
Zoning Compliance Review

New name for NCC and LZC

Alrightie, let’s apply for a Zoning Compliance Review.

This is the new name for the Nonconforming Certification and the Letter of Zoning 
Compliance.  Both ask for the zoning status of a property.

NCC’s and LZC’s could be a training program in themselves. 

Currently, if you are researching an NCC and find out that actually it does not need 
one, to change that to an LZC we have to refund the money, have the person apply for 
an LZC and re-charge them.  Because of CBJs systems, this adds a day at least. So, the 
two have been combined. 

CBJ DOES NOT require zoning compliance review for property purchases.  That may be 
a requirement of the mortgage company. 

CBJ DOES require a certification of a nonconforming property if someone is modifying 
the exterior or pursuing a land use action, like a Conditional Use Permit.  That way, we 
do not end up with expensive modifications to illegal structures. 

31



Zoning Compliance Review

On the home page, choose “Apply,” either in the tool bar or the tile. 
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Zoning Compliance Review

On the home page, choose “Apply,” either in the tool bar or the tile. 
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Zoning Compliance Review

If you start typing “zoning” into the search bar on the Application Assistant, it will bring 
up any applications that include that word. 
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Zoning Compliance Review

We see the application description come up, and can verify it is the correct 
application.  Select “Apply.”
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Zoning Compliance Review

The first thing we will do is select the location.  There are three ways to do that.  Click 
on “Add Location.”

Reminder, this is the PERMIT or PLAN address, not your office address. 
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Zoning Compliance Review
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The system defaults to the “Search” tab (1).  You can either enter the address in the 
search bar (2) and hit the magnifying glass (3) .  When your parcel is displayed, check 
the box (4) and then “Add” (5). 
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Zoning Compliance Review
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Or, under “Search,” you can select your lot in the map by grabbing the pin in the upper 
right corner (1) and clicking where you want it (2).  You can then select the lot in the left 
panel (3). 
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Zoning Compliance Review
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Finally, you can go to the “Enter Manually” tab (1) and do just that.  Select “Save” (2) 
when done. 
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Zoning Compliance Review

Location information is populated in the tile.  If there are more than one parcel 
involved in your project, you can select multiple parcels.  When complete, select 
“Next.”  
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Zoning Compliance Review

Enter a brief description of why you are applying for the Zoning Compliance Review.  
Possible reasons include certification for:
• Major construction.
• Refinance.
• Finance of new purchase.
• Land use action (conditional use permit, subdivision, etc.).
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Zoning Compliance Review

There are two required contacts:  The Applicant and the Owner. The Applicant 
populates with your information, so then you need to add the owner. 

Keep in mind that if you are applying on behalf of the owner you need them to sign a 
DPA, and you need to attach it later in the process. 

Click the tile…
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Zoning Compliance Review
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Always “Search” for your owner first.  Enter their name (1) and select the magnifying 
glass (2).

If they come up in the search, you simply “Add” (3).

If you do not see them on there, you go to “Enter Manually” (4).
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Zoning Compliance Review

When done, hit “Submit.”
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Zoning Compliance Review

Your owner has been added.  Select “Next.”
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Zoning Compliance Review

The next section will ask questions pretty typical of a nonconforming certification or 
letter of zoning compliance.

• Is the property for sale?
• What is the closing date?  PLEASE PROVIDE THIS!  If we can, we will try to make a 

closing date.
• On the next page you’ll be asked to attach documentation of current conditions.  

Tell us what documents you’ll attach and what they show.
• Some properties do not meet current zoning requirements, but met requirements 

when they were built under previous regulations.  These properties are called 
“nonconforming.”  If you know of nonconforming conditions on your property, 
please select them from the list below.  (List includes use, structure, density, 
parking, lot, or other).

• For each of the nonconforming conditions selected above, describe the situation in 
the space provided below.

• To be nonconforming, a situation must be continued from the time it was 
established.  For instance, has a residence been continually occupied?  Has a use 
continued since it was established?  Please describe how the situation has been 
maintained, and describe any documents you’ll attach to document continued use. 
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Zoning Compliance Review
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Notice that a narrative is not required to be attached.  That is because you just did it!  

An  as-built or equivalent is required.  

If you are applying on behalf of the owner, you’ll need a signed Development Permit 
Application to attach as “other document.”

For other documents, there is a drop-down (1) to select the type of document you are 
going to attach.  SELECT THE TYPE OF DOCUMENT FIRST.  Then you can attach by 
browsing, or by drag-and-dropping. 

In this case I added the required As-built survey, and an Additional Document.  The 
system’s document name is in bold (2).  The name of the document I’ve uploaded from 
my own system is below it, with the size information (3). 
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UPDATE GRAPHIC – NO HEARING, NEED 
LANDOWNER SIGNATURE

REPAIRS IN PROGRESS

By signing the application, you acknowledge:
• You are the land owner OR you have landowner permission.
• CBJ can access the site during normal business hours to verify conditions.
• If you are asked for additional information, delay in providing the information may 

delay the permit.
• Application materials are public records.

You’ll type your name as the person who electronically signs (1), then you can either:
• Draw your signature in the box (2).
• Enable a type signature by selecting the toggle (3).

Select “Next.” 
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Zoning Compliance Review
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One last chance to check what you’ve done.  If you need to correct something, you can 
use the “Back” button at the bottom of the screen (1).  Otherwise, choose “Submit” at 
the top or bottom right of the screen (2). 
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Zoning Compliance Review

You will receive a “Success” message, so enthusiastic you’ll wonder why it is 
surprised.  Isn’t this how it should go?  If you select, “Continue to Plan”…
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Zoning Compliance Review

You’ll be taken to the project summary page.

It will take at least overnight for the system to process the fees. 
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