
TO:  All Board of Zoning Appeals Applicants  

Attached is the BZA application, along with additional information concerning The Board 
and hardship criteria.  

Please note that all requested information on the form specific to your request must be 
completed in full.   Incomplete applications may not be considered by The Board. 

Form 1 – Complete for all requests.  If the owner does not sign as the applicant; the          
owner must sign under Designation of Agent.  
Form 2 – if requesting an Appeal from Action of the Zoning Administrator 
Form 3 – if requesting Variance 
Form 4 – if requesting Special Exception  

A fee of $250.00 is required at the time of submission.  

The submission and meeting dates are listed below:   

2nd Thursday of Month  
6:00 p.m. Board of Zoning Appeals        
Submittal Date  Meeting Date  
December 11, 2020  January 14, 2021 
January 15, 2021  February 11, 2021 
February 12, 2021  March 11, 2021 
March 12, 2021  April 8, 2021 
April 9, 2021   May 13, 2021 
May 14, 2021   June 10, 2021 
June 11, 2021   July 8, 2021 
July 9, 2021   August 12, 2021 
August 13, 2021   September 9, 2021 
September 10, 2021  October 14, 2021 
October 15, 2021  November 4, 2021 (First Thursday) 
November 12, 2021  December 9, 2021 

Please do not submit requests for a meeting date that you will be unavailable unless you have 
a representative attend for you.  Any requests for deferment would need to be made before 
The Board on the scheduled meeting date.
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Checklist for Zoning Appeals 
 
 

 
Step Action Required  Time  After 

1. Notice of 
     appeal to     
     Board 

File appeal form with zoning 
official and board secretary  
[Forms 1 and 2, 3 or 4] 

Time set by rules 
or ordinance - if 
not, then 30 days 

Actual notice of 
action 

2. Set Board 
     hearing 

Board sets hearing date Reasonable time Appeal filed 

3. Notice of 
     hearing 

Publish in newspaper and notify 
parties in interest 

15 days  Prior to hearing 

4. Board 
decision 

Board conducts hearing and 
makes written decision with 
findings of fact and conclusions  
[Form 5, 6 or 7] 

Reasonable time 
or as set by rules 

 Hearing 

5. File decision Serve on parties in interest by 
certified mail - retain as 
permanent public record 

Immediately Decision 
rendered 

6(a). Appeal to 
          circuit 
          court 

File petition with clerk of court 
stating grounds of appeal - copy 
to board desirable 

30 days Decision of 
board is mailed 

6(b). Appeal to 
          circuit 
          court 

Property owner elects to file 
notice of appeal with mediation 
request 

30 days Decision of 
board is 
postmarked 

7. Notice by 
    clerk of court 

Notify board secretary of appeal Immediately Petition is filed 

8. File record Board secretary files certified 
copy of proceedings, transcript, 
evidence and decision with clerk. 
Board attorney may file a return 
and serve on opposing counsel 
with copy of certified record. 

30 days  Notice from 
clerk 

9. Hear appeal Circuit court sets hearing at next 
term of court (probably will not 
be set until reached according to 
filing number) 

10-day notice During term of 
court 

10. Appeal to 
       state 
       appellate 
       courts 

Serve and file notice of appeal 30 days Notice of entry 
of circuit court 
order 

 
 






