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Multiple Appointment Request Form
The Department of Planning and Development’s goal is to assist all applicants in scheduling, rescheduling, and canceling appointments in a prompt and efficient manner.  We understand scheduling multiple appointments has caused a hardship for all due to the length of time required to schedule each appointment.  In order to accommodate multiple requests (anything over 1 appointment), we request you use the form attached.  For seven appointments or less, we will process your appointment requests within 24 hours and not at the Triage Counter.  Anything over seven (7) appointments will be processed within 48 hours.  We will fax or e-mail your appointment summary with the date and time scheduled for each appointment. 

What to enter on the Multiple Appointments Request Form:
1. Select whether you want your appointment confirmation faxed or e-mailed
2. Provide your project number
3. Enter the projects address

4. Select applicable box:
· New Appointment

· Request to Reschedule

· Request to Cancel

5. Enter appointment type:  
· Construction
· Land Use

· Platting

6. The time slot requested is the time you would like an appointment (Example:  1:00 any day, Afternoon appointment only. or Morning appointment, anything will do, 1st week anytime etc.  
When we schedule these appointments, we will take the first available appointment that meets your criteria and DPD’s criteria.  In the section marked “DPD use only” we will:

7. Enter the day and time of your appointment for either a new appointment or appointment reschedule request If you are requesting we cancel your appointment we will enter “canceled” in the applicable box and re-fax or e-mail the form to you.
Please note, if there are more than two (2) buildings in your project, you will require a back to back appointment which could alter how quickly your appointment is scheduled.
If you have any questions, please don’t hesitate to call at (206) 684-8850.

Thank you.
Department of Planning and Development

MULTIPLE APPOINTMENTS REQUEST FORM
Requested by:  ___________________________________________________ Date of Request: ________________________________
After completion of this form, please check applicable box below and fax form to our Appointment Desk at (206) 233-7866 
	 FORMCHECKBOX 
 Please return this form and appointment confirmation to me via fax

 FORMCHECKBOX 
 Please e-mail my appointment confirmation
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