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Date:  October 20, 2023 

 

Item #:  P23-187 

  

REQUESTS: 

 

The applicant is submitting a request for a Basic Use Permit 

for Lodging use at the property located at 260 N. Millward St. 

PIDN:  22-41-16-28-4-24-001 

 

 

For questions, please call Katelyn Page at 733-0440, x1302 or 

email to the address shown below. Thank you. 

 

 

 

 

 

 

 

Planner: Katelyn Page 

 

Phone:  733-0440 ext. 1302 

 

Email: kpage@jacksonwy.gov 

Owner  

260 N. Millward St , LLC 

850 Ridge Like Blvd., Suite 401 

Memphis, TN  38120 

 

Applicant 

SJ Planning Solutions 

PO Box 523 

Jackson, WY 83001 
 

 
Please respond by:      November 10, 2023 (with Comments) 

RESPONSE:  For Departments not using SmartGov, please send responses via email to:      
planning@jacksonwy.gov    

mailto:planning@jacksonwy.gov


PLANNING PERMIT APPLICATION 
Planning & Building Department 

150 E Pearl Ave.  
P.O. Box 1687 

Jackson, WY  83001 

ph:  (307) 733-0440 
www.townofjackson.com 

For Office Use Only 
Fees Paid Date & Time Received  
Application #s 

PIDN: 

Phone: 

ZIP: 

Phone: 

ZIP: 

PROJECT.   

Name/Description: 

Physical Address: 

Lot, Subdivision: 

PROPERTY OWNER.  

Name: 

Mailing Address: 

E-mail:

APPLICANT/AGENT. 

Name: 

Mailing Address: 

E-mail:

DESIGNATED PRIMARY CONTACT. 

Property Owner Applicant/Agent 

TYPE OF APPLICATION.  Please check all that apply; review the type of application at www.townofjackson/200/Planning 

Use Permit Physical Development Interpretations 

Basic Use 

Conditional Use 

Special Use 

Sketch Plan 

Development Plan

Design Review 

Formal Interpretation 

Zoning Compliance Verification 

Relief from the LDRs Subdivision/Development Option

Amendments to the LDRs 

Administrative Adjustment  

Variance 

Beneficial Use Determination 

Appeal of an Admin. Decision 

 Subdivision Plat 

Boundary Adjustment (replat)

Boundary Adjustment (no plat)

Development Option Plan   

 LDR Text Amendment  

        Map Amendment

Miscellaneous

               Other:

  Environmental Analysis

Planning Permit Application 1 Effective 06/01/2019

Please note: Applications received after 3 PM will be processed the next business day.

http://www.jacksonwy.gov/200/Planning
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October 16, 2023 
 
Town of Jackson Planning and Building Services 
PO Box 1687 
150 E. Pearl Ave 
Jackson, WY 83001 
 
Submitted Via Email: planning@jacksonwy.gov  
 
RE: Basic Use Permit Application for a Change of Use at 260 N. Millward (PIDN: 22-41-16-28-4-24-001) 
 
Dear Planning Staff, 

On behalf of Jackson Millward 2022, LLC, please find the attached Basic Use Permit (BUP) application for a 
Change of Use at 260 N. Millward Street (Lots 16-19, Blk.1, Jackson Original Townsite). This location is the 
site of the Homewood Suites hotel. The request for a Basic Use Permit is to ensure all standards are met, 
including parking and workforce housing, prior to initiating an interior remodel. No additional square 
footage or changes to the exterior are proposed. A Building Permit will be submitted pending approval of 
this application. 

Existing Conditions 

The subject property is zoned Commercial Residential-2 (CR-2) and is within the Lodging Overlay. The 
property includes Lots 16-19, Block 1 of the Original Townsite of the Town of Jackson, Plat No. 100, recorded 
on July 18, 1901. In 2003 the property was approved as a Planned Mixed-Use Development (PMUD) for a 
34,700 square foot building, with 76% of the building used for Lodging. On February 7, 2005 an Amendment 
to the PMUD was approved by the Town Council to allow a change in use and layout of 1,600 square feet of 
commercial Office Use on the 2nd floor. At that time the office space on the 2nd floor was entirely converted 
to Lodging Uses, which increased the percentage of the Lodging Use in the building from 76% to 82%. The 
conversion included a relocated lodging room, meeting space, restrooms, office, and storage, all ancillary to 
the Lodging Use. 

Proposal 

The area that is the subject of this request is the same space that was converted to Lodging Uses in 2005, 
minus the relocated lodging room, which will remain as-is. It consists of 1,226 square feet, all located on the 
2nd floor of the hotel. The proposal is to continue to utilize the space for Lodging Uses, but to convert 1,050 
square feet of the space into two additional lodging rooms (one King Studio and one Queen Suite) and the 
remaining 176 square feet will be converted into storage space. Please see the plans included with this 
application that show the existing and proposed floor plans (Sheets A1.2 and A1.3).  

Findings 

1. Complies with the use specific standards of Division 6.1: Allowed Uses and the zone; and 
Can be made. See compliance below under 6.1.5 – Lodging Uses and CR-2 Zone. Lodging is a 
permitted use with a Basic Use Permit in the CR-2 Zone, since the property is within the Lodging 
Overlay. 
 

mailto:planning@jacksonwy.gov
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2. Complies with all other relevant standards of these LDRs and all other Town Ordinances; and 
Can be made. See compliance below. 

3. Is in substantial conformance with all standards or conditions of any prior applicable permits or 
approvals. 
Can Be Made. The proposal is to continue to utilize the property as a PMUD, with 82% of the 
building used as Lodging Use as proposed in the Amendment to the Final Development Plan 
(Item 02-25.3) approved on February 7, 2005. 
 

6.1.5 – Lodging Uses 

A.1. Definition. Convention lodging is an existing use on the property, as the Homewood Suites hotel. Aside 
from the employee housing units within the building, occupancy is limited to less than 31 days. 

A.2. Establishment of the Lodging Overlay. The subject property is located within the Lodging Overlay and 
has been determined to be an appropriate location for lodging uses. 

B. Conventional Lodging. The subject property operates as a hotel, which is included in the definition of 
conventional lodging. 

C. Short-term Rental Unit. Not applicable. The subject property falls under the definition of Conventional 
Lodging. 

CR-2 Zone 

A. Intent 

The intent of the Commercial Residential-2 (CR-2) zone is to provide for a vibrant mixed-use zone consisting 
primarily of retail, office, lodging and residential uses. This zone will often be located on the periphery of the 
core of Downtown and helps to serve as a transition to lower density residential areas. 

B. Physical Development Standards 

The property was redeveloped as a PMUD in 2003. The PMUD allowed increased Floor Area in order to 
provide flexibility to encourage a mix of uses. The PMUD ordinance was repealed in 2012. While the existing 
floor area of 34,700 square feet (1.25 FAR) is more than the allowed 0.8 FAR (22,302 square feet), permitted 
within the Lodging Overlay in the CR-2 zone, the building is considered legally nonconforming. No additional 
floor area or exterior changes are being proposed. 

C. Use 

Lodging is an allowed use in the CR-2 zone, with a Basic Use Permit within the Lodging Overlay. 

Parking 

Currently, there are 46 parking spaces located on the property (2 of which are disability spaces). During the 
2003 approval, there was a minimum parking requirement of 45 spaces, which were allowed to be shared 
between the uses. The proposed Change of Use in 2005 eliminated 1,600 square feet of office space, but did 
not add any additional lodging rooms; it only relocated a lodging room and converted the Office use to 
ancillary Lodging uses. Therefore, there was no analysis of parking and employee housing at that time.  

Looking at the 2003 PMUD approval the space was entirely an Office use. The CR-2 Zone requires a parking 
rate for an Office Use of 2.47 spaces per 1,000 square feet, for a total requirement of 4 spaces for the 1,600 
square feet of Office that was originally approved (1.6 X 2.47 = 3.9). In the CR-2 zone Conventional Lodging 
requires a parking rate of 0.75 per room, for a total requirement of 1.5 spaces (2 rooms  X 0.75 = 1.5), not 
including the relocated lodging room conversion in 2005, as that room was already approved in 2003 and 
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only relocated to 374 square feet previously occupied by Office uses. Because the commercial space has a 
higher parking rate than 3 hotel rooms, there is no additional parking required for this request, pursuant to 
LDR Sec. 6.2.2.A.2, below: 

 
Affordable Workforce Housing 

Currently there are six workforce housing units located within the structure, all approved as part of the 
PMUD in 2003 (see attached Employee Housing Restriction for description of units). Although the change 
from an office use to lodging use occurred in 2005, there was no discussion nor consideration of any 
employee housing requirements at that time because there was no change in the number of lodging units, 
only a reduction in the Office use.  

Pursuant to LDR Section 6.3.3.A.4, in the case of a change of use, the amount of affordable workforce 
housing required shall be the difference between the requirement for the proposed use and the 
requirement for the existing use. Under current regulations for an Office Use Affordable Workforce Housing 
is required at a rate of 0.000247 * Office square footage (0.000247 X 1600), which results in an existing 
housing credit of 0.395. The proposed addition of 2 more lodging rooms above and beyond what was 
approved under the 2003 PMUD creates an Affordable Workforce Housing requirement of 0.204 (0.102 * 
bedrooms or 0.102 X 2 bedrooms), which is 0.191 housing units less than what was provided under the 
Office Use originally approved in 2003. Because the prior use was mitigated at a higher rate than the 
proposed use, there is no Affordable Workforce Housing requirement. 
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D. Development Options 

Not Applicable. 

E. Zone-specific Standards 

1. Provision of Nonresidential, Nonlodging Parking. Not applicable, as all parking is provided on-site in 
an existing parking lot, as discussed above. 

2. Loading Requirement. Existing loading is provided in the approved designated loading area accessed 
from Millward Street. 

3. Existing Floor Area Allowed. Where the existing floor area on a site exceeds the allowed floor area 
ratio (FAR), the maximum allowed floor area shall be the lawfully existing floor area. The burden of 
establishing the amount of lawfully existing floor area shall be the responsibility of the landowner. 
Per the July 7, 2003 approval of The PMUD Master Plan (Item # 02-25.2), the existing floor area was 
lawfully permitted. 

Thank you for your review of this application. Please don’t hesitate to contact me with any questions or 
concerns. We look forward to your response. 
 
Best Regards, 

 
Susan Johnson 
SJ Planning Solutions 
susan@SJplanningsolutions.com 
307-413-2694 
 
Attachments: Floor Plan 
  Employee Housing Restriction 
 

mailto:susan@SJplanningsolutions.com
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