
 
TOWN OF OCEAN RIDGE, FLORIDA 

PLANNING & ZONING COMMISSION MEETING AGENDA 
SEPTEMBER 20, 2021 

8:00 A.M. 
TOWN HALL * MEETING CHAMBERS 

 
CALL TO ORDER 
 
ROLL CALL 
 
PLEDGE OF ALLEGIANCE 
 
PUBLIC COMMENT 
 
APPROVAL OF MINUTES 
1. Approval of August 16, 2021 Meeting Minutes 
 
DISCUSSION / ACTION ITEMS 
2. Discussion Regarding Flat Roofs 
3. Discussion Regarding Letter of Credit Relative to Demolition 
4. Review the Development Plan Review Checklist 

 
COMMISSIONER COMMENTS 
(This item is reserved for any Commissioner comments that are not related to any item printed on 

the agenda.) 
 
ADJOURNMENT 
 
 
 
 
 
 
 
 
 
 

A JOINT WORKSHOP BETWEEN THE TOWN COMMISSION AND THE 
PLANNING & ZONING COMMISSION IS SET FOR OCTOBER 12, 2021 AT 4:00 
PM AT TOWN HALL. THE NEXT MEETING OF THE PLANNING & ZONING 

COMMISSION WILL BE HELD ON MONDAY, OCTOBER 18, 2021 AT 8:00 AM AT 
TOWN HALL. 

 
IF A PERSON DECIDES TO APPEAL ANY DECISION MADE BY THE PLANNING & ZONING COMMISSION 
WITH RESPECT TO ANY MATTER CONSIDERED AT SUCH MEETING OR HEARING, HE/SHE WILL NEED 
A RECORD OF THE PROCEEDINGS, AND THAT FOR SUCH PURPOSE, HE/SHE MAY NEED TO ENSURE 
THAT A VERBATIM RECORD OF THE PROCEEDINGS IS MADE, WHICH RECORD INCLUDES THE 
TESTIMONY AND EVIDENCE UPON WHICH THE APPEAL IS TO BE BASED.  PERSONS WHO NEED AN 
ACCOMODATION IN ORDER TO ATTEND OR PARTICIPATE IN THIS MEETING SHOULD CONTACT THE 
TOWN CLERK AT 561-732-2635 AT LEAST 5 DAYS PRIOR TO THE MEETING IN ORDER TO REQUEST 
SUCH ASSISTANCE. PLEASE TAKE NOTICE THAT ONE OR MORE TOWN COMMISSIONERS MAY BE 
PRESENT AT ANY BOARD OR COMMISSION MEETING OF THE TOWN OF OCEAN RIDGE. 

 
NOTICE: THE PUBLIC MAY VIEW THE HARD COPY OF THE MEETING 

MATERIALS AT TOWN HALL BEFORE OR DURING THE MEETING 



Live Audio Feed Provided for the Planning and Zoning Meeting of September 2021 

The Town of Ocean Ridge is holding all meetings in-person, with an additional option of listening to the audio live.  

DATE AND TIME: Monday, September 20, 2021 at 8:00 A.M. 

GENERAL SUBJECT MATTER TO BE CONSIDERED:  The Town of Ocean Ridge will meet for the purpose of reviewing items 
as described on the agenda. The agenda along with the meeting package was posted on the Town’s website, at Town 
Hall, and in Town Hall’s shadow box a week prior to the meeting. 

A copy of the agenda & the package may be obtained by contacting the Town Clerk at: 
Karmstrong@oceanridgeflorida.com. 

PLACE: The meeting will be held at the physical access point of Town Hall, 6450 N. Ocean Blvd, Ocean Ridge, FL 33435. 
The Town of Ocean Ridge will provide a live audio feed for those that cannot attend the physical access point that would 
allow the public to listen only. Interested persons may listen by using the following information: 

• Please dial in using your phone. United States: +1 (669) 224-3412 and Access Code: 777-033-821 

 
PUBLIC COMMENTS: 
Persons that are unable to attend the meeting in person may submit public comments by utilizing the following options: 

1. Email the Town Clerk at karmstrong@oceanridgeflorida.com by Friday, September 17, 2021 at 3 p.m. The email 
must contain the agenda item number and exactly what is to be read out loud at the meeting (3 minute limit).  
The Town Clerk will respond to the email if it has been received.  If you do not receive a response email from the 
Town Clerk, assume that it was not received and follow up with a phone call to Town Hall at 561-732-2635.  The 
Town Clerk will read the public comment into the record when the item is taken up. 
 

2. Call Town Hall at 561-732-2635 before the meeting date.  Tell Town Hall Staff which agenda item you would like 
to submit a comment on, and submit your comments to them (3 minute limit). Town Hall staff will notify the 
Town Clerk of the public comment, and the Town Clerk will read the public comment into the record when the 
item is taken up during the meeting. 

 
ADDITIONAL INFORMATION: 

The recording of the meeting along with the action item summary sheet will be available to the public the following day. 

Consistent with section 286.0105, Florida Statutes, if a person decides to appeal any decision made by the Town 
Commission with respect to any matter considered at such meeting or hearing, he or she will need a record of the 
proceedings, and that, for such purpose, he or she may need to ensure that a verbatim record of the proceedings is made, 
which record includes the testimony and evidence upon which the appeal is to be based.  

Persons who need an accommodation in order to attend or participate in this meeting should contact the Town Clerk at 
(561) 732-2635 at least 5 days prior to the meeting in order to request such assistance.  

 

 

mailto:Karmstrong@oceanridgeflorida.com
tel:+16692243412,,777033821
mailto:karmstrong@oceanridgeflorida.com
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Meeting Minutes of the Planning and Zoning Commission of the Town of Ocean Ridge held on 
Monday, August 16, 2021 in the Town Hall Meeting Chambers.  
 
CALL TO ORDER  
The meeting was called to order at 8:00 a.m. by Chair Marsh.   
 
ROLL CALL  
Town Clerk Armstrong led the roll call, which was answered by the following: 
 
Chair Mark Marsh   Present 
Vice Chair Ric Carey   Absent 
Member Neil Hennigan   Present 
Member David Hutchins  Present  
Member Penny Kosinski  Present  
Alternate Member Brit Flanagan  Absent 
Alternate Member Brinner  Absent 
 
Vice Chair Carey, Alternate Member Flanagan, and Alternate Member Brinner were absent with 
notice. 
 
Staff Present: Town Attorney Goddeau, Town Manager Stevens, Town Planner O’Gorman, 
Zoning Official Palacios, Representative for the Town Engineer Tara Bamber, Building Official 
Guy, and Town Clerk Armstrong. 
 
PLEDGE OF ALLEGIANCE 
Chair Marsh led the Pledge of Allegiance. 
 
PUBLIC COMMENT 
Chair Marsh called for public comment, and there was none.  
 
APPROVAL OF MINUTES 
1. Approval of Minutes of the June 21 2021 Minutes 
Member Hutchins asked if the minutes should include a roll call of the members on the motion for 
6470 N Ocean Blvd, to which Town Clerk Armstrong stated that she asked for a clarification on 
how members voted, but no roll call was called. 
 
Member Hutchins moved to approve the minutes of July 19, 2021; seconded by Member 
Hennigan. Motion Carried 4-0. 
 
DISCUSSION / ACTION ITEMS  
2. Quasi-Judicial Hearing: Development Plan Review for 6470 N. Ocean Blvd 
Chair Marsh explained that this is a quasi-judicial hearing. He asked if any of the board members 
had any ex-parte communications with the applicant, owner or builder. Member Kosinski noted 
that she communicated with the current homeowner regarding the lot and the actions at the 
previous meeting. All other Planning & Zoning Commissioners informed that they had none. 
Those that wished to give testimony for 6470 N Ocean Blvd were sworn in by the Town Clerk. 
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Town Planner O'Gorman introduced the project by noting that the project is a re-submittal since it 
was deferred at the last meeting. Staff reviewed the project and at this time it meets the zoning 
regulations with minor conditions that can be addressed in the building permit stage. 
Representative Tara Bamber for the Town Engineer stated that drainage comments are outlined in 
her report in the package. 
 
Mark Jansheski, applicant, noted that he made all the changes requested. He introduced his 
architect, Fabio Pereira, to outline the changes. Architect Fabio Pereira, 10804 24th Place in Coral 
Springs, stated that the home was shifted 7 feet back, architectural features were added to the south 
elevation, and landscaping was added near A1A. Mr. Pereira stated that the project meets all the 
zoning relations and they will take care of any minor concerns at the building permit stage.  
 
Chair Marsh asked for further information on the landscaping, to which Mr. Jansheski stated that 
a landscaping buffer was added to the front which is equivalent to the existing buffer, as the 
existing hedge would not survive the development. He stated that the Civil Engineer modified the 
landscaping to remove any plantings from the drain field area. 
 
Chair Marsh called for public comment, and there was none. 
 
Member Kosinski asked about the access mentioned in the Town Planner’s memo, to which Town 
Attorney Goddeau responded that the issue is being handled internally because it is tied to active 
litigation.  
 
Chair Marsh commended the applicant for making the changes suggested. Member Kosinski stated 
that it is a beautiful home. Member Hutchins stated that the home looked good the way it was 
originally presented, but that it looked even better with the changes.  
 
Member Hennigan moved to approve the Development Plan Review Application for 6470 N. 
Ocean Blvd; seconded by Member Hutchins. Motion carried 4-0.  
 

3. Quasi-Judicial Hearing: Development Plan Review for 2 Whitney Way 
Chair Marsh explained that this is a quasi-judicial hearing. Town Clerk Armstrong asked if any of 
the board members had any ex-parte communications with the applicant, owner or builder. All 
Planning & Zoning Commissioners informed that they had none. Those that wished to give 
testimony for 2 Whitney Way were sworn in by the Town Clerk. 
 
Town Planner O'Gorman introduced the project by noting that the project is a re-submittal since it 
was deferred at the last meeting. He stated that the project does comply with the zoning code as it 
stands; however, it does not meet the concept plan that was submitted at the time of the re-plat. He 
asked the Town Clerk to give further information regarding the concept plan.  
 
Town Engineer Tropepe stated that she was present to give a historical perspective as she was 
involved in working with the previous owner to re-plat the property. She went over the conditions 
of the property prior to the re-plat. She stated that the previous owner had to work with federal and 
state agencies to see what portions of the land were buildable. She advised that the plat shows 
where they can build to avoid touching any sensitive environmental areas. Ms. Tropepe further 
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advised that staff worked with the Planner for the previous owner to design the improvements 
needed and to ensure town infrastructure is protected. She stated that the ingress and egress for 
both properties should be on Whitney Way as outlined in the concept plan.  She informed the 
Commission of the additional right of way that the previous owner gave to the Town for proper 
drainage. She provided details of the off-site improvements needed so that the subdivision can be 
developed.  

Town Clerk Armstrong was sworn in by Town Attorney Goddeau. Town Clerk Armstrong noted 
that the applicant was restricted to a concept plan submitted as a part of the master plat plan when 
the property was re-platted in the Kerrigan re-plat; however, there is the possibility that the 
applicant can amend the concept plan to fit the current style of the home. She noted that the 
applicant will have to meet staff comments outlined in their report and adhere to the driveway 
regulation. The driveway for the proposed home will have to be only on Whitney Way. She also 
advised that DEP does not have a wetland setback for single family structures and that they have 
approved a retaining wall along the wetlands. 

Franklin Hoet, applicant, stated that he made the changes required by the board from the last 
meeting, and also moved the driveway off Thompson Street. He apologized for his Architect not 
being present. 
 
Chair Marsh asked Mr. Hoet if the home will be a spec home, to which Mr. Hoet stated that the 
lot was originally planned for his parents, but they won’t be able to move into the property. Mr. 
Hoet stated that he will be moving into 4 Whitney Way once it is developed. 
 
Member Kosinski stated that moving the driveway off Thompson will need to be a requirement 
for drainage purposes, and asked the applicant how he will be re-configuring the driveway. Mr. 
Hoet explained that he will just be cutting off the driveway entrance from Thompson Street. 
Member Hennigan asked for further clarification, and Mr. Hoet further explained. Member 
Hennigan asked about the landscaping near the driveway. Mr. Hoet advised that in between the 
circular driveway there is a swale. Member Kosinski asked if he could extend the swale east, and 
Mr. Hoest stated that he could. Town Clerk Armstrong noted that the applicant will also have to 
meet the 5’ setback for the driveway noted in Ms. Bamber’s report. 
 
Member Hutchins informed of the importance of the drainage infrastructure on Thompson Street 
and asked who would be responsible for the offsite improvements once completed. Town Engineer 
Tropepe stated that the drainage in the right of way is the jurisdiction of the Town so the Town 
will have to address any issues that arise. She further stated that the applicant will be responsible 
for onsite drainage improvements on the lot and that other adjacent owners will have to make on- 
site improvements as well. Member Hutchins asked if the onsite improvements will reduce the 
flooding. Town Engineer Tropepe responded that the Town is mandating construction in a way 
that ensures redundancy so that stormwater continues to flow out. Member Kosinski asked about 
the role the retaining wall will have on the Town’s drainage infrastructure, and Town Engineer 
Tropepe stated that the proposed retaining wall will be on their property and not on the Town’s 
right of way to allow storm water to flow. Member Hennigan asked where the retaining wall would 
go, and Town Engineer Tropepe provided the visual. 
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Chair Marsh asked that staff continue to work with the applicant on the drainage approval, and 
mentioned that the applicant will have to comply with the 5’ driveway setback. Mr. Hoet stated 
that the subdivision is being built, but it will need to be maintained by the Town after finished. 
 
(Town Clerk’s Note:  As part of the re-plat process, it was decided that the private drive, Whitney 
Way, will be maintained by the owners, not by the Town). 
 
Chair Marsh called for public comment. 
 
Finbarr O’Carroll, 18 Harbour Drive North, stated that staff has been working with the owner on 
developing the subdivisions; however, he still has concerns about drainage. He liked that the 
driveway was moved, and welcomed the proposed home, but wants to ensure that the same 
stormwater flow continues. Town Manager Stevens stated that staff has met with the contractor 
working on the offsite improvements along with the neighbor, Mr. O’Carroll, and that they came 
up with additional solutions to address some of the drainage concerns. Chair Marsh asked staff to 
continue working on the drainage solutions. 
 
Chair Marsh thanked the applicant for removing the rooftop access, and for adding the architectural 
features to all elevations of the home. Chair Marsh asked the applicant to change the orientation 
of the one window from horizontal to vertical to match all other windows.  
 
Member Hutchins stated that all drainage issues need to be addressed to ensure that Harbour Drive 
and Hudson Ave have adequate drainage. 
  
Member Kosinski moved to approve the Development Plan Review Application for 2 
Whitney Way subject to all conditions outlined by staff, the driveway moved from Thompson 
to Whitney Way, amend the concept plan, and one window to be changed from horizontal to 
vertical; seconded by Member Hutchins. Motion carried 4-0.   
 

4. Quasi-Judicial Hearing: Development Plan Review for Western Portion of 54 Ocean 
Avenue 

(Town Clerk’s Notes: Lot will become 20 Ocean Avenue after the unity of title is released.) 
 
Chair Marsh explained that this is a quasi-judicial hearing. Town Clerk Armstrong asked if any of 
the board members had any ex-parte communications with the applicant, owner or builder. All 
Planning & Zoning Commissioners informed that they had none. Those that wished to give 
testimony for the Western Portion of 54 Ocean Avenue were sworn in by the Town Clerk.  
 
Town Planner O'Gorman introduced the project by noting that the project will be a two-story single 
family home that will consist of 4 bedrooms, 4.5 bathrooms, a pool, and spa. He noted that there 
are minor comments that can be answered at the building department stage. 
 
Building Official Guy stated that there is no issue with the application at this stage, but further 
review will be done once a building permit application is submitted. Representative Tara Bamber 
for the Town Engineer stated that she is concerned about the height of the retaining wall and that 
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the other drainage comments are outlined in her report in the package that can be addressed at the 
building permit stage.  
 
Andrew Gordon, 4160 NW 1st Ave Unit 16 in Boca Raton, introduced the home and stated that 
the home will be designed with piles. 
 
Chair Marsh asked if there is plat available for viewing, and Town Clerk Armstrong stated that 
there is no plat attached in the package because the applicant did not need to re-plat because the 
lot was only combined through a unity of title. She also noted that both lots meet the minimum 
dimensions for RSF, and she showed an aerial of the property on the screen. Town Attorney 
Goddeau added that there is no need to re-plat or subdivide since the lot is only unified through 
the unity of title. 
 
Mr. Gordon introduced the project, and highlighted the information provided in the site plan and 
floor plans.  Chair Marsh asked for the finished floor elevation, and Mr. Gordon stated that it will 
be 10’ NAVD. Chair Marsh further asked how tall the retaining wall will be, to which Mr. Gordon 
stated that the retaining wall will be 6’. Mr. Gordon also noted that there is a step down from the 
garage to reduce the slope. Chair Marsh asked Building Official Guy if the 10’ NAVD is their 
required floor elevation, to which Building Official Guy responded that it is.  
 
Chair Marsh called for public comment. 
 
Elizabeth Ackerly, 31 Coconut Lane, informed that her home is not elevated since it is older, and 
that the development of the new home will make flooding on her property worse. She further 
informed that she does not feel as though any homes surrounding her are maintaining the water on 
their property. Representative Tara Bamber stated that Coconut Lane has low elevation and that 
the improvements made to Coconut Lane were done before her time. Chair Marsh stated that all 
new development has to comply with current code of retaining the water on their property and the 
Building Official added that the Town has to follow the FEMA mandates for elevation so that 
residents get flood insurance discounts. Building Official Guy further added that the retaining wall 
will further help the water remain on the property and explained how FEMA determines their 
calculations. He advised that one of the issues is the grandfathered homes that do not comply with 
the current regulations for driveways. 
 
Town Engineer Tropepe stated that the alleyways are always a challenge because they are low 
lying areas. She further stated that newer homes are designed to retain a certain amount of water 
to comply with code; however, the remaining of what it cannot retain is supposed to go into the 
alleyways. She advised that the Town keeps working with the Florida Department of 
Transportation to improve the alleyways. Chair Marsh asked who the alleyways belong to, and 
Town Engineer Tropepe responded that it belongs to the Town. Chair Marsh noted that there are 
alleyways that require maintenance. Member Hutchins voiced his concern for Ms. Ackerly’s 
property and asked if she has seen the site when there is heavy rain. Town Engineer Tropepe 
responded that she has. She advised the situation is difficult to address because the applicant must 
comply with FEMA regulations and the Town also has to preserve the quality of life of those 
existing. She further advised that Ms. Ackerly’s property is the same elevation as the retention 
area so water overflows into her property. Member Kosinski asked if there is anything needed from 
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the Board to help with the drainage issue or is the Town already doing everything possible. Town 
Engineer Tropepe stated that staff is prioritizing jobs based on necessity. Chair Marsh stated that 
the Civil Engineer for the new development will need to ensure compliance with code, and that 
the retaining wall is supposed to help. Ms. Ackerly stated that the retaining wall is creating flooding 
in her property, and the Town Engineer stated it is required in order to follow the new federal and 
state requirements. Member Kosinski voiced the importance of development having large pervious 
areas.  
 
Chair Marsh stated that the home is simple, and his only suggestion is for the applicant to soften 
the colors of the window. The architect for the project agreed and stated that he will voice the 
comment to the developer.  
 
Member Hennigan moved to approve the Development Plan Review Application for the 
Western Portion of 54 Ocean Avenue with the condition that the applicant meet all staff 
comments and soften the window frames; seconded by Chair Marsh. Motion carried 4-0. 

 
5. Discussion Regarding Flat Roofs 
Member Hutchins stated that the height of parapets should be addressed. Town Clerk Armstrong 
noted that parapets are currently 3’. Member Hennigan stated that parapets should not be high 
enough to be used as safety rails. He stated that railings should not be added to the parapet. He 
added that the issue will be defining structural issues relating to flat roofs versus the use for flat 
roofs. He would like for the Town Commission to provide input in determining the difference. 
Chair Marsh concurred and stated that the current height needs to be used as reference. The board 
members discussed the different heights that the parapet could be once the code is changed to 
allow flat roofs. Building Official Guy stated the height of the parapet will be dependent if they 
allow equipment and if they would like to use the parapet as screening. Chair Marsh stated that 
accessories should not be allowed on the roof, and Member Hutchins disagreed as he liked the idea 
of equipment on the roof.  
 
Member Kosinski concurred with issues presented by Member Hennigan. She added that the board 
should be ready for the Joint Workshop and provide a memo outlining the board's position on 
certain flat roofs issues. She asked that each member work on creating a list of their issues and it 
will be compiled at the next meeting. Town Manager Stevens agreed as the Town Commission 
will be looking to the P&Z for their expertise. 
 
Chair Marsh called for public comment. 
 
Martin Wiescholek, Town Commissioner and 5 Engle Drive, stated that one of the issues to address 
is massing due to the new FEMA regulations. He stated that he would like to see a visual at the 
joint workshop. He stated that he would like to see how the wall would look with the tie beam 
being 24’ and the parapet being 2’ and 3’. Member Kosinski concurred and stated that staff should 
have renderings. Town Manager Stevens asked Town Planner O’Gorman if he could provide 
renderings, and the Town Planner stated that he does not do drawings. Member Kosinski asked for 
staff to bring forward any potential concerns that they would like for the board to address as the 
code is being changed to allow flat roofs. 
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COMMISSIONERS COMMENTS  
Member Hutchins agreed to be the liaison for the Planning & Zoning Commission at the September 
7, 2021 Town Commission meeting. 
 
Chair Marsh moved to adjourn the meeting; seconded by Member Hennigan. Motion carried 
4-0. 
 
ADJOURNMENT  
Meeting adjourned at 9:38 a.m. 
 
Minutes prepared by Town Clerk Armstrong, and adopted by the Planning & Zoning Commission on 
September 20, 2021. 
 
_______________________________ 
Mark Marsh, Chair 
 
Attest: 
 
_________________________________ 
Karla Armstrong, Town Clerk 



Item #2  
 

Town of Ocean Ridge, Florida 
 

Town Commission Agenda Memorandum 
 

Office of the Town Clerk, Karla Armstrong 
_________________________________________________________________________ 

Meeting Date: September 20, 2021 
Subject:   Flat Roofs 
_________________________________________________________________________ 

Chair and P&Z Commissioners: 
 
Staff met to discuss the possible issues for the Planning & Zoning Commission to address 
as they are developing the flat roof ordinance. See staff recommendations below: 

1. Equipment. The Board will have to decide whether to allow equipment on the 
roof. If equipment is allowed on the roof, then the following will need to be 
considered: 

a. Setbacks for the equipment on the roof. 
b. Elevating the equipment. 
c. Screening. Whether by a wall or by the parapet with setback. The 

current parapet height is max 3’ above the tie beam per Ordinance 
2021-02. 

Staff recommendation: Allow equipment on the roof. It will allow for greater pervious area 
and will allow for homes with tight lots more options for placement of equipment. 
 

2. Parapet. The Board will have to decide the following regarding the parapet: 
a. Parapet height. 
b. Whether the parapet will have to extend all the way around the building. 
c. To allow curved parapet, such as the art deco parapet or the design in 

front of Town Hall. 
 

3. Recreational Use. 
Staff recommendation: This is a policy issue, and staff does not have a recommendation. 
 

4. Access. Even though access is not required by the Florida Building Code, the 
Board will have to decide whether they will allow the homeowner to have 
access to the flat roof. 

Staff recommendation: None at this time, but it may be beneficial when Town staff has to 
do inspections on a roof.  
 

5. Architectural Projection features such as fire place and/or tower. The Board 
will have to decide whether to allow a vertical element to surpass the flat roof 
and determine the height that the element can go above the flat roof.  

Staff recommendations: None. 
 

6. Drainage Scupper. The Board will have to decide whether to continue to allow 
this and whether they would like it hidden from view or able to stick out.  

Staff recommendations: Continue to allow it.  
 
Respectfully, 
Karla M. Armstrong 
Town Clerk 
 



Item #3  
 

Town of Ocean Ridge, Florida 
 

Town Commission Agenda Memorandum 
 

Office of the Town Clerk, Karla Armstrong 
_________________________________________________________________________ 

Meeting Date: September 20, 2021 
Subject:   Discussion Regarding Letter of Credit and 

Approved Building Permit Relative to Demolition 
_________________________________________________________________________ 

Chair and P&Z Commissioners: 
 
Ordinance 2021-01 was approved on April 5, 2021. The ordinance has now been in 
effect for 4 months, and there have been two major complaints from residents and/or 
builders. 

1. Letter of Credit. Commissioner Wiescholek brought it up for further discussion at 
the Town Commission Meeting of August 2, 2021 because of a complaint the 
Commission received. The complaint from the owner or builder is due to the 
costs of the letter of credit, which is around 4% of the project cost. The letter of 
credit also applies to interior demos.  

2. An Approved Building Permit is required for interior demolitions that do not affect 
the exterior of the home. 

 
At the Town Commission meeting of September 7, 2021, the Town Commission directed 
the Planning & Zoning Commission to discuss possible options to replace the letter of 
credit relative to demolition at its September 20, 2021 meeting. Commissioner 
Wiescholek advised that the ordinance could be changed to only require a Letter of 
Credit if the project exceeds a fee threshold. Commissioner Pugh suggested using the 
Code Enforcement method or another method that would be less of a burden on the 
applicant. All Commissioners concurred that the ordinance should differentiate between 
interior and exterior demolition. 
 
Letter of Credit 
 
Options opposed by staff: 

1. Bonds. The issue with any form of bond is that there are many issues with the 
surety. A lot of times, you will not receive funds from the surety until you sue 
them. That would require extensive staff time and the Town will incur additional 
staff and legal fees, to which the taxpayers should not bear the burden.  

2. Cash Deposit with Town Hall. This will require extensive staff time to administer 
and staff will have to look into creating a separate bank account just to manage 
the funds, which will include clearing it with the auditor for possible budget and 
accounting issues.  

 
Recommended options from staff: 

1. Remain with Letter of Credit. It is the simplest and cheapest option for the Town, 
and the easiest way to obtain the funds when needed.  



2. Remove the Letter of Credit requirement and use the Code Enforcement 
process. We can take a non-compliant owner to the special magistrate and 
request the special magistrate to fine the owner $250 a day for every day that 
they are not in compliance after the timeframe has passed. The Code 
Enforcement process gives the applicant due process. Please keep in mind that 
we will have to provide due process even with the letter of credit. We will need to 
give the owner proper notice and time to correct the violation before we can call 
on the letter of credit to demolish a home. 

 
Since the ordinance has been in place, the Town has received 3 letters of credit from 
the following properties:  29 Eleuthera Drive; 101 Bonito Drive; and 3 Inlet Cay.  I 
have attached the response from the owners of 29 Eleuthera Drive. The cost of 
demolition for their home was listed as $22,600 per the building permit application. 
 
 
Interior vs. Exterior Demolition 
 
Recommendations from staff: 

1. Clarify the ordinance to differentiate between interior and complete demolition. 
 
 
The discussion regarding letter of credit and approved building permit relative to 
demolition will be added to the Joint Workshop between the Town Commission and 
Planning & Zoning Commission on October 12, 2021. Please discuss different 
possible options before the joint workshop meeting. 
 
Respectfully, 
 
Karla M. Armstrong 
Town Clerk 



From: Janet Sohn
To: Karla Armstrong
Cc: raysohn319@gmail.com
Subject: Re: Question Regarding the Letter of Credit
Date: Thursday, August 5, 2021 3:20:20 PM

Sent from my iPhone

On Aug 5, 2021, at 3:17 PM, Janet Sohn <jansohnfnp@aol.com> wrote:

Hello Karla,
   The process took a minimum of 2 weeks and the cost was $1625.00. It was an
unbelievably extensive process. We understand the township wanted to protect
itself but in all honesty this process is ridiculous as well as expensive when we are
already spending a lot. I have got to believe there is a much easier less expensive
way to achieve the same outcome. Hopefully this will help others in the future.

Janet

Sent from my iPhone

On Aug 5, 2021, at 2:11 PM, Karla Armstrong
<karmstrong@oceanridgeflorida.com> wrote:


Hello Mr. Sohn or Mrs. Sohn,
 
Hope all is well! I did received the original letter of credit in the mail. I
wanted to get in contact with you all because the Commission may
consider some changes in regards to that ordinance. Would you mind me
asking: how much did it cost and how long did the process take? Did you
feel like it was an extensive process to get the letter?
 
Thank you,
Sincerely,

Karla Armstrong
Town Clerk/ Deputy Treasurer
Karmstrong@oceanridgeflorida.com
Town of Ocean Ridge
6450 N. Ocean Blvd.
Ocean Ridge, FL 33435
561-732-2635 (Town Hall)

mailto:jansohnfnp@aol.com
mailto:karmstrong@oceanridgeflorida.com
mailto:raysohn319@gmail.com
mailto:Karmstrong@oceanridgeflorida.com


561-737-8359 (Fax)
561-738-ORFL (Citizen Information Line)
@OceanRidgeFL (Facebook & Twitter)

PLEASE NOTE: Florida has a very broad public records law. Most written
communications to or from the Town of Ocean Ridge officials and
employees regarding public business are public records available to the
public and media upon request. Your e-mail communications may be
subject to public disclosure. Under Florida law, e-mail addresses are
public records. If you do not want your e-mail address released in
response to a public records request, do not send electronic mail to this
entity. Instead, contact this office by phone or in writing. The views
expressed in this message may not necessarily reflect those of the Town
of Ocean Ridge. If you have received this message in error, please notify
us immediately by replying to this message, and please delete it from your
computer. Thank you.

 



ORDINANCE NO. 2021-01 

AN ORDINANCE OF THE TOWN OF OCEAN RIDGE, FLORIDA, 
AMENDING ITS CODE OF ORDINANCES BY AMENDING CHAPTER 67 
"BUILDINGS AND BUILDING REGULATIONS", ARTICLE Ill 
"TECHNICAL CODES AND OTHER CONSTRUCTION STANDARDS", 
DIVISION 2 "ADMINISTRATION AND ENFORCEMENT", SECTION 67-
51 "PERMIT REQUIRED", TO AMEND THE REQUIREMENTS TO 
OBTAIN A DEMOLITION PERMIT AND PROVIDE FOR PENALTIES; 
AND AMENDING SECTION 67-52 "COMMENCEMENT AND 
DURATION OF CONSTRUCTION" TO ADJUST THE TIMEFRAMES 
FOR CONSTRUCTION; PROVIDING FOR CODIFICATION, REPEAL OF 
CONFLICTING ORDINANCES, SEVERABILITY, AND AN EFFECTIVE 
DATE. 

WHEREAS, the Town of Ocean Ridge, Florida (the "Town") is a duly constituted 

municipality having such power and authority conferred upon it by the Florida Constitution and 

Chapter 166, Florida Statutes; and 

WHEREAS, the Town Commission wishes to amend its ordinances to provide additional 

regulation of demolition permits because of increased safety issues that arise with demolition 

projects; and 

WHEREAS, the Town Commission wishes to adjust the timeframes for construction and 

to provide for penalties when the timeframes are not met; and, 

WHEREAS, the Town Commission has determined that the enactment of this ordinance 
is for a proper municipal purpose and in the best interests of the residents of the Town. 

NOW, THEREFORE, BE IT ORDAINED BY THE TOWN COMMISSION OF THE 
TOWN OF OCEAN RIDGE, FLORIDA, AS FOLLOWS: 

SECTION 1 - Findings of Fact: The WHEREAS clauses set forth above are adopted herein as 

findings of fact. 

SECTION 2 - Amendment: Chapter 67 "Buildings and Building Regulations", Article III 

"Technical Codes and Other Construction Standards", Division 2 "Administration and 

Enforcement", Section 67-51 "Permit required" is hereby amended to read as follows (underline 

is added; stricken through is deleted): 

Sec. 67-51. - Permit required generally; Demolition permits. 

{ill Permits generally. No construction, alteration, remodeling or demolition of any 
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improvement on any lot may be commenced without a permit by the town building official. 

.(hl Demolition permits. 

ill Partial Demolition. Applications for permits for a partial demolition of any improvement 
must be accompanied by one of the following: 

A. f-B An application for a approved building permit for any reconstruction, alteration 
or remodeling which is the purpose for which the partial demolition permit is being 
sought, including a time certain within which new construction will commence and 
be completed; or 

B. ~ Plans prepared by a registered architect or engineer demonstrating that once the 
partial demolition has been completed, the property and improvements remaining will 
consist of a complete, finished structure(s) in compliance with all other applicable 
provisions of the town's zoning and building requirements. 

ill Complete Demolition. Applications for permits for complete demolition shall include a 
plan to meet the applicable clearing, groundcover and other requirements of sections 67-
136, 67-137, 67-153 and all other applicable provisions of Town's Code of Ordinances, 
or be accompanied by an approved building permit for any reconstruction, alteration or 
remodeling which is the purpose for which the complete demolition permit is being 
sought, including a time certain within which new construction will commence and be 
completed. 

ill Timeframes. For purposes of this section, and notwithstanding any code section to the 
contrary, once demolition or partial demolition begins, a contractor has sixty (60) days 
to complete the demolition. In addition, the requirements under sections 67-136, 67-137, 
67-153 and all other applicable requirements of Town's Code of Ordinances must be 
completed no later than one hundred twenty (120) days of the issuance of the demolition 
permit. These requirements do not extend the timeframes for construction as set forth in 
section 67-52 . 

.(fl Posting. Permits for the demolition or partial demolition of any improvements on land 
within the Town shall be posted in the same manner as and pursuant to the same 
requirements for construction permits as required by the Town's Code of Ordinances, 
including but not limited to those found in sections 67-59 and 67-153, as well as the 
Florida Building Code and any applicable county amendments thereto. 

ill Letter of credit. To ensure that a demolition occurs within the timeframes set forth herein, 
the town requires that the property owner, developer or contractor, as appropriate, file 
with the town documents guaranteeing that the demolition will occur as set forth herein. 
Such guarantee shall be a personal bond secured by an unconditional and irrevocable 
letter of credit in an amount equal to 110 percent of the total cost of the demolition project 
which shall include grading and other requirements of sections 67-136, 67-137, 67-153, 
and all other applicable requirements of the Town's Code of Ordinance. The expiration 
date of the letter of credit shall be at least three (3) months after the expiration date of the 
anticipated demolition project date. The letter of credit shall be issued to the town by a 
state or United States banking institution. The town, after thirty (30) days' written notice 
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to the property owner, developer, or contractor, as appropriate, shall have the right to use 
any funds resulting from drafts on the letter of credit to secure satisfactory completion of 
the demolition project in the event the property owner, developer, or contractor, as 
appropriate, fails to compete the demolition project within the timeframe prescribed . 

.(fil Penalties. Failure to comply with these requirements of this section will subject the 
property owner to code enforcement, injunction, or any other remedies under the Town's 
Code of Ordinances or the law. 

SECTION 3 -Amendment: Chapter 67 "Buildings and Building Regulations", Article III 

"Technical Codes and Other Construction Standards", Division 2 "Administration and 

Enforcement", Section 67-52 "Commencement and duration of construction" is hereby amended 

to read as follows (underline is added; stricken through is deleted): 

Sec. 67-52. - Commencement and duration of construction. 

Construction shall commence within six months from the date of issuance of a building permit. If 
construction has not commenced within six months, the building permit shall expire. Following 
commencement of construction pursuant to a building permit, all construction shall be completed within 
two years for single family residential estates, or one year for all other buildings or structures, unless 
extended for no more than one six-month period by the administrative official, upon a showing of good 
cause. Subsequent to the granting of one administrative extension, any additional extensions may be 
granted by the town commission upon a showing of good cause. If construction is not completed within 
the time frames prescribed in this code, a financial penalty equal to the cost of the original building permit 
fee shall be imposed. 

SECTION 4 - Codification: The ordinance shall be codified in the Code of Ordinances of the Town 
of Ocean Ridge, Florida. 

SECTION 5 - Repeal of Conflicting Ordinances: All Ordinances, Resolutions or parts of 
Ordinances and Resolutions in conflict herewith are hereby repealed. 

SECTION 6 - Severability: If any word, clause, sentence, paragraph, section or part thereof 
contained in this Ordinance is declared to be unconstitutional, unenforceable, void or inoperative by 
a court of competent jurisdiction, such declaration shall not affect the validity of the remainder of this 
Ordinance. 

SECTION 7 - Effective Date: This Ordinance shall become effective immediately upon adoption. 

FIRST READING this 1st day of March, 2021. 

SECOND AND FINAL READING this 5th day of April, 2021. 

Commissioner Coz offered the foregoing Ordinance, and moved its adoption. The 
motion was seconded by Vice Mayor Hurlburt and upon being put to a vote, the vote was as 
follows: 
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KRISTINE DE HASETH, Mayor 

SUSAN HURLBURT, Vice Mayor 

STEVE COZ, Commissioner 

GEOFFREY PUGH, Commissioner 

MARTIN WIESCHOLEK, Commissioner 

Aye 

Aye 

Aye 

Nay 

Aye 

Ordinance 2021-01 

The Mayor thereupon declared this Ordinance approved and adopted by the Town 

Commission of the Town of Ocean Ridge, Florida, on second reading, this 5th day of April, 2021. 
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SPECIAL TOWN COMMISSION MEETING MINUTES OCTOBER 19, 2020 

Vice Mayor Coz suggested that the public be allowed to speak on certain Workshop Items, and Mayor de 
Haseth responded that the public may be asked to comment when needed. 

Mayor de Haseth noted into the record the statistics of single-family and multi-family homes within Ocean 
Ridge. She stated that all discussion items should be centered on how they will affect all the homes in the 
Town, and the intention of the meeting is to provide clear direction to staff as to how to address the issues. 

PUBLIC COMMENT 
Mayor de Haseth called for public comment. 

Steve Varga, 31 Sabal Island Drive, voiced his dissatisfaction with the Development Plan Review Process. 
He stated that the process started simple, but it became complicated, and requires a lot of money and time 
from the applicant. He asked that the boards look into streamlining the process. 

JOINT WORKSHOP DISCUSSION ITEMS 
1. Preserving Integrity of Neighborhoods 

a. Construction Timeframes & b. Demolition & Partial Demolition 
Mayor de Haseth stated that the Town already has regulations in regards to construction timeframes, and 
she asked Town Manager Stevens to advise the Commission on this item. Town Manager Stevens stated 
that the Town already references construction timeframes, but the code does not provide sufficient time to 
complete construction. She added that the Town should look into mirroring the construction time ordinance 
in Gulf Stream that would allow the applicant additional time to construct based on the size of the project 
and place a financial penalty if not completed within allotted time. Town Manager Stevens noted that she 
was also working with the Building Official on combining the demolition process to the building of a new 
structure, to which Vice Mayor Coz asked for clarification from the Town Manager. Town Manager 
Stevens responded that staff developed an ordinance that would require the applicant to have an approved 
new structure before they can demolish a home, or they would need to adhere to empty lot codes. 

Mayor de Haseth stated that staff should look into the requirements of seeding or sodding and which would 
be more appropriate. She suggested combining items La., Construction Timeframes, and l.b., Demolition 
& Partial Demolition, because they tie into each other. 

P&Z Chair Marsh stated that he concurred with Town Manager Stevens that the time provided in the Code 
is not sufficient to complete construction, and he asked Building Official Guy a question regarding permit 
expiration, to which Building Official Guy responded that the Florida Building Code allows for the permit 
to continue to extend as long as the contractor called in for a valid inspection within 6 months. Chair Marsh 
stated that he did not prefer the Gulf Stream construction timeline because it was too long. He stated that 
he prefers 18 months, but staff should discuss and create a single timeframe for all projects. Vice Mayor 
Coz asked for clarification from P&Z Chair Marsh if he meant for the Town to have one set timeframe for 
all projects or timeframe to vary on the size of the project, and P&Z Chair Marsh responded that he is in 
favor of one set timeframe for all projects regardless of size. Town Manager Stevens stated that current 
Code only allows for one year to complete construction or the applicant would need to get one six-month 
extension from the Building Official, and any additional extensions from the Town Commission. 

Member Hennigan stated that the issue within the Town Code is that there are items that have no way of 
being enforced. He voiced his concern that there are demolition or construction projects that begin, but the 
applicant abandons the project and leaves the Town with a condition of blight on that property. He stated 
that when homes are left in a state of disarray, it causes the Town to spend a lot of money and time trying 
to get the property owner to fix the issue. He is in favor of tying the demolition of a structure to an approved 
permit for a new structure, and that a construction bond be placed on projects in case the applicant abandons 
the project. Mayor de Haseth concurred with the concerns voiced by Member Hennigan. Town Manager 
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SPECIAL TOWN COMMISSION MEETING MINUTES OCTOBER 19, 2020 

Stevens stated that staff is proposing an ordinance that requires an approved permit for a new structure 
before a demolition permit is issued; however, she stated that the previous Town Attorney, Brian Shutt, 
was not in favor of the Town requiring a bond, but rather preferred a penalty fee. 

Commissioner Wiescholek concurred with the concerns discussed by P&Z Member Hennigan, and he 
suggested that a financial hardship would be to require the applicant to continue to pay the permit fee if 
they do not continue the construction within the timeframe provided. Member Kosinski stated that she is 
not in favor of fines because many do not abide by the fines, and there are homes within the Town that have 
blight and are currently incurring fines while the homeowner is doing nothing about it. Mayor de Haseth 
stated that she is in favor of the bond, and that the bond should be large enough to cover all the costs that 
would be incurred if the Town has to demolish or complete the project. 

Member Hutchins asked if a bond would be a security, to which Mayor de Haseth responded that there are 
different types of bonds, and the Town would have to explore which would be better for construction. Town 
Attorney Ryan stated that in her experience she has seen both bonds and fines, but bonds are more effective 
because before imposing a fine, the Town has to provide the violator with due process. There was 
consensus for staff to look into the possibility of requiring a bond from contractors. 

c. Construction Site Management, Construction Fences & Flood Mitigation 
Vice Mayor Coz asked if vehicles are allowed on the right-of-way, to which Town Manager Stevens stated 
that two vehicles are allowed if they have an approved right-of-way permit from the Building Official. 

Member Hennigan reiterated the importance of bonds for all types of permits because it would allow the 
Building Official to finish the work if the applicant fails to do so as in past occurrences. He added that there 
should be different bond amounts depending on the type of work. 

Mayor de Haseth asked Building Official Guy what the process is if the contractor does not do the work 
needed, to which Building Official Guy responded that the only process allowed by the Town Code would 
be to send the violator to Code Enforcement. He noted that the Town Code references a right-of-way bond, 
and that staff could look into it for the right-of-way. He also mentioned that the previous Town Attorney, 
Brian Shutt, was against bonds because bonds could be seen as restrictive to the contractor. Mr. Guy stated 
that the Town should require sodding after a demolition, and recommended that seeding be removed as an 
option in the Town Code, and Chair Marsh concurred that the code should just require sodding. Vice Mayor 
Coz dissented with Building Official Guy and Chair Marsh, and stated that there are scenarios where 
seeding would be acceptable. 

Mayor de Haseth stated that one of the issues for flood mitigation is empty lots or active construction sites 
that lack the proper engineering plans to be able to mitigate the run-off, and she recommended that staff 
look into requiring swales to be installed in the front and side of the property to help the property retain the 
water. There was consensus for staff to look into what can be done to mitigate flooding on active 
construction sites. 

Alternate Member Flanagan asked if the Town was using Stop Work Orders, to which Building Official 
Guy stated that the Town uses Stop Work Orders all the time. 

Mayor de Haseth summarized that Town codes in place need to be reviewed for conflict and strengthened. 
She stated that staff needs to pay closer attention to the flood mitigation during construction as there is 
nothing to address mitigation in the Town Code. 

Commissioner Hurlburt asked Building Official Guy if there are any enforcement tools that would make it 
easier for him to approach these issues, to which Building Official Guy stated that the best tool would be 
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Town Manager Stevens stated that the ordinance is aiming to also help combat the overwatering 
and drainage issues that the Town faces, and Vice Chair Carey stated that the Town could have its 
own ordinance regarding overwatering without needing to pass the South Florida Water 
Management ordinances. 

Town Attorney Ryan stated that she would have to speak with a representative from South Florida 
Water Management before she can make any recommendation to the Town on how to move 
forward. 

Member Hennigan asked a clarifying question about enforcement on fines. Chief Hutchins stated 
that the Officer enforcing the ordinance will need some discretion as to when to give fines based 
on circumstances. Chief Hutchins stated that it will be a huge change for all residents moving from 
three days to two days for watering. Vice Chair Carey stated that he is in favor of the Town doing 
its own ordinances. Town Attorney Ryan stated that South Florida Water Management may have 
an issue if the Town has a different code and one that's less stringent because South Florida Water 
Management also has an enforcement arm to ensure compliance. They discussed in greater details 
the authority of South Florida Water Management and preference for Ocean Ridge to do its own 
ordinance that does not mimic that of South Florida Water Management. Town Attorney Ryan 
agreed to follow up once she discusses the Town's options of passing its own ordinance with South 
Florida Water Management. 

Member Hennigan moved to defer both ordinances until staff gathers more information; 
seconded by Member Hutchins. Motion carried 5-0. 

9. Ordinance Review: Demolition 
Town Manager Stevens provided the Commission an overview of the ordinance as outlined in the 
memo for the item within the package. 

Commissioners commended staff for presenting the ordinance. Member Hennigan stated that he 
would like for the ordinance to be more comprehensive because it needs to discuss the code 
enforcement process in the case of abandonment and to clarify the ordinance in regards to time 
certain definition. He also asked that staff look into the possibility of adding a financial impact, 
such as a bond, if the contractor does not meet the timeframe to complete the demolition. Member 
Hennigan asked Building Official Guy for his view on the ordinance and on demolition 
abandonment or blight, to which Building Official Guy stated that the proposed ordinance would 
help a great deal and would be a first step to help alleviate some of the issues with demolitions. 

Town Manager Stevens asked Member Hennigan what kind of bond he would like to see, and 
Member Hennigan responded that would like a bond that would not preclude the contractor from 
going to the magistrate, to which Town Attorney Ryan discussed the different possibilities and 
stated that she will investigate. Member Hennigan asked staff what will be the process of 
mandating payment from code enforcement, to which Town Attorney Ryan stated the violator 
would get a fine and the fine would go through the lien process and the lien would require the 
violator to pay prior,to selling or refinancing. Member Hennigan stated he would like staff to 
explore what similar communities do, in particular the ones that require a bond, to which Chair 
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Marsh concurred and stated he would like to discuss the possibility of adding a penalty fee that is 
a percentage of the permit fee, and Town Attorney Ryan stated that she will further review. 

Vice Chair Carey stated that he would like to see the ordinance move forward to the Town 
Commission because there is nothing currently on the books, and changes will delay the process. 
Town Manager Stevens stated that the ordinance can move forward and additional changes be 
made later; however, Chair Marsh stated that he would not like the Commission to receive an 
incomplete ordinance as they would more than likely have the same questions. Member Hennigan 
moved to defer the demolition ordinance for staff to review the time certain definition in the 
ordinance and for staff to look into financial motivation in terms of a bond; seconded by 
Member Hutchins. Motion carried 5-0. 

10. Discussion Regarding Meeting Dates for January & February Due to Holidays 
No Board Member had an issue with changing the dates to January 11, 2021 & February 8, 2021 
due to the holidays. Member Hennigan notified that he may not be able to attend the January 11 , 
2021 meeting, to which Alternate Member Leming stated that he would be able to attend on behalf 
of Member Hennigan. There was a consensus to change the P&Z meeting dates to January 
11, 2021 and February 8, 2021. 

Meeting adjourned at 10:38 a.m. 

Mi 
Ja 

·k Armstrong, and adopted by the Planning & Zoning Commission on 
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PLANNING & ZONING COMMISSION MEETING MINUTES 
FEBRUARY 8, 2021 

Meeting Minutes of the Planning and Zoning Commission of the Town of Ocean Ridge held on 
Monday, February 8, 2021 in the Town Hall Meeting Chambers. 

CALL TO ORDER 
The meeting was called to order at 8:01 a.m. by Chair Marsh. 

Chair Marsh asked if members could remove the face mask since they were separated by the shields, to 
which Town Manager warned against it due to a positive COVID case from the Town Commission Meeting. 
Vice Chair Carey asked if any information can be released about the individual who had COVID-19, to 
which Town Manager Stevens stated that she could not release any information about the individual. 

ROLL CALL 
Town Clerk Armstrong led the roll call, which was answered by the following: 

Chair Mark Marsh 
Vice Chair Ric Carey 
Member Neil Hennigan 
Member David Hutchins 
Member Penny Kosinski 
Alternate Member Brit Flanagan 
Alternate Member James Leming 

Present 
Present 
Present 
Present 
Present 
Present 
Present 

Staff Present: Town Attorney Pamala Ryan, Building Official Durrani Guy, Town Planner Corey 
O'Gorman, Town Manager Stevens, and Town Clerk Karla Armstrong. 

PLEDGE OF ALLEGIANCE 
Chair Marsh led the Pledge of Allegiance. 

APPROVAL OF MINUTES 
1. Approval of Minutes of the January 11, 2021 Minutes 

Vice Chair Carey moved to approve the minutes of January 11, 2021; seconded by Member 
Hennigan. Motion Carried 5-0. 

DISCUSSION / ACTION ITEMS 
2. Ordinance Review: An Ordinance of the Town of Ocean Ridge, Florida, Amending Its 

Code of Ordinances By Amending Chapter 67 "Buildings and Building Regulations", 
Article III "Technical Codes and Other Construction Standards", Division 2 
"Administration and Enforcement", Section 67-51 "Permit Required", To Amend the 
Requirements to Obtain a Demolition Permit and Provide for Penalties; and Amending 
Section 67-52 "Commencement and Duration of Construction" To Adjust the 
Timeframes for Construction; Providing for Codification, Repeal of Conflicting 
Ordinances, Severability, and an Effective Date. 

Town Manager Stevens stated that staffed worked together to make the changes to both demolition 
and building heights ordinances as per the Board directions and suggested any changes be made 
at the meeting so that it can be forwarded to the Town Commission. 

Vice Chair Carey commended staff on the ordinance presented and asked that the timeframes listed 
for the completion of demolitions on P. 3 be reduced to 45 and 90 days, respectively, to which 
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Town Attorney Ryan stated that the timeframe proposed follows the same timeframe as a standard 
permit and Building Official Guy agreed that it's the State standard. Vice Chair Carey dissented 
to have the demolition permits be the same timeframe as other permits and he noted that sections 
in the code that refer to ground covers or others provide a different timeframe than the standard 
permit time. 

Member Hutchins recommended to leave the ordinance as presented and make changes if needed. 
He also asked what would happen to the timeframe in the case of an emergency, to which Town 
Attorney Ryan informed that if the Governor of Florida declares a State of Emergency, then the 
contractor would be allowed to extend the building permit if the contractor requests it per the 
Florida Statutes. She explained the technicalities within the State Statutes in regards to automatic 
extension due to emergency declared events. 

Chair Marsh asked if the timeframe included plan review time, to which Building Official Guy 
stated that the timeframe will start once the permit is issued. 

Vice Chair Carey asked the construction timeframe for an RSE versus an RSF district, and Town 
Manager Stevens responded that it is proposed to be two years and one year respectively to 
complete a construction project. 

Member Kosinski is in favor of the letter of credit, but asked how the Town would continue to 
enforce ongoing maintenance of a vacant lot, and Building Official Guy stated that there are 
ordinances in place that regulate vacant lots, such as maintenance and height of the grass. Member 
Kosinski asked if the Town could place a fine on the owners of the vacant lot or if the Town could 
do the maintenance and pass the cost to the owner, to which Building Official Guy stated that the 
Town could send the owner of the vacant lot to Code Enforcement or the Town could do it, then 
go through the process to pass the cost to the owner if the owner does not comply by a date certain. 
He added that the Town is working on a citation process, to which Town Attorney Ryan further 
added that the Town always has to provide due process. Member Kosinski stated she would like 
to see quicker enforcement. Chair Marsh asked about the legality of the Town doing the 
maintenance on a property, to which Town Manager Stevens stated that the Town could do it with 
the letter of credit, by placing a lien on the property, or going through the special assessment 
procedures and Town Attorney Ryan responded that the Town may not receive reimbursement if 
they lien the property. 

Member Hennigan stated that he concurred with Vice Chair Carey's suggestion of lowering the 
demolition timeframes, and asked about how the value on the letter of credit was calculated, to 
which Town Manager Stevens stated that it would be based on the cost of the job and Building 
Official Guy that it is industry standard to have a letter of credit be 110 percent of the total cost of 
the demolition project. Member Hennigan asked if the cost for the letter of credit included turning 
the site into a green field after the demolition, to which Town Manager Stevens answered that it 
does and Town Attorney Ryan also agreed that it does. 

Member Hutchins asked Town Planner O'Gorman if he is aware of the average timeframes to 
complete demolition, to which Town Planner O'Gorman responded that he is not aware of the 
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average, but believes that some municipalities follow the State's permit timeframe. He did say that 
most municipalities require the vacant lot to be seeded or sodded after a demolition. 

Town Attorney Ryan stated that the timeframes can be reduced if that is the Board's preference, 
and the contractor could have the option to extend the permit if needed. Chair Marsh proposed 
reducing the timeframe dates to 60 and 120 days respectively. All members were okay with the 
reduction of the demolition timeframes, and Member Kosinski asked if staff had any objection to 
the change. Building Official Guy stated that there is no objection, but that staff is making technical 
amendments to the Florida Building Code to make the Code more stringent within the Town of 
Ocean Ridge. Town Clerk Armstrong asked the members to consider that staff has outdated 
building permits software that does not allow staff to track permits with different dates than the 
standard, so that all has to be tracked manually. Town Manager Stevens stated that the Town is 
looking into getting a new building permits program and Building Official Guy concurred, and 
commended the efficiency of the administrative staff in Town Hall. 

Chair Marsh asked what the standard duration of a building permit is, to which Building Official 
Guy stated that the Florida Building Code does not have a time limit for completion of a project 
as it can continue to get extended with active inspections. Chair Marsh stated that most 
municipalities require for a homeowner to commence construction with 12 months of the issuance 
of a building permit, and Building Official Guy stated that the Town does not have that requirement 
in place, but it is changing it by making technical amendments that would address that. Chair 
Marsh asked about the legality of the ordinance, to which staff responded that the legality of 
ordinances is explored by the Town Attorney before being presented. 

Chair Marsh called for public comment, and there was none. 

Vice Chair Carey moved to approve the draft ordinance for demolition as proposed with the 
amendment to reduce the timeframes from 90 days to 60 days for a contractor to complete a 
demolition once the demolition or partial demolition has begun, and from 180 days to 120 
days after the issuance; seconded by Member Hennigan. Motion carried 5-0. 

3. Ordinance Review: An Ordinance of the Town of Ocean Ridge, Florida, Amending 
Chapter 64 "Zoning," Article I "District Regulations" By Amending Section 64-1 "RSF 
and RSE Single-Family Residential Districts," Amending Section 64-2 "RMM Medium 
Density Multiple-Family Residential District," Amending Section 64-4 "RHM High 
Density Multiple-Family Residential District," And Amending Article II "Planned 
Residential Development" By Amending Section 64-24 "Development Standards" To 
Decrease the Height of Two-Story Buildings When FEMA Regulations are Implicated 
and to Adjust the Height of a Parapet So That It Does Not Extend Too Far Above the 
Roof; Providing for Codification, Repeal of Conflicting Ordinances, Severability, and 
an Effective Date. 

Town Attorney Ryan stated that staff made changes as indicated by the Board and asked for the 
members to give any critiques. 

Member Kosinski asked what would be the impact to the ceiling height if the building height is 
reduced because of properties with high floor elevation, and Chair Marsh responded that the owner 
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Vice Mayor Coz read a portion of Lieutenant Jones' resume into the record, and congratulated him. All 
Commissioners congratulated Lieutenant Jones and thanked Chief Hutchins for his service. There was a 
consensus of the Commission on moving forward with the succession plan. 

5. Ordinance No. 2021-01: An Ordinance of the Town of Ocean Ridge, Florida, Amending Its 
Code of Ordinances By Amending Chapter 67 "Buildings and Building Regulations", Article 
III "Technical Codes and Other Construction Standards", Division 2 "Administration and 
Enforcement", Section 67-51 "Permit Required", To Amend the Requirements to Obtain a 
Demolition Permit and Provide For Penalties; and Amending Section 67-52 "Commencement 
and Duration of Construction" To Adjust the Timeframes for Construction; Providing for 
Codification, Repeal of Conflicting Ordinances, Severability, and an Effective Date. 

Town Clerk Armstrong read Ordinance No. 2021-01 into the record by title only. 

Town Manager Stevens advised that the Ordinance would provide additional regulations for demolition. 
She noted that the staff worked with the Planning and Zoning Commission on the ordinance, and the 
proposed ordinance was approved by the P&Z. 

Mayor de Haseth called for public comment, and there was none. 

All Commissioners were in favor of the ordinance. 

Commissioner Wiescholek moved adopt Ordinance 2021-01 on first reading; seconded by 
Commissioner Hurlburt. Motion Carried 5-0. 

6. Ordinance No. 2021-02: An Ordinance of the Town of Ocean Ridge, Florida, Amending 
Chapter 64 "Zoning," Article I "District Regulations" By Amending Section 64-1 "RSF And 
RSE Single-Family Residential Districts," Amending Section 64-2 "RMM Medium Density 
Multiple-Family Residential District," Amending Section 64-4 "RHM High Density Multiple
Family Residential District," and Amending Article II "Planned Residential Development" By 
Amending Section 64-24 "Development Standards" To Decrease the Height of Two-Story 
Buildings When FEMA Regulations are Implicated and to Adjust the Height of a Parapet So 
That It Does Not Extend Too Far Above the Roof; Providing for Codification, Repeal of 
Conflicting Ordinances, Severability, and an Effective Date. 

Town Clerk Armstrong read Ordinance No. 2021-01 into the record by title only. 

Town Manager Stevens advised that the proposed ordinance addresses the residential building height and 
parapet height. The ordinance would require that the 7' NAVD be the point of measurement and for every 
foot increase in the floor elevation would cause a decrease in building height by 1 foot from the 36' building 
height, and that flat roof parapet be a maximum of3' above the tie beam. She noted that P&Z recommended 
approval with the condition that a "Whereas" clause be added that the properties in Flood Zone X will not 
be impacted by this ordinance. Mayor de Haseth gave an explanation of flood zone X and recommended 
for residents to speak with Building Official Guy or Building Clerk Bums regarding any flood zone 
questions. 

Mayor de Haseth called for public comment, and there was none. 

Vice Mayor Coz stated that this ordinance may lower property values because it decreases the size of 
people's homes. He further stated that residents are being limited on what they can do with their property, 
and he asked for the Town Attorney to review the legal issues and for staff to discuss with contractors about 
the unintended consequences. 
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5. Resolution No. 2021-06: A Resolution of the Town of Ocean Ridge, Florida, Designating 
Depositories for Town Funds; Authorizing the Treasurer or Deputy Treasurer to Sign Town 
Checks; Authorizing Any One of the Five Town Commissioners to Countersign Town Checks; 
and Providing that this Resolution Shall Continue in Full Force and Effect Until Modified by 
Written Notice to Said Depositories. 

Town Clerk Armstrong read Resolution 2021-06 into the record by title only. 

Mayor de Haseth called for public comment, and there was none. 

Commissioner Wiescholek moved to adopt Resolution 2021-06; seconded by Commissioner 
Hurlburt. Motion carried 5-0. 

6. Second Reading and Adoption of Ordinance No. 2021-01: An Ordinance of the Town of Ocean 
Ridge, Florida, Amending Its Code of Ordinances By Amending Chapter 67 "Buildings and 
Building Regulations", Article III "Technical Codes and Other Construction Standards", 
Division 2 "Administration and Enforcement", Section 67-51 "Permit Required", To Amend the 
Requirements to Obtain a Demolition Permit and Provide For Penalties; and Amending Section 
67-52 "Commencement and Duration of Construction" To Adjust the Timeframes for 
Construction; Providing for Codification, Repeal of Conflicting Ordinances, Severability, and an 
Effective Date. 

Town Clerk Armstrong read Ordinance 2021-01 into the record by title only. 

Town Manager Stevens noted that the ordinance passed on first reading and that if passed it would add 
demolition requirements and will shorten the timeframes for demolition. 

Commissioner Wiescholek asked if the Rules of Order and Procedure are back in place, to which Town 
Attorney Goddeau noted that the motion was to suspend the rules for one item so the rules went back into 
effect after the item concluded. 

Mayor de Haseth called for public comment, and there was none. 

Commissioner Pugh voiced his disapproval for the requirement of the letter of credit, and suggested that 
the ordinance be changed to "may require". 

Commissioner Wiescholek asked why the letter of credit is required, to which Vice Mayor Coz stated that 
it is in case the company does not complete the demolition according to Town Code. 

Ric Carey, 39 Spanish River Drive and Vice Chair for the Planning & Zoning Commission, asked Town 
Attorney Goddeau if adding a word to the ordinance would require the Town to do another second reading, 
to which town Attorney Goddeau stated that adding one word would not require the Town to re-advertise 
or have additional hearings; however if the Town will not require the letter of credit to every owner, then it 
would need to develop a criteria as to when the letter of credit will be needed. If the ordinance is changed 
dramatically, then it will need to go back for additional readings. 

Neil Hennigan, 91 Island Drive S, and Member of the Planning & Zoning Commission, voiced his concern 
that staff would not know when to apply the ordinance if the ordinance is not mandated to all. He expressed 
his own experience of witnessing homes on his street that did not complete their demolition and left the 
project halfway which caused blight along the street. Commissioner Pugh stated that the Town can use 
Code Enforcement as a tool for compliance, to which Mr. Hennigan stated that the Code Enforcement 
process takes too long. Commissioner Pugh stated that it is a process to follow, and Member Hennigan 
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stated that the Commission makes the ultimate decision and that the Commission should consider the rights 
of those that are impacted by the projects not being finished. Commissioner Pugh stated that the ordinance 
is putting an undue burden on homeowners, to which Mr. Hennigan disagreed and stated that it is 
appropriate. 

Commissioner Wiescholek asked how much would be required for the letter of credit, to which 
Commissioner Pugh stated that it would depend on the cost of the job. Town Manager Stevens concurred 
with Commissioner Pugh and added that the letter of credit would be 110% the cost of the job. 

Commissioner Coz stated that he could see Commissioner Pugh's point that requiring a bond may impact 
young homeowners. Town Manager Stevens informed that the ordinance would allow the homeowner's 
contractor or developer to file the letter of credit on their behalf. 

Commissioner Coz asked Building Official Guy about the cost to demolish a home, to which Building 
Official Guy stated that an average home in Ocean Ridge can be demolished for around $10,000. 
Commissioner Coz and Commissioner Pugh disagreed with the estimate that Building Official Guy stated. 
Commissioner Coz asked if the cost included demolition of accessories and how much to get the lot to 
comply with all Town Codes after demolition, and Building Official Guy stated that it would be an 
additional $5,000. Vice Chair Carey concurred with Building Official Guy and stated that the cost depends 
on how many accessories are to be demolished along with the primary structure, but the bond would not be 
a huge number. 

Commissioner Pugh expressed his concerns that this ordinance like others is creating additional hurdles for 
homeowners. Mr. Carey stated that the ordinance is drafted, but the ultimate decision on whether it will be 
approved or not is with the Town Commission. Commissioner Pugh stated that he is in favor of the 
timeframes, but he only opposes the letter of credit. Commissioner Wiescholek stated that a bond is not 
expensive. 

Commissioner Coz asked if the homeowner would also need a letter of credit to build, to which Town 
Manager Stevens stated that the letter of credit language within this ordinance is for demolition only. 
Commissioner Coz expressed his concern that the next step is requiring a letter of credit to build, to which 
Mr. Hennigan stated that it is not the intention. Mayor de Haseth stated that the ordinance aims to solve the 
issue of partial demolition, and give the Town an inexpensive additional tool ofrecourse. 

Commissioner Coz moved to adopt Ordinance 2021-01; seconded by Vice Mayor Hurlburt. Motion 
carried 4-1 with Commissioner Pugh dissenting. 

7. Second Reading and Adoption of Ordinance No. 2021-02: An Ordinance of the Town of Ocean 
Ridge, Florida, Amending Chapter 64 "Zoning," Article I "District Regulations" By Amending 
Section 64-1 "RSF And RSE Single-Family Residential Districts," Amending Section 64-2 "RMM 
Medium Density Multiple-Family Residential District," Amending Section 64-4 "RHM High 
Density Multiple-Family Residential District," and Amending Article II "Planned Residential 
Development" By Amending Section 64-24 "Development Standards" To Decrease the Height of 
Two-Story Buildings When FEMA Regulations are Implicated and to Adjust the Height of a 
Parapet So That It Does Not Extend Too Far Above the Roof; Providing for Codification, Repeal 
of Conflicting Ordinances, Severability, and an Effective Date. 

Town Clerk Armstrong read Ordinance 2021-02 into the record by title only. 

Town Manager Stevens stated that the proposed Ordinance addresses the residential building height and 
parapet height. The ordinance would require that the 7' NA VD be the point of measurement and for every 
foot increase in the floor elevation would cause a decrease in building height by 1 foot from the 36' building 
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Item #4  
 

Town of Ocean Ridge, Florida 
 

Town Commission Agenda Memorandum 
 

Office of the Town Clerk, Karla Armstrong 
_________________________________________________________________________ 

Meeting Date: September 20, 2021 
Subject:   Development Plan Review Checklist 
_________________________________________________________________________ 

Chair and P&Z Commissioners: 
 
 Staff reviewed the Development Plan Review Checklist and made all the 
changes in red. The checklist was divided into steps and also into what staff reviews 
versus the board. The goal of the checklist is to ensure that the applicant provides all the 
necessary items for proper review while eliminating costs to the applicant.  
 
Certain items can now be submitted electronically to staff to avoid the applicant 
spending on printing, and we will only require them to print the board packets after staff 
has approved the packages. The checklist also provides an overall view of the process 
for the applicant. 
 
Please review the checklist and let us know of any changes or modification that you 
would all like to see. 
 
Respectfully, 
 
Karla M. Armstrong 
Town Clerk 



Checklist for Development Plan Review 
 
Instructions: 

• Applicant shall review the Land Development Code Sections 63-51 & 63-56 and all 
relevant Town Code of Ordinances, https://library.municode.com/fl/oceanridge, prior to 
submittal. 

• Applicant shall submit items on the checklist in completed, individual packages.  Do not 
include demolition, mechanical, electrical, and plumbing plans or any other plans not listed 
below. 

• For projects that have been previously deferred by the Commission, properly mark as 
“previously proposed” and “currently proposed”. 

• Application will be reviewed for completeness and accuracy.  
• Staff encourages scheduling a pre-submission discussion by calling 561-732-2635 should 

you have any questions. 
 
Applicant shall submit items on the checklist in complete, individual packages.  A package 
is all the documentation required in a set. 
 
STEP 1:  
CHECKLIST FOR SUBMITTAL  
The following items are required for Development Plan Review to provide proper review and 
ensure compliance with Town of Ocean Ridge Zoning Code. 
 
The following items need to be provided in person: 
 
 Applicant shall submit an original copy of the Land Development Action Application 

(excluding instruction sheets/checklists) including the Data Calculations Form (on pages 
7-8).   

 
 Applicant shall submit proof of ownership, along with an original copy of the Affidavit to 

Appoint Agent Form if application package will be submitted by anyone other than the 
Owner(s).   

 
 Applicant shall submit Property Detail Sheet printed from the Palm Beach County Property 

Appraiser’s website.  http://www.co.palm-beach.fl.us/papa/ Please submit one original (8 
½ x 11) to be placed in the original set. 

 
______ Applicant shall submit one (1) set of mailing labels, one (1) GIS property list, and one (1) 

map prepared by the Palm Beach County Property Appraiser’s office for all properties 
within 300’ of the subject property.  Please submit one original (8 ½ x 11) along with 
envelopes without the return addresses to be placed in the original set. 

 
 $1,500 is due at time of application submittal. A balance will be due after the project is 

complete if project review is above the submittal fee.  
 
 Applicant shall submit a digital copy of the entire application package on a thumb drive 

including a PowerPoint Presentation or send it to the Town Clerk via email on the day of 
submittal. 

 
 

https://library.municode.com/fl/oceanridge
http://www.co.palm-beach.fl.us/papa/


 
The following can be submitted electronically to the Town Clerk via email or USB when submitting: 
 
 Applicant shall submit complete proposed site plans, Elevations from all cardinal directions, 

and floor plans sets, readable, and folded, to include: 
Site plan shall show: 

□ Signature and seal of the design professional (original raised/ink seal or electronic 
as appropriate); 

□ Scale; 
□ Minimum 10-point font to ensure legibility 
□ Required and proposed building setbacks for principal structures; 
□ Required and proposed setbacks for all accessory structures; 
□ Required and proposed setbacks for swimming pool (if applicable), and required 

and proposed distance from the principal building; 
□ Any and all fences and walls, including a detail specifying compliance with Town 

Code for location and height.  If a fence is located on the top of a retaining wall, it 
must be detailed to show compliance with Town Code; 

□ Driveway location including required setback from property line and separation if 
multiple driveways are proposed; 

□ Required and proposed setbacks for all pool and/or mechanical equipment; 
□ Required and proposed setback and screening for generator; 
□ Required parking.  Show required interior (garage) and exterior parking and fully 

dimension to show compliance with Town Code. 
□ Site Data Tabulation showing the following: 

o Zoning district 
o Future Land Use designation 
o Total lot area as specified on the survey 
o Base flood elevation as specified on the survey 
o Required and proposed finish floor elevation 
o Required and proposed minimum lot area and dimensions 
o Required and proposed setbacks for principal structure 
o Required and proposed setbacks for accessory structures 
o Required and proposed swimming pool setbacks 
o Required and proposed pool and mechanical equipment setbacks 
o Required and proposed generator setbacks 
o Required and proposed height of 1st floor to tie beam and top of roof, as 

appropriate 
o Required and proposed height of 2nd floor to tie beam and top of roof, as 

appropriate 
o Maximum and proposed lot coverage (see note 1) 
o Maximum and proposed Floor Area Ratio (FAR) (see note 2) 
o Maximum and proposed percentage of 2nd floor area to 1st floor area (see 

note 3) 
o Required and proposed off-street parking including total number of spaces, 

total required interior spaces and total required exterior spaces 
Building Elevation of the “Front” of the proposed structure shall show: 

□ Signature and seal of the design professional (original raised/ink seal or electronic 
as appropriate); 

□ Show window and door coverage and provide calculations in accordance with 
Figure 64-1; 

□ Show building articulation in accordance with Figure 64-2; 



□ Show building height to tie beam and overall height for both 1st and 2nd floor as 
applicable 

□ Parapet height if applicable 
 
Roof Plan shall show: 

□ Signature and seal of the design professional (original raised/ink seal or electronic 
as appropriate); 

□ Entire roof including slopes, and percentage of flat versus sloped sections; 
□ Provide calculation including square footage and percentage of flat roof and sloped 

roof; 
Floor plans shall show: 

□ Signature and seal of the design professional (original raised/ink seal or electronic 
as appropriate); 

□ First floor plan with all rooms dimensioned and labeled (e.g., bedroom, bathroom, 
kitchen, etc), covered porches, patios, garage etc.  Include numbering of each 
room that corresponds to a legend and with the total square footage of each room 
and space provided; 

□ Second floor plan (if applicable) with all rooms dimensioned and labeled (e.g., 
bedroom, bathroom, etc), balconies etc.  Include numbering of each room that 
corresponds to a legend and with the total square footage of each room and space 
provided; 

□ Provide FAR table with all applicable rooms and spaces listed for a determination 
of total FAR and the percentage of 2nd floor space to 1st floor space. 

 
 
 Applicant shall submit Boundary and improvements survey indicating the following, but 

not limited to: 
□ Be signed and sealed by a registered land surveyor (original raised/ink seal or 

electronic as appropriate); 
□ Be less than one (1) year old, and certified to a title policy, ownership & 

encumbrance report or title report that is also less than one (1) year old; and, 
□ Show FEMA best available data Flood Zoning and base flood elevation, total lot 

area in square feet and acres; all property lines, easements, encroachments, 
encumbrances and existing improvements. 

□ Setbacks 
□ Sidewalks, curbs, streets 

 
 Applicant shall submit landscape plans identifying existing and proposed landscaping.  

Also include the tree schedule.  
 
 Applicant shall submit civil engineering drawings identifying existing and proposed 

locations of drainage and septic plans.   
 
_____ Applicant shall provide cross sections along the east, west, north, and south property lines 

showing how the site is not adversely impacting adjacent properties. It should be provided 
as part of the civil engineering drawings. 

 
Please note: Further plans, etc., may be required after the initial staff review. 
 
 
 



 
Note 1:  
Lot coverage is defined as total square footage, expressed as a percentage of the lot area, of all 
buildings or structures which are roofed or otherwise covered and that extend more than three 
feet above the ground surface. 
 
Note 2: 
Floor area is defined as the gross horizontal area of all buildings on the lot measured from exterior 
face of exterior walls or other type of enclosure, or from the centerline of a wall separating two 
buildings, including garages, carports, and porte cocheres, but not including basements, attics 
(unless used as living space), unenclosed decks or patios, covered porches, balconies (covered 
or uncovered), or crawl spaces 
 
Note 3: 
When calculating 1st floor area include those portions of a structure utilized in establishing the 
maximum finished floor elevation described in Section 67-32(a)(3) including roofed porches, but 
excluding bay windows, and which share at least one wall with the remainder of the habitable 
structure. 
 
When calculating 2nd floor area include all enclosed areas of the 2nd floor and roofed porches and 
balconies, but will exclude bay windows whose sills are no lower than 12” from the floor, and 
provided the bay windows comprise 20% or less of any one façade and do not extend out beyond 
the overhang. 
 
Note 4:  
Please show required screening for all equipment, i.e. mechanical, pool equipment, generator, 
etc. 
 
Note 5: 
The approval of a Development Permit by the Town does not create any right for you to obtain a 
permit from a state or federal agency and does not create any liability on the part of the Town for 
issuance of the Development Permit if you fail to obtain the requisite approvals or fulfill the 
obligations imposed by a state or federal agency or undertake actions that result in a violation of 
state or federal law. Any modification after approved Development Plan Review application, may 
result in your project needing to be re-reviewed by the Planning & Zoning Commission even if it 
is to meet State or Federal agencies. Additional fees will apply if project has to be re-reviewed by 
the Planning and Zoning Commission.  
 
 
STEP 2: 
THE FOLLOWING WILL BE DUE AFTER PROJECT IS APPROVED BY REVIEWING STAFF 
AND READY TO GO BEFORE THE PLANNING AND ZONING COMMISSION: 
 
After Staff has conducted their review and application has been deemed complete and correct, 
the Town Clerk will request for applicant to submit 7 copies (11”x17”) of the following within 5 
days of approval from staff: 
 
 Applicant shall submit site plans, elevation from all cardinal directions plans, and floor 

plans sets as approved by the reviewing staff. 
 
 Applicant shall submit current survey as approved by the reviewing staff. 



 
 Applicant shall provide the streetscape including a phantom outline of the original house 

plans (if applicable).   
 
 Applicant shall provide digital photographs of the lot to be developed and the properties 

to the left, to the right, and across the street from proposed structural address along with 
the appropriate height of those structures.  

 
 Applicant shall provide a greenspace map showing the green space versus impervious for 

the proposed lot plans. The map shall include the following color-coded items: 
 

 All roofed structures and their associated areas (black) 
 All hardscape patios, driveways, etc., and their areas (grey) 
 All green space with its total area (white) 
 Show data calculations on plan 
 

 Applicant shall submit color rendering of the house from all viewpoints plans.   
 
 Applicant shall submit material selections and information about the building materials to 

be used for the exterior of the building plans.  Include paint details on the plans/elevations 
that state the name of the color, manufacturer, and manufacturer number.   

 
 Applicant shall provide a narrative that identifies the architectural style of the proposed 

structure, and how each of the elements under Town Code Section 63-56 has been met. 
 
All copies must be submitted to the Clerks in complete packages. The Clerks are not 
responsible for sorting the documents into packages for the applicant. 
 
STEP 3: The Town Clerk will schedule the applicant for a Planning and Zoning 
Commission date. 
 
STEP 4: Applicant is to come to the meeting to present the project. It is encouraged 
that the applicant brings the structural architect and landscape architect of the 
project in case the Commission has any concerns. 
 
STEP 5: If the project is approved, then applicant will received the order of approval 
with any condition imposed, and then applicant can apply for a building permit.  
 



Applicant submits 
DPR application

Town Clerk 
reviews for 

Completeness

Town Clerk sends 
reviewing staff 

the application if 
the application is 

complete

Reviewing staff 
reviews. If 

comments, then 
goes back to 
applicant to 

address. If no 
comments then 

Town Clerk 
schedules them 
for a meeting.

Application goes 
before the 

Planning and 
Zoning. 

24- 48 
hours

Immediately 
after review. 

1 week 
to a 
week in 
a half

Town Clerk has a 20 day minimum notice deadline prior to a meeting. Notices:
1) Mailing for properties within 300’ – 20 days prior to a meeting.
2) Website – 15 days prior to the meeting.
3) Sign to go on Property – 15 days prior to the meeting.

Development Plan Review Process
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