
 

 
 
 
 
 

PRE-APPLICATION SUBMITTAL REQUIREMENTS 
APPLICATION SUBMITTAL INSTRUCTIONS 

This application package is to be submitted in person at the Community Development 
Department (CDD) public counter, located at 2100 E. Thousand Oaks Boulevard, 
Thousand Oaks, California, 91362.  Please call (805) 449-2323 for hours of operation. 

IMPORTANT:  Please follow the application submittal instructions detailed below.  
Failure to complete the application package as required may result in your package 
being rejected at time of submittal. 

After your submittal is determined to meet all of the requirements in this application 
package, the CDD will schedule an informal advisory meeting where representatives of 
applicable City departments and agencies, and the project planner, will meet with you to 
discuss the project and provide comments and information.  This meeting normally 
takes place about 3 – 4 weeks after the pre-application is filed, and you will be notified 
of the date, time, and place of the meeting. 

1. Application:  The application shall be typed or printed legibly, in blue or black 
ink, with all requested information completed.  The application must be submitted 
with an original signature before your application will be deemed complete for 
processing. 

2. Filing Fee:  Section 9-4.2802 of the Thousand Oaks Municipal Code requires 
that a fee be paid at the time of filing to cover the costs incurred by staff in 
processing of the application.  Refer to the City’s Fee Schedule or contact the 
CDD at (805) 449-2323. 

3. Plans:  Fifteen (15) copies of each plan must be submitted with your application.  
The City reserves the right to request more copies of plans in order to efficiently 
process your application package.  Plans required for this submittal include, but 
are not necessarily limited to: 

• Site Plans including stormwater mitigation features (drawn to a scale not 
less than 1" = 20') 

• Elevation Plans (drawn to a scale not less than 1/8" = 1') 
• Grading plans with proposed pad elevations and manufactured slopes. 
• Contact the CDD to determine if additional plans are required. 

All Site Plans must contain the following information: 

• Name and phone number of the applicant in the lower right-hand corner. 
• Vicinity map in the lower right-hand corner. 
• Assessor’s Parcel Number(s) of the site in the lower right-hand corner. 
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• Table of information about the project, including number of dwelling units 
(residential), number of parking spaces, gross floor area (nonresidential), 
type of project (e.g., retail, office, mixed use, industrial, apartment). 

• Conceptual placement of improvements (buildings, driveway, parking 
areas, landscaped areas, etc.) in relation to existing improvements and 
natural features (oak trees, drainage courses, etc.).  Driveway dimensions 
must be shown. 

• General layout of proposed water and wastewater systems. 

NOTE:  ALL PLANS are to be folded to a size of no less than 8½” x 11” and no 
greater than 8½” x 13” and shall display the Title Block in the lower right hand 
corner as well as a North Arrow.  Plans shall be grouped (e.g., all Plot Plans 
folded individually and secured in one group).  Plans collated into sets WILL 
NOT BE ACCEPTED. 

4. Additional Information:  Additional information (such as photographs and 
renderings will be submitted in a scale large enough to illustrate the subjects 
under consideration) are recommended but are not required.   
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PROJECT #:______________ 

 

 
 
 

PRE-APPLICATION 
APPLICATION AND AFFIDAVIT 

 
 

 ASSESSORS PARCEL NO.(S):   -   -   

   -   -   

   -   -   

I. APPLICANT INFORMATION (not applicant’s representative) 

Name (person and firm/corporation):    

Company/Organization (if applicable):    

Address:    

City/State/Zip:    

Phone: ( )  Fax: ( )  

Email:   

II. PROPERTY OWNER INFORMATION (if different than Applicant) 

Name (person and firm/corporation):    

Company/Organization (if applicable):    

Address:    

City/State/Zip:    

Phone: ( )  Fax: ( )  

Email:   

III. PROJECT COORDINATOR/APPLICANT’S REPRESENTATIVE INFORMATION 

Name (person and firm/corporation):    

Company/Organization (if applicable):    

Relationship of Project Coordinator to Applicant:    

Address:    

City/State/Zip:    

Phone: ( )  Fax: ( )  

Email:   

PROJECT #:______________ 
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IV. PROPERTY INFORMATION 

Property Location (street address and location description):    

  

  

V. REQUEST 

Please briefly describe the proposed project as well as the proposed land use type(s) and the 
size (number of dwelling units or gross floor area) of the project: 
  

  

  

  

VI. AFFIDAVIT* 

I declare under penalty of perjury, that I, ____________________________________, am the 
(circle one) owner, lessee, attorney of the owner, or person with power of attorney from the 
owner of the property involved in this application, and that the foregoing is true and correct. 

Executed at (city)  , California, this   day of 

 , 20 . 

    
Printed Name, and Title Signature 

*IF THE PROPERTY OWNER/APPLICANT is a Corporation, the names, addresses and titles of all 
officers of the Corporation shall accompany this application.  If the property owner/applicant is a General 
Partner, the name and address of all General Partners shall accompany this application. 
 
(For Department Use Only) 

Fee $   Date received:    Received by:   
 
 


