APPLICATION FOR SPECIAL EXCEPTION REQUESTS

After your appeal is filed, zoning staff will visit the site to take photographs for the Board
Members so they will have a better idea of the nature of your request. Zoning staff will notify the
district councilmember of the hearing. You will be responsible for preparing the envelopes and
notices for mailing to the owners of property within 1,000 feet of the property at issue in this
case. The envelopes must include the return address for the BZA and case number. Fold and
insert the notices into the envelopes, seal the envelopes, and apply first class postage. These
neighbor notices must be delivered to zoning staff at least twenty-three (23) days before the
public hearing. Additionally, you will be responsible for purchasing, posting, and removing the
red Zoning Appeal signs for the subject property. (See attached Metro Code of Laws
requirements rewarding sign placement.) Finally, BZA Rules require that you conduct a
community meeting regarding the special exception request before the BZA hearing date.

The day of the public hearing, it will be your responsibility to convey to the Board the nature of
the hardship in your request that makes it difficult/impossible for you to comply with the Zoning
Code. It would be to your benefit to let your neighbors know about your request prior to all
notices being sent to them from our office.

Any party can appeal the Board’s decision to Chancery or Circuit Court within sixty (60) days from
the date the order in the case is entered. Should your request be granted, we would remind you
that it is your responsibility to obtain the permit for which you have applied. You should also be
aware that you have two (2) years to obtain the permit or you would have to re-file your request
with the Board.

Once your request is filed, the staff will review your request to verify that the submittal is
complete. Incomplete submittals will not be scheduled for a hearing until complete.

Any correspondence to the Board must be submitted to our office by close of business, the
Thursday prior to the public hearing to be included in the record.

| am aware that | am responsible for posting and also removing the sign(s) after the public
hearing. | am aware that | am required to conduct a community meeting.

APPELLANT DATE



SPECIAL EXCEPTION REQUEST

BZA Rules of Procedure, Item 9(2) (e) requirements to conduct neighborhood meetings
regarding the case that will later appear before the BZA. The BZA Rules specifies, “In the
Interest of having informed stake holder in special exception cases. It is required that the
appellant make contact with the district council person and neighbors within 1000 feet of
the subject property from a mailing list provided by the board staff. Information by the
applicant shall include a contact person and include a reasonable representation of the
proposal and hold a meeting at a geographically convenient place, date, and time. We
encourage you to have the meeting prior to the deadline for additional information to
presented to the board. Applicant shall document to the Board that this requirement has
been met. Failure to comply may result in deferral of your case.”

Zoning staff will provide you a mailing list of property owners in proximity to the location
designated for a special exception permit. The BZA Rule then requires you to contact
those persons on the mailing list, provide them with the date, time and place of meeting,
and discuss your BZA request accordingly. If there is opposition to your case, this meeting
gives you the chance to address those concerns prior to the public hearing at the BZA

meeting.

You must create and provide documentation of your efforts to contact the neighboring
property owners for the neighborhood meeting. Failure to do so can result in a deferral
or denial of your appeal to the BZA.

| ACKNOWLEDGE MY RESPONSIBILITES regarding the neighborhood meeting preceding
the public hearing for by BZA appeal for a special exception

APPELLANT (OR REPRESENTATIVE) DATE



