PUD/SPD Handbook Template
User notes: This template is to be used by applicants proposing a PUD or SPD Handbook. Use of this template ensures that the document is accessible and complies with Americans with Disabilities Act (ADA) standards. Documents must use proper headings and subheadings, alternative text for images, charts, and graphs, and high color contrast text.
The components of this template may be tailored to the proposed project, however, document accessibility must be maintained. The font, colors, layout, etc. can be altered, as long as the document maintains a header, sub header, paragraph, and list, document structure that is needed to maintain accessibility. Additionally, the handbook must be submitted in the Microsoft Word format. 
General tips and Information regarding accessibility:
· Utilize the “Styles” function to establish a document structure and hierarchy, which makes the document more readable by a screen reader. You can change the look of each style, but the document structure must remain.
· Level 1: Heading
· Level 2: Heading 2
· Level 3: Heading 3
· Use “paragraph” for all filler text
· The “Navigation” view pane will help the document creator recognize the document structure and ensure document navigability. 
· Every image, chart, map, or graph must have “alt text” which describes in enough detail what the image, chart, map, or graph is attempting to depict. This is done by right-clicking the object, selecting “View Alt Text” and using the “Alt Text” window to insert the appropriate verbiage. 
· Do not use italics or underlining.
· Ensure color contrast meets accessibility requirements. 
· Run the “Accessibility” tool and edit any issues found before finalizing the document. 
· The document must be submitted in “Word” format to allow for staff to ensure accessibility prior to finalizing and including the document on the City’s website. 

For more information, please view the official WCAG 2.1 level AA accessibility guidelines here: https://www.w3.org/TR/WCAG21/
The following is a template that can be utilized to assist in developing the PUD/SPD Handbook:
Project Description
This section should include items such as an introduction, pertinent background information, location, existing conditions, unique site or location characteristics, concept, objectives, environmentally sensitive lands, wildlife habitat, areas of visual impact, waterways, natural resources, etc. 
Background
Include text here.
Location
Existing Conditions and Site Characteristics
Project Concept
Objectives
Development Standards
Address standards and requirements related to: lot sizes, setbacks, allowed/prohibited uses, parking, open space, landscaping, screening and buffering, signage, architectural/building design, lighting standards, fencing, and any other applicable regulations.
Lot Size and Setbacks
Allowed Uses
Parking Requirements
Landscaping Requirements
Fencing Requirements
Lighting Standards
Signage Standards
Design Standards
Public Infrastructure, Facilities, and Services
Include information regarding the provision of public facilities and services. This generally includes water and wastewater infrastructure, roadways, police service, fire service, parks, and other public amenities. 
Water
Wastewater
Roadways
Police Service
Fire Service
Parks
Implementation and Administration
Include information about application/permitting processes, enforcement, modification/amendment process, development schedule/phasing, etc. 
Modification/amendment Process
Development Schedule/Phasing
Application and Permitting Requirements
Appendices
Technical appendices that are included in the publicly accessible handbook must also follow accessibility guidelines. 


