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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.   
 
General: Because the use involves a change in occupancy and proposes a short-term rental 
accommodation (a hotel in this zone) it is subject to Site Design and Conditional Use permit 
reviews.  For planning staff, the key issues would be addressing current standards (i.e. providing 
adequate parking, paving parking areas, upgrading the landscaping, screening the trash and 
recycling, etc.).  The use proposed is also likely to trigger the requirement for a 13R fire sprinkler 
system with monitoring as detailed in the attached comments from the Fire Marshal.   
 
Hotel/Motel Use: AMC 18.2.2.030 allows for Hotel/Motel uses within the E-1 zoning district 
through a Conditional Use Permit (CUP). A ‘Hotel/Motel’ is defined as “A building or portion 
thereof designed and used for transitent lodging in a non-residential zone for a period of less than 
30 days, lodged with or without meals which may include additional facilities and services, such 
as restaurants, meeting rooms, entertainment, personal services, and recreational facilities (AMC 
18.6.1).”  Unlike Travelers Accommodations in residential zones, hotels do not require that the 
business owner reside on site.  The applicants will need to provide a clear site plan and floor plan 
detailing the number of units proposed, and addressing the hotel/motel parking requirements which 
call for one space per rental unit and one space for the manager.   
 
Conditional Use Permit: Conditional Use Permits are considered by comparing the target use of 
the property to the proposed use in terms of the adverse material impacts to the impact area.   This 
means that the measurable negative impacts to the neighborhood have to be considered in 
comparison to the typical use the zoning would allow/encourage.   This allows for consideration 
of architectural compatibility, building orientation, etc. as well as  parking, additional vehicle trips, 
and other potential adverse impacts that result from the proposal.  Formal application findings 
would need to address how the proposed use meets the Conditional Use Permit criteria, and plans 
to mitigate any potential impacts to the surrounding area. 
 
Written findings will need to be provided to effectively demonstrate that the proposed Conditional 
Use will have no greater adverse material effect on the livability of the impact area when compared 
to the development of the subject lot with the target use of the zone. The property is zoned 
Employment (E-1) so this will require determining the target use for the lot and comparing that to 
the proposed conditional hotel use. Anticipated impacts to be addressed should include vehicle 
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trips and parking.  The Institute of Transportation Engineers (ITE) guides indicate that an office 
use generates approximately 16.58 average daily vehicle trips per 1,000 square feet of floor area 
and requires one parking space per 500 square feet of floor area.  A hotel/motel unit generates an 
average of approximately 8.7 vehicle trips daily and requires one space per guest room and one 
space for the owner/manager.  Incorporating those numbers into your analysis may prove useful. 
(The target use for E-1 property within the Detail Site Review overlay zone is office use developed 
at a 0.50 floor area ratio which equate to approximately 3,309 square feet of office for this 
property, which would require seven required parking spaces and generate approximately 55 
average daily vehicle trips.) 
 
Site Design Review:  A change in occupancy triggers a requirement for Site Design Review.  The 
application would need to address the approval criteria for Site Design Review and respond to the 
applicable Site Design and Development Standards.  Given that the building is an existing historic 
contributing resource and not likely proposed to change, this review would focus largely on items 
such as making sure that there is adequate parking, that off-street parking is treated according to 
requirements (i.e. paved);  that landscaping and irrigation are brought up to current standards and 
that trash and recycling facilities are adequately screened.    
 

o Parking Requirements:  As noted above, the required off-street parking is one space per 
guest room and one space for the owner/manager.  Parking requirements are detailed in 
AMC 18.4.3.040. 

o Parking Dimensions:  Standard arking spaces are required to be 9 feet by 18 feet with a 
22 foot back up area behind.  One-half of required parking spaces may be compact with 
spaces required to be 8 feet by 16 feet.  Parking standards are detailed in AMC 18.4.3. 

o Parking Location:  Parking is generally not allowed between the building and the street; 
the application would need to respond to this standard in terms of why the existing parking 
in front of the building should be utilized rather than shifting as much parking as possible 
to the rear of the site (i.e. within an existing garage).       

o Paving: As detailed in AMC 18.4.3.080.E.1, all required parking areas, aisles, turn-
arounds, and driveways shall be paved with concrete, asphaltic, porous solid surface, or 
comparable surfacing, constructed to standards on file in the office of the City Engineer. 

o Recycle and Refuse Container Screening: Recycle and refuse containers or disposal 
areas shall be screened from view by placement of a solid wood fence or masonry wall five 
to eight feet in height to limit the view from adjacent properties or public rights-of-way. 
All recycle and refuse materials shall be contained within the screened area as required in 
AMC 18.4.4.030.G.1. 

o Landscaping:  Within the E-1 zone, 15 percent of the property is to be landscaped 
according to the standards in AMC 18.4.4.030.  

 
Systems Desvelopment Charges (SDC’s):  With the creaton of a Tourist Accommodate Room, 
the applicants would be responsible for paying the additional systems development charges 
(SDC’s) for the creation of a new tourist accommodation room.  This would include any increase 
in transportation SDC’s, parks SDC’s for the creation of a new hotel room, and any applicable 
water, sewer or stormsewer SDC’s.   
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Fire Department: Please see the Fire Department comments at the end of this document.  
Specifically, because the property is zoned E-1, an Employment zoning, the proposed use is 
considered to be a hotel/motel rather than a travelers accommodation and requires an R-1 
(residential, transient) occupancy.  This will require a 13R fire sprinkler system with monitoring.  
The change in occupancy, any remodeling associated with the request, and the fire sprinkler system 
will require building permits.  Division Chief Margueritte Hickman can provide any additional 
information on Fire Department requirements via phone at (541) 552-2229 or e-mail to 
margueritte.hickman@ashland.or.us. 
 
Tree Preservation/Protection: All planning actions are required to include a Tree 
Preservation/Protection plan in accordance with chapter 18.4.5.030; this is intended to ensure that 
trees are protected during all site disturbance (including demolition, construction, 
driveway/parking installation, staging of materials, etc.)  If there is to be any site work occurring, 
a Tree Protection Plan must be provided to address all trees on the property over six-inches in 
diameter at breast height (d.b.h.) and all trees, including street trees, that are located on adjacent 
property within 15 feet of the property line as well.u 
 
Tree Removal Permits (if applicable): The removal of trees greater than six-inches in diameter 
at breast height within the E-1 zones will require Tree Removal Permits, and will need to address 
the approval criteria of AMC 18.5.7 which are further detailed in the application requirements at 
the end of this document. 
 
Utilities: If the proposed work impacts any existing utilities, the applicants should contact the 
individual departments well in advance to coordinate work. Contact information for each 
department is provided with the departments’ comments below. 
 
Neighborhood Outreach: Projects involving changes to established neighborhood patterns can 
be a concern for neighbors, and this development has historically posed concerns for neighbors.  
Staff always recommends that applicants approach the affected neighbors, make them aware of 
the proposal, and try to address any concerns as early in the process as possible. Notices are 
typically sent to neighbors within a 200-foot radius of the property. 
 
Written Findings/Burden of Proof: 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. 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. 
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OTHER DEPARTMENTS’ COMMENTS 
 

BUILDING DEPARTMENT: No comments at this time.  Please contact the Building Division 
for any code-related information at 541-488-5305.   
 
PUBLIC WORKS DEPARTMENT: No comments at this time. Please contact Karl Johnson of 
the Engineering Division for any information at 541-552-2415 or via e-mail to 
karl.johnson@ashland.or.us. 
 
WATER AND SEWER SERVICE: No comments at this time. If additional water services or fire 
line connections are needed Water Department crews will excavate and install in the city right of 
way all water services up to the meter on domestic and commercial water lines. The water 
department will also only install or provide a stub out to be used for fire systems where the double 
detector check assembly complete with a Badger brand cubic foot bypass meter should be placed 
in a vault external to the building. The vault and the DCDA device housed in it are the 
responsibility of the property owner and should be placed at the property line. Fees for these 
installations are paid to the water department and are based on a time and materials quote to the 
developer or contractor after line sizes and meter locations are finalized. Meter sizes and fire line 
diameters will need to be provided to the water department prior to or at the time of a quote being 
requested. Please Contact Steve Walker at 541-552-2326 or ( walkers@ashland.or.us ) with any 
questions regarding water utilities. 
 
ELECTRIC DEPARTMENT: No comments at this time. Please contact Dave Tygerson in the 
Electric Department for any electrical service requirements or fee information at 541-552-2389 or 
via e-mail to dave.tygerson@ashland.or.us. 
 
FIRE: See attached comments Please contact Fire Marshall Margueritte Hickman at 541-552-
2229 or via e-mail to margueritte.hickman@ashland.or.us for information of Fire Department 
requirements. 
 
CONSERVATION:  No comments at this time. For 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. 
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UNDERLYING ZONE PROVISIONS (18.2.6.030) 
 
Zoning: E-1 (Employment) within the Railroad Addition Historic District, and the Residential and 
Detail Site Review overlay zones. 
 
Maximum Building Height: 40 feet. 

 
Standard Yard Requirements: There is no minimum front, side, or rear yard required, except 
where buildings on the subject site abut a residential zone, in which case a side of not less than 
10 ft and a rear yard of not less than 10 ft per story is required. 

 

Solar Access: E-1 properties are typically subject to a Standard B solar access requirement. 
 
Lot Coverage: There is no underlying minimum lot area, width or depth, or maximum lot 
coverage; or minimum front, side or rear yard, except as required to comply with the special district 
and overlay zone provisions of part 18.3 or the site development and design standards of part 18.4 
which, among other things, call for no more than 85 percent lot coverage.  All areas other than 
natural landscaping which allow the normal infiltration of water into the soil are considered 
coverage.  Please identify all existing and proposed lot coverage on site plan and in text. 
 
Landscaping Requirements: 15 percent. Parking areas and service stations shall meet the 
standards of chapters 18.4.3 Parking, Access, and Circulation, and 18.4.4 Landscaping, Lighting, 
and Screening. 
 
Trees: Submittal requirements shall include items noted in chapter 18.4.5.030 for Tree Protection, 
which are also listed below. If trees are to be removed, the applicant is required to request their 
removal as required in chapter 18.5.7 with the application submittals. 
 
Parking, Access & Circulation: As detailed in 18.4.3. 
 
Signage: As detailed in 18.4.7.080. A separate sign permit application is required should any 
modifications to existing signage be proposed. 
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APPLICATION DETAILS 
 
Procedure: Both the Site Design and Conditional Use permit reviews can be conducted as “Type I” procedures, 
which provide for an administrative review with a decision by staff, notice to neighbors, and the potential for appeal 
to request a public hearing before the Planning Commission. 
 
18.5.1.050 Type I Procedure (Administrative Decision with Notice) 
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. 
 
A. Application Requirements.  

1. Application Form and Fee. Applications for Type I review shall be made on forms provided by the 
Staff Advisor (see http://www.ashland.or.us/Files/Zoning%20Permit%20Application.pdf). 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. 

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 packest and for the notices mailed to 
neighbors - please submit clear, readable, reproducible copies.  

 
o Two (2) copies of the materials required for Site Design Review approval as detailed 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.   
o Two (2) Copies of a Tree Protection Plan as required in chapter 18.4.5.030.   
o Two (2) Copies of the plans required for a Tree Removal Permit as required in chapter 

18.5.7.030 (if applicable to the final proposal).    
 

WRITTEN FINDINGS REQUIREMENTS/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 identified below.   
 

o Two (2) copies of written findings addressing the approval criteria for Site Design Review 
detailed in chapter 18.5.2.050.   

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 findings addressing the following criteria from chapter 
18.5.7.040.B.2. for Tree Removal Permit to remove a tree that is not a hazard (if applicable to 
the final proposal).  
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UPCOMING APPLICATION DEADLINES:   First Friday of each month 
UPCOMING PC MEETINGS:    Second Tuesday of each month 
FEES -  Site Design/Conditional Use permit review (Type I): $1,022.00 
 
*NOTES:  

o Applications are accepted on a first come‐first served basis.  
o 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.   
o Applications are reviewed for completeness in accordance with ORS 227.178.  
o All applications received are reviewed by staff, and must be found to be complete before being 

processed or scheduled at a Planning Commission meeting.  
o The  first  15  COMPLETE  applications  submitted  are  processed  at  the  next  available  Planning 

Commission meeting. 

 
For further information, please contact:  May 17, 2017     
Derek Severson, Senior Planner    Date 
City of Ashland, Department of Community Development 
Phone: 541-552-2044 or e-mail: mark.schexnayder@ashland.or.us 


