Simplified Petition Guidelines (this list may not be inclusive):

1) 
(OPTIONAL) Meeting with Village Administrator or Staff 
· Call to set up appointment to review idea and sketch plan with Village Administrator and/or staff as desired.

2)
(OPTIONAL) Pre-Application Discussion by Village Board

· Prepare cover letter, sketch plan, and supporting documentation and deliver to the Village Administrator preferably one week prior to the next regularly scheduled Board meeting.  

· Schedule an informal meeting to review the material with the Village Administrator, if possible.

3)
File Petition, Application(s) and Fee(s), pay $3,500 Deposit

· Petition MUST be signed by the applicant and property owner(s) and MUST be notarized.

· Attach documents as required on petition(s), including, but not limited to proof of ownership, legal description, list of taxpayers* & mailing addresses within 1000 feet of the subject property, tax maps, plat of survey.

· Submit Pre-Addressed Stamped Envelopes to the list of taxpayers* as described above (not required for FINAL subdivisions).

· Submit any other documents or letters that you want distributed to the Plan Commission.

4)
Village Staff & Consultants

· Review of documents.

· Send to appropriate consultants (i.e. engineer, attorney, other).

· File consultant responses and distribute to petitioner.

· Determination of meeting date.

· Preparation of Public Hearing Notice.

· At Least 15-days in advance, but not more than 30 days in advance of public hearing date (not required for FINAL subdivisions):

· Publication in local newspaper.
· Rent and install signage for property.
· Mail notices of public hearing.

· Track deposit and related expenses.

· Prepare reports and memorandums for Plan Commission and Village Board.

· Prepare Resolution(s) and/or Ordinances for consideration by Village Board.

5)
Plan Commission

· Replenish the Petitioners’ deposit as requested by the Village.

· File Interested Party Form and read the Rules for Public Hearing prior to the Meeting, if possible.

· A Court Report may be assigned at the discretion of the Village to provide a transcript of the Public Hearing at the Petitioners’ expense.

· Initial Hearing and Subsequent Hearing until such time as the Plan Commission passes a motion to make a recommendation to the Village Board, closes the Public Hearing, and/or the Petition is withdrawn by the Petitioner.

· Plan Commission report is prepared summarizing the Plan Commission’s findings and recommendations at the Petitioners’ expense.

6)
Village Board

· Village Attorney prepares Resolution(s) and/or Ordinance(s) as necessary for consideration by the Village Board in advance.
· Village Administrator puts consideration on the next practical regularly scheduled agenda.
· Village Administrator provides summary memo and other supporting materials to the Village Board prior to the meeting.
· Board consideration.
· If approved by the Village Board, the Petitioner may be required to execute and agree to any conditions as prepared in the official documents by the Village Attorney prior to being considered approved.
· In the case of subdivisions and/or planned unit developments, the Board will consider preliminary approval only.  Repeat steps 3 through 6 until Final consideration by the Village Board.
