Processing A Zone Change Request
A Zone Change request must be submitted at least 21 days prior to the Public Hearing.  The application is to be filled out entirely by the applicant.  Some assistance may be needed from the Codes Office determining the adjacent zoning.  All adjacent property owners and their mailing addresses must be included on the form.  A justification (reason to grant the Zone Change) must be supplied by the applicant.  The Comprehensive Plan and Future Land Use Map must be checked to see if the requested zoning designation is in compliance.  A copy of the deed and/ or legal description must be supplied by the owner.

Once the application and all of the information has been supplied, and the fee has been submitted to the Codes Office:

1. A Public Notice is to be placed in the newspaper at least 14 days prior to the Public hearing.  This notice must include a map showing the area of the Zone Change request.  Once the Public Notice has been published, a copy of the notice must be attached to a Certification of Public Notice and submitted to the City Clerk for their signature.  A copy of the Certification of Public Notice is to be placed in the Planning Commission folder for that meeting and a copy goes in the file for the Zone Change request. 
2. Letters are to be sent to the adjacent property owners by first class mail at least 14 days prior to the meeting.  

3. Signs must be placed on the property at least 14 days prior to the meeting with the date and time of the hearing, the current zoning and the requested zone.

4. After the public hearing and the minutes have been approved by the Planning Commission, copies of the application, Certification of Public Notice, deed and or legal description and approved minutes are to be mailed to Corporation Counsel.  Corporation Counsel will prepare the Facts and Findings of the Planning Commission and the Ordinance.  The ordinance will be read at two city council meeting, and will be voted on at the second meeting.  The Facts and Findings will be sent to the Codes Office for the Planning Commission Chairman. Return the original to the City Clerk. After the Facts and Findings are signed, retain a copy to be included in the minutes for the meeting and in the Zone Change request folder.   

5. File the folder in the Zone Change file. *Place a copy of the map in the folder and give a copy of the map to the City Clerk to attach with ordinance.  
