
 

 

 

BOARD OF TRUSTEES MEETING 

Thursday, March 28, 2024 
Executive Session at 5:00 PM & Regular Meeting at 6:00 PM 

Palmer Lake Town Hall – 28 Valley Crescent, Palmer Lake, Colorado 
*LIVE STREAM available at Town website* 

AGENDA 

This agenda is subject to revision 24 hours prior to commencement of the meeting. 

Call to Order 

Roll Call 

Convene to Executive Session 

For the purpose of determining positions relative to matters that may be subject to negotiations, 
developing strategy for negotiations, and/or instructing negotiators pursuant to C.R.S. 24-6-402(4)(e) – 
possible sale of town property; and to confer with special employment counsel for the Town to receive 
legal advice on specific questions concerning information available and responses to inquiries related to 
the separation of former Chief Vanderpool pursuant to C.R.S. 24-6-402(4)(b).  

Reconvene to Open Session at 5:45 PM to open doors for public; regular meeting at 6 PM 

Roll Call  

Pledge of Allegiance 

Presentation 

1. Proclamation for National Library Week, April 7-13 

2. Proposal to Restore Elephant Rock Structures, Lindsay & Richard Willan 

Consent Agenda 

Items under the consent agenda may be acted upon by one motion. If, in the judgment of a board 
member, a consent agenda item requires discussion, the item can be placed on the regular agenda for 
discussion and/or action. 

3. Minutes from February 22, 2024 Meeting 

4. Minutes from Special Meeting on February 28, 2024 

5. Checks over $15,000 - Meyer & Sams/GMS ($18,245.18); Aspen Auto ($22,684.91); CIRSA 
($35,602.73) 
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6. Financials (Feb) 

Staff/Department Reports 

7. Water 

8. Public Works including Roads & Park Maintenance 

9. Police 

10. Fire 

11. Administration 

12. Attorney 

13. Administrator/Clerk 

Public Hearing – Mayor will introduce the item and hear the applicant request. Mayor will ask if any 
public member wishes to speak for or against the request. Public should address the Board members 
directly while members listen. Applicant may provide closing remarks and members may ask questions 
of the applicant. Mayor will close the hearing and, at the business item, members will discuss the item, 
continue the hearing to a particular date, or take action. 

14. Application for Conditional Use Permit for Landscape Yard in C2 Zone (Greater Grounds) - 
Continued by Planning Commission to April 17; Requesting Continue Hearing to April 25 

15. Application for Conditional Use Permit for Multi-Family Residential in C1 Zone 
(Albright/Tedeschi) 

Business Items 

16. Resolution 21-2024 to Approve Conditional Use Permit for Multi-Family Residential in C1 Zone 
(Albright/Tedeschi) 

17. Special Event Application - Fishing Derby, Tri-lakes Lions Club (6/1) 

18. Resolution 22-2024 to Appoint Citizen to Parks and Trails Commission  

19. Update/Action Regarding Applicant Withdrawal of Ben Lomand Mountain Annexation Petition 

20. Discussion/Direction on Proposal to Restore Elephant Rock Structures 

21. Consider Approval of Asbestos Abatement Service to Elephant Rock Structures 

22. Consider Approval of Revised Addendum No 1 to Lease Agreement (Willans) 

23. Consideration to Transfer Greeley Water Tap 

24. Discussion/Direction to Allow Business Directional Sign on Town Owned Property (Alpine 
Essentials) 

25. Discussion/Direction to Allow a Private Well on R-1 Five Acre Property (Miller) 

26. Resolution 23-2024 Authorizing PLPD to Sign a Mutual Aid Agreement with Colorado Rangers 

27. Resolution 24-2024 to Adopt Land Use Application Checklists 

28. Ordinance Relating to Annexation Procedure 
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Public Comment - Public comments are encouraged to be emailed to the Town office at info@palmer-
lake.org with subject line of Public Comment (24 hours prior to meeting) and shall be distributed and 
read at the meeting. Otherwise, please step to the microphone, state your name and address for the 
record, and address the Board on matters not on the agenda.  Please note that the Board will not take 
action on your comment but may refer it to staff and/or a future meeting agenda.  Public members are 
allowed up to 3 minutes for comments.  Thank you! 

Board Reports 

Next Meeting (4/3 All Officials Training; 4/11 Joint Meeting with Planning Commission at 5 pm; 
Regular Meeting at 6 pm) and Future Items 

Convene to Executive Session (for unfinished discussion noted above) 

Reconvene to Open Session 

Adjourn 

 

Americans with Disabilities Act 

Reasonable accommodations for persons with a disability will be made upon request.  Please notify the 
Town of Palmer Lake (at 719-481-2953) at least 48 hours in advance.  The Town of Palmer Lake will make 
every effort to accommodate the needs of the public. 
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RECONSIDERATION OF RESOLUTION 83-2023  
6 CABINS AND LONG HOUSE, MARCH 28TH 2024
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2024 FLOODPLAIN  
provided by Pikes Peak Reginal Building Department
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PROFESSIONAL ENGINEER 
CONCLUSION AND RECOMMENDATION

LONG HOUSE and CABINS
“There are no signs that the roof of 
these structures had failed.  The walls 
of the cabins and long house appear 
relatively plumb (straight).”

DARRELL YEE  PE
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MULTIPLE USE CABIN TEMPLATE  RESTORATION 
TO SUIT 
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STUDIO 1   11.6’ X 20’     
232 sqft 

WAITING 
ROOM

STUDIO 2   11.6’ X 20’     
232 sqft 

STUDIO 4   11.6’ X 14’ 
161sqft 

STUDIO 3   11.6’ X 14’     
161 sqft                      

ADA 
RESTROOM
80 sqft

STUDIO SPACE COMMON AREA  

860 sqft +/- Studio Spaces
300 sqft  Waiting Room

F

BEVERAGE
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INSURANCE FOR 7 CABINS  CAN BE ADDED TO ECOSPA 
LLC POLICY.
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CURRENT VALUE     RENOVATED VALUE
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BOARD OF TRUSTEES MEETING 

Thursday, February 22, 2024 at 6:00 PM 
Palmer Lake Town Hall – 28 Valley Crescent, Palmer Lake, Colorado 

MINUTES 

Call to Order. Mayor Havenar called the meeting to order at 6 pm. 

Pledge of Allegiance 

Roll Call. Present: Mayor Glant Havenar; Trustees Nick Ehrhardt, Shana Ball, Jessica Farr, Sam Padgett, 
Dennis Stern. Excused: Trustee Kevin Dreher. 

Consent Agenda. MOTION (Farr, Ehrhardt) to approve the consent agenda including 1) Minutes from 
February 8, 2024 Meeting; and 2) Financials (January). Roll call vote – aye 6; nay 0. Motion passed. 

Staff/Department Reports 

3. Attorney – Attorney Krob referenced the memo relaying the annexation timeline. 

4. Administrator/Clerk – Collins reported that applicants for the accounting clerk and equipment 
operator are being reviewed and interviewed but applications for a second review are due mid March. 
Advertising for the Public Works Supervisor and Deputy Town Clerk are posted. Collins pointed out the 
new graphs in the January financials. CDOT will be working on tree trimming and exploratory work 
under the roadway at Hwy 105 between Spring and Vale. A discussion about way finding signs was 
raised at the Planning Commission meeting for a future Board discussion. Collins thanked members 
who attended the Tri-lakes Chamber After Hours event on Tuesday as well as restaurants featured – 
Nikki’s Catering, Sundance Pit BBQ and Bella Panini. 

Public Hearing  

5. Eligibility of Property for Annexation - Ben Lomand Mountain (United Congregational Church). 
Attorney Krob reminded the Board and public that this is a continued hearing for the eligibility of the 
property to be annexed. Mr. Dan Madison, Manhard, reviewed the eligibility criteria of the project, 
stating that the property exceeds the requirement of 1/6 congruity, little impact for services, and 
explained the proposed development being self-sufficient for water and sewer. Background of the 
applicant’s work for the past three years was briefly reviewed. Mr. Roger Moseley stated that he 
believes the comments by Attorney Krob are inaccurate and shared portions of the draft annexation 
agreement. He stated the impact report is terrible, and he added that eligibility does not include a 
finance plan. He commented that the land use map requires an annual review, last done in October 
2022. Ms. Marty Brodzik stated that she is not for or against the annexation but referenced state 
statutes about a finance plan, cost analysis for the project. She reviewed comments in the impact 
report and the County Commissioner comments and she distributed her own financial analysis of the 
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project to the Board members. Mr. Johan Moen stated he is in favor of the annexation for local 
cooperation. He inquired about who the developer is and expressed concern about access using 
Capella. Mr. Reid Wiecks expressed concern about connection to the planned El Paso County trails. He 
expressed interest in being involved in the process to have access to the area. Mr. Mike Richards stated 
concerns about the water impact depending on the aquifer. Mr. Larry Widow suggested that both 
water and fire are large impact areas to the town and had concern about the growth to the town. 
Mayor Havenar and Trustee Ball responded about development of the public safety departments and a 
facility. Mayor Havenar offered to review the information from the town water system improvement 
study. Mr. Madison of Manhard stated market drives development and restated that the eligibility 
requirement is capability for development. He stated the impact report was prepared by the town for 
the County. Discussion took place about a traffic study and roadway improvement being addressed in 
the design phase. Mr. Madison stated that the property owner intends to complete the fully design 
step and then consider whether to sell the lots to build or bring on a general contractor to build out. 
He stated the layout of the development is not prepared and the applicant is taking one step at a time. 
Access to Capella was reiterated to be emergency not primary, and primary access is intended to be 
County Line Road. Discussion of zoning took place for a minimum lot size of 2.5 acre. Mr. Madison 
explained trails and open space being a part of the design phase. He added that water requirements 
for wells will follow state requirements and that the landowner has water rights for the volume of 
water needed to develop. As development takes place, Mr. Madison noted that fire mitigation 
naturally takes place. Mayor Havenar expressed appreciation to Mr. Madison for addressing the 
questions raised by the public. Mr. Moseley restated that the land use plan should be updated and 
noted that the Board is committing the town to all costs. Ms. Brodzik clarified to the Board that if the 
project is phased, it requires a master plan. Mr. Richards inquired about tax revenue if the 
development is put off. Mr. Bill Fisher asked specifically about the annexation agreement being 
carefully considered. Mr. Matt Stephen inquired about the next steps and Attorney Krob stated the 
Board may consider an ordinance to consider the annexation agreement, rezone, and approve 
annexation of the property. Mayor Havenar closed the hearing.  

Mayor Havenar suggested a short recess at 7:18 pm.  

At 7:26 pm, Mayor reconvened the meeting. 

Business Items 

6. Resolution 13-2024 Making Findings Regarding Eligibility for Annexation - Ben Lomand 
Mountain (United Congregational Church). Mayor Havenar suggested a special meeting on 2/28 to 
hold an executive session to review the draft annexation agreement and a special meeting on 3/4 to 
devote to consideration of the annexation. Mr. Roger Moseley objected to the limited time to be 
involved with the annexation agreement. Ms. Marty Brodzik asked why discussion would be in 
executive session. She reiterated her concern of the cost to the community. Attorney Krob explained 
the purpose for executive session. Trustee Dennis Stern suggested that the specific questions and 
concerns be sent to the town about the annexation agreement before 2/28 meeting. Ms. Brodzik 
stated she has the entire document commented. MOTION (Stern, Ball) to approve Resolution 13-2024 
regarding eligibility of the property for annexation.  Roll call vote – aye 6; nay 0. Motion passed. 
MOTION (Farr, Ball) to set two special meetings on 2/28 and 3/4. Roll call vote – aye 6; nay 0. Motion 
passed. 
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7. Special Event Application - Joy on the Rock Service and Brunch (3/31). Collins provided details 
for the community easter service beginning at 10 am and brunch to follow. MOTION (Padgett, Stern) to 
approve the event and waive fees. Roll call vote – aye 6; nay 0. Motion passed. 

8. Resolution 18-2024 to Approve Addendum No 1 to Lease Agreement with EcoSpa, Elephant 
Rock Property (Annex). Ms. Lindsay Willan provided a handout of the proposed bathroom to the annex 
building and that they are moving forward with plans, including a website that under construction. This 
addendum no 1 provides for 8% of profits of renting the annex. Trustee Stern inquired about revenue 
projections. Mr. Reid Wiecks pointed out boundaries of the Eco Spa that will not allow for trail access. 
MOTION (Ball, Padgett) to approve Resolution 18-2024 approving the addendum to the lease. Roll call 
vote – aye 6; nay 0. Motion passed. 

9. Resolution 9-2024 to Approve Memo of Understanding for Pickleball Courts. Collins referenced 
the relocation of the pickleball courts thereby removing the language about funds to replace a water 
line from the MOU. MOTION (Padgett, Farr) to approve Resolution 9-2024 to approve the MOU as 
presented. Roll call vote – aye 6; nay 0. Motion passed. 

10. Resolution 19-2024 to Renew/Amend Contract with Chavez Consulting LLC. MOTION (Farr, Ball) 
to approve Resolution 19-2024 to renew the contract with Chavez Consulting. Roll call vote – aye 6; 
nay 0. Motion passed. 

11. Resolution 15-2024 to Adopt the 2024 Master Fee Schedule. Mayor Havenar asked if members 
had any additional questions since the workshop. Mr. Reid Wiecks suggested adding fees for use of the 
ballfield. Collins noted that a discussion with the Little League should take place prior to changing their 
use of the field. MOTION (Padgett, Ball) to approve Resolution 15-2024 to adopt the 2024 master fee 
schedule. Roll call vote – aye 5; nay 1 (Farr). Motion passed.  

12. Resolution 20-2024 Relating to Migrant Response and Declaring Status as Non-Sanctuary Town. 
Mayor Havenar explained the resolution in response to declaring the non-sanctuary status. Discussion 
took place about limited town resources. Trustee Ehrhardt stated that he understands the town does 
not have government resources but believes the town can be neighborly, welcoming, and community 
members can assist. Discussion about different perspectives took place. Ms. Rebecca Albright stated 
that she did not understand why the Board is making a declaration. She expressed concern of stating 
an absolute shutdown. Trustee Ball stated there is a necessity to make a declaration. Attorney Krob 
responded that declaring a status is not a legal matter but a political statement. Mr. Roger Moseley 
stated he accepts immigrants and that the bus drivers transporting them should be removed. Mr. 
Brandon Hamschin stated there is a gray area of border towns managing immigrants. Ms. Marty 
Brodzik stated that even with a signed resolution, anyone can go anywhere. Chief Jason Vanderpool 
stated a citation issued will be in municipal court. Discussion took place if the town were to experience 
an influx of immigrants. MOTION (Farr, Stern) to approve Resolution 20-2024 declaring status as non-
sanctuary. Roll call vote – aye 4; nay 2 (Ehrhardt, Padgett). Motion passed. 

13. Authorize Mayor to Sign Joint Jurisdictional Letter Relating to Cooperation within El Paso 
County. Trustee Ball read the drafted letter from multiple municipalities to residents for the record. 
Mr. Roger Moseley asked what law is the jurisdiction. Mayor Havenar explained that multiple El Paso 
County municipalities are working together to collaborate as a County, not individual municipalities 
regarding a migrant response. MOTION (Farr, Padgett) to authorize the Mayor to sign the final letter. 
Roll call vote – aye 5; nay 1 (Ehrhardt). Motion passed. 
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14. Ordinance to Create/Add Annexation Language to the Town Land Use Code. Attorney Krob 
explained that the following three land use ordinances are to fill gaps that exist in the current town 
code. He stated the annexation language is statutory, was not prepared and will be forthcoming at a 
future meeting. Mr. Roger Moseley pointed out errors with punctuation and numbering format. Ms. 
Marty Brodzik asked why these code items are considered without review by Planning Commission. 
Mr. Moseley inquired about the items being rushed. Collins stated that staff has been dealing with 
difficult gaps in the land use code and that Planning Commission will be reviewing land use code in 
conjunction with planning consultant Community Matters for a unified code. Ms. Claudia Beltran 
stated that others agree and ask that the Board follow a process.  

15. Ordinance to Create/Add Rezoning Language to Town Land Use Code. This language is to 
establish criteria for rezoning process. MOTION (Ball, Ehrhardt) to adopt Ordinance 3-2024 to create 
rezoning language. Roll call vote – aye 5; nay 1 (Padgett). Motion passed. 

16. Ordinance to Create/Add Code to Recognize Application Checklist. This language is to establish 
the procedures and reference a checklist for application submittal. MOTION (Ball, Farr) to adopt 
Ordinance 2-2024 for application procedures. Roll call vote – aye 6; nay 0. Motion passed.  

Public Comment. Mr. Matt Beverly offered his civil engineering background and moved to the area 
permanently. He stated that he has followed the Monument planning activity and suggested reviewing 
the July 17, 2023 minutes for information.  

Next Meeting (3/14) and Future Items. The special meetings of 2/28 and 3/4 were noted. 

Board Reports. Trustee Ball reported that the EMS grant was successfully submitted. Trustee Padgett 
stated she attended her first Community Development Advisory Board meeting and stated the town 
will be hosting a public information meeting in the future to consider areas of funding for economic 
development. Trustee Stern reported his attendance to the PPRBD meeting and that permit activity 
increased in January. Mayor Havenar stated that PPACG discussed position on specific legislative issues 
as it relates to transportation, elderly, and teen driving.  

Convene to Executive Session. For the purpose of considering purchase acquisition, lease, transfer or 
sale of any real or personal property interest under C.R.S. 24-6-402(4)(a) and for determining positions 
relative to matters that may be subject to negotiations, developing strategy for negotiations, and/or 
instructing negotiators under C.R.S. 24-6-402(4)(e) – negotiation and possible sale of town property, 
and negotiation of possible lease of elephant rock property. MOTION (Farr, Padgett) to convene to 
executive session at 8:57 pm. Roll call vote – aye 6; nay 0. Motion passed. 

Reconvene to Open Session 

Adjourn. MOTION (Stern, Havenar) to adjourn at 10:05 pm. Motion passed. 

 

 

               

Mayor Glant Havenar     ATTEST:  Dawn A. Collins, Town Clerk 
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BOARD OF TRUSTEES - SPECIAL MEETING 

Wednesday, February 28, 2024 at 5:00 PM 
Palmer Lake Town Hall – 28 Valley Crescent, Palmer Lake, Colorado 

MINUTES 

Call to Order. Mayor Havenar called the special meeting to order at 5:02 pm. 

Pledge of Allegiance. Led by Trustee Stern. 

Roll Call. Present: Mayor Glant Havenar; Trustees Nick Ehrhardt, Shana Ball, Jessica Farr, Kevin Dreher, 
Dennis Stern. Excused: Trustee Sam Padgett. 

Convene to Executive Session. For the purpose of determining positions relative to matters that may 
be subject to negotiations, developing strategy for negotiations, and/or instructing negotiators under 
C.R.S. 24-6-402(4)(e) and for conference with Town Attorney for the purpose of receiving legal advice 
under C.R.S. 24-6-402(4)(b) – review of draft annexation agreement, Ben Lomand property. MOTION 
(Farr, Stern) to convene to executive session. Roll call vote – aye 6; nay 0. Motion passed. 

Reconvene to Open Session. Board members reconvened at 6:58 pm. 

Adjourn. MOTION (Farr, Dreher) to adjourn at 6:59 pm. Motion passed. 

 
 
               
Mayor Glant Havenar     ATTEST:  Dawn A. Collins, Town Clerk 
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TOWN OF PALMER LAKE
Financial Statements

February 2024
Unaudited
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Schedule of Cash Position 
February 2024
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FINANCIAL INSTITUTION ACCOUNT NAME
CHECKING / 

SAVINGS
BANK 
RATE

BALANCE

GENERAL FUND OPERATING:

Community Banks of CO General Fund Operating Checking n/a 1,338,783$    

GENERAL FUND RESERVES:

Colorado Trust (ColoTrust) General Fund Reserve Savings 5.52% 1,513,811$    
* Operating Reserve - 3 months ($752,109)

Colorado Trust (ColoTrust) Police Reserve Savings 5.52% 7$   

Colorado Trust (ColoTrust) Fire Reserve Savings 5.52% 64,337$    

Colorado Trust (ColoTrust) Roads Reserve Savings 5.52% 10,714$    

General Fund Reserves Subtotal 1,588,869$    

General Fund Accounts Total 2,927,652$    

WATER FUND OPERATING:

Community Banks of CO Water Fund Operating Checking n/a 1,211,286$    

WATER FUND RESERVES:

Colorado Trust (ColoTrust) Water Reserve Savings 5.52% 192,829$    

Colorado Trust (ColoTrust) Water Cap Imp Reserve Savings 5.52% 214,290$    

RESTRICTED FUNDS (WATER FUND):

Colorado Trust (ColoTrust) Water Loan Reserve Savings 5.52% 213,625$    
* Restricted - Loan Reserve - 3 months ($224,600)

Water Fund Accounts Total 1,832,030$    

CONSERVATION TRUST FUND:

Colorado Trust (ColoTrust) CTF Reserve Savings 5.52% 29,297$    

Conservation Trust Fund Account Total 29,297$    

CONSERVATION TRUST FUND

WATER FUND

TOWN OF PALMER LAKE
Schedule of Cash Position

February 2024

GENERAL FUND
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Financial Reports 
February 2024
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2024  Variance   Percent 
Adopted Favorable of Budget
Budget Actual (Unfavorable) (YTD 17%)

REVENUE
Taxes 2,794,447$        556,080$           (2,238,367)$      20%
Fees and Licenses 291,025             16,965               (274,060)           6%
Intergovernmental 7,000                 82                      (6,918)                1%
Fines 65,000               13,800               (51,200)              21%
Interest 80,000               14,354               (65,646)              18%
Departmental 65,000               9,538                 (55,462)              15%
Grants and Donations 1,385,959          2,000                 (1,383,959)        0%
Miscellaneous 70,000               15,314               (54,686)              22%

Total Revenue 4,758,431$        628,134$           (4,130,298)$      13%
  

EXPENDITURES
Administration    

Salaries and Benefits 246,873$           26,250$             220,623$           11%
Professional Services 373,000             42,634               330,366             11%
Administrative/Operations 332,936             44,944               287,992             13%
Capital Outlays 10,000               -                         10,000               0%

Total Administration 962,809$           113,828$           848,981$           12%
 
 

Salaries and Benefits 674,622$           126,051$           548,571$           19%
Professional Services 112,600             983                    111,617             0%
Administrative/Operations 86,845               6,037                 80,808               7%
Capital Outlays 80,000               -                         80,000               0%

Total Police Department 954,067$           133,071$           820,996$           14%

 
Salaries and Benefits 630,741$           95,385$             535,356$           15%
Professional Services 10,000               3,970                 6,030                 0%
Administrative/Operations 128,600             11,098               117,502             9%

Total Fire Department 769,341$           110,453$           658,888$           14%

 
Salaries and Benefits 334,898$           48,152$             286,746$           14%
Professional Services 40,300               316                    39,984               1%
Administrative/Operations 167,500             13,530               153,970             8%
Capital Outlays 1,673,580          16,410               1,657,170          1%

Total Roads Department 2,216,278$        78,408$             2,137,870$        4%

Public Works Department - Parks  
Administrative/Operations 42,100$             5,222$               36,878$             12%
Capital Outlays 31,000$             -$                       31,000$             0%

Total Parks Department 73,100$             5,222$               67,878$             7%

Total Expenditures 4,975,596$        440,982$           4,534,614$        9%
  

EXCESS OF REVENUE OVER (UNDER)
EXPENDITURES (217,165)$         187,152$           404,316$           

FUND BALANCE - BEGINNING OF YEAR 3,651,518$        

FUND BALANCE - END OF YEAR 3,838,670$        

Recommended Operating Reserve - 3 months 752,109             

Fire Department

Public Works Department - Roads

Police Department

TOWN OF PALMER LAKE
SCHEDULE OF REVENUE, EXPENDITURES AND CHANGES IN

FUND  BALANCE - BUDGET AND ACTUAL

GENERAL FUND
For the Two Months Ended February 29, 2024

UNAUDITED
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2024 Variance Percent 
Adopted Favorable of Budget
Budget Actual (Unfavorable) (YTD 17%)

REVENUE
Water Billing 1,375,000$    205,323$       (1,169,677)$      15%
Water Improvement Fee 74,000  12,558  (61,442)    17%
Water Loan 216,000   36,044  (179,956)  17%
Water Tap Fees 72,000  7,703    (64,297)    11%
Water Meter/Parts 2,550    - (2,550) 0%
Late Fees/Service Fees 16,000  3,956    (12,044) 25%
Interest 24,000  5,608    (18,392) 23%
American Rescue Plan 103,669   - (103,669) 0%
PLES Upper Glenway Water Improvement 101,520   - (101,520) 0%

Total Revenue 1,984,739$    271,192$       (1,713,547)$      14%

EXPENDITURES
Salaries and Benefits 519,749$       66,594$     453,155$      13%
Professional Services 137,000   13,483  123,517   10%
Administrative/Operations 438,300   89,791  348,509   20%
Capital Outlays 649,290   8,320    640,970   1%
Debt Service 207,179   - 207,179 0%

Total Expenditures 1,951,518$    178,188$       1,773,330$       9%

EXCESS OF REVENUE OVER (UNDER)
EXPENDITURES 33,221$     93,004$     59,783$     

FUND BALANCE - BEGINNING OF YEAR 1,316,293$    

FUND BALANCE - END OF YEAR 1,409,297$    

Less: Restricted Operating Reserve - 3 months (224,600) Note 1

FUND BALANCE - END OF YEAR - Unrestricted 1,184,697$    

Note 1: CWR&PDA Loan Requirement

UNAUDITED
For the Two Months Ended February 29, 2024

TOWN OF PALMER LAKE
SCHEDULE OF REVENUE, EXPENDITURES AND CHANGES IN

FUNDS AVAILABLE  - BUDGET AND ACTUAL

WATER ENTERPRISE FUND
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2024 Variance   Percent 
Adopted Favorable of Budget
Budget Actual (Unfavorable) (YTD 17%)

REVENUE
State Shared Revenue 36,140$         -$  (36,140)$       0%
Interest 1,200 265 (935) 22%

Total Revenue 37,340$         265$  (37,075)$       1%

EXPENDITURES
Salaries and Benefits 14,380$         -$  14,380$        0%
Administrative/Operations 3,000 - 3,000 0%
Capital Outlays 19,000           - 19,000 0%

Total Expenditures 36,380$         -$  36,380$        0%

NET CHANGE IN FUND BALANCE 960$  265$  (695)$            

FUND BALANCE - BEGINNING OF YEAR 59,044$         

FUND BALANCE - END OF YEAR - Restricted 59,309$         

UNAUDITED

TOWN OF PALMER LAKE
STATEMENT OF REVENUE, EXPENDITURES AND CHANGES IN

FUND BALANCE - BUDGET AND ACTUAL

CONSERVATION TRUST FUND
For the Two Months Ended February 29, 2024
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February 2024
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System:     3/20/2024   10:15:20 AM                      Town of Palmer Lake                                Page:    1
User Date:  3/20/2024                                VENDOR CHECK REGISTER REPORT                           User ID: mkelly
                                                         Payables Management

  Ranges:         From:                          To:                                          From:            To:
    Check Number  First                          Last                           Check Date    2/1/2024         2/29/2024
    Vendor ID     First                          Last                           Checkbook ID  First            Last
    Vendor Name   First                          Last

  Sorted By:  Check Number

  * Voided Checks

  Check Number         Vendor ID       Vendor Check Name             Check Date  Checkbook ID     Audit Trail Code           Amount
  ---------------------------------------------------------------------------------------------------------------------------------
  49597                AIRGAS          AIRGAS USA, LLC                 2/8/2024  COBANK-CKG 9495  PMCHK00000149             $116.48
  49598                AMERICANWATERWO AMERICAN WATER WORKS ASSOCIATI  2/8/2024  COBANK-CKG 9495  PMCHK00000149             $412.00
  49599                CHAVEZCONSULTIN CHAVEZ CONSULTING INC., LLC     2/8/2024  COBANK-CKG 9495  PMCHK00000149             $150.00
  49600                COLORADOINTERAC COLORADO INTERACTIVE, LLC       2/8/2024  COBANK-CKG 9495  PMCHK00000149           $1,651.00
  49601                CKT             COMMON KNOWLEDGE TECHNOLOGY     2/8/2024  COBANK-CKG 9495  PMCHK00000149           $2,472.75
  49602                COMMUNITYMATTER COMMUNITY MATTERS INSTITUTE     2/8/2024  COBANK-CKG 9495  PMCHK00000149           $9,665.00
  49603                ECS             EMPLOYERS COUNCIL               2/8/2024  COBANK-CKG 9495  PMCHK00000149              $86.25
  49604                ESO             ESO SOLUTIONS, INC.             2/8/2024  COBANK-CKG 9495  PMCHK00000149             $208.53
  49605                GALLS           GALLS, LLC                      2/8/2024  COBANK-CKG 9495  PMCHK00000149              $88.65
  49606                JAN-PROFRANCHIS JAN-PRO FRANCHISE DEVELOPMENT   2/8/2024  COBANK-CKG 9495  PMCHK00000149             $255.00
  49607                KELLYBOOKSLLC   KellyBooks LLC                  2/8/2024  COBANK-CKG 9495  PMCHK00000149           $4,250.00
  49608                KONICAMINOLTA   KONICA MINOLTA BUSINESS SOLUTI  2/8/2024  COBANK-CKG 9495  PMCHK00000149               $2.53
  49609                MONARCHMERCHAND MONARCH MERCHANDISING           2/8/2024  COBANK-CKG 9495  PMCHK00000149             $194.00
  49610                PALMERLAKESANIT PALMER LAKE SANITATION          2/8/2024  COBANK-CKG 9495  PMCHK00000149           $1,820.44
  49611                PIKESPEAKREGION PIKES PEAK REGIONAL WATER AUTH  2/8/2024  COBANK-CKG 9495  PMCHK00000149           $7,134.28
  49612                REDNOLAND       RED NOLAND COLLISION CENTER     2/8/2024  COBANK-CKG 9495  PMCHK00000149           $2,269.00
  49613                REPUBLICSERVICE REPUBLIC SERVICES #653          2/8/2024  COBANK-CKG 9495  PMCHK00000149           $1,146.72
  49614                RICKAUSMUSTRUCK RICK AUSMUS TRUCKING            2/8/2024  COBANK-CKG 9495  PMCHK00000149             $300.00
  49615                GAZETTE         THE GAZETTE                     2/8/2024  COBANK-CKG 9495  PMCHK00000149              $58.32
  49616                TRILAKESCHAMBER TRI-LAKES CHAMBER OF COMMERCE   2/8/2024  COBANK-CKG 9495  PMCHK00000149              $50.00
  49617                UNCC            UTILITY NOTIFICATION CENTER OF  2/8/2024  COBANK-CKG 9495  PMCHK00000149              $15.48
  49618                HIGHERSTANDARD  HIGHER STANDARD PAINTING COMPA 2/15/2024  COBANK-CKG 9495  PMCHK00000150           $1,215.00
  49619                KNASTERTECHNOLO THE KNASTER TECHNOLOGY GROUP   2/15/2024  COBANK-CKG 9495  PMCHK00000150             $185.00
  49620                WITMERPUBLIC    WITMER PUBLIC SAFETY GROUP INC 2/15/2024  COBANK-CKG 9495  PMCHK00000150             $173.77
  49621                AT&TMOBILITY    AT & T MOBILITY                2/22/2024  COBANK-CKG 9495  PMCHK00000151           $1,570.38
  49622                CENTURYLINK     CENTURYLINK                    2/22/2024  COBANK-CKG 9495  PMCHK00000151             $607.33
  49623                COREANDMAIN     CORE & MAIN LLP                2/22/2024  COBANK-CKG 9495  PMCHK00000151           $2,043.36
  49624                ESO             ESO SOLUTIONS, INC.            2/22/2024  COBANK-CKG 9495  PMCHK00000151           $3,055.00
  49625                FAILSAFETESTING FAILSAFE TESTING LLC           2/22/2024  COBANK-CKG 9495  PMCHK00000151             $235.68
  49626                CICCOLELLAJOHN  JOHN CICCOLELLA                2/22/2024  COBANK-CKG 9495  PMCHK00000151             $320.00
  49627                KROBLAWOFFICES  KROB LAW OFFICE, LLC           2/22/2024  COBANK-CKG 9495  PMCHK00000151          $10,220.00
  49628                UCHEALTH        Memorial Health System         2/22/2024  COBANK-CKG 9495  PMCHK00000151             $185.18
  49629                MYFLEETCENTER   MYFLEETCENTER                  2/22/2024  COBANK-CKG 9495  PMCHK00000151              $79.02
  49630                PAVEMENTREPAIR  PAVEMENT REPAIR & SUPPLIES, IN 2/22/2024  COBANK-CKG 9495  PMCHK00000151           $1,237.50
  49631                DPCINDUSTRIES   PVS DX, INC.                   2/22/2024  COBANK-CKG 9495  PMCHK00000151           $2,489.94
  49632                XEROX           XEROX BUSINESS SOLUTIONS SOUTH 2/22/2024  COBANK-CKG 9495  PMCHK00000151             $956.12
                                                                                                               --------------------
  Total Checks:      36                                                                Total Amount of Checks:           $56,919.71
                                                                                                               ====================
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From: To:
ACH Date 2/1/2024 2/29/2024
Checkbook ID COBANK-CKG 9495 COBANK-CKG 9495

Sorted By: Date

Trx Date Orig. Audit Trail Distribution Reference Orig. Master Number Orig. Master Name Amount

2/5/2024 CMTRX00000124 Bank Transaction Entry WDL000001119 Parking Kiosk Fee 159.60                         
2/6/2024 CMTRX00000130 Bank Transaction Entry WDL000001171 WEX Fuel 3,054.18                      
2/7/2024 CMTRX00000124 Bank Transaction Entry WDL000001120 CORE Electric 9,798.99                      
2/7/2024 CMTRX00000124 Bank Transaction Entry WDL000001121 Humana 1,120.41                      
2/8/2024 CMTRX00000124 Bank Transaction Entry WDL000001122 Paycom 61,774.46                   
2/8/2024 CMTRX00000124 Bank Transaction Entry WDL000001137 Black Hills Energy 79.55                           

2/12/2024 CMTRX00000124 Bank Transaction Entry WDL000001114 HealthEquity 5.00                             
2/13/2024 CMTRX00000124 Bank Transaction Entry WDL000001123 Pinnacol Assurance 15,039.00                   
2/13/2024 CMTRX00000124 Bank Transaction Entry WDL000001138 Black Hills Energy 261.12                         
2/13/2024 CMTRX00000124 Bank Transaction Entry WDL000001139 Black Hills Energy 201.18                         
2/13/2024 CMTRX00000124 Bank Transaction Entry WDL000001140 Black Hills Energy 197.56                         
2/13/2024 CMTRX00000124 Bank Transaction Entry WDL000001141 Black Hills Energy 146.28                         
2/13/2024 CMTRX00000124 Bank Transaction Entry WDL000001142 Black Hills Energy 111.64                         
2/13/2024 CMTRX00000124 Bank Transaction Entry WDL000001143 Black Hills Energy 89.25                           
2/13/2024 CMTRX00000124 Bank Transaction Entry WDL000001144 Black Hills Energy 27.16                           
2/14/2024 CMTRX00000124 Bank Transaction Entry WDL000001115 FPPA 7,058.25                      
2/15/2024 CMTRX00000124 Bank Transaction Entry WDL000001118 PCS 2,417.87                      
2/21/2024 CMTRX00000124 Bank Transaction Entry WDL000001126 Amcobi 1,141.51                      
2/21/2024 CMTRX00000124 Bank Transaction Entry WDL000001127 Amcobi 211.24                         
2/21/2024 CMTRX00000124 Bank Transaction Entry WDL000001128 Amcobi 139.15                         
2/21/2024 CMTRX00000124 Bank Transaction Entry WDL000001129 Amcobi 134.65                         
2/21/2024 CMTRX00000124 Bank Transaction Entry WDL000001130 Amcobi 114.37                         
2/21/2024 CMTRX00000124 Bank Transaction Entry WDL000001131 Amcobi 111.85                         
2/21/2024 CMTRX00000124 Bank Transaction Entry WDL000001132 Amcobi 91.72                           
2/21/2024 CMTRX00000124 Bank Transaction Entry WDL000001133 Amcobi 90.04                           
2/21/2024 CMTRX00000124 Bank Transaction Entry WDL000001134 Amcobi 88.36                           
2/21/2024 CMTRX00000124 Bank Transaction Entry WDL000001135 Amcobi 88.36                           
2/21/2024 CMTRX00000124 Bank Transaction Entry WDL000001136 Amcobi 85.00                           
2/21/2024 CMTRX00000129 Bank Transaction Entry WDL000001170 Visa Cardmember Services 3,370.11                      
2/22/2024 CMTRX00000124 Bank Transaction Entry WDL000001113 Paycom 75,273.95                   
2/26/2024 CMTRX00000124 Bank Transaction Entry WDL000001124 Anthem 8,990.03                      
2/28/2024 CMTRX00000124 Bank Transaction Entry WDL000001116 FPPA 7,194.90                      
2/28/2024 CMTRX00000124 Bank Transaction Entry WDL000001117 PCS 2,315.46                      

Total ACHs: 33 Total Amount of ACHs: 200,982.20$               

Town of Palmer Lake
ACH REGISTER REPORT
Payables Management
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February 2024
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TOWN OF PALMER LAKE
REVENUE CHARTS

GENERAL FUND
For the Two Months Ended February 29, 2024

UNAUDITED

Taxes
89%

Fees and 
Licenses

3%

Intergovernmental 
0%

Fines
2%

Interest
2%

Departmental 
2%

Grants and Donations 
0%

Miscellaneous
2%

Revenue Composition - February 2024

Taxes Fees and Licenses Intergovernmental Fines Interest Departmental Grants and Donations Miscellaneous
FY2023 $483,586 $35,943 $- $7,113 $11,258 $6,002 $- $40,694
FY2024 $556,080 $16,965 $82 $13,800 $14,354 $9,538 $2,000 $15,315

 $-
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Revenue Composition - Prior Year Comparison
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TOWN OF PALMER LAKE
EXPENDITURE CHARTS

GENERAL FUND
For the Two Months Ended February 29, 2024

UNAUDITED

Salaries and 
Benefits

66%

Professional 
Services

11%

Administrative/
Operations

19%

Capital Outlays
4%

Expenditure Composition by Type - February 2024

Salaries and Benefits Professional Services Administrative/Operations Capital Outlays
FY2023 $245,864 $26,463 $64,254 $9,760
FY2024 $291,177 $47,903 $85,492 $16,410

 $-

 $50,000

 $100,000

 $150,000

 $200,000

 $250,000

 $300,000

 $350,000

Expenditure Composition by Type - Prior Year Comparison
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TOWN OF PALMER LAKE
EXPENDITURE CHARTS

GENERAL FUND
For the Two Months Ended February 29, 2024

UNAUDITED

Administration
26%

Police
30%

Fire
25%

Roads
18%

Parks
1%

Expenditure Composition by Department - February 
2024

Administration Police Fire Roads Parks
FY2023 $112,351 $91,165 $97,063 $45,373 $389
FY2024 $113,828 $133,071 $110,453 $78,408 $5,222

 $-
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Expenditure Composition by Department - Prior Year Comparison
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TOWN OF PALMER LAKE
REVENUE CHARTS

WATER ENTERPRISE FUND
For the Two Months Ended February 29, 2024

UNAUDITED

Water Billing
76%

Water 
Improvement 

Fee
5%

Water Loan
13%

Water Tap Fees
3%

Water 
Meter/Parts

0%

Late Fees/Service 
Fees
1%

Interest
2%

American Rescue 
Plan
0%

PLES Upper 
Glenway Water 
Improvement

0%

Revenue Composition - February 2024

Water Billing
Water Improvement

Fee Water Loan Water Tap Fees Water Meter/Parts
Late Fees/Service

Fees Interest
American Rescue

Plan

PLES Upper
Glenway Water
Improvement

FY2023 $146,689 $9,241 $35,975 $8,271 $650 $3,378 $3,661 $- $-
FY2024 $205,323 $12,558 $36,044 $7,703 $- $3,956 $5,608 $- $-

 $-
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 $250,000

Revenue Composition - Prior Year Comparison
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TOWN OF PALMER LAKE
EXPENDITURE CHARTS

WATER ENTERPRISE FUND
For the Two Months Ended February 29, 2024

UNAUDITED

Salaries and 
Benefits

37%

Professional 
Services

8%

Administrative/
Operations

50%

Capital Outlays
5%

Debt Service
0%

Expenditure Composition by Type - February 2024

Salaries and Benefits Professional Services Administrative/Operations Capital Outlays Debt Service
FY2023 $62,180 $20,152 $52,384 $2,625 $-
FY2024 $66,594 $13,483 $89,791 $8,320 $-
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Town of Palmer Lake Monthly Water Usage Month Febuary

Year 2024

Gallons Acre Ft

Surface Water 1,886,000 5.79

Well A2 0 0

Well D2 1,621,000 4.97

Total 3,507,000 10.76

Avg. Gal/Day 121,000 0.37

Release To Lake 8.27 AF Max Allowed = 8.4 AF / Month

Release Glen Park Evaporation 0 AF

Water system 0 AF

Total 0 AF
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Board of Trustees Summary Sheet 

  
February 2024 

Title Public Works Monthly Report 

Date 3/28/2024 

Contact Dawn Collins 
 

Summary Roads graded as able (weather) 
Plowing and sanding ROWs after snowstorm 
Patched potholes as able (ground frozen) 
Tree trimming from ROW and lake area 
Emptied trash at Lake area 
Maintained area around the Town office and Town Hall 
Set up and tear down seating/tables at Town Hall as needed 
Attending TAC meetings (Collins) 
Assist with temporary easements for PLES project planning (Collins) 
 

Training  
 

Other Activity Conditional offer made to a second PW equipment operator 
Note: No PW employee currently has a CDL (needed for equipment) 
 
Working with temporary recruitment of PW Supervisor 
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Board of Trustees Summary Sheet 

 

 January and February 2024 
 

Title PARKS Report 
 

Date 3/28/2024 Board meeting; 3/12/2024 Parks meeting 
 

Contact Parks Commission 
 

Summary of 
Volunteer 
Hours 

Labor (clean up, maintenance) : 22 hr 

Clerical (email, calls, grants, spreadsheets) : 32 hr 
Miscellaneous Meetings (other than Parks) : 22.50 hr 

Total Volunteer  
Time 

 
Total = 76.50 hours 

 

Upcoming 
Activity 
 

Bridge Prep 
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Board of Trustees Summary Sheet 
 

 March 2024 
Title Police Monthly Report 

Action N/A 

Date 02/01-02/29/2024 

Contact A. Lundy 

Summary In the Month of February 2024, the PLPD made 27 traffic 
stops and issued 6 citations. Also, in the month of February, 2 
DUI arrests, 1 domestic violence arrest, and 1 warrant arrest 
were made. PLPD is investigating 2 fraud cases, 1 car break 
in, 2 mental health cases, and 1 unattended death case.  

Training Officer Wagner attended S.A.B.A training. Officer Bentley and 
Sgt. Lundy attended T.P.O. training. Officer Perry attended 
C.I.T. training. Officer Bentley attended Honor Guard 
academy.   

Other actions PLPD has stepped up to cover the road with the departure of 
2 full time command staff officers. Their replacements are 
much anticipated.  

Active 
investigations 

Palmer Lake PD officers are actively investigating several 
vehicle break in cases, 3 mental health cases, and 2 Fraud 
cases.  

Calls for service Officers responded to 356 calls for service this month.  

S.T.E.P. S.T.E.P. was instituted in March of 2021 and has made a 
great impact on police operations and overall street safety of 
Palmer Lake.  Accidents are more infrequent and speeds 
through town have slowed dramatically during these shifts. 
This program has provided a consistent avenue for extra duty 
while keeping speeds down and the streets safer for 
residents. 
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Board of Trustees Summary Sheet 

 

Title Fire Department Report- February 2024 
Date 21 March 2024 

Contact John Vincent, Chief 

Summary  
Fire Department RMS on-boarding continues. 
  
4 New Volunteers on-boarding. 
 
2 personnel attended train-the-trainer chipper training at CSFD. 
 
All personnel completed RT-130 annual wildfire refresher training. 
 
 
 
 

 
 

Training 163.5 Hours 

Photographs None 

Other Action  

Code 
Enforcement 
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Board of Trustees Summary Sheet 
 

 Feb-Mar 2024 
Title Administration 
Date 3/28/2024 
Contact Admin personnel 
 
Kiosk 
Revenue 

 

February Collections for the Kiosk /  Transactions: 326 
 

$      1,727.80  Gross Collections  (326 Transactions) 

 $          (97.80) Fees   

 $          (70.00) Monthly T2 Svc charge  
 $      1,560.00  Net Collections - February 

 
Collections 2024 YTD / YTD Transactions: 650 
  

$          3,445.00  Gross Collections   
 $           (195.00) Fees  
 $                       -     Supplies (Kiosk Paper)   
 $           (140.00) Monthly T2 Svc charge  
 $          3,110.00  Net Collections   
   

 $           (335.00) Total Fees and Maintenance 11% 
 
 

 
Contact 
Us 
(online) 
 

 

Date 
First 

Name 
Subject 

2/2/2024 Elizabeth Short term rental licensing question 

2/4/2024 Melanie Snow Plowing on to the sidewalk 

2/5/2024 Scott Snow Removal 

2/20/2024 Pavel 
Instant payment processing for online merchants. One API – 
3000+ banks. 

2/21/2024 Kellie El Paso County Clean Sweep Recycling Event 

2/26/2024 Steve Zoning Compliance 

 
 

 
Land 
Use 
permits 
issued 

 
February 2024 
 
Type:  Single Family; Qty: 0 
           Other; Qty: 3 
Total water taps issued: 1040 54
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Business 
Licenses 

 

BUSINESS LICENSE STATUS CHANGES  
BY BUSINESS TYPE 

2024 2024 

Feb Feb 

Business Type STR other 

   New Licenses 0 3 

   Licenses Renewed 0 12 

   Licenses Expired 0 0 

   Businesses Closed 0 0 

      

CURRENT BUSINESS LICENSES BY BUSINESS TYPE 
   (New + Renewed) 

44 156 

TOTAL CURRENT BUSINESS LICENSES 
   (New + Renewed) 

200 

 
SCHEDULED TO RENEW IN APRIL:  

BUSINESS NAME 

Messenger International, Inc. 

Pampered Paws Grooming 

PBK Supply, LLC 

 
 

 
Water 
Billing 
 

 

Year Month 
 # of Water 
Accounts  

 # of 
Gallons 

Sold  

# of 
Shutoffs 

2022 Jan-Dec 1015 41,405,900 11 

          

2023 Jan-Dec 1018 44,855,150 7 

          

2024 Jan 1019 3,498,000 0 

  Feb 1019 3,031,550 0 

  YTD   6,529,550 0 

          

 
 

 
Grant 
Activity 
Updates 
 

 
No new report 

 
Staffing 
Activity 

• Conditional offer made for Accounting Clerk 

• Conditional offer made for Equipment Operator 

• First calls with candidates for Deputy Town Clerk 

• Working with recruitment service for temporary Public Works Supervisor 

• Assembling assessment/plan for PD structure and Police Chief 
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TOWN OF PALMER LAKE 

BOARD OF TRUSTEES - AGENDA MEMO 
 

DATE:  March 28, 2024 ITEM NO.  SUBJECT:  Resolution for Conditional 
Use Permit for Multi-Family Residential 
in C1 Zone (Albright/Tedeschi) 

 

Presented by:  

Town Administrator  

 

 
Background 
 
Property owners, Becky Albright and Phil Tedeschi, will speak to the request to develop a portion of their property 
and the town parcel, upon purchase (as previously accepted offer) with multi-family and single family residential 
with common space.  
 
The Planning Commission reviewed this application on February 21 and made the following recommendation:  
 

Consider Recommendation on Conditional Use of Multi-Family Use in C1 Zone - Albright/Tedeschi.  
Commissioner Zapalac inquired about the estimated square footage and Ms. Albright responded 
approximately 1200 sq ft per unit, two-story, and she explained limitations due to septic systems. 
Discussion ensued about sale prices, private maintenance, septic regulations, future right of way vacation. 
Commissioner Caves expressed concern about sharing costs for the roadway development. Commissioner 
Ihlenfeld expressed concern about single tap for duplex units. Ms. Albright suggested that if the town 
wants attainable housing options, alternatives for tap fees must be considered. Collins stated the 
conditional use for multi-family use is before the Commission and that water and roadway development 
will come at a future step. MOTION (Caves, Miner) to recommend approval of the conditional use for 
multi-family in a C1 zone. Motion passed 5-0 with 1 abstain (Fisher). 
 
The residential zoning code R4 prohibits septic systems (now referred to as “on-site wastewater treatment systems” 
or “OWTS”) for multi-family residential developments such as the one being proposed. Thus, the proposed 
development could not occur unless (1) the Board amended the zoning code to allow shared septic in certain limited 
circumstances, such as duplexes of a certain maximum size, or (2) the applicant made other arrangements for sewer.  
However, the sewer district has indicated it cannot serve the property at this time.   The Town’s engineer has 
preliminarily indicated that having two residences served by one OWTS could work from an engineering standpoint, 
as long as the OWTS is properly designed for the total loading from both residences. The ongoing maintenance and 
repair of the shared OWTS would need to be addressed in any code change, either through a single ownership 
requirement or some type of owners’ association.  The lot arrangements and sizing may be an issue, but not an issue 
for the consideration of a conditional use permit for multi and single family. 
 
 
Recommended Action 
 
Town staff suggests approval contingent on a review of the septic system design of the project and modification of 
R4 zoning to allow septic for duplex. 
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TOWN OF PALMER LAKE, COLORADO 

 

RESOLUTION NO.  21 - 2024 

 

A RESOLUTION APPROVING A CONDITIONAL USE PERMIT TO ALLOW MULTI-

FAMILY RESIDENTIAL DEVELOPMENT IN GENERAL BUSINESS AND 

COMMERCIAL (C1) ZONE LOCATED AT BLOCKS 38 AND 39  

EAST PALMER LAKE  

 

 WHEREAS, the Board of Trustees of the Town of Palmer Lake, Colorado, pursuant to 

Colorado statute and the Town of Palmer Lake Municipal Code, is vested with the authority of 

administering the affairs of the Town of Palmer Lake, Colorado; and 

 

 WHEREAS, Rebecca Albright and Philip Tedeschi (the “Applicant”) plan to purchase 

Block 38, parcel 7105118001, from the Town and develop with Block 39, parcel 7105128001 

(the “Property”); and 

 

 WHEREAS, the Applicant, with the authorization of the Town, submitted an application 

for a conditional use permit for multi-family residential on the Property; and 

 

WHEREAS, the Property is located in the General Business and Commercial (C1) zone 

district; and 

 

WHEREAS, Section 17.44.020 of the Palmer Lake Town Code authorizes single and 

multi-family residential as a conditional use in the C1 zone district, as determined by the 

planning commission and town board; and 

  

 WHEREAS, on February 21, 2024, the Palmer Lake Planning Commission considered 

the application and by a vote of 5-0, with one abstention, recommended that the Board of 

Trustees approve the conditional use permit; and 

 

 WHEREAS, on March 28, 2024, the Palmer Lake Board of trustees considered the 

application, including the recommendation of the Planning Commission, and public comment 

and concluded that the conditional use permit should be granted on the conditions set forth 

below. 

 

 NOW, THEREFORE, BE IT RESOLVED BY THE BOARD OF TRUSTEES OF 

THE TOWN OF PALMER LAKE, COLORADO AS FOLLOWS: 

 

1. The Board of Trustees has reviewed the application, considered the recommendation of 

the Planning Commission, and the comments of the public and finds that the proposed 

use is similar in nature and not more detrimental than other uses allowed as conditional 

uses in the C1 zone, for single and multi-family residential, contingent on the purchase of 

the town parcel. 

 

2. Based on its findings the Board approves the conditional use permit subject to the 

conditions that (1) Block 38 is purchased by the Applicant, and (2) that the Town Code is 

amended to allow the use of septic (on-site wastewater treatment system or OWTS) for 

duplexes, as proposed.  If no such amendment is approved by August 1, 2024, then this 

special use permit shall be deemed to be denied. 
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3. Severability. If any article, section, paragraph, sentence, clause, or phrase of this 

Resolution is held to be unconstitutional or invalid for any reason such decision shall not 

affect the validity or constitutionality of the remaining portions of this Resolution.  The 

Board of Trustees hereby declares that it would have passed this resolution and each part 

or parts thereof irrespective of the fact that any one part or parts be declared 

unconstitutional or invalid. 

 

4. Repeal.  Existing resolutions or parts of resolutions covering the same matters embraced 

in this Resolution are hereby repealed and all resolutions or parts of resolutions 

inconsistent with the provisions of this Resolution are hereby repealed. 

 

 

INTRODUCED, RESOLVED, AND PASSED AT A REGULAR MEETING OF THE 

BOARD OF TRUSTEES OF THE TOWN OF PALMER LAKE ON THIS 28th DAY OF 

MARCH 2024. 

 

ATTEST:   TOWN OF PALMER LAKE, COLORADO 

 

 

__________________________________ BY: ______________________________ 

Dawn A Collins  Glant Havenar 

Town Administrator/Clerk Mayor 
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TOWN OF PALMER LAKE 

BOARD OF TRUSTEES - AGENDA MEMO 
 

DATE:  March 28, 2024 ITEM NO.  SUBJECT:  Special Event Application 
for Fishing Derby, Tri Lakes Lions Club 
(6/1)  

 

Presented by:  

Town Administrator  

 

 

Background 
 
The Lions Club will be hosting the Fishing Derby event at Palmer Lake on June 1. The event set up will 

begin about 6 am. The event starts at 8a – 11a and clean up is completed by about 1p They will plan on one 

assigned Officer. They will also utilize the pavilion and have arrangements reserved. 

 

The club is requesting the event fee be waived. 
 
 
Recommendation 
 
Staff requests approval of the event and waive fees. 
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TOWN OF PALMER LAKE 

EL PASO COUNTY 

STATE OF COLORADO 

 

RESOLUTION NO. 22 - 2024 

 

A RESOLUTION TO APPROVE A CITIZEN APPOINTMENT TO THE PALMER LAKE PARKS AND 

TRAILS COMMISSION, PALMER LAKE, COLORADO 

 

WHEREAS, Palmer Lake is a statutory town organized under Part 3 of Article 4 of Title 31 of the Colorado Revised 

Statutes; and 

 

WHEREAS, pursuant to State Statute and the Palmer Lake municipal code, the Board of Trustees is authorized to approve 

the recommendation of appointed officials to the Parks and Trails Commission; and 

 

WHEREAS, at the regular meeting on March 12, 2024, the Parks and Trails Commission recommended approval of a 

citizen appointment to fill a vacancy. 

 

 

NOW, THEREFORE, BE IT RESOLVED BY THE BOARD OF TRUSTEES OF THE TOWN OF PALMER 

LAKE OF EL PASO COUNTY, COLORADO, AS FOLLOWS: 

 

Section 1.  The following individual is appointed to fill the 2022-2024 remaining vacancy for the Town of Palmer Lake 

Parks and Trails Commission: 

 

   Two Year term (ending January 2025) – John Tool 

 

    

Section 2.  Severability. If any article, section, paragraph, sentence, clause, or phrase of this Resolution is held to be 

unconstitutional or invalid for any reason such decision shall not affect the validity or constitutionality of the remaining 

portions of this Resolution.  The Board of Trustees hereby declares that it would have passed this resolution and each part 

or parts thereof irrespective of the fact that any one part or parts be declared unconstitutional or invalid. 

 

Section 3.  Repeal.  Existing resolutions or parts of resolutions covering the same matters embraced in this Resolution are 

hereby repealed and all resolutions or parts of resolutions inconsistent with the provisions of this Resolution are hereby 

repealed. 

 

INTRODUCED, RESOLVED, AND PASSED AT A REGULAR MEETING OF THE BOARD OF TRUSTEES OF 

THE TOWN OF PALMER LAKE ON THIS 28th DAY OF MARCH 2024. 

 

 

       TOWN OF PALMER LAKE, COLORADO   

   

 

        _____________________________________                                                                  

       Glant Havenar, Mayor 

 

ATTEST: 

 

By:         

  Dawn A. Collins, Town Clerk 
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TOWN OF PALMER LAKE 

BOARD OF TRUSTEES - AGENDA MEMO 
 

DATE:  March 28, 2024 ITEM NO.  SUBJECT:  Update Regarding Applicant 
Withdrawal of Ben Lomand Mountain 
Annexation Petition 

 

Presented by:  

Town Administrator  

 

 

Background 
 
Discussions about this possible annexation began with the former Board of Trustees in 2022 with critical 

issues from the applicant being discussed by the Board in executive session that were reflected in a draft 

annexation agreement. No formal Board action was taken at a public meeting approving an agreement.  At 

the applicant’s request, the Board did provide a letter of general support for the project and the issues 

discussed, which was included with the application and referenced in the applicant’s correspondence. 

 

As a result of public input and further discussion of the annexation and a possible annexation agreement, 

the Board of Trustees suggested a few revisions to the draft agreement, in order to protect and further the 

Town’s interests. The applicant declined to consider any of the provisions requested by the Town. On 

March 1, 2024, the applicant’s attorney sent a letter to the Town indicating that if the Town Board did not 

accept the annexation agreement as originally proposed by the applicant, then the applicant would 

withdraw its annexation petition.  The Board was polled as to whether it wished to conduct a special 

meeting to consider the applicant’s demand, and the Board elected not to do so.  In response to an inquiry 

from the Town, on March 14, 2024, the applicant’s attorney provided written confirmation that the 

annexation petition has been withdrawn. 

 

Since the Board’s decision not to hold a special meeting to consider the annexation agreement as proposed 

by the applicant was accomplished by poling the board electronically, it is recommended that the Board 

confirm by motion, its decision not to hold a meeting to consider the annexation agreement in the form 

proposed by the applicant. 

 

As the annexation petition has been withdrawn, there is no other action to be taken by the Board at this 

time. 
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TOWN OF PALMER LAKE 

BOARD OF TRUSTEES - AGENDA MEMO 
 

DATE:  March 28, 2024 ITEM NO.  SUBJECT:  Revisit Bids for Asbestos 
Abatement 

 
Presented by:  

Town Administrator  

 

 
Background 
 

As previously discussed by the Board to support open space on Elephant Rock property, and previously directed by 

the Board of Trustees pursuant to approval of Resolution 83-2023, staff completed the asbestos testing of structures 

on the property in December. The testing provided positive results in seven structures on the Elephant Rock property.  

 

Of three agencies contacted, the following two provided estimates for the abatement to the structures, as follows – 

 

 Advanced Remediation Services Inc $67,178 

 Paramount Environmental Services $94,570 
 
 
Recommended Action 
 

Staff recommends the low bid of Advanced Remediation Services for $67,178 and authorization to proceed with the 

abatement. Following the abatement, it is anticipated that the Fire personnel will complete the structure training.  
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TOWN OF PALMER LAKE 

BOARD OF TRUSTEES - AGENDA MEMO 
 

DATE:  March 28, 2024 ITEM NO.  SUBJECT:  Consider Revised Addendum 
No 1 of Lease Agreement 

 
Presented by:  

Town Administrator  

 

 

Background 
 

Following the approval of the Addendum to the lease agreement, the Willans suggested amending the 

language, as referenced in the redline version of the addendum. This was approved under Resolution 18-

2024, and enclosed is slightly amended language. 
 
 
Recommendation 
 
Staff requests approval of the revised Addendum No 1, as presented. 
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 1 

ADDENDUM NO. 1 TO  

LEASE AGREEMENT WITH ECOSPA LLC 

 

This Addendum No. 1 to Lease Agreement with EcoSPa, LLC, (“Addendum No. 1”) is made 

this 22nd day of February, 2024, by and between EcoSpa LLC, a Colorado limited liability 

company (“EcoSpa”) and the Town of Palmer Lake, Colorado (“Town”), collectively “the 

Parties”. 

 

WHEREAS, the Parties previously entered into a Lease Agreement (“the Lease 

Agreement”) dated September29, 2023 leasing certain real property owned by the Town (“the 

Property”) to EcoSpa; and 

 

WHEREAS, part of the Property leased to EcoSpa includes what is referred to by the 

Parties as “the annex building” aka the gymnasium; and 

 

WHEREAS, the Parties desire to amend the Lease Agreement to reflect an additional 

payment agreed to by EcoSpa and the Town for a portion of the revenue generated from renting 

the annex building, as set forth below. 

 

NOW, THEREFORE, IN CONSIDERATION OF THE MUTUAL RIGHTS AND 

OBLIGATIONS OF THE PARTIES UNDER THE LEASE AGREEMENT AND THIS 

ADDENDUM NO. 1, AND OTHER GOOD AND VALUABLE CONSIDERATION, THE 

PARTIES AGREE AS FOLLOWS: 

 

1. Section 1.3 of the Lease Agreement is amended by adding the following language as subpart 

c.: 

 

“c.  an amount equal to 8% of all funds net profit received by EcoSpa for rental of the annex 

building.  ExcoSpa shall account to the Town for the rental fees collected each calendar 

month and remit the rental fees accrued within ten (10) days of the last day of the month.” 

 

2. Subparts c. and d. of Section 1.3 of the Lease Agreement shall be re-lettered as “d.” and “e.” 

respectively. 

 

3. Except as specifically altered by this Addendum No. 1, all other provisions of the Lease 

Agreement shall remain in full force and effect.  

   

IN WITNESS WHEREOF, the Parties have executed this Agreement the day and year first 

above written. 

 

ECOSPA LLC, COLORADO 

 

By: __________________________________ 

   Owner 

 

By:  ______________________________________ 

 Owner 
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 2 

 

TOWN OF PALMER LAKE, COLORADO  

 

 

By:   ________________________________ 

   Mayor Glant Havenar 

 

 

Attest:  ______________________________________ 

 Town Administrator/Clerk 
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TOWN OF PALMER LAKE 

BOARD OF TRUSTEES - AGENDA MEMO 
 

DATE:  March 28, 2024 ITEM NO.  SUBJECT:  Consider Transfer of Greeley 
Tap 

 
Presented by:  

Town Administrator  

 

 

Background 
 

Pursuant to the town code, a water tap cannot be transferred. In 2021, multiple taps previously purchased 

were assigned to property addresses and going forward, water taps are purchased at the time of a land use 

application for new construction.  

 

There were four taps paid for by Mr. Cressman and Ms McDonald and assigned to addresses 91, 93, 95, 97 

Greeley, a PUD zoned property for four single family units. The property was recently sold with three taps. 

 

Ms McDonald will be present to request the transfer of one tap to the property abutting her residence. 
 
 
Recommendation 
 
Staff does not have authority to transfer a water tap; thus, the Board should consider this and provide 
direction to staff. 
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TOWN OF PALMER LAKE 

BOARD OF TRUSTEES - AGENDA MEMO 
 

DATE:  March 28, 2024 ITEM NO.  SUBJECT:  Consider Allowing A 
Business Sign on Town Property 

Presented by:  

Town Administrator  

 

 

Background 
 
Per the Planning Commission discussion and direction relating to a deviation for a directional sign off 
premises, note the minutes from the February and March meeting – 
 

2/21/2024: 
Request for a Sign Deviation - Alpine Essentials. Ms. Brenda Quinones of Alpine Essentials handed out a 
packet to members. Background was provided about the difficulty to find and see the location from Hwy 
105. A deviation from the sign code is requested to place an approximate 4x5 ft directional sign on a few 
locations - town right of way either prior to approaching Circle roadway, the town right of way in front of 
Fletchers, or the opposite side of Hwy 105 on private property. Commissioner Miner offered feedback on 
the colors to contrast and align with their current signs. It was agreed that directional signage is needed 
and should come back to the Commission with a final design. Discussion took place about way finding 
signs. MOTION (Fisher, Zapalac) for long term consideration of a way finding sign system and, in the short 
term, allow one two-sided directional sign, versus advertising, with a design coming back for review and 
the Board of Trustees determine the location on town right of way. Motion passed 6-0. 

3/20/2024: 

Revised Directional Sign for Alpine Essentials. Ms Brenda Woodward described the deviation for a 
directional sign within the 4x6 ft size. Discussion took place about the 2-sided design, size and placement 
of the sign. The deviation is that the sign is off premises. The size allowed for directional is 6 sq ft. 
Discussion ensued about the Board allowing use of town property. MOTION (Hutson, Bruce) to approve 
the deviation of a directional sign off premises contingent on Board approval of the sign location. Motion 
passed 6-0. 
 
The request from the business owner, Alpine Essentials, is to place one directional sign on Town property 
along Hwy 105 pointing to roadway to turn to their business, located one street off the Hwy. 
 
 
Recommendation 
 
No other signs, other than temporary special events, are allowed on town property. Legal has concerns 
about setting this precedent. 
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https://v3.camscanner.com/user/download
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From: Michael D. Miller      Date: March 21st, 2024 
 8 Maryland Avenue, Apt 1A 
 Annapolis, MD 21401 
 
Subject: Request Permission to Drill a Well 
 
To: Town of Palmer Lake 
 
Dear Mayor Havenar and Board of Trustees, 
 
I am writing to request permission to drill a well on a 5-acre parcel (7109000032) in the 
Town of Palmer Lake. 
   
According to the DNR, the water in the Dawson Aquifer under my property is claimed by 
the Town of Palmer Lake. This 5-acre parcel was created before May 8th, 1972 as 
evidenced by the attached Deed dated December 18th, 1968. 
  
I am requesting the town of Palmer Lake grant me permission to drill a well and draw up 
to 2.55 Acre Feet per year in order for the DNR to issue a well permit for the following: 
  

• Single Family 4 Bedroom House   =    .30 Acre Feet / Year 
• 1 Acre Lawn & Garden irrigation   =  2.20 Acre Feet / Year 
• 4 Domestic Animals                       =   .05 Acre Feet / Year 

      Up to a Total = 2.55 Acre Feet / Year 
  
It is my intent to build an estimated 3000 SF post and beam home starting this 
summer.  The home is being designed by Woodhouse, and our local builder will be 
working with Palmer Lake and Pikes Peak Regional Building Department to process the 
land use and building permits. 
 
Under the R1 land conditional use code, it is also my intent to build a private horse 
stable.  I am also interested in building an accessory dwelling if the town of Palmer Lake 
amends their land use code to allow one in the future. 
  
I understand that it is typical for a property owner to submit a land use application prior 
to getting a well permit.  However, in my particular case, it is critical to get the well 
permit application accomplished first in order to determine if it is worth investing in the 
house and barn designs that are currently in the conceptual stage. 
  
Thank you for your consideration, 
  
Very Respectfully, 
Mike 
Michael D. Miller 
M 703-400-3954 
 
Attachments:  
El Paso Tax Record 
M. D. Miller Deed Jan 30, 2024 
W & B Flugstad Deed Dec 27, 1968 
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Meter

Access off Existing Driveway
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TOWN OF PALMER LAKE 

BOARD OF TRUSTEES - AGENDA MEMO 
 

DATE:  March 28, 2024 ITEM NO.  SUBJECT:  Resolution to Authorize 
Mutual Aid Agreement with Colorado 
Rangers Presented by:  

Town Administrator  

 

 

Background 
 
This request is an effort of PLPD to fill the gaps, be it for special events and/or necessary coverage for law 
enforcement. The Colorado Ranges have a mutual aid agreement, scheduled response, that will provide the 
town 18 shifts for $6000. This is a positive partnership that the Town will benefit from and continue for 
years to come. 
 
Enclosed is the MAA and a proposal of services provided by Colorado Rangers. 
 
 
Recommendation 
 
Staff requests that the Board authorize PLPD to sign the mutual aid agreement with the Rangers for 
assistance. 
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“The only statewide law enforcement reserve.”
COLORADO RANGERS 
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Manpower when you need it most…

The help you need, when you need help the most.

Disaster, Urgent & Scheduled Response Plans.

• 50 – 75 POST Certified Officers on Staff

• Body Worn Cameras

• Fully Insured by CIRSA

• Citizen Contact Reporting

• Internally Supervised

• Autonomous Deployment

• Access to Statewide DTRS Radio System
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$2,500/year retainer

10 shifts included in the initial response to a declared disaster

Additional shifts billed at $65/hour. 

Mutual Aid Agreement is pre-executed

All radio talk groups are pre-programmed

Includes deployment of a dedicated incident OEM representative

Participation in disaster response drills and training is included. 
Does not cover pre-planned events like festivals, parades or other 
similar duties

Disaster 
Response

Plan
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$3,500/year retainer

14 shifts included in the initial response

Additional shifts billed at $350/shift, maximum of 10 hours

Mutual Aid Agreement is Pre-Executed

All radio talk groups are pre-programmed

Covers declared disasters as well as urgent responses like 
guarding a prisoner in the hospital, crime scene security or 
local/isolated emergency events

Includes Disaster and Urgent responses. Does not cover pre-
planned events like festivals, parades or other similar duties

Urgent 
Response

Plan
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$6,000/year retainer

18 shifts included for the calendar year

Additional shifts billed at $300/shift, maximum of 10 hours

Mutual Aid Agreement is Pre-Executed

All radio talk groups are pre-programmed

Covers all Emergency and Urgent responses, plus any pre-
planned events or any requests for additional LE staffing

Typically covers scheduled public events like concerts, parades,   
etc., but can be used for any duty appropriate for Law 
Enforcement

Scheduled 
Response

Plan
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Negotiated Rates

Large events or special ongoing support

Additional shift rates negotiated based on need and availability

Mutual Aid Agreement is pre-executed

Additional support to include agencies CAD requirements, etc.

Specifically for agencies that require more staffing support and 
for agencies replacing existing Reserve Programs with CLER.

Can be used for any duty appropriate for Law Enforcement

Special 
Services
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TOWN OF PALMER LAKE, COLORADO 

 

RESOLUTION NO.  23 - 2024 

 

A RESOLUTION AUTHORIZING PALMER LAKE POLICE DEPARTMENT TO 

ENTER A MUTUAL AID AGREEMENT WITH COLORADO RANGERS 

 
WHEREAS, the Board of Trustees of the Town of Palmer Lake, Colorado, pursuant to Colorado 

statute and the Town of Palmer Lake Municipal Code, is vested with the authority of administering the 

affairs of the Town of Palmer Lake, Colorado; and 

 

WHEREAS, Colorado Rangers Law Enforcement Shared Reserve (the “Colorado Rangers”) is a 

law enforcement agency with sworn personnel duly authorized to act as peace officers certified by the 

Colorado Peace Officers Standards and Training (“POST”);  

 

 WHEREAS, the Town of Palmer Lake Police Department seeks assistance from the Colorado 

Rangers for law enforcement services; engage in joint training; provide assistance during disasters 

and emergencies; and any other purpose as requested; and 

 

 WHEREAS, the enclosed Mutual Aid Agreement (MAA) provides responsibilities and 

procedures for services to the Palmer Lake Police Department. 

 

  

 NOW, THEREFORE, BE IT RESOLVED BY THE BOARD OF TRUSTEES OF THE 

TOWN OF PALMER LAKE, COLORADO AS FOLLOWS: 

 

1. The Town Board of Trustees hereby authorizes Palmer Lake Police Department to sign the 

Mutual Aid Agreement with the Colorado Rangers, as attached hereto. 

  

2. Severability. If any article, section, paragraph, sentence, clause, or phrase of this Resolution is 

held to be unconstitutional or invalid for any reason such decision shall not affect the validity or 

constitutionality of the remaining portions of this Resolution.  The Board of Trustees hereby declares that 

it would have passed this resolution and each part or parts thereof irrespective of the fact that any one part 

or parts be declared unconstitutional or invalid. 

 

3.  Repeal.  Existing resolutions or parts of resolutions covering the same matters embraced in this 

Resolution are hereby repealed and all resolutions or parts of resolutions inconsistent with the provisions 

of this Resolution are hereby repealed. 

 

INTRODUCED, RESOLVED, AND PASSED AT A REGULAR MEETING OF THE BOARD OF 

TRUSTEES OF THE TOWN OF PALMER LAKE ON THIS 28th DAY OF MARCH 2024. 

 

ATTEST:   TOWN OF PALMER LAKE, COLORADO 

 

 

__________________________________ BY: ______________________________ 

Dawn A. Collins Glant Havenar 

Town Administrator/Clerk Mayor 
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Colorado Rangers Mutual Aid Agreement 1 

MUTUAL AID AGREEMENT 
 

 This Mutual Aid Agreement (the “Agreement”) is entered into as of the 22TH day of March 
2024 (the “Effective Date”), by and between Palmer Lake PD (the “Requestor”) and the Colorado 
Rangers Law Enforcement Shared Reserve, an intergovernmental authority and political 
subdivision of the state of Colorado (the “Colorado Rangers”) (each individually a “Party” and 
together the “Parties”). 
 
 WHEREAS, the Colorado Rangers is a law enforcement agency with sworn personnel 
duly authorized to act as peace officers certified by the Colorado Peace Officers Standards and 
Training (“POST”) board pursuant to C.R.S. 16-2.5-102; 
 
 WHEREAS, it is in the best interest of the Requestor that it may have service of and from 
the Colorado Rangers to assist it in augmentation of its law enforcement services; engage in joint 
training; provide assistance during disasters and emergencies; and any other purpose as requested; 
 
 WHEREAS, the Parties wish to define and clarify the roles and responsibilities of the 
Colorado Rangers when providing such aid as defined in this Agreement;  
 
 WHEREAS, the Parties are authorized to enter into this Agreement pursuant to C.R.S. 24-
33.5-822 and C.R.S. 29-5-104; and 
 

WHEREAS, establishment of an Agreement will serve a public purpose and will promote 
the safety, security, and general welfare of the inhabitants of the Requestor.  
  

NOW THEREFORE, IT IS MUTUALLY AGREED by and between each of the 
signatory parties as follows: 
  

1. Status & Purpose of the Colorado Rangers.  The Colorado Rangers is a political subdivision 
and a public corporation of the State of Colorado established pursuant to C.R.S. 29-1-203 and for 
purposes of this Agreement is deemed a volunteer organization as defined by C.R.S. 24-33.5-
802(11). The Colorado Rangers provide assistance to law enforcement agencies throughout the 
state of Colorado pursuant to C.R.S. 24-33.5-822 and C.R.S. 29-5-104 acting in an augmentation 
capacity by providing volunteer, unpaid, uniformed, POST certified sworn personnel and 
associated resources necessary for any lawful purpose as required by the Requestor and as agreed 
to by the Colorado Rangers as well as assistance in regional emergencies and disasters.  

 
2. Types of Aid.  For purposes of this Agreement, the law enforcement aid provided by the 

Colorado Rangers is categorized as follows: 
 

a. Emergency Aid.  Aid requested by the Requestor pursuant to C.R.S. 29-5-104 
and C.R.S. 24-33.5-822 in response to an emergency situation within its 
jurisdiction (“Emergency Aid”).  For purposes of this Agreement, the Parties 
agree Emergency Aid means the provision of assistance in response to large-
scale or unusual threats or disasters that pose an immediate and credible risk 
of injury, death, or significant loss of property. 
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Colorado Rangers Mutual Aid Agreement 2 

b. Non-Emergency Aid.  The Requestor may request assistance from the 
Colorado Rangers in response to needs for back-up or support officers that 
exceeds the Requestor’s capacity or to provide any other law enforcement 
function that does not fall within the scope of Emergency Aid (“Non-
Emergency Aid”). 

 
3. Officer Response.  Colorado Rangers personnel responding to an approved request for aid 

shall report to the designated law enforcement supervisor of the Requestor.  The Requestor agrees 
that it shall make a law enforcement supervisor available to assume direct supervision or express 
direction over Colorado Rangers personnel provided pursuant to this Agreement.  For purposes of 
this Agreement, direct supervision and express direction mean: 

 
a. "Direct supervision" means an assignment given by a fully POST certified 

peace officer, which assignment is carried out in the personal presence of, or 
in direct radio or telephone contact with, and under the immediate control of, 
the fully POST certified peace officer. 

 
b. “Express direction" means a defined, task-specific assignment given by a fully 

POST certified peace officer. The fully POST certified peace officer need not 
be present while the Colorado Ranger personnel carries out the assignment. 

 
4. Supervision.  Upon responding to the Requestor as required by Section 3 of this 

Agreement, Colorado Rangers personnel are deemed to be under the direct supervision or 
express direction of the Requestor.  The Requestor agrees that it shall assume control over and 
responsibility for Colorado Rangers personnel, except as provided elsewhere in this 
Agreement, when it requests and receives either Emergency Aid or Non-Emergency Aid.   

 
5.   Requests and Approvals:  The Colorado Rangers may provide the Requestor with 

POST certified sworn peace officers and/or associated resources necessary to fulfill any 
approved request for aid under Section 5.  The Requestor understands and agrees that there is 
no obligation whatsoever by the Colorado Rangers to provide any resources to Requestor under 
this Agreement. 

 
a. Emergency Aid.  A request for Emergency Aid shall be made by the 

Chief/Sheriff or his/her designee of the Requestor to the Chief, Deputy Chief 
or Operations Division Chief of the Colorado Rangers.  If the Chief, Deputy 
Chief or Operations Division Chief of the Colorado Rangers approves the 
request, which shall be in his or her sole discretion, he or she shall provide 
resources to the Requestor to the extent he or she deems such resources are 
appropriate and available.  If the Chief, Deputy Chief or Operations Division 
Chief of the Colorado Rangers is not immediately available to consider the 
Emergency Aid request, such request can be made to the Troop Commander 
of the Troop in whose area of responsibility the Requestor is geographically 
located.  The Troop Commander receiving the request shall assess the request 
and, if approved and appropriate, provide available resources.  The Troop 
Commander shall contact the Chief, Deputy Chief or Operations Division 
Chief of the Colorado Rangers as soon as possible to seek final approval of the 
Emergency Aid.  If final approval is not granted, any resources dispatched 
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Colorado Rangers Mutual Aid Agreement 3 

shall be immediately recalled.  The current names, rank, phone number, email, 
and other contact information of each Troop Commander is set forth on Exhibit 
A, attached hereto which shall be updated periodically.   

 
b. Non-Emergency Aid.  The Requestor shall provide the Troop Commander of 

the Troop of whose area of responsibility is geographically located, a 
reasonable amount of time to acquire any approvals, schedule and secure 
resources necessary to provide the Non-Emergency Aid to the extent approved 
and available by the Colorado Rangers.  The Requestor acknowledges and 
agrees the provision of Non-Emergency Aid resources is at the sole discretion 
and availability of the Colorado Rangers. 

 
c. Talk Group Authorization.  The Requestor agrees to provide or cause to be 

provided the necessary authorizations for the Colorado Rangers to utilize the 
talk groups within its jurisdiction. 

 
6. Law Enforcement Authority of Colorado Rangers Personnel.  The Requestor agrees that 

while on-duty in its jurisdiction that each POST certified Colorado Ranger shall have the authority 
granted by C.R.S. 16-2.5-101(1) and C.R.S. 16-2.5-110(1)(b).  At the sole discretion of the 
Requestor, any Colorado Ranger who is a fully POST certified peace officer may be granted full 
peace officer status while on-duty in the Requestor’s jurisdiction. 

 
7. Costs; Reimbursements.   

 
a. The Requestor agrees to reasonably pursue third-party reimbursement for costs 

and expenses associated with each Emergency Aid incident occurring within 
its jurisdiction for which such reimbursement may be available.  The 
Requestor agrees that upon receipt of the funds to share those funds with the 
Colorado Rangers in a fair and equitable manner based on the Colorado 
Rangers’ documented time & expenses associated with the incident. 

 
b. For Non-Emergency Aid, The Requestor agrees to pay an annual fee, as 

determined by the Colorado Rangers, for access to Colorado Ranger resources.  
Payment of the annual fee does not guarantee that resources shall be provided 
to Requestor, but just that Requestor shall have access to said resources if 
approved and available.  The Colorado Rangers shall publish the fee schedule 
on an annual basis (Exhibit B).  Fees in excess of the annual fee may be 
charged to Requestor for time & expenses in excess of reasonable shifts or 
hours.  

 
8. Reports and Record Keeping.  If requested by the Requestor, Colorado Rangers personnel 

providing aid pursuant to this Agreement shall generate a supplemental report or other document 
in association with his or her activity and provide a copy to the Requestor, consistent with the 
policies and procedures of the Colorado Rangers.  It shall remain the responsibility of the Colorado 
Rangers to act as the custodian of records for any report or document generated pursuant to this 
Agreement. 
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Colorado Rangers Mutual Aid Agreement 4 

9. Liability.   
 

a. Personnel of the Colorado Rangers shall not be considered employees of the 
Requestor and shall not have any claim or right to compensation or pension or 
other benefit of employment with respect to the Requestor.  The Parties agree 
that the Requestor shall not assume any liability for the direct payment of 
salary, wage, or other form of compensation to Colorado Rangers personnel.   

 
b. The Requestor shall be responsible for liability arising from the negligent or 

otherwise tortious acts of Colorado Rangers personnel providing such aid 
unless such liability arises from an act or omission of Colorado Rangers 
personnel that is: (a) contrary to or outside the scope of the direction provided 
by the Requestor; or (b) a willful and wanton or intentional tort.  The Requestor 
shall not be responsible for liability arising out of any of the events described 
in subsections (a) and (b) of this paragraph.  The Parties agree that this 
provision is expressly intended to contractually reallocate the liability for 
damages provided under C.R.S. 29-5-108. 

 
10. Insurance.  During the term of this Agreement, the Colorado Rangers shall maintain the 

following types of insurance coverage in the amounts indicated below: 
 

a. Comprehensive and liability coverage in such amounts equal to or in excess of 
the then current limitations of on judgments established by the Colorado 
Governmental Immunity Act. 

 
b. Professional liability coverage in such amounts equal to or in excess of the 

then current limitations of on judgements established by the Colorado 
Governmental Immunity Act. 

 
c. Worker’s compensation insurance and disability insurance of the type and in 

the amounts that are required by law. 
 

11. No-Recruiting.  Because of the high cost of Academy and other training for its Reserve 
Police Officers, Requestor agrees that it will not hire in any capacity, either as a volunteer, Reserve, 
or paid position, any current or former Colorado Ranger within five (5) years of the Ranger leaving 
service with the Colorado Rangers.  If Requestor breaches this provision, Requestor shall 
immediately pay to the Colorado Rangers three (3) times the sum of the “Academy Expenses”, 
plus interest, as defined and delineated in the Colorado Ranger Reserve Academy Tuition 
Assistance Reimbursement Agreement (“TARA”) for the Ranger(s) hired by the Requestor, 
regardless of whether said Ranger(s) has fulfilled his/her obligations under said Agreement.  To 
the extent a Colorado Ranger is hired by Requestor who did not receive his/her training pursuant 
to the TARA, Requestor shall pay three (3) times the current TARA Academy Expenses rate in 
effect at the time of the hiring.     
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Colorado Rangers Mutual Aid Agreement 5 

12. Termination.  This Agreement may be terminated by either Party, without cause, upon 
thirty (30) days prior written notice to the other.  This Agreement may be terminated immediately 
for cause; “for cause” being defined as: 

a. Failure by Requestor to secure approval for the use of Colorado Rangers or to 
have signed any proper documentation; 

b. A dispute arising between the parties that is not readily resolved; 
c. Failure to timely reimburse and pay for the services of the Colorado Rangers 

on an annual basis pursuant to Section 7(b); 
d. Any action taken by the Colorado Rangers outside the prescribed scope of this 

request; 
e. An improper conduct taken by either party that places the other part at risk of 

imminent or immediate danger; 
f. Engaging in any conduct that demonstrates a willful disregard for the other 

party under the laws of Colorado. 
 
13. Amendments.  This Agreement may be amended only in writing duly executed by each 

and all of the Parties to this Agreement. 
 

14. Successors and Assigns.  The terms, conditions, and provisions contained in this 
Agreement and all amendments hereto shall inure to the benefit of and be binding upon the 
successors in interest and assignees of the Parties to this Agreement. 
 

15. No Third-Party Beneficiaries.  The Parties expressly agree that enforcement of the terms 
of this Agreement, and all the rights of action relating to this Agreement, shall be strictly reserved 
to the Parties, and nothing contained in this Agreement shall give or allow any such claim or right 
of action by any other person or entity not a party to this Agreement.  It is the express intent of the 
Parties that any person or entity other than the named Parties receiving services or benefits under 
this Agreement shall be deemed to be an incidental beneficiary only. 
 

16. Assignments.  The rights, obligations, duties, or authority derived through this Agreement 
and all amendments hereto may not be assigned in whole or in part by one of the Parties hereto 
without the prior written consent of each and all of the Parties to this Agreement. 
 

17. Integration.  This Agreement represents the entire, integrated Agreement among the Parties 
who sign this Agreement with respect to the matters set forth herein and supersedes all prior 
representations or Agreements respecting those matters, either written or oral. 
 

18. Other Agreements.  Nothing in this Agreement shall prevent a party to this Agreement 
from entering into a mutual aid Agreement that contemplates provision of more specific assistance 
(for example, specialized personnel and/or equipment) with parties to this Agreement, or any other 
party.  In the event of a conflict between the terms of this Agreement and a more specific mutual 
aid Agreement, the terms of the more specific Agreement shall control. 
 

19. Severability.  The invalidation of any provision of this Agreement shall not affect the 
validity of the remainder of this Agreement. 
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Colorado Rangers Mutual Aid Agreement 6 

20. Governmental Immunity.  The Parties and their officers, employees, agents, directors, and 
attorneys are relying on and do not waive by any provision of this Agreement the monetary 
limitations, or any other rights, immunities, and protections provided by the Colorado 
Governmental Immunity Act, C.R.S. 24-10-101 et seq. 
 

21. Execution. This Agreement and any amendments hereto may be executed in several 
counterparts, binding upon all signing parties, even though not all parties have signed the same 
document. 
 
 
REQUESTOR:  Palmer Lake PD 
  
By: _____________________________________________________________________ 
  
Title:  ___________________________________________________________________ 
  
Date: ____________________________________________________________________ 
  
  
COLORADO RANGERS 
 
  
By:  ____________________________________________________________________ 
 
Title:   Colonel Ronald Abramson 
 Chief, Colorado Rangers 
  
Date: ____________________________________________________________________  
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Exhibit A: Colorado Rangers Troop Commanders 

 

 
All Hazards 

Homeland Security Region 
 

 
 

Section 

 
 

Name 

 
 

Rank 

 
 

Phone 

 
 

Email 

 
� North Central Region 
(specifically the counties of 
Adams, Boulder, & 
Broomfield) 
� Northeast Region 
� Northwest Region 
(specifically the counties of 
Grand & Jackson) 
 

 
Troop H 

 
John Snider 

 
Captain 

 
303.503.5419 

 

 
John.Snider 
@ColoradoRangers.org 

 
� South Central Region 
� South Region 
� Southeast Region 
� San Luis Region 
� Southwest Region 
 

 
Troop I 

 
Nick Voth 

 
Captain 

 
303.884.7929 

 
Nick.Voth 
@ColoradoRangers.org 

 
� North Central Region 
(specifically the counties of  
Arapahoe, Clear Creek, 
Denver, Douglas, Elbert, 
Gilpin, & Jefferson) 

� Northwest Region 
(specifically the counties of 
Eagle, Garfield, Mesa, Moffat, 
Pitkin, Rio Blanco, Routt, & 
Summit) 

� West Region 
 

 
Troop K 

 
Nick Voth 

 
Captain 

 
303.884.7929 

 
Nick.Voth 
@ColoradoRangers.org 

 
Statewide 

 
Administrative 

Section 
 

 
Aaron Ruffalo 

 
Captain 

 
719.464.9177 

 
Aaron.Ruffalo 
@ColoradoRangers.org 

 
Statewide 

 
Operations 
Division 

 

 
Michael 
Morgan 

 
Division 
Chief 

 
303.929.5860 

 
Michael.Morgan 
@ColoradoRangers.org 
 

Statewide Emergency 
Manager Chad Clifford Ranger 720.949.4593 Chad.Clifford@ 

coloradorangers.org 

 Ranger  
Duty Line   303.502.2671  
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EXHIBIT B:  FEE SCHEDULE 
Effective January 1, 2024: 

 
Fees are due January by January 30 or within 30 days of signing if executed after January 1.  
Rates will remain in effect beyond the 2024 calendar year unless a new exhibit is executed.  Fee 
changes for new calendar years will be sent to agencies by September 1 of each year. 
 
Response Plans (Select only One): 
 
¨  Disaster Response Plan: $2,500 Retainer Annually  

Preparedness Planning – Includes 10 initial response shifts for expanding events that may 
become declared disasters.  Additional Shifts billed at $65.00/hr.  No additional fees for 
planning, exercises, or consultation for Emergency Operations Plans. 
*Once a State or Federal Disaster is declared all fees are governed by Standard Fee 
Schedule for Reimbursable Expenses During Declared Disasters if FEMA / DHSEM 
Reimbursement is expected. 

  
¨  Urgent Response Plan: $3,500 Retainer Annually  
 Personnel Emergencies & Preparedness Planning – Includes 14 shifts for initial response 
 for staffing needs regardless of nature of emergency (ie. Unexpected events such as civil  
 disturbances, crime scene support, prisoner protection, etc.) Additional Shifts billed at  
 $350 per duty shift (maximum of 10 hours). 
 
✓  Scheduled Response Plan: $6,000 Retainer Annually  

Personnel Staffing for scheduled shifts and events.  Includes 18 duty shifts (maximum 10 
hours each) for planned or emergency events. Additional shifts billed at $300 per duty 
shift. Covers scheduled shifts for events (concerts, parades, etc.), scheduled patrol shifts, 
can be used for any duty appropriate for Law Enforcement. 

  
Additional Shifts and Special Services: 
Agencies requiring ongoing additional shift commitments or coverage for special needs, a 
supplemental Exhibit B will be provided and signed by both parties after a review of the 
commitment by both agencies.  Colorado Rangers can maintain staffing and training for ongoing 
personnel needs.  Any agency requiring CAD interfacing or special officer requirements is 
considered special services. All staffing (other than emergencies) requires advanced notice for 
scheduling and planning. 
 
Fees during Declared Disaster Events shall be governed by the Colorado Rangers Standard 
Fee Schedule for Reimbursable Expenses During Declared Disasters and do not count for or 
against the standard shift count included in this agreement once a disaster is declared if the 
agency is participating in FEMA/DHSEM reimbursement. 
 
Send payment of fees to: 
Colorado Rangers 
P.O. Box 671 
Fort Lupton, CO 80621 
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TOWN OF PALMER LAKE 

BOARD OF TRUSTEES - AGENDA MEMO 
 

DATE:  March 28, 2024 ITEM NO.  SUBJECT:  Resolution to Adopt Land 
Use Application Checklists 

Presented by:  

Town Administrator  

 

 

Background 
 
This Resolution is drafted to request Board adoption of land use application checklists, as previously 
adopted on 2/22, Ordinance 2-2024, authorizing application checklists describing the criteria for complete 
submittal of land use applications.  
 
Enclosed includes a checklist for the following land use applications –  

 Annexation 

 Preliminary Plat 

 Final Plat 

 Vacation Plat 

 Zoning Change 

 Subdivision 

 PUD Plan 

 PUD Master Plan 

 PUD Final Plan 

 Sketch Plan 
 
 
 
Recommendation 
 
Staff requests that the Board approve the Resolution to adopt the application checklists. 
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TOWN OF PALMER LAKE, COLORADO 

 

RESOLUTION NO.  24 - 2024 

 

A RESOLUTION TO ADOPT THE TOWN LAND USE APPLICATION CHECKLISTS 

 

 

 WHEREAS, the Board of Trustees of the Town of Palmer Lake, Colorado, pursuant to 

Colorado statute and the Town of Palmer Lake Municipal Code, is vested with the authority of 

administering the affairs of the Town of Palmer Lake, Colorado; and 

 

 WHEREAS, the Town Board of Trustees desires to maintain application checklists for 

proper submittal of application material for review by Town Staff and Consultants, as needed for 

land use activity within the Town of Palmer Lake. 

 

 

 NOW, THEREFORE, BE IT RESOLVED BY THE BOARD OF TRUSTEES OF 

THE TOWN OF PALMER LAKE, COLORADO AS FOLLOWS: 

 

1. The Board of Trustees for the Town of Palmer Lake hereby adopts the application 

checklists, attached hereto. 

 

2. Severability. If any article, section, paragraph, sentence, clause, or phrase of this 

Resolution is held to be unconstitutional or invalid for any reason such decision shall not affect 

the validity or constitutionality of the remaining portions of this Resolution.  The Board of Trustees 

hereby declares that it would have passed this resolution and each part or parts thereof irrespective 

of the fact that any one part or parts be declared unconstitutional or invalid. 

 

3.  Repeal.  Existing resolutions or parts of resolutions covering the same matters embraced 

in this Resolution are hereby repealed and all resolutions or parts of resolutions inconsistent with 

the provisions of this Resolution are hereby repealed. 

 

INTRODUCED, RESOLVED, AND PASSED AT A REGULAR MEETING OF THE 

BOARD OF TRUSTEES OF THE TOWN OF PALMER LAKE ON THIS 28th DAY OF 

MARCH 2024. 

 

ATTEST:   TOWN OF PALMER LAKE, COLORADO 

 

 

__________________________________ BY: ______________________________ 

Dawn A. Collins Glant Havenar 

Town Administrator/Clerk Mayor 

 

 

128

Item 27.



                                     Annexation Checklist                 form date: March 21, 2024 draft 

 

Notes: 

 Town staff will strive to review the submitted application for completeness within ten (10) days of 

receipt. Once an application is deemed complete, required payment of fees are received, and cost 

reimbursement agreement is signed, the application will be forwarded to appropriate staff and 

referral agencies. 

 Land use applications fees can be found on the Town website - see adopted Master Fee Schedule. 

 See the Colorado Revised Statutes (CRS) section 31-12-102 and following sections for Colorado 

annexation statutes. The statutes are available online to the public. 

 On this checklist, check off items that are included with the application and the information that is 

included on the annexation map. 
 

SUBMITTAL REQUIREMENTS 

 One paper copy of all items 

 Digital (PDF) copy of all items 

 Land Use application form 

 This checklist – check off all submittal items and 
drawing information included in the application 

 Signed waiver of 30-day requirement 

 Application fee 

 Cost reimbursement agreement 

 Project narrative 

 Annexation map (see drawing requirements 
below) 

 Annexation petition 

 Annexation Impact Report 

 Water rights report 

 If simultaneous zoning is requested, a complete 
zoning application must be submitted 

  

ANNEXATION MAP REQUIREMENTS 

 Sheet title with short legal description 

 North point 

 Graphic and written scales 

 Vicinity map 

 Full boundary description 

 Property boundary 

 Adjacent parcels 

 Municipal boundary 

 Contiguous boundary between Town & 
property 

 Contiguity statement(s) 

 Surveyor’s certification 

ANNEXATION MAP REQUIREMENTS (continued) 

 Approval certification 
 

 

REVIEW PROCESS 

The following is a general description of the steps 
involved in processing your application for 
annexation with an estimate of the time required.  
NOTE: PC means Planning Commission, BOT 
means Board of Trustees. 

Step 1: Pre-application conference. Applicant 
meets with Town staff. 

Step 2: Application submittal. Applicant submits 
annexation and zoning applications.  

Step 3: Staff review. Town staff review application. 
An incomplete application will not be scheduled for 
a PC or BOT hearing. 

Step 4: Applicant notified. Town staff strives to 
notify Applicant within 10 days of submittal. If 
complete, application is scheduled for next regular 
BOT meeting. BOT meets on 2nd and 4th Thursdays. 

Step 4: Resolution & petition. Town Attorney 
prepares Resolution and reviews Petition. 

Step 5: BOT packet. Town Attorney and staff submit 
items for the BOT meeting packet. 

Step 6: BOT hearing. Applicant’s surveyor testifies 
regarding compliance with State statutes. If BOT 
adopts resolution, BOT schedules 1st reading and 
2nd reading for the hearing. Annexation hearing 
must occur between 30 and 60 days after 
resolution adopted.  

Step 7: Paper deadline. Town staff submits notice 
to newspaper by paper’s next scheduled deadline. 
Notice to be published on 4 consecutive weeks. 

129

Item 27.



REVIEW PROCESS (continued) 

Step 8: 1st paper notice. Notice appears 1st time. 

Step 9: Sign and letters. Town staff posts sign and 
mails notice to property owners within 300 feet of 
the property, at least 30 days prior to hearing. 

Step 10: County & Districts. Town staff provides 
notice and documents to County and Districts no 
less than 25 days prior to hearing. 

Step 11: Ordinances. Town Attorney prepares the 
annexation agreement and ordinances for 
annexation and rezoning. 

Step 12: Submit ordinances. Town Clerk submits 
ordinances to newspaper for publishing. 

Step 13: Publish ordinances. Newspaper publishes 
the ordinances at least 15 days before BOT 1st 
reading. 

Step 14: PC hearing. PC holds hearing and makes 
recommendations on annexation and zoning. PC 
hearing may occur before or after BOT 1st reading. 

Step 15: BOT 1st reading. BOT has 1st reading of 
annexation and rezoning ordinances. 

Step 16: BOT hearing. BOT has 2nd reading of 
ordinances and public hearing on annexation and 
ordinances at a regular meeting. BOT may approve, 
approve with conditions, disapprove, or continue 
the hearing.  

Step 17: Submit to paper. If approved, Town Clerk 
submits notice of approval of ordinances to the 
newspaper. 

Step 18: Ordinance approval notice. Newspaper 
publishes notice of approval of ordinances. 

Step 19: Effective date. Ordinances become 
effective 30 days after publication. 

 

SUMMARY OF CRITERIA FOR APPROVAL 

 a. Annexation is at the discretion of the BOT. 

 b. The land to be annexed and the uses 
proposed for the land shall conform to the 
goals and policies of the Comprehensive 
Plan. 

 c. Necessary public facilities and amenities 
must be constructed. 

 d. Public facilities may include but are not 
limited to streets, water and sewer facilities, 
drainage facilities, school sites, and fire and 
police station sites. 

CRITERIA FOR APPROVAL (continued) 

 e. Annexation must not create any additional 
cost or burden on the then-existing residents 
to the Town to provide such public facilities 
in any newly annexed area. 

 f. The applicant for annexation shall not divide 
the property (creating a gap or strip) so as to 
prevent further annexation. 

 g. The property owner shall have complied 
with all requirements of the Act and this 
Chapter. 

 h. Town staff shall attest as to the elements 
required by statute to be present for 
annexation, proposed annexation 
agreement, and the annexation impact 
report. 

 

 

Application received date:__________________ 

Accepted as complete date:________________ 

BOT compliance hearing date:_______________ 

PC hearing date:__________________________ 

BOT 1st reading date:______________________ 

BOT hearing date:________________________ 

Recording date:__________________________ 
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                                 Preliminary Plat Checklist             form date: March 21, 2024 draft 

 

Notes: 

 Town staff will strive to review the submitted application for completeness within ten (10) days of 

receipt. Once an application is deemed complete, required payment of fees are received, and cost 

reimbursement agreement is signed, the application will be forwarded to appropriate staff and 

referral agencies. 

 Land use applications fees can be found on the Town website - see adopted Master Fee Schedule. 

 For submittal and drawing items listed below, see code section 16.20.090(2) for more information. 

 On this checklist, check off items included in the application submittal and shown on the drawing(s). 
  

SUBMITTAL REQUIREMENTS 

 One paper copy of all submittal items 

 One digital copy of all submittal items 

 Land Use application form, complete & signed 

 This checklist – with submitted items and 
completed drawing requirements checked 

 Application fee 

 30-day requirement waiver, signed 

 Cost reimbursement agreement 

 Title commitment 

 Mineral rights 

 Preliminary plat drawing (see following section 
for list of Drawing Requirements) 

 Sewage or septic evidence 

 Project narrative 

 Soils report and map 

 Preliminary grading & drainage - plan & report 

 Master utility plan 

 Water resources report 

 Maintenance and access agreement 

 Preliminary landscape plan 

 Traffic impact analysis 

 Draft covenants and design guidelines, if 
applicable 

 Draft development agreement 

  

DRAWING REQUIREMENTS 

 Sheet size 24” x 36” unless other size approved 

 Title of project 

 North arrow 

 Written & graphic scale 

 Date of preparation 

 Vicinity map 

DRAWING REQUIREMENTS (continued) 

 Name/address/phone for: 

 - Owner(s) 

 - Applicant (if not owner) 

 - Designer(s) 

 - Engineer(s) 

 - Surveyor(s) 

 Legal description 

 Table of information including breakdown and 
total for land uses, number of lots, acreages, 
types of dwelling units or floor area 

 Existing & proposed contours 

 Water features: Watercourses, water bodies, 
and 100-year floodplain boundary 

 Areas sloping 15% or greater 

 Abutting subdivisions or owners 

 Existing and proposed zoning; zoning on 
adjoining properties 

 Layout of Lots, blocks and street rights-of-way 

 Existing, proposed and types of rights-of-way 
and easements 

 Existing and proposed curb cuts or entries 

 Proposed curb line or edge of paving 

 Proposed road grades 

 Existing and proposed street names 

 Existing and proposed contours 

 Existing and proposed sewer lines, water lines 
and hydrants 

 Bridges, culverts & other drainage facilities 

 Existing buildings and site improvements to 
remain 

 Location and acreages for schools, parks, trails, 
open space, common areas, public land  

 Maintenance for schools, parks, etc. 
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REVIEW PROCESS 

The following is a general description of the steps 
involved in processing your Preliminary Plat for a 
Subdivision with an estimate of the time required. 
NOTE: PC means Planning Commission, BOT 
means Board of Trustees. 

Step 1: Pre-
application 
conference 

This meeting is optional. 

Step 2: 
Application 
submittal 

The Town Office reviews the 
application for completeness. 

Step 3. 
Certification of 
completeness 

The project will not be 
scheduled for PC’s review until 
all required information has 
been received and necessary 
approvals have been obtained 
for supporting documentation. 

Step 4: Refer of 
the application 

Staff refers the application to 
parties of interest 

Step 5: Staff 
review 

Staff reviews the application 
then prepares and sends 
comments to the applicant 

Step 6: Applicant 
addresses Staff 
comments. 

 

Step 7: Staff 
reviews and 
prepares report 

 

Step 8: Schedule 
PC hearing, and 
provide public 
notice 15 days 
prior to meeting 

The Town Office shall notify all 
appropriate property owners 
within 500-feet from the 
boundary of the subject 
properties. 

Step 9: PC public 
hearing and 
recommendation 
 
 

By 2nd Wednesday of month, 
PC receives all information. 
PC will then have 1-week to 
review all the information.                                              
Hearing on 3rd Wednesday of 
the month, PC will have 
prepared its recommendation.                                                
APPLICANT MUST BE PRESENT.                          

Step 10: 
Applicant 
addresses PC 
conditions 

 

Step 11: Final 
Staff review and 
report to BOT, 
and BOT hearing. 

On the first Thursday following 
the PC  final recommendation  
BOT will hear, comments from 
the developer. APPLICANT 
MUST BE PRESENT. 

Step 12: If BOT 
continued the 
public hearing in 
Step 11 

By the second Thursday of the 
month BOT will make a 
decision. APPLICANT MUST BE 
PRESENT. 

Appeal, if needed Appeals can be filed 15 days 
after BOT decision 

 

SUMMARY OF CRITERIA FOR APPROVAL 

See Section 16.20.090(b) for complete text of the 
criteria of approval that are summarized below. 

1. Consistent with Community Plan 

2. Land use conforms to zoning district, and 
furthers goals and policies of all adopted plans 

a. Promotes small town character and respects 
natural environment. 

b. Respect historic size of lots 

c. Commercial development benefits Town’s 
economic base 

d. Functional parks, trails, and open space 

e. Protects environmental quality and natural 
environment 

f. Enhances cultural, historical, and or 
educational opportunities 

g. Utility and transportation are adequate 

h. Negative impact on adjacent laned uses is 
satisfactorily mitigated 

i. Help achieve a balance of land use and/or 
housing types within the Town 

 

 

Date application received:__________________ 

Date accepted as complete:________________ 

Date of PC hearing:_______________________ 

Date of BOT hearing:______________________ 
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                                              Final Plat Checklist          form date: March 21, 2024 draft 

 

Notes: 

 Town staff will strive to review the submitted application for completeness within ten (10) days of 

receipt. Once an application is deemed complete, required payment of fees are received, and cost 

reimbursement agreement is signed, the application will be forwarded to appropriate staff and 

referral agencies. 

 Land use applications fees can be found on the Town website - see adopted Master Fee Schedule. 

 For submittal and drawing items listed below, see code section 16.20.100(b)(2) for more information. 

 On this check list, check off items included in the application and shown on the drawings. 
  

SUBMITTAL REQUIREMENTS 

 One paper copy of all submittal items 

 Digital copy of all submittal items 

 Land Use application form 

 This checklist – check off all items submitted 
and drawing requirements that have been met 

 Application fee 

 Cost reimbursement agreement 

 30 day requirement signed waiver 

 Title commitment 

 Mineral rights affidavit 

 Final plat drawing (see Drawing Requirements 
below) 

 Project narrative 

 Engineering plans and specifications 

 Final landscape plan 

 Final open space plan 

 Special documents (as needed) 

 “Clean” final plat for addressing (after approval) 

 
 

 

DRAWING REQUIREMENTS 

 24” x 36” sheet, unless other size is approved 

 Title of project 

 North arrow 

 Written & graphic scale 

 Vicinity map 

 Date of preparation 

 Name of person or firm that prepared the 
drawing 

 Legal description 

 Basis of bearing 

 

DRAWING REQUIREMENTS (continued) 

 Name/address/phone for: 

 - Owner(s) 

 - Applicant (if not the owner) 

 - Designer(s) 

 - Engineer(s) 

 - Surveyor(s) 

 Total acreage of subdivision 

 Bearings, distances, and curve information for 
the perimeter and all lots, blocks, ROW’s, and 
easements 

 Excepted parcels note 

 Lot and block numbers 

 Existing and proposed ROW 

 Existing and proposed street names 

 Existing and proposed easements 

 Location and description of monuments 

 Floodplain boundary 

 Signature blocks for: 

 - Registered land surveyor 

 - Owners and mortgagees 

 - PC, BOT, Town Clerk, County Clerk & 
Recorder 

 - Utility providers 

 - Certification of ownership and dedications 
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REVIEW PROCESS 

The following is a general description of the steps 
involved in processing your Final Plat for a 
Subdivision with an estimate of the time required. 
NOTE: PC means Planning Commission, BOT 
means Board of Trustees. 

Step 1: Pre-
application 
conference 

Applicant may request 
conference before submitting 
an application. 

Step 2: 
Application 
submittal at least 
45 days before PC 
hearing 

The Town Office reviews the 
application for completeness. 

Step 3. 
Certification of 
completeness 

Staff either certifies the 
application as complete or 
notifies the application has 
been rejected and what needs 
to be addressed. 

Step 4: Refer 
application to 
parties of interest 

 

Step 5: Staff 
review 

Staff reviews the application, 
then prepares and sends 
comments to the applicant. 

Step 6: Applicant 
addresses Staff 
comments. 

 

Step 7: Staff 
review 

Staff reviews revisions and 
prepares staff report. 

Step 8: Schedule 
PC hearing, and 
provide public 
notice 15 days 
prior to meeting. 

The Town Office shall notify all 
appropriate property owners 
within 300 feet from the 
boundary of the subject 
properties. 

Step 9: PC public 
hearing and 
recommendation 

The Town Office provides all 
the  information to the PC. 
PC will then have 1-week to 
review all the information.                                              
On 3rd Wednesday of the 
month, PC will make a 
recommendation.                                                
APPLICANT MUST BE PRESENT 
FOR THE HEARING.            

Step 10: Applicant 
addresses PC 
conditions. 

 

Step 11 Final Staff 
review and report 
to BOT 

The Town Office prepares a 
report to the BOT. 

Step 12: BOT 
public hearing 
and action. 

BOT make a decision or 
continues the hearing to a 
specific date.  APPLICANT 
MUST BE PRESENT. 

Step 13: Record 
final plat 

Applicant provides the Town 
the original and one (1) 
reproducible mylar. 

Step 14: Post-
approval actions. 

Before the plat is recorded, the 
following are required: open 
space deed restriction, other 
certifications, evidence of all 
conditions met, and require 
documents are submitted.  

Appeal, if needed Appeals can be filed 15 days 
after BOT decision 

 

CRITERIA FOR APPROVAL SUMMARY 

For full text, see section 16.20.100(c). 

16.20.100(c)(1) Final plat conforms to 
preliminary plat and conditions 
of approval. 

16.20.100(c)(2) Substantially complies with 
Municipal Code Title 17 
standards. 

16.20.100(c)(3) All technical standards have 
been met. 

 

Application received date:__________________ 

Date accepted as complete:________________ 

PC hearing date:__________________________ 

BOT hearing date:________________________ 

Recording date:__________________________ 
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                                            Vacation Plat Checklist        form date: March 21, 2024 draft 

 

Notes: 

 Town staff will strive to review the submitted application for completeness within ten (10) days of 

receipt. Once an application is deemed complete, required payment of fees are received, and cost 

reimbursement agreement is signed, the application will be forwarded to appropriate staff and 

referral agencies. 

 Land use applications fees can be found on the Town website - see adopted Master Fee Schedule. 

 For submittal and drawing items below, see code section 16.20.120 for more information. 

 On this checklist, check off items included in the application and shown on the drawings. 

  

SUBMITTAL REQUIREMENTS 

 One paper copy of all submittal items 

 Digital (PDF) copy of all submittal items 

 Land Use application form 

 This checklist – check off all items submitted 
and drawing requirements that have been met 

 Application fee 

 Cost reimbursement agreement 

 30-day requirement signed waiver 

 Petition for vacation of right-of-way, easement, 
or plat 

 Title commitment 

 Vacation plat map (see Drawing Requirements 
below) 

 Criteria statement 

 Letters of support from Utility Providers and 
Other Affected Agencies 

 Project narrative 

 Application to replace right-of-way, easement, 
or plat may be required 

  
 
 

DRAWING REQUIREMENTS 

 24” x 36” sheet, unless other size is approved 

 Name of subdivision / vacation 

 North arrow 

 Written & graphic scale 

 Vicinity map 

 Date of preparation 

 Name of person or firm that prepared the 
drawing 

 Legal description 

 Clerk and recorder certification 

DRAWING REQUIREMENTS (continued) 

 Acknowledgment of vacation of dedicated lands 

 Statement of ownership 

 Attorney’s title opinion or evidence of 
satisfactory title insurance showing record 
ownership 

 Graphic representation of property to be 
vacated 

 Acreage of property to be vacated  

 Name and boundaries of adjacent subdivisions 
and streets 

 Lot and block numbers of adjacent lots and 
blocks 

 Existing and proposed rights-of-way 

 Existing and proposed easements 
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REVIEW PROCESS 

The following is a general description of the steps 
involved in processing Vacation Plat, with an 
estimate of the time required. NOTE: PC means 
Planning Commission, BOT means Board of 
Trustees. 

Step 1: Pre-
application 
conference 

Required prior to submitting 
an application. 

Step 2: 
Application 
submittal 

 

Step 3. 
Certification of 
completeness 

 

Step 4: Letters of 
Support 

From Utility Providers and 
Other Affected Agencies within 
30 days of the application 
being deemed to be complete 

Step 5: Staff 
review and 
preparation of 
comments 

Staff reviews the application 
then prepares and sends 
comments to the applicant 

Step 6: Applicant 
addresses Staff 
comments. 

 

Step 7: Final staff 
review and report 
to BOT 

 

Step 8: Public 
hearing and 
decision by BOT 

 

Appeal, if needed Appeals can be filed 15 days 
after BOT decision 

 

 

 

 

 

 

 

 

CRITERIA FOR APPROVAL SUMMARY 
For complete text of the criteria, see code section 

16.20.120(d). 

 The right-of-way, easement or plat being 
vacated is not needed in the short- or long-
term. 

 The right-of-way, easement, or plat will be 
replaced. 

 The applicant is relocating all public facilities or 
utilities within the right-of-way or easement. 

 The public and surrounding properties will not 
be negatively impacted by the vacation. 

 

Application received date:__________________ 

Accepted as complete date:________________ 

PC hearing date:__________________________ 

BOT hearing date:________________________ 

Recording date:__________________________ 
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                                   Zone Change Checklist                 form date: March 21, 2024 draft 

 

Notes: 

 Town staff will strive to review the submitted application for completeness within ten (10) days of 

receipt. Once an application is deemed complete, required payment of fees are received, and cost 

reimbursement agreement is signed, the application will be forwarded to appropriate staff and 

referral agencies. 

 Land use applications fees can be found on the Town website - see adopted Master Fee Schedule. 

 On this checklist, check off the items included in the application or shown on the drawing(s). 

  

SUBMITTAL REQUIREMENTS 

 One paper copy of submittals 

 Digital copy of all submittals 

 Land Use application form, completed & signed 

 This checklist, with items checked 

 30-day requirement signed waiver 

 Application fee 

 Cost reimbursement agreement 

 Letter of Intent 

 Title commitment 

 Mineral rights 

 Site plan drawing (see drawing requirements 
below) 

  
 

DRAWING REQUIREMENTS 

 24” x 36” sheet, unless other size approved 

 Title of project 

 North arrow 

 Written & graphic scale 

 Adequate scale, sufficient to clearly show the 
information 

 Date of preparation 

 Person or firm preparing the plan 

 Land use legend 

 Vicinity map 

 Name/address/phone for: 

 - Owner(s) 

 - Applicant (if not owner) 

 - Designer(s) 

 - Engineer(s) 

 - Surveyor(s) 

 Legal description 

 Land use legend 

DRAWING REQUIREMENTS (continued) 

 Project statistics table: area, acreage, uses, 
zoning, height, site coverages, density, parking 

 Phasing schedule, if phased 

 Landforms and topographic character 

 2’ contour interval, 10’ if slope is 30% or greater 

 Natural features 

 Provisions to protect or incorporate natural 
features 

 Areas sloping 15% or greater 

 Watercourse and waterbodies 

 100-year floodplain, if any 

 Existing streets, within and adjacent to the site 

 Footprint of structures and buildings to remain 

 Such other additional information BOT may 
require 

 

REVIEW PROCESS 

The following is a general description of the steps 
involved in processing your application with an 
estimate of the time required.  
NOTE: PC means Planning Commission, BOT 
means Board of Trustees. 

Step 1: Pre-
application 
conference 

This meeting is required. 

Step 2: 
Application 
submittal 

The Town Office reviews the 
application for completeness. 

Step 3. 
Certification of 
completeness 

The project will not be 
scheduled for PC’s review until 
all required information has 
been received and necessary 
approvals have been obtained 
for supporting documentation. 
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REVIEW PROCESS (continued) 

Step 4: Refer 
application to 
parties of interest 

 

Step 5: Staff 
review 

Staff reviews the application 
then prepares and sends 
comments to the Applicant 

Step 6: Applicant 
addresses Staff 
comments. 

 

Step 7: Staff 
reviews and 
prepares report 

 

Step 8: Schedule 
PC hearing, and 
provide public 
notice 15 days 
prior to meeting 

The Applicant shall notify by 
certified mail all appropriate 
property owners within 300-
feet from the boundary of the 
subject properties. 

Step 9: PC public 
hearing and 
recommendation 
 
 

PC will have 1-week to review 
all the information.                                              
On 3rd Wednesday of the 
month, PC holds a hearing and 
makes a recommendation.                                                
APPLICANT MUST BE PRESENT.                          

Step 10: 
Applicant 
addresses PC 
conditions 

 

Step 11: Final 
Staff review and 
report to BOT 

 

Step 12: BOT 
public hearing – 
BOT may 
continue hearing 

By the second Thursday of the 
month,  BOT will hold hearing  
and make a decision.         
APPLICANT MUST BE PRESENT. 

 Final approval is for no more 
than 12 months after 
application accepted as 
complete 

Appeal, if needed Appeals can be filed 15 days 
after BOT decision 

 

 

 

 

 

 

SUIMMARY OF THE CRITERIA FOR APPROVAL 

a. The proposed rezoning promotes the health, 
safety or welfare of the inhabitants of the 
Town. 

b. The proposed zoning is consistent with the 
goals of the Comprehensive Plan. 

c. There has been a material change in the 
character of the neighborhood or in the Town, 
so that the proposed zoning would be in the 
public interest and consistent with the change. 

d. The proposal, as evidenced by the Site Plan, is 
compatible with surrounding uses or in the case 
of redevelopment that the proposal is an 
improvement to the area (section 17.12.070). 

e. The proposal enhances significant natural 
characteristics of the site by preservation or 
incorporating the features into the 
development’s open space plan if applicable. 

 

Pre-application meeting date:_______________ 

Application received date:__________________ 

Accepted as complete date:________________ 

PC hearing date:__________________________ 

BOT hearing date:________________________ 
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                              Minor Subdivision Checklist          form date: March 21, 2024 draft 

 

Notes: 

 Town staff will strive to review the submitted application for completeness within ten (10) days of 

receipt. Once an application is deemed complete, required payment of fees are received, and cost 

reimbursement agreement is signed, the application will be forwarded to appropriate staff and 

referral agencies. 

 Land use applications fees can be found on the Town website - see adopted Master Fee Schedule. 

 For submittal and drawing items listed below, see code section 16.20.110(a) for more information. 

 On this checklist, check off items included in the application and shown on the drawings. 

  

SUBMITTAL REQUIREMENTS 

 One paper copy of all submittal items 

 Digital copy (PDF) of all submittal items 

 Land Use application form, completed & signed 

 This checklist – check off all items submitted 
and drawing requirements that have been met 

 Application fee 

 Cost reimbursement agreement 

 30-day requirement signed waiver 

 Title commitment 

 Mineral rights affidavit 

 Minor subdivision plat (see Drawing 
Requirements below) 

 Site development plan 

 Project narrative 

 “Clean” final plat for addressing (after approval) 

  

DRAWING REQUIREMENTS 

 24” x 36” sheet, unless other size is approved 

 Title of project 

 North arrow 

 Written & graphic scale 

 Vicinity map 

 Date of preparation 

 Name of person or firm that prepared drawing 

 Legal description 

 Basis of bearing 

 Name/address/phone for: 

 - Owner(s) 

 - Applicant (if not the owner) 

 - Designer(s) 

 - Engineer(s) 

 - Surveyor(s) 

DRAWING REQUIREMENTS (continued) 

 Total acreage of subdivision 

 Bearings, distances, and curve information for 
the perimeter and all lots, blocks, ROW’s, and 
easements 

 Excepted parcels note 

 Lot and block numbers 

 Existing and proposed ROW 

 Existing and proposed street names 

 Existing and proposed easements 

 Location and description of monuments 

 Floodplain boundary 

 Signature blocks for: 

 - Registered land surveyor 

 - Owners and mortgagees 

 - PC, BOT, Town Clerk, County Clerk & 
Recorder 

 - Utility providers 

 - Certification of ownership and 
dedications 
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REVIEW PROCESS 

The following is a general description of the steps 
involved in processing your Minor Subdivision with 
an estimate of the time required. NOTE: PC means 
Planning Commission, BOT means Board of 
Trustees. 

Step 1: Pre-
application 
conference 

Applicant may request 
conference before submitting 
the application. 

Step 2: 
Application 
submittal at least 
45 days before PC 
hearing 

The Town Office reviews the 
application for completeness. 

Step 3. 
Certification of 
completeness 

The project will not be 
scheduled for PC’s review until 
all required information has 
been received and necessary 
approvals have been obtained 
for supporting documentation. 

Step 4: Referral of 
application 

Town Office refers application 
to parties of interest 

Step 5: Staff 
review 

Staff reviews the application 
then prepares and sends 
comments to the applicant 

Step 6: Applicant 
addresses Staff 
comments. 

 

Step 7: Staff 
reviews revisions 
and prepares 
recommendations 

Staff provides PC and BOT 
recommendations within 5 
days. PC and BOT have 20 
business days to object in 
writing to staff 
recommendation. 

Step 8: If PC or 
BOT objects, the 
application 
follows the final 
plat process. 

 

Step 9: IF PC or 
BOT does not 
object, the 
applicant 
proceeds to 
recording. 

Applicant provides the Town 
the original and one (1) 
reproducible mylar. 

Appeal, if needed Appeals can be filed 15 days 
after BOT decision 

CRITERIA FOR APPROVAL SUMMARY 
A minor subdivision has the same criteria for 
approval as a final plat. For the full text of the 

criteria, see code section 16.20.100(c) 

 Final plat conforms to preliminary plat and 
conditions. 

 Substantially complies with Title 17 standards. 

 All technical standards have been met. 

 

Application received date:__________________ 

Accepted as complete date:________________ 

PC hearing date:__________________________ 

BOT hearing:____________________________ 

Recording date:__________________________ 
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                                       PUD Plan Checklist                 form date: March 21, 2024 draft 

 

Notes: 

 Town staff will strive to review the submitted application for completeness within ten (10) days of 

receipt. Once an application is deemed complete, required payment of fees are received, and cost 

reimbursement agreement is signed, the application will be forwarded to appropriate staff and 

referral agencies. 

 Land use applications fees can be found on the Town website - see adopted Master Fee Schedule. 

 For items listed below, see code section 17.72.110 for more information. 

 On this checklist, check off the items included in the application or shown on the drawing(s). 

  

SUBMITTAL REQUIREMENTS 

 One paper copy of submittals 

 Digital copy of all submittals 

 Land Use application form, completed & signed 

 This checklist, with items checked 

 30-day requirement signed waiver 

 Application fee 

 Cost reimbursement agreement 

 Title commitment 

 Mineral rights 

 Project narrative 

 PUD plan drawing (see drawing requirements 
below) 

 Soils report and map 

 Preliminary grading and drainage plan and 
report 

 Traffic impact analysis 

 Water resources report 

 Master utility plan 

 Sewage or septic evidence 

 Maintenance and access agreement 

 Preliminary landscape plan 

 Draft covenants & design guidelines, if 
applicable 

  
 

DRAWING REQUIREMENTS 

 Title of project 

 North arrow 

 Written & graphic scale 

 Adequate scale, sufficient to clearly show the 
information 

 Date of preparation 

 Person or firm preparing the plan 

DRAWING REQUIREMENTS (continued) 

 Land use legend 

 Vicinity map 

 Name/address/phone for: 

 - Owner(s) 

 - Applicant (if not owner) 

 - Designer(s) 

 - Engineer(s) 

 - Surveyor(s) 

 Legal description 

 Land use legend 

 Project statistics table: area, acreage, uses, 
zoning, height, site coverages, density, parking 

 Phasing schedule, if phased 

 Type of residents expected 

 Ownership configuration 

 Abutting subdivisions or owners 

 Layout of lots, blocks and streets 

 Proposed parks, trails, open space, and 
recreation 

 Design parameters 

 Landforms and topographic character 

 Contours extend 100’ beyond property lines 

 2’ contour interval, 10’ if slope is 30% or greater 

 Natural features 

 Provisions to protect or incorporate natural 
features 

 Areas sloping 15% or greater 

 Watercourses & floodplain 

 Flood certification, if any 

 100-year floodplain 

 General drainage scheme 
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DRAWING REQUIREMENTS (continued) 

 Existing streets, within and adjacent to site 

 Traffic circulation and access plans showing 
ROW or access easement, and pavement 
widths 

 Parking: surface & enclosed 

 Footprint of structures and buildings to remain 

 Such other additional information BOT may 
require 

 

REVIEW PROCESS 

The following is a general description of the steps 
involved in processing your application with an 
estimate of the time required.  
NOTE: PC means Planning Commission, BOT 
means Board of Trustees. 

Step 1: Pre-
application 
conference 

This meeting is required. 

Step 2: 
Application 
submittal 

The Town Office reviews the 
application for completeness. 

Step 3. 
Certification of 
completeness 

The project will not be 
scheduled for PC’s review until 
all required information has 
been received and necessary 
approvals have been obtained 
for supporting documentation. 

Step 4: Refer 
application to 
parties of interest 

 

Step 5: Staff 
review 

Staff reviews the application 
then prepares and sends 
comments to the applicant 

Step 6: Applicant 
addresses Staff 
comments. 

 

Step 7: Staff 
reviews and 
prepares report 

 

Step 8: Schedule 
PC hearing, and 
provide public 
notice 15 days 
prior to meeting 

The Town Office shall notify all 
appropriate property owners 
within 300-feet from the 
boundary of the subject 
properties. 

Step 9: PC public 
hearing and 
recommendation 
 
 

PC will have 1-week to review 
all the information.                                              
On 3rd Wednesday of the 
month, PC holds a hearing and 
makes a recommendation.                                                
APPLICANT MUST BE PRESENT.                          

Step 10: 
Applicant 
addresses PC 
conditions 

 

Step 11: Final 
Staff review and 
report to BOT 

 

Step 12: BOT 
public hearing – 
BOT may 
continue hearing 

By the second Thursday of the 
month,  BOT holds a hearing 
and makes a decision.         
APPLICANT MUST BE PRESENT. 

 Final approval is for no more 
than 1 year after application 
accepted as complete 

Appeal, if needed Appeals can be filed 15 days 
after BOT decision 

 

SUIMMARY OF THE CRITERIA FOR APPROVAL 

a. The proposed rezoning promotes the health, 
safety or welfare of the inhabitants of the 
Town. 

b. The proposed zoning is consistent with the 
goals of the Comprehensive Plan. 

c. There has been a material change in the 
character of the neighborhood or in the Town, 
so that the proposed zoning would be in the 
public interest and consistent with the change. 

d. The proposal, as evidenced by the Site Plan, is 
compatible with surrounding uses or in the case 
of redevelopment that the proposal is an 
improvement to the area (section 17.12.070). 

e. The proposal enhances significant natural 
characteristics of the site by preservation or 
incorporating the features into the 
development’s open space plan if applicable. 

Application received date:__________________ 

Accepted as complete date:________________ 

PC hearing date:__________________________ 

BOT hearing date:________________________ 
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                                 PUD Master Plan Checklist           form date: March 21, 2024 draft 

 

Notes: 

 Town staff will strive to review the submitted application for completeness within ten (10) days of 

receipt. Once an application is deemed complete, required payment of fees are received, and cost 

reimbursement agreement is signed, the application will be forwarded to appropriate staff and 

referral agencies. 

 Land use applications fees can be found on the Town website - see adopted Master Fee Schedule. 

 For submittal and drawing items listed below, see code section 16.16.020 for more information. 

 On this checklist, check submittal items and drawing content submitted with this application. 
  

SUBMITTAL REQUIREMENTS 

 One paper copy of all submittal items 

 One digital (PDF) copy of all submittal items 

 Land Use application form, completed & signed 

 This checklist – with submitted items and 
completed drawing requirements checked 

 30-day requirement signed waiver 

 Application fee 

 Cost reimbursement agreement, signed 

 Master Plan drawing (see Drawing 
Requirements below) 

 Conceptual drainage plan 

 Statement of sufficient water supply and sewer 
capacity 

 Energy commitment letters 

 Project narrative 

 Master Plan statement 

  

DRAWING REQUIREMENTS 

 Sheet size 24” x 36” unless other size approved 

 Title of project 

 North arrow 

 Written & graphic scale 

 Date of preparation 

 Person who prepared the drawing 

 Vicinity map 

 Name/address/phone for: 

 -  Owner(s) 

 - Applicant (if not owner) 

 - Designer(s) 

 Short legal description 

 Land use table 

 Existing topography 

DRAWING REQUIREMENTS (continued) 

 Areas sloping 15% or greater 

 Watercourses & water bodies 

 Floodplain boundary 

 Significant vegetation 

 Proposed land uses, natural or open areas, land 
dedications 

 Existing and proposed zoning 

 Proposed phasing, if any 

 Existing buildings, structures and site 
improvements 

 Proposed buildings, structures and site 
improvements 

 Access points to public ROW 

 Roadway improvements 

 

REVIEW PROCESS 

The following is a general description of the steps 
involved in processing your Sketch Plan for a 
Subdivision with an estimate of the time required. 
NOTE: PC means Planning Commission, BOT 
means Board of Trustees. 

Step 1: Pre-
application 
conference  

Pre-application meeting with 
PC is required. 

Step 2: 
Application 
submittal 

The Town Office reviews the 
application for completeness. 

Step 3. 
Certification of 
completeness 

The project will not be 
scheduled for PC’s review until 
all required information has 
been received and necessary 
approvals have been obtained 
for supporting documentation. 
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REVIEW PROCESS (continued) 

Step 4: Referral 
of application  

Staff refers the application to 
parties of interest. 

Step 5: Staff 
review  

Staff reviews the application 
then notifies and sends 
comments to the Applicant. 

Step 6: Address 
comments 

Applicant addresses Staff 
comments. 

Step 7: Staff 
report 

Staff reviews any revisions and 
prepared staff report. 

Step 8: Schedule 
PC hearing, and 
provide public 
notice 15 days 
prior to meeting  

Staff notifies all appropriate 
property owners within 300-
feet from the boundary of the 
subject properties. 

Step 9: PC public 
hearing and 
decision 
 
 

By 2nd Wednesday of month, 
PC receives all information.         
On 3rd Wednesday PC holds 
hearing and makes 
recommendation.   APPLICANT 
MUST BE PRESENT.                          

 Appeals to the BOT can be filed 
15 days after PC decision 

 Approval is valid for 2 years. 

 PC may grant one extension. 

 

SUMMARY OF CRITERIA FOR APPROVAL 

a. Compatibility with the surrounding area 

b. Harmony with site and neighborhood 

c. Effect upon the immediate area 

d. Effect on future development in the area 

e. Whether an exception to requirements is 
warranted 

f. Whether surrounding land can be planned in 
coordination with the proposed plan 

g. Conforms to the Town’s comprehensive plan 

h. Existing and proposed streets are adequate 

i. Existing and proposed utilities are adequate 

j. PUD creates a desirable and stable environment 

k. PUD makes possible a creative, innovative and 
effective use of the property 

l. Purposes of section 17.72.020 are met 

 

 

 

Pre-application meeting date:_______________ 

Application received date:__________________ 

Accepted as complete date:________________ 

PC hearing date:__________________________ 

BOT hearing:____________________________ 
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                                 Final PUD Plan Checklist                form date: March 21, 2024 draft 

 

Notes: 

 Town staff will strive to review the submitted application for completeness within ten (10) days of 

receipt. Once an application is deemed complete, required payment of fees are received, and cost 

reimbursement agreement is signed, the application will be forwarded to appropriate staff and 

referral agencies. 

 Land use applications fees can be found on the Town website - see adopted Master Fee Schedule. 

 For items listed below, see code section 17.72.110(3) for more information. 

 On this checklist, check off items that are included with the application and shown on the map.

SUBMITTAL REQUIREMENTS 

 1 paper copy of all submittals 

 Digital copy of all submittals 

 Land Use application form 

 This checklist, with submitted items nd and 
drawing information checked 

 30-day waiver limit signed 

 Application fee 

 Cost reimbursement agreement 

 Title commitment 

 PUD plan drawing (see following section) 

 Project narrative 

 Grading and drainage plan and report 

 Traffic impact analysis 

 Master utility plan 

 Design guidelines 

 Maintenance and access agreement 

 Covenants, if applicable 

 Development agreement 

  

DRAWING REQUIREMENTS 

 Title of project 

 North arrow 

 Written & graphic scales 

 Scale: sufficient to clearly show the information 

 Date of preparation 

 Person preparing drawing 

 Vicinity map 

 Name/address/phone for: 

 - Owner(s) 

 - Applicant (if not owner) 

 - Designer(s) 

 - Engineer(s) 

 DRAWING REQUIREMENTS (continued) 

 Legal description 

 Boundaries of the project 

 Project statistics table: area, acreage, uses, 
zoning, height, site coverages, density, parking 

 Phasing and schedule 

 Ownership configuration 

 Design parameters 

 Flood certification, if any 

 Proposed parks, trails, open space, recreation 

 Public land dedication 

 Existing and proposed 2’ contour interval, 10’ if 
slope is 30% or greater 

 Areas sloping 15% or greater 

 Provisions to protect or incorporate natural 
features 

 Erosion control & reclamation 

 100-year floodplain 

 Lots, blocks & street layout, on site & adjacent t 

 Roads ROW, driving surface, grades, both public 
& private 

 Pedestrian facilities, including surface type(s) 

 Offstreet parking plan 

 Building footprints or envelops 

 Building setbacks 

 Public facilities plan 

 All major improvements  within 100 feet 

 Common trash & recycling, except detached 
residential 

 Landscape plan 

 Signs and lighting 

 Certifications: ownership, Planning 
Commission, Mayor, and Clerk & Recorder 
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REVIEW PROCESS 

The following is a general description of the steps 
involved in processing your application with an 
estimate of the time required.  
NOTE: PC means Planning Commission, BOT 
means Board of Trustees. 

Step 1: Pre-
application 
conference 

This meeting is optional. 

Step 2: 
Application 
submittal 

The Town Office reviews the 
application for completeness. 

Step 3. 
Certification of 
completeness 

The project will not be 
scheduled for PC’s review until 
all required information has 
been received and necessary 
approvals have been obtained 
for supporting documentation. 

Step 4: Refer 
application to 
parties of interest 

 

Step 5: Staff 
review 

Staff reviews the application 
then prepares and sends 
comments to the applicant 

Step 6: Applicant 
addresses Staff 
comments. 

 

Step 7: Staff 
reviews and 
prepares report 

 

Step 8: Schedule 
PC hearing, and 
provide public 
notice 15 days 
prior to meeting 

The Town Office shall notify all 
appropriate property owners 
within 300-feet from the 
boundary of the subject 
properties. 

Step 9: PC public 
hearing and 
recommendation 
 
 

By 2nd Wednesday of month, 
PC receives all information. 
On 3rd Wednesday of the 
month, PC holds a hearing and 
makes recommendation.                                                
APPLICANT MUST BE PRESENT.                          

Step 10: 
Applicant 
addresses PC 
conditions 

 

On the first Thursday following 
the PC  recommendation,  BOT 

Step 11: Final 
Staff review and 
report to BOT 

will hold a hearing and make a 
decision. APPLICANT MUST BE 
PRESENT. 

After PC review, BOT may waive 
or modify density, unit sizes, 
height, and sign requirements 

Step 12: BOT 
public hearing - 
BOT may 
continue hearing 

By the second Thursday of the 
month,  BOT will have made a 
decision. APPLICANT MUST BE 
PRESENT. 

 Approval for 1 year, PC and BOT 
may extend approval 

 No building permits without 
approved subdivision or PUD 

Appeal, if needed Appeals can be filed 15 days 
after BOT decision 

 

CRITERIA FOR APPROVAL 

a. Compatibility with surrounding area 

b. Harmony with site and neighborhood 

c. Effect upon the immediate area 

d. Effect on future development of the area 

e. Whether an exception to requirements is 
warranted 

f. Whether surrounding land can be planned in 
coordination with the proposed plan 

g. Conforms to the Town’s comprehensive plan 

h. Existing and proposed streets are adequate 

i. Existing and proposed utilities are adequate 

j. PUD creates a desirable and stable environment 

k. PUD makes possible a creative, innovative and 
effective use of the property 

l. Purposes of section 17.72.020 are met 

 

Pre-application meeting date:_______________ 

Application received date:__________________ 

Accepted as complete date:________________ 

PC hearing date:__________________________ 

BOT hearing date:________________________ 

Approval expiration date:__________________ 
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                                            Sketch Plan Checklist           form date: March 21, 2024 draft 

 

Notes: 

 Town staff will strive to review the submitted application for completeness within ten (10) days of 

receipt. Once an application is deemed complete, required payment of fees are received, and cost 

reimbursement agreement is signed, the application will be forwarded to appropriate staff and 

referral agencies. 

 Land use applications fees can be found on the Town website - see adopted Master Fee Schedule. 

 For submittal and drawing items listed below, see code section 16.20.080(d) for more information. 

 On this checklist, check submittal items and drawing content submitted with this application. 
  

SUBMITTAL REQUIREMENTS 

 One paper copy of all submittal items 

 One digital (PDF) copy of all submittal items 

 Land Use application form, completed & signed 

 This checklist – with submitted items and 
completed drawing requirements checked 

 30-day requirement signed waiver 

 Application fee 

 Cost reimbursement agreement, signed 

 Sketch plan drawing (see Drawing 
Requirements below) 

 Conceptual drainage plan 

 Statement of sufficient water supply & sewer 
capacity 

 Location of existing or nearest water and sewer 
utilities 

 Project narrative 

 Sketch plan narrative 

  

DRAWING REQUIREMENTS 

 Sheet size 24” x 36” unless other size approved 

 Title of project 

 North arrow 

 Written & graphic scale 

 Date of preparation 

 Person who prepared the drawing 

 Vicinity map 

 Name/address/phone for: 

 -  Owner(s) 

 - Applicant (if not owner) 

 - Designer(s) 

 Short legal description 

 Land use table 

DRAWING REQUIREMENTS (continued) 

 Existing topography 

 Areas sloping 15% or greater 

 Watercourses & water bodies 

 Floodplain boundary 

 Significant vegetation 

 Proposed land uses, natural or open areas, land 
dedications 

 Existing and proposed zoning 

 Proposed phasing, if any 

 Existing buildings, structures and site 
improvements 

 Proposed buildings, structures and site 
improvements 

 Access points to public ROW 

 Roadway improvements 

 

REVIEW PROCESS 

The following is a general description of the steps 
involved in processing your Sketch Plan with an 
estimate of the time required. NOTE: PC means 
Planning Commission, BOT means Board of 
Trustees. 

Step 1: Pre-
application 

Pre-application meeting is 
required. 

Step 2: 
Application 
submittal  

The Town Office reviews the 
application for completeness. 

Step 3. 
Certification of 
completeness  

The project will not be 
scheduled for PC’s review until 
all required information has 
been received and necessary 
approvals have been obtained 
for supporting documentation. 
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REVIEW PROCESS (continued) 

Step 4: Referral 
of application 

Staff refers application to 
parties of interest. 

Step 5: Staff 
review  

Staff reviews the application 
then notifies and sends 
comments to the Applicant. 

Step 6: Address 
comments 

Applicant addresses Staff 
comments. 

Step 7: Staff 
report 

Staff reviews any revisions and 
prepares staff report. 

Step 8: Schedule 
PC hearing, and 
provide public 
notice 15 days 
prior to meeting  

Staff notifies all appropriate 
property owners within 300-
feet from the boundary of the 
subject properties. 

Step 9: PC public 
hearing and 
decision; PC may 
continue hearing 
to another 
meeting 

By 2nd Wednesday of month, 
PC receives all information. 
On 3rd Wednesday, PC holds 
hearing and makes a decision.   
APPLICANT MUST BE PRESENT.                          

 Appeals to the BOT can be filed 
within 15 days of decision. 

 Approval is valid for 2 years. 

 PC may grant one extension. 

 

SUMMARY OF CRITERIA FOR APPROVAL 
Subdivisions in Palmer Lake have the following 

purposes. 

1. Conforms to master plan. 

2.  Harmonious development and lot pattern that 
is compatible with the neighborhood and 
community. 

3. Lot and development pattern ensures adequate 
light and air. 

4. Adequate parks, open space, and other spaces 
for public use for each phase of development. 

5. Adequate access to all lots and tracts. 

6. Adequate, safe, and efficient public 
improvements, utilities, community facilities, 
and public places are available or will be 
provided with sufficient capacity to serve the 
subdivision. 

 

 

Pre-application meeting date:_______________ 

Application received date:__________________ 

Accepted as complete date:________________ 

PC hearing date:__________________________ 
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