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VARIANCES/CONDITIONAL USE PERMITS  

SUBMITTAL INSTRUCTIONS 
 
 
 

Material to be submitted For Variances and CUPs: 
 

 Completed application form and $450.00 fee 

 Applicant’s signature required on reverse side acknowledging the City 
Reimbursement Policy 

 15 copies of a written explanation of the request 

 15 copies of a site plan (10 full size, 5 reduced size, provided they are legible)    
        Include illustration of request, property lines, setbacks, and any pertinent 

                  material related to the request. 

 All applicable procedures of Ordinance Code Chapter 151.076 shall be 
followed. 

 

CUPs/Amendments: 
        A public hearing is mandatory and will be published in the City’s official newspaper 
at least 10 days prior to the date of the hearing. Neighbors within 350-feet will also be 
notified. 
 

Required materials may differ depending on the type of request; for example: 
 

 Variances for septic systems – 5 (of the 15) copies should include the 
complete system design. The additional 10 copies need only the designer’s letter 
and the site plan showing the proposed system and setbacks. 

 
 CUPs for height – Submit a grading plan, building elevations, and height 

calculations as stated in Ordinance Code Chap 150.050. 
 

 Land Reclamation: – Existing and proposed topographical and drainage maps.   
– Written info: purpose of reclamation, dates of project, types of soils, 
erosion/wind control, vehicle use and routes, maintenance plan and effect on 
adjacent land, lakes, streams or ground water. 

 
 

 

See Zoning Review Timelines for submission deadlines and meeting dates. 
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