
PETITION INTAKE CHECKLIST
                                                                                                                                               PLEASE CHECK UPON REVIEW               

PETITION INTAKE ITEMS REQUIRED: APPLICANT STAFF
Application / Fee YES NO YES NO

1 Complete Application

Disclosure of Ownership Form (Must Include all Owners)

Legal Description (In Word Format on CD-ROM or via Email)

Completed Billable Fee Form

$7,500 Fee for Each Rezone/Special Exception

Phone Number Included on Check

Neighborhood Workshop Information: YES NO YES NO

Legal Proof of Publication of Ad    
Copy of the Mailing List Used
Copy of the Letter or Postcard that was Mailed
Copies of All Supplemental Materials that were mailed or handed out at the workshop
Sign-In Sheet
Summary of Material Presented, Issues Raised, Concerns, Considerations, Response
Audio Recording of Meeting (on CD-ROM)
Proof of Notification to Neighborhood Services to Ensure Groups are Notified

Cover Letter / Narrative:  

Describes what is Being Proposed
Explain how the Request is in Compliance with the Comprehensive Plan
Explains Any Variations or Modifications Sought
Explain how the Proposed Development is Compatible with the Surrounding Areap p p p g

 
Additional Required Documents:

Copy of Pre Application Meeting Letter
Agreed Upon Materials from the Pre Application Meeting 
Copy of School Impact Analysis Application Letter of Receipt (Residential Only)
Copy of the Development Concept Plan 
Copy of the Aerial With Boundaries Clearly Marked

Utility Documents:

1 Copy
If Non-County: Letter From Water Service Stating the Development is In Their Area
If Septic is Used: Include Location, Tank Size, Drainfield Size & Configuration
If Septic: Estimated Stormwater Flow (with Calculations)
If Septic: Copies of Soil Analysis
If Non-County: Letter From Wastewater Service Provider Stating the Development
 is In Their Area & They Have Adequate Capacity to Serve
Provide Estimated Total Capacity of the Proposed Plant & a Map Showing the
 Boundaries, If Newer Sewer Treatment Plant is Proposed

List Any Additional Items Submitted
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