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The comments of this pre-application are preliminary in nature and subject to change based 
upon the submittal of additional or different information. The Planning Commission or City 
Council are the final decision making authority of the City, and are not bound by the comments 
made by the Staff as part of this pre-application.

 
PLANNING STAFF COMMENTS 
This pre-application conference is intended to highlight significant issues of concern to staff and bring 
them to the applicant’s attention prior to their preparing a formal application submittal. 

 
Generally:  For staff, the key issues are in seeing that required off-street parking is provided, that existing 
building code issues with the structure are resolved, and that uses of the site are limited to those allowed 
by code.  Once these issues are resolved, staff are generally supportive of the request to operate a 
Traveler’s Accommodation on-site.   
 
Number of Dwelling Units:  The pre-application materials suggest that the site is approved for two 
dwelling units.  This is not the case.  The size of the property is only sufficient to accommodate one unit; 
an accessory residential unit could be proposed but to date, one has not been requested or approved.  The 
site is limited to one residential unit and only one kitchen, and a deed restriction was required as part of 
the last building permit.  There are code issues remaining to be resolved before even that single family 
residential occupancy is approved.         
 
Building Permit:  The building permit to approve the building for permanent Single Family Residential 
occupancy has not been finalized and appears to have expired.  The applicants will need to work with the 
Building Division to reactivate this permit and complete the work and inspections.  Discussions with the 
former Building Official had indicated that the project needed to meet the 2014 Oregon Structural 
Specialty Code, and would need to come from a registered design professional.  Key issues were removing 
illegal kitchens and correcting parking.  It was noted that any changes to the current permit would require 
that fire separations and/or sprinklers be provided.  Building permit issues should be resolved (i.e. a new 
permit obtained, work completed, and final occupancy approvals granted) prior to making application for 
a Traveler’s Accommodation.   
 
Parking:  A Traveler’s Accommodation requires two parking spaces for the owner/manager and one 
space per unit for the rental units.  The application will need to demonstrate that adequate parking meeting 
city requirements can be provided to meet these standards.  (The land use ordinance provides that up to a 
50 percent reduction in required off-street parking may be allowed through the use of credits, including 
on-street parking. If the on-street parking credit were granted and assuming that two parking spaces could 
be provided off-street, uses requiring up to four vehicle parking spaces could be allowed subject to all 
other requirements.)   The final application will need to detail the location and configuration of parking 
proposed on a scalable site plan which clearly illustrates parking spaces relative to the property lines.  All 
required parking spaces are required to remain available for off-street parking and cannot be used for 
storage of items such as recreational vehicles, trailers or boats.    
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Home Occupation:  If the existing property management company is operating as a home occupation, it 
is subject to the limitations on home occupations detailed in AMC 18.2.3.150, including:   
 

o No signs shall be permitted on a home occupation site.    (Existing signage would need  to be 
removed to comply with this requirement.) 

o One  commercial  automobile  associated with  the  home  occupation  is  allowed  at  the  home 
occupation site. Such automobile shall be of a size that would not overhang into the public right‐
of‐way when parked in the driveway or other location on the home occupation site. 

o There shall be no excessive commercial vehicle deliveries from or to the home occupation site. 
Excessive deliveries are defined as more than three per day, during the hours of 7 a.m. to 7 p.m.  

o There shall be no commercial vehicle deliveries during the hours of 7 p.m. to 7 a.m. 
o There shall be no more than one client or customer's automobile at any one time and no more 

than eight per day at the home occupation site. 
o Clients or customers are permitted at the home occupation from 7 a.m. to 7 p.m. only.  

 
Commercial use other than a home occupation would require Conditional Use Permit approval, and would 
trigger additional parking requirements and building code requirements (i.e. occupancy separation, 
sprinklers, etc.).    The final application submittal will need to clearly detail all uses proposed for the site, 
and should include a copy of any business licenses or home occupation permits.   
 
Travelers Accommodation Criteria: Within the R-3 zoning district, Traveler’s Accommodations are 
subject to Site Design Review and Conditional Use Permit approval as well as additional Special Use 
Standards which include: 
 

 An accommodation must meet all applicable building, fire, and related safety codes at all times 
and must be inspected by the Fire Department before occupancy following approval of a 
Conditional Use Permit and periodically thereafter pursuant to AMC 15.28. 

 The business-owner of a travelers’ accommodation or the property owner of an accessory 
travelers’ accommodation must maintain a City business license and pay all transient occupancy 
tax in accordance with AMC 4.24 and AMC 6.04 as required. 

 Advertising for an accommodation must include the City planning action number assigned to the 
land use approval. 

 Offering the availability of residential property for use as an accommodation without a valid 
Conditional Use Permit approval, current business license and transient occupancy tax registration 
is prohibited and shall be subject to enforcement procedures. 

 The property on which the traveler’s accommodation is sited must be the primary residence of the 
business-owner. 

 The property is located within 200 feet of a boulevard, avenue, or neighborhood collector as 
identified on the Street Dedication Map in the Comprehensive Plan. 

 The primary residence on the site must be at least 20 years old. 

 The number of traveler’s accommodation units allowed shall be determined by dividing the total 
square footage of the lot by 1,800 square feet. 
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 Excluding the business-owner’s unit and the area of the structure it will occupy, there must be at 
least 400 square feet of gross interior floor space remaining per unit. 
 

 Each accommodation must have one (1) off-street parking space and the business-owners unit 
must have two (2) parking spaces. All parking spaces shall be in conformance with chapter 18.4.3. 

 
The operator of the Traveler’s Accommodation must be the business owner and the property must be the 
business owner’s primary residence. Business owner is defined as a person or persons who own the 
property and accommodation outright; or who have entered into a lease agreement with the property 
owner(s) allowing for the operation of the accommodation. The operator must be present during operation 
of the Traveler’s Accommodation. In order to be approved for a Traveler’s Accommodation, the applicant 
must show this criterion is met in accordance with Ashland Municipal Code Section 18.2.3.220.B.2. 
 
Additionally, the property owner must maintain a City of Ashland business license and pay all transient 
occupancy tax in accordance with AMC 4.24 and AMC 6.04. Advertising for an accommodation must 
include the City planning action number assigned to the land use approval. Before operation the Accessory 
Traveler’s Accommodation, the structure must be inspected by the Fire Department and Jackson County 
Health Department. 
 
Site Design Review:  The application will need to respond to the approval criteria for Site Design Review 
found in AMC 18.5.2.050 as well as to the applicable design standards found in AMC 18.4.2.030. While 
the building is existing, the proposal will need to respond to these criteria as they apply to the request 
including planting street trees, bringing existing landscaping into line with current standards, and 
explaining how the primary orientation will be addressed (i.e. how will the design treatment of the building 
make clear to a potential tenant of the Traveler’s Accommodation how they are to get to the unit, and how 
will someone seeking to contact the downstairs residential unit’s residents tell from design cues where to 
go.)  
 
Conditional Use Permit Approval (AMC 18.5.4):  Conditional Use Permit approval provides the Staff 
Advisor or Planning Commission the opportunity to consider the proposal by comparing the adverse 
material impacts of the proposed use with those of the target use of the zone, which is in this case one 
residential unit.  The application will need to clearly explain how the proposal’s impacts compare 
favorably to a single family residence (i.e. number of parking spaces required, number of vehicle trips 
generated, signage, noise, etc.)   
 
Plan Details:  The application will need to include scalable elevations, floor plans and site plans which 
address all proposed uses, required landscaping, parking, property lines, etc.  Plans should also address 
the signage proposed for the Traveler’s Accommodation in terms of the signage allowances in 
18.4.7.060.B.2 (i.e. Uses authorized in accordance with the chapter 18.5.4 Conditional Use Permits may 
be permitted one ground sign not exceeding an overall height of five feet and an area of 15 square feet, 
set back at least ten feet from property lines; or one wall sign in lieu of a ground sign. Such signs shall be 
approved in conjunction with the issuance of such Conditional Use Permit. Said signs shall not use plastic 
as part of the exterior visual effect and shall not be internally illuminated.)  No signage is allowed for a 
home occupation commercial use.  
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Neighborhood Outreach: Projects involving changes to established neighborhood patterns can be a 
concern for neighbors, and staff always recommends that applicants approach affected neighbors, make 
them aware of the proposal, and try to address any concerns as early in the process as possible. Notices 
are sent to neighbors within a 200-foot radius of the property and posted on the property and in the local 
newspaper. 
 
Written Findings/Burden of Proof: Applicants should be aware that written findings addressing the 
ordinance and applicable criteria are required, and are heavily depended on when granting approval for a 
planning action. In addition, the required plans are explained in writing below. The burden of proof is on 
the applicant(s) to ensure that all applicable criteria are addressed in writing and that all required plans, 
written findings, and other materials are submitted even if those items were not discussed in specific, 
itemized detail during this initial pre-application conference. 

OTHER DEPARTMENTS’ COMMENTS 

BUILDING DEPARTMENT: Please contact the Building Official at 541-488-5305 prior to preparing 
the final application submittal. 

ENGINEERING: No comments at this time. Please contact Karl Johnson of the Engineering Division for 
any Public Works or Engineering-related information at 541-552-2415 or via e-mail to 
karl.johnson@ashland.or.us. Public Works & Engineering deal primarily with utilities, streets, 
transportation and storm water. 
 
FIRE DEPARTMENT: See attached comments.  Please contact Fire Marshal Margueritte Hickman for 
Fire Code-related information at 541-552-2229 or via e-mail to margueritte.hickman@ashland.or.us. 
 
WATER AND SEWER SERVICE: No comments at this time. Please contact Steve Walker of the Water 
Quality Division for any further information at 541-552-2326 or via e-mail to walkers@ashland.or.us. 
 
ELECTRIC SERVICE: If modifications to the electrical service are needed, please contact Dave 
Tygerson in the Electric Department for service and meter location requirements and fee information at 
541-552-2389 or via e-mail to tygersod@ashland.or.us. Dave will arrange an on-site meeting, and develop 
a preliminary electrical service plan for the site. Please allow additional time to accommodate scheduling 
of this on-site meeting and preparing the preliminary plan. Submittals will not be deemed complete 
without a preliminary approved plan from the Electric Department. 
 
CONSERVATION:  For more information on available water conservation programs, including any 
available appliance rebates or assistance with landscaping and irrigation system requirements, please 
contact Water Conservation Specialist Julie Smitherman of Conservation Division at 541-552-2062 or via 
e-mail to julie.smitherman@ashland.or.us. For information on any financial or technical assistance 
available for the construction of Earth Advantage/Energy Star buildings, please contact Conservation 
Analyst/Inspector Dan Cunningham at 541-552-2063 or via e-mail to dan.cunningham@ashland.or.us. 
  

 
 
 



1081 E. Main 
May 24, 2017 

Page 5 

ZONING DISTRICT REQUIREMENTS 
 
Zoning: R-3, High Density Multiple-Family Residential within the Pedestrian Places Overlay. 
 
Landscaping Requirements: 25 percent of the site. Size and species-specific landscaping plan required 
at time of formal application. Avoid using lawn. Provide irrigation system. Include street trees, one per 
30' of street frontage. (NOTE: Any existing trees on the property or within 15’ of the property line on 
adjacent parcels that are greater than 6” in diameter, whether to be retained or removed, should be 
identified in a Tree Preservation and Protection Plan as required). 
 
Parking, Access, and Internal Circulation: Per the parking requirements in AMC 18.4.3 Residential 
dwellings require 1 space per studio or 1-bedroom unit less than 500 square feet; 1.5 spaces for 1-bedroom 
units greater than 500 square feet; 1.75 spaces for 2-bedroom units; and 2 spaces for 3-bedroom or greater 
units. The application submittal should clearly identify how parking requirements are met. 
 
Lot Coverage: A maximum of 75 percent if the lot may be covered with impervious surface, which 
includes buildings, pavement, and soil disturbances that will not allow normal water infiltration. 
 
Setbacks: Standard setbacks are 15 feet for the front yard, six feet on the side yard, 10 feet on a side yard 
abutting a public street, and 10 feet per story for rear yard, plus any applicable solar setback in accordance 
with AMC 18.4.8. Buildings reviewed under the special permitted use allowances of the Pedestrian Places 
overlay are to be setback not more than five feet from a public sidewalk unless the area is used for 
pedestrian activities such as plazas or outside eating areas, or for a required public utility easement.  
 

 
PROCEDURE 

 
APPLICATION REQUIREMENTS: As detailed in chapter 18.5.1.050, Type I applications shall include 
the required application materials detailed below.  Type I decisions are made by the Staff Advisor, 
following public notice and a public comment period. Type I decisions provide an opportunity for appeal 
to the Planning Commission. The application is required to include clear, legible, scalable drawings of the 
proposal (i.e. plan requirements) as well as written findings addressing the applicable approval criteria in 
accordance with the Ashland Land Use Ordinance (ALUO), Chapter 18 of the Ashland Municipal Code.  
The following sections include the requirements for plans and approval criteria which are applicable to 
the proposal as described in the pre-application submittals.  When more than one planning approval is 
required for the proposal, multiple sections of the ALUO may apply.  The burden of proof is on the 
applicant(s) to ensure that all applicable criteria are addressed in writing and that all required plans, written 
findings, and other materials are submitted even if those items were not discussed in specific, itemized 
detail during this initial pre-application conference.  All submittals must also include: 
 
1. Application Form and Fee. Applications for Type I review shall be made on forms provided by 

the Staff Advisor. One or more property owners of the property for which the planning action is 
requested, and their authorized agent, as applicable, must sign the application. The application 
shall not be considered complete unless the appropriate application fee accompanies it. 
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2. Submittal Information. The application shall include all of the following information. 

a. The information requested on the application form. 

b. Plans and exhibits required for the specific approvals sought. 

c. A written statement or letter explaining how the application satisfies each and all of the 
relevant criteria and standards in sufficient detail. 

d. Information demonstrating compliance with all prior decision(s) and conditions of 
approval for the subject site, as applicable. 

e. The required fee. 
 
The Ashland Land Use Ordinance in its entirety may be accessed on-line at:  
http://www.ashland.or.us/SIB/files/AMC_Chpt_18_current.pdf    

 
PLAN & EXHIBIT REQUIREMENTS:  Two (2) copies of the plans below on paper no larger 
than 11"x 17”.  Note:  These copies may be used for the Planning Commission packets and for 
the notices mailed to neighbors - please submit clear, readable, reproducible copies. 
 

o Two (2) Copies of the plans required for Site Review as required in chapter 18.5.2.040.   
o Two (2) Copies of the materials required for a Conditional Use Permit as detailed in 

chapter 18.5.4.040.   
 
RELEVANT CRITERIA AND STANDARDS:  Applicants are advised that in addition to 
required plans, written findings addressing how the ordinance criteria are satisfied in narrative 
format are required. The applicable criteria are included below.   
 

o Two (2) copies of written findings addressing the following criteria from chapter 
18.5.2.050  for Site Design Review.   

o Two (2) Copies of written findings addressing the approval criteria for a Conditional 
Use Permit as detailed in chapter 18.5.4.050.A.   

o Two (2) copies of written materials addressing the following special use criteria for a 
Travelers’ Accommodation in an R-2/R-3 Zone as detailed in AMC 18.2.3.220.  
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UPCOMING APPLICATION DEADLINES:    Not Applicable 
UPCOMING PC MEETINGS:     Not Applicable 
FEES:    Res. Site Design Review   $1,022* + $68/unit 
   Conditional Use Permit (TA)    $1,022* 

         
*NOTES:  
$1,022 Type I fees will increase to $1,046 on July 1, 2017.   
 
Applications are accepted on a first come-first served basis. All applications received are 
reviewed by staff, and must be found to be complete before being processed or scheduled at a 
Planning Commission meeting. Applications will not be accepted without a complete application 
form signed by the applicant(s) and property owner(s), all required materials and full payment.  
Applications are reviewed for completeness in accordance with ORS 227.178. The first fifteen 
COMPLETE applications submitted are processed at the next available Planning Commission 
meeting. 
 
For further information, please contact:   Date: May 24, 2017   
Derek Severson, Senior Planner      
City of Ashland, Department of Community Development 
Phone: 541-552-2040 or e-mail: derek.severson@ashland.or.us    


