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CITY of EVERETT 

PLANNING and COMMUNITY DEVELOPMENT 
SUBDIVISION APPLICATION (SUBDIVISION REVIEW PROCESS) 
       

Submit the following items below to divide a property into 10 or more lots in accordance with 
Title 18 of the Everett Municipal Code.  Also, use this application for a Unit Lot Subdivision (in 
accordance with Title 19, Chapter 15A), or a Cluster Subdivision/Cluster Short Subdivision. This 
checklist must be submitted with your formal application to ensure that your application is 
counter complete. If this checklist, or the items listed below, is not included with the formal 
application, the application will be deemed counter incomplete and returned. Click on the 
italicized links to view additional forms online. 
 

Preliminary Subdivision Submittal Checklist: 

 

  Fees 

 

 

 

Total Fee Paid:  

 

______________ 

 

 

 

Fees are non-refundable and payable by cash, check or credit card 
upon application.    

Preliminary Review Fee: 

$5000 plus $100 per lot plus; 

$500 SEPA fee is required for projects of more than 4 dwelling  
units plus; 

$400 (for each special study) i.e. critical area, traffic, etc. 

 

A Final Review Fee will be required prior to recording Final Maps 
(see separate checklist) $1,000 plus $50 per lot  

  Pre-Application 

  Meeting Request 

  or Waiver 

A Pre-application Meeting Request is required prior to submitting 
this application, unless waived by the Planning Department.  

Date of Meeting:_____________ Planner:__________________ 

  Land Use Application    The Land Use Application must be filled out completely and signed 
by the owner, applicant, or primary contact. Submit one. 

  Building Elevations 
and Master 
Landscaping Plan  

For Cluster Sub/Short Sub applications only, provide 6 copies of 
building elevations and a master landscape plan which meets the 
design criteria in EMC 19.39.130.E(8).  

  Plat Certificate Submit two copies of the Plat Certificate/Subdivision Title Report 
that are current within 30 days of submitting the application. 

  Declaration of         
Ownership  

A notarized signature of all owners who have a vested interest in 
the property to be subdivided, as indicated in the title report. Use 
one of the attached forms (Individual or Corporation). Submit one.  
Banks and other lending institutions will only be required to sign 
documents at final short subdivision approval. 
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  Declaration of Legal 
Documentation 

A notarized signature of all owners who have interest in the 
properties, as indicated in the BSP Certificate.  Use the attached 
forms. Sign within the one-inch margins. Submit one. 

  Environmental  

Checklist  

Must be filled out completely and accurately, if required.  

Submit 20 copies double sided and stapled.  

  Mailing List  

 

Must be completed per the attached Mailing List Instructions for 
Review Process III.  Email the mailing list to 
planning@everettwa.gov prior to application submittal.  

  Preliminary Drainage 
Calculations  

Provide separate calculations for the total additional impervious 
surface area, and for additional paved surface area. Submit two. 

  Drainage Report and 
Improvements  

Drainage improvements must be provided per City Design and 
Construction Standards. Provide a conceptual detail showing 
location and type of stormwater facility. Include setback and 
landscape/screening information. Submit three copies. 

  Special Studies  

 

Traffic, biological assessment, critical area, geotechnical report, 
noise, etc., if required by the City.  A drainage report is not a special 
study.  Submit three, except if a geotechnical report, submit four.  
Also, submit the wetland/stream AutoCAD Project file by email to: 
rgoodwill@everettwa.gov and submit the geotechnical and 
wetland/stream reports by email to the project planner after 
submittal intake. 

  Subdivision Map*  

 

Must be drawn in accordance with the attached Subdivision Plat 
Map Requirements. Submit 14 folded copies and 8 legible, reduced 
copies no larger than 11" x 17".  

  Supplemental Map*  

 

Must be drawn in accordance with the attached Subdivision Plat 
Map Requirements. Include a vicinity map. Submit 14 folded copies 
and 8 legible, reduced copies no larger than 11" x 17". 

   Site Development 
Plan*  

 

Must be drawn in accordance with the attached Site Development 
Plan Checklist. Submit 14 folded copies and 8 legible, reduced 
copies no larger than 11" x 17". 

*All maps must be in a set of three and folded. 

  Submit Application 
with this Checklist 

 

In Person:    City of Everett Permit Services Counter 
                       3200 Cedar St 2nd Floor, Everett, WA 98201 
By Mail:       City of Everett Planning and Community Development 
                       2930 Wetmore Ave Ste. 8-A, Everett, WA 98201  

 
 
 

mailto:rgoodwill@everettwa.gov
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Final Subdivision Submittal Checklist  
 

Submit the following items below to the Public Works Department. NOTE: Site improvements 
as a condition of preliminary approval may be required to be completed prior to application 
for final approval.    

  Fee The Final Subdivision Review Fee shall be paid at the time the signed 
map is returned. 

 

$1,000 plus $50 per lot            Fee Paid: _____________ 

                                                  Receipt #: _____________ 

  Final Subdivision 
Plat Map 

1) Provide two copies of the final plat map for review.  The maps 
must meet the Subdivision Plat Map Requirements and the 
recording requirements of the Snohomish County Auditor’s 
Office which can be found at:  

               http://www.snohomishcountywa.gov/ 

 

2) Once the final map has been reviewed and comments 
provided, you will then submit one revised signed original for 
City staff.  

  Plat Certificate                                 Must be current to within 30 days of the recording date. If not, submit 
new certificates. This report must confirm that the title of the lands 
being subdivided is under the ownership of the parties signing the 
map.   

  Conditions, 
Covenants and 
Restrictions 

 

Submit copies of restrictions and covenants, if any, which will be 
necessary to address common parking, access, and utility facilities, as 
well as maintenance of such facilities. Such restrictions and covenants 
must be recorded prior to or simultaneously with the plat.   

  Other Documents 

 

Statutory warranty deeds, local improvement district covenants and 
easement documents.  

  Declaration of 
Ownership 

If no longer current, a notarized signature of all owners who have 

interest in the property, as indicated in the Plat Certificate.  Sign 

within the one-inch margins. 

  Declaration of 
Legal 
Documentation 

If no longer current, a notarized signature of all owners who have 

interest in the property, as indicated in the Plat Certificate.  Use the 

attached forms. Sign within the one-inch margins. 

 

http://www.snohomishcountywa.gov/
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SUBDIVISION REVIEW PROCESS 

 

A.   Application Submittal:  If the Planning Department determines that the subdivision application 

is complete and meets all applicable requirements, it shall circulate the application to relevant 

City Departments and other agencies for a 10-day comment period.  These Departments and 

agencies shall provide written recommendations concerning required improvements and 

conditions to be placed upon the application.  When comments have been received, the Planning 

Department shall issue a Notice of Application and preliminary SEPA Threshold Determination.  

If the City determines that the proposal will not have a significant environmental impact, it will 

issue a Proposed Mitigated Determination of Non-Significance (MDNS).  Issuance of a Final 

SEPA determination will be followed by a 14-day appeal period.   

 

B. Subdivisions of up to 50 Lots:  Subdivisions of up to 50 lots will require a 21-day public 

comment period on the Notice of Application, during which time any affected person may 

request that a public hearing be convened on the proposal.  If a public hearing is requested, the 

application shall be forwarded to the Hearing Examiner for consideration.  Notice of the public 

hearing shall be sent to all property owners within 500 feet of the subject property at least 

15 days prior to the hearing.  The Applicant shall post the site with signs provided by the 

Planning Department.  If no public hearing is requested, the Planning and Public Works 

Departments will issue a preliminary decision on the application.  

  

C. Subdivisions of more than 50 Lots:  Any subdivision of more than 50 lots will be reviewed by 

the Hearing Examiner and will require a public hearing.  Upon completion of the SEPA review, 

the project planner will prepare a written recommendation (staff report) for approval or 

disapproval of the proposed subdivision.  Unless otherwise specified, the Hearing Examiner will 

issue a written decision on the proposal within 10 working days following the conclusion of the 

public hearing. 

 

D. Final Subdivision Review:  Upon completion of all improvements and compliance with the 

conditions of Preliminary Approval, the Applicant shall submit all documents necessary for Final 

Approval (see Application Submittal Checklist).  If all conditions and requirements of 

Preliminary Approval have been met, the Planning Director and City Engineer shall sign the 

final plat map and forward it to the City Council.  Council shall hold a public meeting and decide 

to approve or disapprove the final subdivision.  A final decision on the subdivision shall be made 

by the City within 30 days of submittal of all required documents.   

 

E. Recording With County Auditor:  After the City Council has approved the subdivision, the 

Applicant shall provide the original plat map for recording with the County Auditor.  (For your 

information, see “New Plat Process” provided by the Snohomish County Assessors Office.)  

After recording the plat map, the Applicant shall provide the City with proof of proper filing and 

recording. 
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PRELIMINARY APPROVAL PROCESS FOR SUBDIVISIONS

 (50 lots or less)

Pre-Application

Meeting*

File Application

Pay Fees

Notice of Completeness

Staff

Review

Proposed SEPA Threshold Determination

Notice of Application with Option to Request a

Public Hearing

Agency and Public

Comment Period

Final SEPA Threshold

Determination**

Public Hearing

Requested

Planning Staff

Recommendation

Public Hearing by

Hearing Examiner

Hearing Examiner Decision

Notice of Decision***

No Public Hearing

Requested

Notice of Decision by

Planning/PW Depts.

*The p re-app lication meeting may  be waived by  the Planning Director

**Any  SEPA app eal must be filed within 14 days of the issuance of a final SEPA Threshold Determination.

A hearing on any  ap peal of a SEPA determination must be combined with the hearing for the land use

permit.

***Any  app eals of the Hearing Examiner decision are to Superior Court
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ENVIRONMENTAL CHECKLIST 
 
 

Purpose of Checklist: 
 
The State Environmental Policy Act (SEPA), chapter 43.21C RCW, requires all governmental agencies to consider 
the environmental impacts of a proposal before making decisions.  An environmental impact statement (EIS) 
must be prepared for all proposals with probable significant adverse impacts on the quality of the environment.  
The purpose of this checklist is to provide information to help you and the agency identify impacts from your 
proposal (and to reduce or avoid impacts from the proposal, if it can be done) and to help the agency decide 
whether an EIS is required. 
 

Instructions for Applicants: 
 
This environmental checklist asks you to describe some basic information about your proposal.  Governmental 
agencies use this checklist to determine whether the environmental impacts of your proposal are significant, 
requiring preparation of an EIS.  Answer the questions briefly, with the most precise information known, or give 
the best description you can. 
 
You must answer each question accurately and carefully, to the best of your knowledge.  In most cases, you 
should be able to answer the questions from your own observations or project plans without the need to hire 
experts.  If you really do not know the answer, or if a question does not apply to your proposal, write "do not 
know" or "does not apply".  Complete answers to the questions now may avoid unnecessary delays later. 
 
Some questions ask about governmental regulations, such as zoning, shoreline, and landmark designations.  
Answer these questions if you can.  If you have problems, the governmental agencies can assist you. 
 
The checklist questions apply to all parts of your proposal, even if you plan to do them over a period of time or 
on different parcels of land.  Attach any additional information that will help describe your proposal or its 
environmental effects.  The agency to which you submit this checklist may ask you to explain your answers or 
provide additional information reasonably related to determining if there may be significant adverse impact. 
 

Use of checklist for nonproject proposals: 
 
Complete this checklist for nonproject proposals, even though questions may be answered "does not apply".  In 
additional, complete the Supplemental Sheet for Nonproject actions (part D). 
 
For nonproject actions, the references in the checklist to the words "project", "applicant", and "property or site" 
should be read as "proposal", "proposer", and "affected geographic area", respectively. 
 
 
A. BACKGROUND 
 
1. Name of proposed project, if applicable: 
2. Name of applicant: 
3. Address and phone number of applicant and contact person: 
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4. Date checklist prepared: 
5. Agency requesting checklist: 
6. Proposed timing or schedule (including phasing, if applicable): 
 
 
7. Do you have any plans for future additions, expansion, or further activity related to or connected with this 
proposal?  If yes, explain. 
 
 
8. List any environmental information you know about that has been prepared, or will be prepared, directly 
related to this proposal. 
 
 
9. Do you know whether applications are pending for governmental approvals of other proposals directly 
affecting the property covered by your proposal?  If yes, explain. 
 
 
10. List any government approvals or permits that will be needed for your proposal, if known. 
 
 
11. Give brief, complete description of your proposal, including the proposed uses and the size of the project 
and site.  There are several questions later in this checklist that ask you to describe certain aspects of your 
proposal.  You do not need to repeat those answers on this page. 
 
 
 
 
 
12. Location of the proposal.  Give sufficient information for a person to understand the precise location of 
your proposed project, including a street address, if any, and section, township, and range, if known,  If a 
proposal would occur over a range of area, provide the range or boundaries of the site(s).  Provide a legal 
description, site plan, vicinity map, and topographic map, if reasonably available.  While you should submit any 
plans required by the agency, you are not required to duplicate maps or detailed plans submitted with any 
permit applications related to this checklist. 
 
 
TO BE COMPLETED BY APPLICANT        EVALUATION FOR 
           AGENCY USE ONLY 
 
B. ENVIRONMENTAL ELEMENTS 
 
1. Earth 
a. General description of the site (circle one):  Flat, rolling, hilly, steep slopes, mountainous, other 
______________________________ . 
 
b. What is the steepest slope on the site (approximate percent slope)? 
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c. What general types of soils are found on the site (for example, clay, sand, gravel, peat, 
muck)?  If you know the classification of agricultural soils, specify them and note any prime 
farmland. 
 
 
d. Are there surface indications or history of unstable soils in the immediate vicinity?  If so, 
describe. 
 
 
e. Describe the purpose, type, and approximate quantities of any filling or grading proposed.  
Indicate source of fill. 
 
 
f. Could erosion occur as a result of clearing, construction, or use?  If so, generally describe. 
 
 
g. About what percent of the site will be covered with impervious surfaces after project 
construction (for example, asphalt or buildings)? 
 
 
h. Proposed measures to reduce or control erosion, or other impacts to the earth, if any: 
 
 
2. Air 
a. What types of emissions to the air would result from the proposal (i.e., dust, automobile, 
odors, industrial wood smoke) during construction and when the project is completed?  If any, 
generally describe and give approximate quantities if known. 
 
b. Are there any off-site sources of emissions or odor that may affect your proposal?  If so, 
generally describe. 
 
c. Proposed measures to reduce or control emissions or other impacts to air, if any: 
 
 
3. Water 
a. Surface: 
 
 1)  Is there any surface water body on or in the immediate vicinity of the site (including 
year-round and seasonal streams, saltwater, lakes, ponds, wetlands)?  If yes, describe type and 
provide names.  If appropriate, state what stream or river it flows into. 
 
 2)  Will the project require any work over, in, or adjacent to (within 200 feet) the 
described waters?  If yes, please describe and attach available plans. 
 
 3)  Estimate the amount of fill and dredge material that would be placed in or removed 
from surface water or wetlands and indicate the area of the site that would be affected.  
Indicate the source of fill materials. 
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 4)  Will the proposal require surface water withdrawals or diversions?  Give general 
description, purpose, and approximate quantities if known. 
 
 5)  Does the proposal lie with a 100-year floodplain?  If so, note location on the site plan. 
 
 6)  Does the proposal involve any discharges of waste materials to surface waters?  If so, 
describe the type of waste and anticipated volume of discharge. 
 
 
b. Ground 
 
 1)  Will ground water be withdrawn, or will water be discharge to ground water?  Give 
general description, purpose, and approximate quantities, if known. 
 
 2)  Describe waste material that will be discharged into the ground from septic tanks or 
other sources, if any (for example:  Domestic sewage; industrial, containing the following 
chemicals . . .; agricultural; etc.).  Describe the general size of the system, the number of such 
systems, the number of houses to be served (if applicable), or the number of animals or humans 
the system(s) are expected to serve. 
 
c. Water Runoff (including storm water): 
 
 1)  Describe the source of runoff (including storm water) and method of collection and 
disposal, if any (include quantities, if known).  Where will this water flow?  Will this water flow 
into other waters?  If so, describe. 
 
 2)  Could waste materials enter ground or surface waters?  If so, generally describe. 
 
 
d. Proposed measures to reduce or control surface, ground, and runoff water impacts, if any: 
 
 
4. Plants 
 
a. Check or circle types of vegetation found on the site: 
 ___ deciduous tree:  alder, maple, aspen, other 
 ___ evergreen tree:  fir, cedar, pine, other 
 ___ shrubs 
 ___ grass 
 ___ pasture 
 ___ crop or grain 
 ___ wet soil plants:  cattail, buttercup, bulrush, skunk cabbage, other 
 ___ water plants:  water lily, eelgrass, milfoil, other 
 ___ other types of vegetation 
 
b. What kind and amount of vegetation will be removed or altered? 
c. List threatened or endangered species known to be on or near the site. 
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d. Proposed landscaping, use of native plants, or other measures to preserve or enhance 
 vegetation on the site, if any: 
 
5. Animals 
 
a. Circle any birds and animals which have been observed on or near the site or are known 

to be on or near the site: 
 
 birds:  hawk, heron, eagle, songbirds, other: 
 mammals:  deer, bear, elks, beaver, other: 
 fish:  bass, salmon, trout, herring, shellfish, other: 
 
b. List any threatened or endangered species known to be on or near the site. 
 
c. Is the site part of a migration route?  If so, explain. 
 
d. Proposed measure to preserve or enhance wildlife, if any: 
 
 
6. Energy and Natural Resources 
 
a. What kinds of energy (electric, natural gas, oil, wood stove, solar) will be used to meet the 

completed project's energy needs?  Describe whether it will be used for heating, 
manufacturing, etc. 

 
b. Would your project affect the potential use of solar energy by adjacent properties?  If so, 

generally describe. 
 
c. What kinds of energy conservation features are included in the plans of this proposal?  List 

other proposed measures to reduce or control energy impacts, if any: 
 
 
7. Environmental Health 
 
a. Are there any environmental health hazards, including exposure to toxic chemicals, risk of 

fire and explosion, spill, or hazardous waste, that could occur as a result of this proposal.  
If so, describe. 

 
 
 1)  Describe special emergency services that might be required. 
 
 
 2)  Proposed measures to reduce or control environmental health hazards, if any: 
 
b. Noise 
 1)  What types of noise exist in the area which may affect your project (for example:   
 traffic, equipment, operation, other)? 
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2)  What types and levels of noise would be created by or associated with the project on a 
short-term or a long-term basis (for example:  traffic, construction, operation, other)?  
Indicate what hours noise would come from the site. 

 
 3)  Proposed measures to reduce or control noise impacts, if any: 
 
8. Land and Shoreline Use 
 
a. What is the current use of the site and adjacent properties? 
 
b. Has the site been used for agriculture?  If so, describe. 
 
c. Describe any structures on the site. 
 
d. Will any structures be demolished?  If so, what? 
 
e. What is the current zoning classification of the site? 
 
f. What is the current comprehensive plan designation of the site? 
 
g. If applicable, what is the current shoreline master program designation of the site? 
 
h. Has any part of the site been classified as an "environmentally sensitive" area?  If so, 

specify. 
 
i. Approximately how many people would reside or work in the completed project? 
 
j. Approximately how many people would the completed project displace? 
 
k. Proposed measures to avoid or reduce displacement impacts, if any: 
 
l. Proposed measures to ensure the proposal is compatible with existing and projected land 

uses and plans, if any: 
 
9. Housing 
 
a. Approximately how many units would be provided, if any?  Indicate whether high, middle, 

or low-income housing. 
 
b. Approximately how many units, if any, would be eliminated?  Indicate whether high, 

middle, or low-income housing. 
 
c. Proposed measures to reduce or control housing impacts, if any: 
 
10. Aesthetics 
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a. What is the tallest height of any proposed structure(s), not including antennas; what is the 
principal exterior building material(s) proposed? 

 
b. What views in the immediate vicinity would be altered or obstructed? 
 
c. Proposed measure to reduce or control aesthetic impacts, if any: 
 
11. Light and Glare 
 
a. What type of light or glare will the proposal produce?  What time of day would it mainly 

occur? 
 
b. Could light or glare from the finished project be a safety hazard or interfere with views? 
 
c. What existing off-site sources of light or glare may affect your proposal? 
 
d. Proposed measures to reduce or control light and glare impacts, if any: 
 
12. Recreation 
 
a. What designated and informal recreational opportunities are in the immediate vicinity? 
 
b. Would the proposed project displace any existing recreation uses?  If so, describe. 
 
c. Proposed measures to reduce or control impacts on recreation, including recreation 

opportunities to be provided by the project or applicant, if any: 
 
 
13. Historic and Cultural Preservation 
 
a. Are there any places or objects listed on, or proposed for, national, state, or local 

preservation registers known to be on or next to the site?  If so, generally describe. 
 
b. Generally describe any landmarks or evidence of historic, archaeological, scientific, or 

cultural importance known to be on or next to the site. 
 
c. Proposed measures to reduce or control impacts, if any: 
 
 
14. Transportation 
 
a. Identify public streets and highways serving the site, and describe proposed access to the 

existing street system.  Show on site plans, if any. 
 
 
b. Is site currently served by public transit?  If not, what is the approximate distance to the 

nearest transit stop? 
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c. How many parking spaces would the completed project have?  How many would the 

project eliminate? 
 
 
d. Will the proposal require any new roads or streets, or improvements to existing roads or 

streets, not including driveways?  If so, generally describe (indicate whether public or 
private). 

 
 
e. Will the project use (or occur in the immediate vicinity of) water, rail, or air 

transportation?  If so, generally describe. 
 
 
f. How many vehicular trips per day would be generated by the completed project?  If 

known, indicate when peak volumes would occur. 
 
 
g. Proposed measures to reduce or control transportation impacts, if any: 
 
15. Public Services 
 
a. Would the project result in an increased need for public services (for example: fire 

protection, police protection, health care, schools, other)?  If so, generally describe. 
 
b. Proposed measures to reduce or control direct impacts on public services, if any: 
 
16. Utilities 
 
a. Circle utilities currently available at the site:  electricity, natural gas, water, refuse service, 

telephone, sanitary sewer, septic system, other. 
 
b. Describe the utilities that are proposed for the project, the utility providing the service, 

and the general construction activities on the site or in the immediate vicinity which might 
be needed. 

 
C. SIGNATURE 
 
The above answers are true and complete to the best of my knowledge.  I understand that the 
lead agency is relying on them to make its decision. 
 
Signature:  _____________________________________________________ 
Date Submitted:  ________________________________________________ 
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DECLARATION OF OWNERSHIP INSTRUCTIONS 
 
 
 
The Declaration of Ownership must be signed by all parties with interest in the real property.  The 
parties with interest in the property will be listed in the Short Plat Certificate, Plat Certificate, 
Binding Site Plan Certificate, or Boundary Line Adjustment Certificate.  For example, if a property 
owner wants to subdivide his/her property, he/she is married and there is a mortgage on the 
subject property, the declaration must be signed by the husband, the wife, and a representative of 
the mortgage company. 
 
Separate forms are provided for individuals and corporations.  The signatures must be provided on 
the appropriate form. 
 
The owner(s) must insert or attach (and write in "Attached") the legal description for the property, 
insert the date, and sign the form.  All names must be signed in the presence of a Notary Public.  
The Notary Public will request picture identification to notarize the signatures. 
 
If additional forms are needed, they can be copied from the forms provided, or obtained from the 
Planning and Community Development Department. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
City of Everett Planning/Community Development Department 
2930 Wetmore Avenue, Suite 8-A 
Everett, WA  98201-4044 

 
 

SUBDIVISION #__________ 
DECLARATION OF LEGAL DOCUMENTATION 

 
Know all men by these presents: 
That I/we, the undersigned, depose and state that I/we are the owner/owners of the properties 
subject to the boundary line adjustment and am/are solely responsible for securing and executing, 
as well as seeking, all necessary legal advice or assistance concerning the legal documents 
necessary to transfer title to those portions of the properties involved in the boundary line 
adjustment. 
 
That I/we, the undersigned, further depose and state that the legal documents necessary to 
transfer title to the properties in question have been prepared and executed so that upon the 
recording of the boundary line adjustment, the title to the subject properties will accurately 
reflect the new lot line configuration resulting from the boundary line adjustment as approved by 
the City of Everett. 
 
DATED this ______ day of ______________, 20___. 
 
    Signature (s) _________________________________________ 

      _________________________________________ 

STATE OF WASHINGTON ) 
    ss. 
County of _______________ ) 
 
I certify that I know or have satisfactory evidence that __________________________________ 
_____________________________________ signed this instrument and acknowledged it to be 
the free and voluntary act of such party for the uses and purposes mentioned in the instrument. 
 
     Dated: _________________________________________ 
 
     Signature of 
     Notary Public: ___________________________________ 
 (Seal or stamp) 
     Title: ________________________________________ 
 
     My appointment expires: __________________________ 
 



INDIVIDUAL FORM 
 
 

After recording return to: 
City of Everett Public Works/PS  WO#_______________________ 
3200 Cedar Street 2nd Fl     
Everett, WA  98201    Property Address:_____________ 

 
SUBDIVISION #___________ 
DECLARATION OF OWNERSHIP 

 
Know all men by these presents: 
That  I/we,  the  undersigned,  depose  and  state  that  I/we  are  the  owner/owners  of  land 
described by this declaration; and do hereby declare that I/we have no objections to the herein 
described property being subdivided. 
 
Legal description of property (attach if necessary): 
 
 
Tax parcel number: 
 
Cross reference:  See Record of Surveys Auditor File # ______________________________ 
recorded in Volume ____ of Surveys on page ______ Records of Snohomish County, 
Washington, for Short Subdivision map and approvals. 
 
Dated this ________ day of _________________ , 20___ . 
 
        Signature (s)  ______________________________________ 

 

            ______________________________________ 

STATE OF WASHINGTON ) 
        ss. 
County of _______________ ) 
 
I certify that I know or have satisfactory evidence that__________________________________ 
is the person who appeared before me, and said person acknowledged that (he/she) signed this 
instrument and acknowledged it to be (his/her) free and voluntary act of such party for the uses 
and purposes mentioned in the instrument. 
 

          Dated: _______________________________________ 
 

          Signature of 
          Notary Public: _________________________________ 
   
 
(Seal or stamp)        My commission expires: __________________________ 
 



              CORPORATE FORM 
 

 
After recording return to: 
City of Everett Public Works/PS  WO#_______________________ 
3200 Cedar Street 2nd Floor     
Everett, WA  98201                                   Property Address:_____________________ 

 
SUBDIVISION #_______________ 
DECLARATION OF OWNERSHIP 

 

Know all men by these presents: 
That I/we, the undersigned, depose and state that I/we are the owner/owners of land 
described by this declaration; and do hereby declare that I/we have no objections to the herein 
described property being subdivided. 
 
Legal description of property (attach if necessary): 
 
Tax parcel number: 
Cross reference:  See Record of Surveys Auditor File # _________________________________ 
__________________________________ recorded in Volume ____ of Surveys on page ______ 
Records of Snohomish County, Washington, for Short Subdivision map and approvals. 
 
IN WITNESS WHEREOF, said corporation has caused this instrument to be executed by its 
proper officers and its corporate seal to be hereunto affixed this ________ day of 
_________________ , 20___ . 
 

        Signature (s)  _______________________________________ 

            ___________________________________ Title 

            _______________________________________ 

STATE OF WASHINGTON )      ___________________________________ Title 
        ss. 
County of _______________ ) 
 
I certify that I know or have satisfactory evidence that __________________________signed 
this instrument, on oath stated that (he, she, they) (was, were) authorized to execute the 
instrument and acknowledged it as the ___________________________________ of 
_________________________ to be the free and voluntary act of such party for the uses and 
purposes mentioned in the instrument. 
 

          Dated: ______________________________________ 
 

          Signature of 
          Notary Public: ________________________________ 
   
          Residing at: __________________________________ 
 

(Seal or stamp)        My commission expires: _________________________  
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       MAILING LIST INSTRUCTIONS 
REVIEW PROCESS III 

 
 
Why is a mailing list required? 
A mailing list is required from the applicant in order for the City to provide required notice to the owners of 
properties surrounding your project. It is the responsibility of the applicant to obtain accurate ownership 
information of the properties that must be notified and to provide that information to the City on an Excel 
mailing list.  

 
Who is required to be on the Excel mailing list? All owners of properties that are within 500 feet of the 
subject property.  
 
Where do I get an Excel mailing list? 
An Excel mailing list may be obtained from either: 
1) Snohomish County Assessor's Office (assessor.snoco.org or 425.388.3433)  
2) or any Title Company 

 
Properties which include condominiums and/or apartments: 
When a property includes condominiums, the owner of each unit must be on the mailing list.  When a 
property includes apartments, the owner of the apartments, not the tenants, must be on the mailing list.  

 
Format?  
All mailing lists should be created in an Excel spreadsheet document (see example below).  
 
How do I submit? 
1) Submit the Excel list by email to: planning@everettwa.gov  (Include address in subject line.) 
2) Print out the sent email, the Excel mailing list and a map showing all included properties and submit with 
your application.   
 
 

Example of the Excel Spreadsheet Format 
 

 
NAME 

 
COMPANY 

 
ADDRESS  

 
APT/UNIT CITY STATE ZIP 

 
Jane Smith 

 
 

 
123 Grand Ave 

 
Apt #2 Everett WA 98201 

 
 

 

mailto:planning@everettwa.gov�
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SUBDIVISION PLAT MAP REQUIREMENTS 
 

The following matrix shows the items that must be provided on plat maps.  The matrix shows which 
of the following maps the information must be on:  plat maps submitted for preliminary approval, 
supplemental maps submitted for preliminary approval, and final plat maps.  
 
Preliminary and final plat maps must be on 18" x 24" sheets, with 2" margin on the left edge and 
1/2" margin on other sides.  On larger sites, the City may require that plat maps submitted for 
preliminary approval be on larger sheets.    
 
In order to be recorded by Snohomish County, the final plat maps must also be in conformance 
with Snohomish County's recording requirements. 

 

 Preliminary 
Plat Map 

Supplemental 

Maps 

Final Plat 
Maps  

Name of the subdivision:  Block with language 
stating:  City of Everett Subdivision for (ie, Owner's 
Name). 

x x x 

Legal description of entire parcel. 
 

x  (may be 
on the plat 
map or on 

paper) 

 x  

North arrow, scale, date drawn. x x x 

Boundary lines of lots1, right-of-way for streets, 
and easements with accurate bearings, dimensions 
or angles and arcs, with central angles of all curves 

x x x 

Location, names, and right-of-way widths of all 
streets within the short subdivision and 
immediately adjacent to the short subdivision.   

x x x 

Lot numbers, block numbers. x x x 

Reference to private covenants and special short 
plat restrictions, existing and proposed (both those 
to be filed separately and on the face of the short 
plat). 

x  x 

Location, dimensions and purpose of any 
easements, noting if the easements are private or 
public. 

x  x 

Location and description of monuments and lot 
corners set and found.  A boundary survey is 
required for the preliminary submittal.  (All lot 
corners must be found and staked for final 
approval.) 

x  x 

                                                           
1All references to lots include tracts, parcels, and sites. 
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Datum elevations, per City of Everett datum. x x x 

Descriptions and ties to all control points must be 
shown with dimensions, angles, and bearings. 

x x x 

Addresses of all existing structures. x  x 

Setbacks and encroachments of existing structures. x x  

Area of all lots.  x x x 

Lot area calculations when lot size averaging. x   

Building setback lines only if requested by the 
Planning Department to show lot orientation for 
corner lots or building setbacks different than 
zoning code. 

 x x 

If your proposal includes a multiple family 
development as part of the subdivision, see the site 
plan checklist for additional information required 
on a supplemental site plan. 

 x  

Trees greater than 12" in diameter measured at 4.5' 
above existing grade.)   

 x  

The location of driveways, existing and proposed.  
(Staff may require that driveways adjacent to the 
site and across the street be shown.) 

 x  

Existing and proposed utilities, including sewer, 
water, water quality facilities, and 
detention/retention/infiltration facilities. 

 x  

Conceptual design of water quality and detention 
facilities 

x x x 

Conceptual design of proposed recreation facilities 
when applicable. 

 x  

Fire hydrant location and distance to all portions of 
the building site(s). 

 x  

Standard road section, if required by Public Works.  x  

Existing and proposed elevation contours at 
intervals no greater than 5', with benchmark per 
City of Everett datum.  Topographical survey is 
required by a surveyor licensed in the State of 
Washington.  (Note:  the city may require that 
grading contours of 2' be provided for specific 
proposals.) 

 x  
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Environmentally sensitive areas (ESAs) per Section 
37 of the Zoning Code, including: 
 Areas of flood hazard. 
 Streams on or within 100 feet of the project site 
and their buffers.  (Also see the site plan 
requirements in the Administrative Guidelines for 
the Identification and Evaluation of Wetlands and 
Streams.) 
 Wetlands on or within 100 feet of the project site 
and their buffers.  (Also see the site plan 
requirements in the Administrative Guidelines for 
the Identification and Evaluation of Wetlands and 
Streams.)  
 Geologically hazardous areas on or within 25 feet 
of the project site and their buffers, including:   
1.  slopes of 40% and greater,  
2.  erosion hazard areas when associated with 
another ESA,  
3.  landslide hazard areas, and  
4  seismic hazard areas.  
 Fish and wildlife conservation areas.  
 Slopes of 25% or greater associated or in 
conjunction with one or more of the ESAs listed 
above. 
 Ground water discharge areas, such as springs 
and seeps, that are associated with or occur upon 
any of the ESAs listed above. 
 Where buffers are related to slopes, the top, toe, 
and side of the slope must be shown. 
 Location of the Snohomish River, Puget Sound 
(Port Gardner Bay), or Silver Lake if abutting the 
site.  (If development is proposed within 200 feet of 
the shoreline or within the flood plain of the river 
see the Shoreline Permit application for details 
regarding site plan requirements.) 
Proposed stream or wetland mitigation areas. 

 x  

Environmentally Sensitive Area & Buffer Tracts  x x x 

Easement Provisions:   x 

Surveyor's Seal and Signature on all pages. x x x 

Surveyor's Certificate: 
 
A certification by a Surveyor licensed in the State of 
Washington, that the survey is accurate and 
conforms to the provisions of city regulations and 
State law.  

x x x 
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Treasurer’s Certificate: 
 
I, Treasurer of the City of Everett, do hereby certify 
that all local improvement assessments on the 
within described tract of land have been fully paid 
and discharged as of ___________, 20___. 
_________________________ 
Treasurer, City of Everett 
 

  x 

Approvals:   Subdivision No. _________ 
 
The City of Everett hereby determines that this 
short subdivision conforms to RCW 58.17 and EMC 
Title 18 and is hereby approved.  Note:  The City of 
Everett does not in any way warrant nor guarantee 
the accuracy of this record of survey. 
 
Examined and approved this  ___ day of ____ 20__. 
 
_____________________________ 
City of Everett Engineer 
 
Examined and approved this  ___ day of ____ 20__. 
 
_____________________________ 
Director, City of Everett Department of 
Planning/Community Development 

  x 

Recording Certificate : 
 
Filed for record at the request of ___________ this 
___ day of ______, 20__, at ___ minutes past ___  
__m and recorded in Volume ___ of Plats, page 
______, records of Snohomish County, Washington. 
 
________________________ 
Snohomish County Auditor 
 
__________________________ 
Deputy County Auditor 

  x 
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SITE DEVELOPMENT PLAN CHECKLIST 
 
 
The following checklist shows the items that must be provided for all Site Development Plans.  A 
Site Development Plan is required for easement access lots, panhandle lots, lots with setback 
modifications, or variances.   
 
All site development plans must be on a minimum 18” x 24” sheet, at a scale of 1” = 20’.  Note:  when 
a site development plan is required for less than three lots, it may be provided on an 11"x 17" sheet 
of paper.   
 
Please provide the following information: 
 
a) The name or title of the proposed subdivision or short subdivision;  
 
b) The date, north arrow, and scale;   
 
c) Total site (or lot) area, boundary lines of tracts, lot lines, lot number, and block number;   
 
d) Location and name of existing and proposed streets and ROW;  
 
e) Building footprint or building site on each lot showing the placement of the building on the 

lot, proposed private open space, curb cut with access to private parking, landscaped areas, 
proposed setbacks, and the approximate location of contiguous dwellings; 

 
f) Preliminary landscaping plan with location and width of private and public common landscape 

areas; 
 
g) Environmentally sensitive areas, required buffers, and setbacks; 
 
h) Common and private open space and recreation areas, if applicable; 
 
i) Any other special setbacks proposed or required by the City; 
 
j) Common and private parking areas for total site and each lot; and 
 
k) Grade changes of more than 3 feet. 
 


