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POLICY:       To establish a means of evaluating requests to divide a lot of record in 
accordance with criteria outlined in the Subdivision Regulations. 

Listed below are the procedures for processing requests to split a lot of record fronting on a publicly-
maintained roads by means of a common access driveway.   

Receiving: 

1. A driveway permit must be processed through the Office of Codes Enforcement, who is 
responsible for determining that the parcel is a lot of record, accepting the driveway 
permit application that is marked as a common driveway and providing supporting 
documentation in the form of a drawing showing the proposed lot-split.   

2. The Driveway Permit is logged in by Staff Assistant then forwarded to an Engineer 
Technician to verify that both parcels have buildable area outside the limits of the 100-
year flood plain.  If both of the proposed lots do not have buildable area outside the limits 
of the 100-year flood plain, the Development Review Office will return the request to the 
Office of Codes Enforcement with a memorandum stating that the lot split cannot be 
accomplished because both lots do not have buildable area outside of the flood plain.  
The appropriate roadway number and segment should be included as the subject of the 
memo.  If both lots have buildable area out of the flood plain, the request is then 
forwarded to the Construction Inspections Office for processing. 

Review: 

1. The Driveway Permit is processed in accordance with Procedure ECI-4 except that the 
Construction Inspections Office will not notify the Office of Codes Enforcement.  The 
Construction Inspections Office shall notify the Development Review Office that the 
existing driveway is acceptable or that a newly constructed driveway has been installed 
correctly and released for use. 
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Memorandum to the Office of Codes Enforcement: 

The Development Review Office prepares a memorandum to the Lead Permit Clerk with 
comments regarding each request.  If there are any flood prone areas, or section or half-section 
line building setbacks, it should be noted in the memorandum.  Responses to the Office of Codes 
Enforcement should be made as quickly as possible but, at a minimum, within five working days 
of the final inspection and release of the Construction Inspections Office.  For filing purposes, 
the subject of the memorandum should be the adjacent public road segment.  The Staff Assistant 
shall include a copy of the driveway permit and lot-split drawing with the memorandum to the  
Office of Codes Enforcement and with file copy. 

 


