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Introduction
The Douglas County Department of Community Development is committed to providing open, 
transparent application processes to the public.  This Guide is provided to assist anyone in-
terested in the procedures and expectations involved in amending an approved use by special 
review (USR) through an administrative review process.  The information in this packet is a 
summary of Section 26A of the Douglas County Zoning Resolution (DCZR).

What is an Administrative USR Process?
An administrative amendment is a revision to a special use that has already been approved 
by the Board of County Commissioners.  This amendment may be approved administratively 
if the change does not substantially increase the intensity of the use or impacts to the neigh-
borhood, and is in accordance with the approval standards.

When is an Administrative USR necessary?
An administrative USR process is necessary for anyone proposing to amend an approved USR.  
The Director of Community Development may approve an amendment of the approved USR.   
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Steps 1-3 of the Administrative USR Process

County Staff’s Goal for Completion:  1-2 days
The presubmittal review is the initial review of a proposal to identify potentially significant issues and submittal require-
ments.  While Planning Services staff strives to identify critical issues at presubmittal, additional issues may be identified
during the formal application review and referral process. 

A streamlined presubmittal review process is available for an administrative USR.  The applicant may drop-off, mail-in, or 
e-mail the required presubmittal materials and the proposal will be discussed among staff once received.  Written com-
ments from the presubmittal review are typically provided to the applicant within two days.  Presubmittal comments are 
valid for one year from the date of the presubmittal review.  
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County Staff’s Goal for Completion:  2 days
The applicant must submit the following items to Planning Services for processing:

Submittal Checklist (summarized from Section 26A of the DCZR)
�� Completed Land Use Application form
�� Application fee 
�� Explanation of the amendment and the resulting impacts
�� Amended site plan, as required (see example on page 3)

The Director may require the submittal of a new USR application if a substantial change to the approved USR is proposed.  
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County Staff’s Goal for Completion:  2 days
The Director may approve or deny the application.  If an application is denied, the applicant may appeal to the Board 
of Adjustment in accordance with Section 26A of the DCZR.

Administrative USR Fees
Administrative Amendment - No plan required $275

Administrative Amendment - Plan Required $750

Administrative Horse Boarding $165

- Make checks payable to Douglas County
- Depending on the project, additional fees may apply
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