
 
 

Making Effective Public Comments  
on Land Use and Other Issues  

 
If you receive a Land Use Notice regarding development in your neighborhood or you wish to submit 
comments on some other neighborhood or city-wide issue, such as aspects of the Portland Plan, it is 
important to carefully consider what you wish to say and then say it in a manner that gets the attention 
of public officials without being offensive or insulting. Below are a few tips for preparing and 
submitting written comments. 
 
Format 
- Date 
- Name 
- Address 
- Re: State the issue or note the land-use notice number and address, if there is one. 

(e.g., LU 10-123456 – 1111 SE XYZ Street) 
Your Statement 
- Comments should start with an opening statement that tells who you are and what your standing is in 
the community. (e.g., I am the land-use chair of the XYZ Neighborhood Association or I live near the proposed new 
development at …) 
 
- Next, clearly define the issue and provide a summary of your concerns and what you want to 
happen. (e.g., The proposed project in the XYZ Neighborhood is precedent setting and will have a long-term impact, 
not only on our neighborhood but the city as a whole. I request that you deny the height adjustments requested for this 
project.) 
 
- Next, address the specific issues in the City Code, Neighborhood Plan, Design Guidelines, or other 
areas. The applicable criteria should be noted in the notification. If you are not sure, call the City staff 
person on the notice (e.g., The project as proposed does not meet 33.123456 Criteria Z. The allowance of an 
additional 10 feet in height for the proposed project would be grossly out of scale with the surrounding neighborhood). In 
many instances several Criteria may be addressed. Be prepared to address all of those relative to your 
concern and don’t be afraid to use language from the City Code to support your position. 
 
Remember: 
 Pay special attention to comment deadlines. 
 Always include your contact information. 
 Email is a great way to spread the word about land-use or historic preservation issues. 
 It is ok for a single letter to be signed by several people, but make sure to identify who each 

person is and what the connections are to the issue at hand. 
 Depending on the issue, a CC to all of City Council, the Mayor, individual commissioners, the 

Portland Planning Commission, or the Portland Landmarks Commission can be very effective. 
Select the CC (or BCC) carefully. Don’t just send comments to everyone you can think of. 

 It is ok to use strong emotion in your statement, but do not use personal attacks or other language 
that might be viewed as insulting or offensive. 

 Try to limit comments to no more than two pages. 
 Keep in mind that city officials receive a large volume of correspondence and they likely do not 

personally read all of their email or mail. Many times it is a staff person that first (and quickly) 
reviews correspondence. This is why it is very important to summarize your position in the 
opening portion of a letter or email. 
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