
The left hand blue and black is the navigation pane between pages.  
1. Click on Plan Information and Certification.  
  

 
  
  
2. Fill out the information below - your jurisdiction name should be in the box. Month and Year 

adopted should match the date the resolution was passed in your jurisdiction to approve the 
plan.  

 



  
3. Scroll down. Checklist should be filled out as indicated below because Networks Northwest 

did a fantastic job on the plan. This has all been verified already as completed.  

 
  

  



 
4. Scroll down to Supporting Documentation 

a) Post-Completion Self Certification Reports are only checked if your jurisdiction has had a 
Past Grant. If so, click this box. If not, ignore.  

b) The remaining boxes can be checked.  
c) Under OVERALL CERTIFICATION, once you click the box, then click "Save" in the top right, 

under your name, your name and the date will appear.  
d) Ignore the Plan Approval Box.  

  

 
  
  
5. Scroll to the top. On the left hand navigation pane, click Planning & Supporting 

Documentation.  

 
  
  
  

  



6) Starting at the top upload:  
a) 5-Year Recreation Plan – document called “5-Year Recreation Plan” 
b) Early public input before the plan is drafted - upload the document attached called “Early Public 
Input”  
c) Copy of the Notice of the Availability of the Draft Plan for Public Review and Comment - Please 
upload the document called “Copy of Notices” 

Date of Notice: (10/1/2021) 
Type: Newspaper 
Plan Location: Online  
Duration of the Draft Plan Public Review Period: 30 days  

  
  

 
  
  

  



  
7. Scroll down to  Copy of the Notice for the Public Meeting Held after the One-Month Public 
Review Period … the Governing Body: Add the same Public Notice from above. Called “Copy of 
Public Notices”  

Date of Notice: 10/21/2021 
Type: Newspaper 
Date of Meeting:  this section should match the actual date of your jurisdictions public 
meeting to receive public comments (the upload should match)  

 
8. Certified minutes from the public hearing: Certified, final meeting minutes that record the 
public comments received during your jurisdiction's meeting are needed as Zach mentioned. It's 
okay if you did not receive any public comments during the meeting, but the minutes must 
demonstrate it was completed.  
9. Certified minutes from the meeting to pass a resolution of adoption (if different than the public 
hearing): If your public hearing and adoption occurred at the same meeting, please upload the 
same document as above. If you had a separate meeting to adopt the plan via a resolution, please 
upload those meeting minutes.  
10. Certified resolution of adoption by the highest governing body: Please upload your 
jurisdiction's resolution to formally adopt the plan.  

Date of Resolution: Please add the date where the resolution was passed.  

 
  



11. Scroll down. If you have a parks board or commission and they also adopted the plan fill out, if 
not ingore.  
12. Copy of letter transmitting the adopted plan to the County Planning Agency: Upload the 
document titled “Letter to County Planning Agency”  
13. Copy of letter transmitting the adopted plan to the Regional Planning Agency: Upload the 
document titled “Letter to Regional Planning Agency”  
14. Post Completion Self-Certification Reports: Upload Post Completion Reports WITH PHOTO OF 
THE PLAQUE here if your jurisdiction has received a PAST GRANT. If you have not received a past 
grant, please upload a word document stating the jurisdiction has not received any grants.  

 
 

Click SAVE. 

  



15. Once you are done, use the left-hand navigation pane and scroll down to see the “Status Options”. 

Click “5-Year Recreation Plan Submitted” 

 

 

You should receive an email confirming it has been submitted within 10 minutes of clicking submit.  


