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CITY OF KIRKLAND 

123 Fifth Avenue, Kirkland, WA  98033  425.587.3000 
www.kirklandwa.gov 

 
 

MEMORANDUM 
 
To: Development Services Applicants  
 
From: Development Services Managers 
 

Date: February, 2011 
 

Subject: WHY COMPLETE PERMIT APPLICATIONS BENEFIT YOU 

 
You may have been turned away recently from submitting a permit because your permit application 
was incomplete (sometimes for a very minor issue).  You are probably wondering why a complete 
application is so important. 
 
We require complete applications to keep the permit system running smoothly and efficiently, and to 
process your permit faster. Complete permit applications increase the efficiency of the permitting 
system in the following four areas: 
 

1. Permit review flow:  Most permits are reviewed by five divisions simultaneously.  These are: 
Fire, Building, Public Works, Planning and Urban Forestry.  If one item is missing for one of 
the divisions, the other divisions don’t know this and start their review.  The division with the 
missing item cannot begin its review.  However, it looks like they are delaying the permit. 

 
2. Accuracy:  If the missing item has an impact on another division’s review, that division will not 

be using accurate information in its review. 
 

3. Review times:  Complete applications lead to fewer revision requests which mean quicker 
review times.  
 

4. Fairness:  Putting an incomplete application in front of an application that is complete is not 
fair to other applicants. 
 

A complete permit is one which contains all of the information on the checklist and enables staff to 
begin review.  From the staff perspective it is extremely confusing to have permits in review that are 
incomplete – it leads to extra back and forth conversations to determine what is going on within the 
City staff and with you the applicants.  This leads to unnecessary delay for all permits. 
 
We want to process your permit as quickly and efficiently as possible.  A complete permit application 
helps us to achieve this. 
 
If you have any questions about this issue, feel free to contact one of us.   
 
Nancy Cox - Planning Department, ncox@kirklandwa.gov 425 587-3228 
Rob Jammerman – Public Works Department, rjammerman@kirklandwa.gov 425 587-3845 
Tom Phillips – Building Department, tphillips@kirklandwa.gov 425 587 3604 
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