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Planning & Building Department
3675 Mount Diablo Boulevard, 

Suite 210
Lafayette, CA 94549
Tel. (925) 284-1976

http://www.ci.lafayette.ca.us

HOW TO SCHEDULE AN APPOINTMENT

The “Schedule Appointment” link will take you to a Microsoft Bookings page that includes a list of 
different meeting types (see picture below).

Click the “read more” button on any meeting option, for information about the meeting type.
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After clicking on the meeting type, select a date on the calendar.3

After picking your date and time, enter the required fields: your name, email address, phone number, 
and project address. Staff will use this information to get a hold of you in the event the meeting needs 
to be moved, cancelled and/or prepare relevant documents for the given address.
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After selecting a date, pick a time for your appointment from the available options. Please note that 
you are only allowed to book one-time slot in a day. Additional time can be arranged by request during 
your appointment.
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Scroll down to enter the required information for the meeting. Include a brief description of your 
project and any application, building permit numbers associated with the project. Also, please specify 
if you are currently working with a planner or have spoken to a planner regarding your project.
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After filling out the meeting information, please check the acknowledgement dialogue box and then 
click the “Book” button.

Once the appointment is confirmed, you’ll get an email confirmation message.
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We are excited to see you!

To manage, reschedule, cancel booking, or add new booking, click on “Change your appointment” at 
the bottom of the confirmation email.*
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