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VACATION APPLICATION 
 

 
 

PROCESS FOR ACCEPTANCE AND REVIEW  
OF PLANNING AND ZONING COMMISSION MATTERS 

 
 

1.      The Planning and Zoning Commission's regularly scheduled meetings are on the FIRST MONDAY 
OF THE MONTH.  Applicant should obtain an Application Packet for the particular type of request 
(Zone Change, Subdivision, Variance, Annexation, Special Property Use, etc.) from the City of 
Carlsbad, Licensing and Permits Office. 

 
2.      Applicant must submit a completed Application to the Licensing and Permits Office on, or 

before, the SECOND FRIDAY OF THE MONTH prior to the desired Commission meeting.  
The minimum application packet submittal is one (1) copy of the Application with original signatures 
and all required supporting documents. If desired, a letter of explanation or clarification may also be 
provided.  The required non-refundable application fee is due with submittal of the application.   

 
 The desired maximum size for all documents is 11”x17”. However, if the applicant wishes to 

support his or her application with larger size documents, an original and fifteen (15) copies 
need to be provided.  Separate arrangements for copying these large documents may be possible, but 
will incur additional costs.     

 
3.      The Licensing and Permits Office will give the Application an initial cursory review. If deficiencies or 

questions are noted, the Applicant will be advised and provided an opportunity to supplement the 
Application. If the Applicant fails to complete and resubmit the application prior to the above 
deadline, the matter will not be heard until the next subsequent Commission meeting. The original 
application fee will be retained and will suffice for the specific original application for a period of four 
months from the date of the original application. 

 
4.      Applications appearing complete will be set for full evaluation by City Staff prior to the Commission 

meeting. The purpose of this evaluation is to develop and provide a full briefing report for the 
Commission. Applicants will be advised of deficiencies noted during this review and will be afforded 
opportunity to supplement their application during their presentation to the Commission, if they so 
desire. 
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APPLICATION FOR VACATION  (Fee: None) 

 
    Choose One:       Subdivision    Right of Way     
  
PART 1: PROPERTY LOCATION (address or legal description.): 

 __________________________________________________________ 
 __________________________________________________________ 
 __________________________________________________________ 
 
PART 2: APPLICANT INFORMATION:       

 

Name of Applicant: __________________________________________________________________ 

Applicant’s Address: _________________________________________________________________ 

City/State/Zip:  ______________________________________________________________________ 

Telephone:  _______________________________    Cell Phone: ______________________________ 

     Signature(s)_______________________________________________ 

 PART 3.  REQUIRED DOCUMENTATION: 
A submittal letter signed by the applicant and notarized providing the following information: 

  A statement of the reason why the vacation is being requested and a description of any benefits that will accrue 
to the public and adjacent property owner(s). 

  A statement explaining any limitation to direct property access that may result from the granting of the vacation. 
  A statement that the applicant will pay the cost of an appraisal to determine the value of the land area to be 

vacated, if necessary. 
The following documentation shall be provided: 

   A statement by the applicants’ attorney and/or land surveyor regarding the basis of the control exercised by the 
public over the property to be vacated and disposition of the ownership rights should the property be vacated as 
requested. A copy of the original document that transferred ownership and/or control to the City must be 
provided. 

   Legal Description in narrative format of the street, alley or public easement, or portion thereof, to be vacated. 
This description shall be sealed by a land surveyor registered in the State of New Mexico. 

   A plat suitable for recording showing the street, alley, easement, or part thereof, depicting graphically the results 
of the survey of the area to be vacated and showing all monuments found and/or set and adjacent property 
ownership. The plat shall be sealed by a land surveyor registered in the State of New Mexico. 

   A map showing all properties (particularly that of the applicant(s)) within a radius of 500’ (minimum) of the 
boundary of the property to be vacated. 

   Written confirmation from all public utilities holding a city franchise (City Utilities, Valor Telecom, Excel 
Energy, PNM and US Cable) or private easement to determine whether or not the utility has any interest in 
maintaining current or placing future infrastructure under their franchise agreement with the city within the area 
proposed to be vacated. Should such interest be expressed, the applicant must accommodate the appropriate 
right-of-way. 


