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The Pre-Application Review process helps provide applicants with a quick review of concept development proposals 

based on limited information.  A Pre-Application submittal may be provided at any time, either electronically or in 

hard copy, to the Town of Eaton.  Upon receipt of a check for the amount of the $500 Pre-Application fee, the Town 

of Eaton shall forward the complete application submittal to the Land Use Planning consultant, Baseline 

Engineering Corporation, for processing.  Baseline will send the pre-application on referral and contact the 

applicant with referral information.  Baseline will also contact the applicant to set up either a conference call or an 

in-person meeting at the Town Hall.  Within 10 business days of the pre-application discussion, a follow-up written 

summary will be provided to the applicant with explanations and requirements for moving the project to the 

‘formal application phase’. 

Step 1: Pre—Application Submittal 
a. Applicant submits pre-application form, required items, and $500 fee to the Town of Eaton. 

b. If complete, Town of Eaton will forward the application to Baseline for review and referral. 

Step 2: Referral and Staff Review 
a. Generally within 3 days of receiving a complete pre-application, Baseline will contact the applicant 

regarding referral process and dates. 

b. Pre-application form and plans are forwarded to the Town Engineer, Town Building Official, and the Eaton 

Fire District for initial comments.  At times – other referral agencies may be added to the referral. 

c. Initial comments due within 10 days. 

d. A site visit is usual but optional. 

Step 3: Pre-Application Conference call or In-person Meeting 
a. Baseline will contact applicant to set up an initial conference call or meeting conducted about 10 days after 

submittal of the Pre-Application form. 

b. During the meeting, the applicant will present and summarize the proposed project. 

c. Baseline will then present referral comments and outline the process and submittal requirements for the 

formal application phase. 

d. Applicants don’t need any surprises.  It is strongly encouraged that the applicant meets with Fire 

Department and Building Department staff to discuss formal application requirements as soon as possible.   

Step 4: Pre-Application Response 
a. A Pre-application response will be prepared by Baseline and forwarded to the applicant within 10 business 

days following the pre-application discussion noted in Step 3 above. 

b. Pre-application response will include: 

1. Summary of key issues related to the proposed development 

2. Summary of referral comments 

3. Land use application 

4. Land use application submittal checklist 

5. Development Review Fee Agreement 












