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Revised 4/20/12 

BOARD OF ZONING & BUILDING APPEALS 
 
MEETING DATES:  Second Monday of Each Month, Except the Month of August 
 
MEETING TIME:  7:00 – Council Chambers, 3rd Floor of City Hall 
 
APPLICATION FEE:  $75.00 (Plus plan review fee, if applicable) 
 
FILING DEADLINE:  Three weeks prior to scheduled meeting, by noon sharp 
 
AN APPLICATION TO APPEAR BEFORE THE BOARD OF ZONING & BUILDING APPEALS 
SHALL BE ACCOMPANIED BY THE FOLLOWING: 
 
 1. Proof the applicant is authorized to act on behalf of the property owner. 
 
 2. Twelve (12) sets of drawings consisting of the following: 

a. A site plan drawn to scale, showing the location by dimension of the existing and 
proposed building, the dimension of the lot, driveways, walks, parking areas and 
adjoining lots. 

b. Elevation drawings showing all elevations necessary to completely describe the 
exterior of the building, including floor-to-floor dimensions.  Plans should fully 
describe all materials, colors, and architectural ornaments.  

c. Floor plans sufficiently dimensioned and to scale.  All relevant spaces and sizes 
must be identified by code appellation and clearly define the situation in question.  

 
3. Any other information as may be requested by the Board of Zoning & Building Appeals 

and the Building Commissioner.  
 
 
 
 

* * IMPORTANT * * 
READ THIS NOTICE BEFORE COMPLETING APPLICATION 

 
 These forms are an application only.  You will not be approved for the docket until the application is 
reviewed by the Building Department.  If all items are complete, you will be notified that you are scheduled to 
appear before the Commission.  If any items are missing or incomplete, you will be notified as to what shall be re-
submitted.  Due to the time involved in re-submittals and scheduling, you shall not be able to appear until the next 
scheduled meeting after the meeting you originally applied for, if the application is not complete by the filing 
deadline.  
 All changes in exterior materials must have samples of the specific materials submitted when you appear at 
the meeting.  The samples must be of a sufficient size to show texture, form and color or any other architectural 
feature that may be considered by the Commission.  
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