COVID-19 UPDATE

Interim Appeal Filing Procedures
March 27, 2020

Consistent with Mayor Eric Garcetti’s “Safer At Home” directives to help slow the spread of COVID-19, the
Department of City Planning is implementing new procedures for the filing of appeals for non-applicants
that eliminate or minimize in-person interaction. There are two options for filing appeals, which are effective
immediately and described below.

OPTION 1: EMAIL PLUS US MAIL
This is a two-step process including pre-clearance
by email of the appeal application followed by
application and payment submittal via US Mail.

STEP 1:

Email planning.figcounter@lacity.org with the
subject line: “Request to File Appeal.” In the email
body provide:
– The case number
– Appellant contact information (name, email,
telephone number)

STEP 2:

Send appeal application via US Mail, postmarked
no later than the last day of the appeal period. The
package shall include:
– Original Appeal Application (wet signatures),
– Copy of email correspondence with City Planning
staff (from Step 1)
– Appeal fee, check payable to the City of Los
Angeles ($109.47 for an aggrieved party, not the
Project Applicant.)

Include as individual attachments to the email:
– Copy of Signed Appeal Application
– Justification
– Letter of Determination

Mail the appeal application to:
Department City Planning - Metro DSC
201 N. Figueroa St., 4th Floor
Los Angeles, CA 90012

City Planning staff will contact the appellant to
confirm whether the appeal is complete and
meets the applicable provisions of the Los Angeles
Municipal Code (LAMC). The appellant will then be
instructed to move forward with Step 2.

City Planning staff will email and mail the appellant
with a receipt for payment. Note: only the original
application, email, and check need to be sent via US
Mail. This ensures a standard envelope with standard
postage is sufficient, and no trip to the Post Office is
necessary. Steps 1 and 2 must both be completed.
An email alone is not sufficient to satisfy appeal
requirements.

OPTION 2: DROP OFF AT DSC
An appellant may continue to submit an appeal application and payment at any of the three Development
Services Center (DSC) locations. City Planning established drop off areas at the DSCs with physical boxes where
appellants can drop off appeal applications and payment. Drop off areas are monitored in secure locations
outside the three DSCs (Metro/Downtown, Van Nuys, and West Los Angeles) and are available during regular
business hours.
City Planning staff will follow up with the appellant via email and phone to:
– Confirm that the appeal package is complete and meets the applicable provisions of the LAMC
– Provide a receipt for payment
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