the property described above, and 
that their signatures were executed freely and voluntarily and that they are duly qualified to sign.

Sworn to and subscribed before me this day of

My Commission expires

Building/Construction 
Related Permit

LAND-USE REQUEST APPLICATION

PA G E  4  O F  4

Received by

Sign Provided    Date

Tracking Number  

If ownership is joint, each owner must be listed. If ownership is a partnership, the Partnership Agreement must be included. If owner-
ship is a corporation, Articles of Incorporation (full document filed with the Secretary of State) and a Board Resultion authorizing an 
individual or agent to sign on its behalf must be included.  If ownership is a LLC, Articles of Organization (full document filed with the 
Secretary of State) and legal documentation authorizing an individual or agent to sign on its behalf must be included.  If necessary, 
submit proof of ownership documents, such as copies of the recorded act of sale, act of exchange, act of donation, cash sale or deed.
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