| INRE: PETITION FOR ADMIN. VARIANCE = * BEFORE THE
; E/S of Mansel Drive, 1450 SW

| centerline of Ashgrown Way * DEPUTY ZONING COMMISSIONER
; 8th Election District
: 3rd Councilmanic District * OF BALTIMORE COUNTY

(23 Mansel Drive)

* CASE NO. 00-411-A
John W. Skouge

Petitioner *
ok ok o ok K ok ok sk ok ok ok ok

FINDINGS OF FACT AND CONCLUSIONS OF LAW

This matter comes before the Deputy Zoning Commissioner as an Administrative Variance
filed by John W. Skouge, property owner, for that property known as 23 Mansel Drive in the
Reisterstown area of Baltimore County. The Petitioner herein seeks a variance from Section
1A04.3.B.2 of the Baltimore County Zoning Regulations (B.C.Z.R.), to permit a 45 ft. side yard

~ setback in lieu of the required 50 f. to construct a sunroom addition and to amend the Final
Development Plan (FDP). The subject property and requested relief are more particularly described
| on Petitioner’s Exhibit No. 1, the plat to accompany the Petition for Variance.
| The Petitioner having filed a Petition for Administrative Variance and the subject property
having been posted, and there being no request for a public hearing, a decision shall be rendered
based upon the documentation presented.

The Petitioner has filed the supporting affidavits as required by Section 26-127 (b)(1) of the

Baltimore County Code. Based upon the information available, there is no evidence in the file to
indicate that the requested variance would adversely affect the health, safety or general welfare of
). the public and should therefore be granted. In the opinion of the Deputy Zoning Commissioner, the

information, photographs, and affidavits submitted provide sufficient facts that comply with the

|
|
i
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5 &iequirements of Section 307.1 of the B.C.Z.R. Furthermore, strict compliance with the B.C.Z.R.

ould result in practical difficulty and/or unreasonable hardship upon the Petitioner.
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Pursuant to the posting of the property and the provisions of both the Baltimore County

Code and the Baltimore County Zoning Regulations, and for the reasons given above, the requested

variance should be granted.

THEREFORE, IT IS ORDERED by the Deputy Zoning Commissioner for Baltimore County
this é:? day of May, 2000, that a variance from Section 1A04.3.B.2 of the Baltimore County
Zoning Regulations (B.C.Z.R.), to permit a 45 ft. side yard setback in lieu of the requited 50 ft. to

construct a sunroom addition and to amend the Final Development Plan (FDP), be and is hereby

GRANTED, subject, however, to the following restriction which is a condition precedent to the

relief granted herein:

1) The Petitioner may apply for his building permit and be granted same upon
receipt of this Order; however, Petitioner is hereby made aware that proceeding
at this time is at his own risk until such time as the 30 day appellate process from
this Order has expired. If, for whatever reason, this Order is reversed, the
Petitioner would be required to return, and be responsible for returning, said

property to its original condition,

Mol Ve

TIMOTHY M/KOTROCO
DEPUTY ZONING COMMISSIONER
FOR BALTIMORE COUNTY

TMK :taj




Baltimore County
Zoning Commissioner

&3

May 3, 2000

Mr. John W, Skouge
23 Mansel Drive
Reisterstown, Maryland 21136

Re: Petition for Administrative Variance
Case No, 00-411-A
Property: 23 Mansel Drive

Dear Mr. Skouge:

Suite 405, County Courts Bldg.

401 Bosley Avenue

Towson, Maryland 21204
410-887-4386

Fax: 410-887-3468

Enclosed please find the decision rendered in the above-captioned case. The
Petition for Administrative Variance has been granted in accordance with the enclosed

Order.

In the event the decision rendered is unfavorable to any party, please be advised
that any party may file an appeal within thirty (30) days from the date of the Order to the
Department of Permits and Development Management. If you require additional
information concerning filing an appeal, please feel free to contact our appeals clerk at

410-887-3391.

Very truly yours,

UV froee

Timothy M. Kotroco

Deputy Zoning Commissioner

TMK :raj
Enclosure

¢: Bill O'Connor

Come visit the County's Website at www.co.ba.md.us

Printed with Soybaan Ink
on Recyclad Paper



Petit@n for Administftive Variance

to the Zoning Commissioner of Baltimore County

for the property located a-t 23 M, /11)?&2; é)é/ (/E_‘

which is presently zoned __{ C ~E <

%ned, legal
ereto and

This Petition shall be filed with the Department of Permits and Development Management. The underst
owner(s) of the property situate in Baltimore County and which is described In the description and plat attached

made a part hereof, hereby petition for a Variance from Section(s)
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of the zoning reguiations of Baltimore County, to the zoning law of Baltimore County, for the reasons indicated on the back
of this petition form. X . ‘ '

Property is to be posted and advertised as prescribed by the zoning regulations.

, Or we, agree to pay expenses of above Variance, advertising, posting, etc. and further agree to and are to be bounded by the zoning

regulations and restrictions of Baltimore County adopted pursuant to the zoning law for Baltimore County.
/We do solemnly declare and affirm, under the penalties of

perjury, that |iwe are ihe legal owner(s) of the property which
is the subject of this Petition.

Contract Purchaser/Lessee: ngal_an_er@‘
— $§.T W SKOUEE
\E\; \Q@m@?

Name - Type or Print
Signaturs ature
Address Telephone No. Name - Type or Print
State Zip Code Signature
B3 MINSE DR GROSKREREY
) Telephone No.

City
Address
AN 1t

At ev For Petit] \
‘ ROTTERITOW |
Name - Type or Print Clty State Zip Code
Representative fo be Contacted:
IZONAL.

Signature
I/
Name . Z/o
29, SIR) P REZLO TR, LTAI’- h~3 Eéé
elephone No.

% Goerany’
S
i- Adgres Telephone No. Address

: BALT- pA. g
: ; CiP § State Zip Code City State Zip Code
£33 AJPublic Hearing having been formally demanded and/or found to be required, It Is ordered by the Zoning Commissioner of Baitimore County,
£ this day o , that the subject matter of this pelition be set for a public hearing, advertised, as requirad by the zoning
o % guigiipns of Baltimore County and that the property be reposted. .
YL
i y Zoning Commissioner of Ballimora County
£ ENO. O~ Y//- A Reviewed By 277K Date (// 5/

Estimated Posting Date (f/ 16 [0+~
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Afﬁd aVﬁ in Support of Admigistrative Variance

The undersigned hereby affirms under the penalties of perjury to the Zoning Commissioner of Baltimore County, as
follows: That the information herein given is within the personal knowledge of the Affiant(s) and that Affiant(s) is/are
competent to testify thereto in the event that a public hearing is scheduled in the future with regard thereto.

That the Affiant(s) does/do presently reside at dz\e% AR 3§\-— DR _
TESTRETION MD N %pieo—de—

City State

That based upon personal knowledge, the following are the facts upon which I/we base the request for an Administrative
Variance at the above address (indicate hardship or practical difficulty);

— N AR USE 7o 0! sutenel SerBsey

— SHVGES  LNSH TO e A L' X 24!
SUORIM MIN THMT wartd Resnr
N A 45" Sifeened  SETBAZK.,

That the Affiant(s) acknowledge(s) that if a formal demand is filed, Affiant(s) will be required to pay a reposting and

a ertisi\%éiand may be required to provide additional information.
\D N\

Signature \é} Signatura
QOB W NOUEE
Name - Type or Print i Name - Type or Print

At Bivy g T P T e T P e Al T B e R S e Y e et dee M P W T S S A - T s ok dd S RS B U S e e Gt DU T G S e e ket Al T Tk A M e A e

STATE OF MARYLAND, COUNTY OF BALTIMORE, to wit:

| HEREBY CERTIEY, this )2 _ day of _ MNaceh X0 , before me, a Notary Public of the State
of Maryland, in and for the CGounty aforesaid, perscnally appeared

M LD Seaose.

the Affiant(s) herein, personéliy known or s‘atisfactoﬁly igentified to me as such Afﬂant(sg], and made oath in due form of
law that the matters and facts hereinabove set forth are true and correct to the best of his/her/their knowledge and belief.

AS WITNESS my hand and Notarial Seal & C&Lauk
Bz (&0 toau <H ‘é'i >

Date ' Notary Public

My Commission Expires O% ( /O / 08‘

REy 09lis|9%
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BALTIMORE COUNTY, MARYLANI
OFFIPE OF BUDGET & FINANCE
MISCELLANEQUS RECEIPT
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.CERTIFICATE OF POSTING . /éDM ) 'U
' RE: Case No: 00“4”,—A
.} ) Petitioner/Developer: o 'C’OHLIOK,} ET;«,

Date ofHearing/. 5{ I / bo

Baltimore County Department of
Permits and Development Management
County Office Building, Reom 111

111 West Chesapeake Avenue
Towson, MD 21204

Attention: Ms. Gwendolyn Stephens

Ladies and Gentlemen:

This letter is to certify under the penaltics of perjury that the necessary sign(s) required by law

were posted conspicuously on the property located at "ﬁ: 73 MAM% L CTJ

The sign(s) were posted on 4' //g /0 o

{ Mc‘mtt. Day, Year)

Sincerely,

FPATRICK M. O KEEFE
{Printed Name)
527 PENNY LANE
{ Address)
HUNT VALLEY, MD, 21030
(City, State, Zip Code)
410-466:5266 ;  dELL-4{0-905 857
(Telephone Number)

FOOT SIDETARD SET AT E -
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CERTIFICATE O’POSTING

RE Case No 00"4“")3(
Penitioner Developer G5 O ' CoNNo K ETAL

Date o:‘Hc::zring 5/’/1000
S

Baltimaere County Department of
Permits and Devclopment Management
Co nty O:Fice Budding, Room 11

i1 \\ est Chesapeake Avenue
T\,\‘.son, AND 21204

Attention Ms Guwendolyn Stephens
Ladies and Gentiemen

This leter s to certiiv under the penalties of perfury that the necessary sign sy required oy flaw

- v (2]

were posted conszicuously on the property located at 'ﬁ:% MANSEL CT.

\n

The st rshwere tosted on 4- / ’5/@@

{ Month, 'D!’._v. Yaar)

@/;4/79’?’

Y v " (Stzhature of'Sx r""Eo:?VLEr\.. Bawt’
N VARIANCE i PATRICK M. O'KEEFE

(Printez Name)

5?—3 PENNY LANE

PIII}H_GHIHIEARING 7 (Adgrass)
S L HUNT VALLEY, MD.21¢3¢C
' (City, State. Zip Code)

A10-L66-5266 * CELL 4092 85T
(Te]epho:{: Number)

= 60 -411-A
| H7 B -MANSEL CT-
DLoN oL 5 //QO




BALTIMORE COUNTY DiARTMENT OF PERMITS AND DEVELOPMENT MANAGEMENT
ZONING REVEW @@

Case Number 00-| ¥ // -A  Address 22 P7anse . DPric

Contact Person: W/' ‘/c/ée/// *7 . K /7y Phone Number: 410-887-3391

Planner, Please Print Your Name
Filing Date: C// 3/ 2 Posting Date: 6/// &/ Closing Date: _{'A/&C

Any contact made with this office regarding the status of the administrative variance should be
through the contact person (planner) using the case number.

1. OSTING/COST: The petitioner must use one of the sign posters on the approved list (on the
reverse side of this form) and the petitioner is responsible for all printing/posting costs. Any
reposting must be done only by one of the sign posters on the approved list and the petitioner
is again responsible for all associated costs. The zoning notice sign must be visible on the
property on or before the posting date noted above. It should remain there through the closing

date.

2. DEADLINE: The closing date is the deadline for an occupant or owner within 1,000 feet to file
a formal request for a public hearing. Please understand that even if there is no formal

request for a public hearing, the process Is hot complete on the closing date.

3, ORDER; After the closing date, the file will be reviewed by the zoning or deputy zoning
commissioner. He may: (a) grant the requested relief; (b) deny the requested relief; or (c)
order that the matter be set in for a public hearing. You wiil receive written notification
(typically within 7 to 10 days of the closing date) as to whether the petition has been granted,
denied, or will go to public hearing. The order will be mailed to you by First Class mail.

4, ossl P H - In cases that must go to a public hearing
(whether due to a neighbor's formal request or by order of the zoning or deputy zoning
commissioner), notification will be forwarded to you. The sign on the property must be
changed giving notice of the hearing date, time and location. As when the sign was originally
phOSteSf certification of this change and a photograph of the altered sign must be forwarded to
this office.

{Detach Along Dotted Line)

Petitioner: This Part of the Form is for the Sign Poster Only
USE THE ADMINISTRATIVE VARIANCE SIGN FORMAT

- Case Number 00- 1/ -A Address __= Poamnsed Deive
 Petitioner's Name _~/ ¢ oby  Sko cpes Telephone #o-3o0f- €67
Posting Date: "/// /o1 Closing Date: 5 /7 /1~

Wording for Sign: _To Permit A Y5~ Lf 1B 61 4 scotbact
) Jlea ot SO £ M o d,m&w./é e /“7&
a,ﬂp//a vo/ﬁ ﬁm«_,/ Jf w/a/o et £ fiey.

WCR - Revised 7/28/99



BALTIMORE COUNTY DEPARTMENT OF PERMITS AND DEVELOPMENT MANAGEMENT
ZONING REVIEW

APPROVED SIGN POSTERS

Stacy Gardner Telephone: 410-781-4000
Shannon-Baum Signs, Inc. . Toll Free: 800-368-2295
105 Competitive Goals Drive Fax: 410-781-4673

Eldersburg, MD 21784

Richard Hoffman B Telephone: 410-879-3122
804 Deliwood Drive
Fallston, MD 21047

Garland E. Mocre Tetephone: 410-242-4263
3225 Ryerson Circle Mobile: 410-382-4470
Baltimore, MD 21227
Tom Ogle Telephone: 410-887-8405
325 Nicholson Road Mobile: 410-262-8163
Baltimore, MD 21221 Fax: 410-687-4381
Patrick M. O'Keefe, Sr. Telephone: 410-666-5366
523 Penny Lane Cell: 410-905-8571
Hunt Vallsy, MD 21030 Fax: 410-628-2574
410-882-2469
Linda M. Jones Telephone: 410-296-3333
Daft-McCune-Walker, Inc. Fax; 410-286-4705

200 East Pennsylvania Avenue
Towsen, MD 21286

Staff Sergeant Rabert A. Black Telephone: 410-282-7940
1508 Leslie Road Cell: 410-499-7840
Dundalk, MD 21222 Pager: 410-373-0662

Work: 410-288-3284

THE PETITIONER MUST USE ONE OF THE SIGN POSTERS ON THIS APPROVAL LIST. ANY REPOSTING MUST ALSO BE
DONE BY ONE OF THESE APPROVED POSTERS. [F YOU WISH TO SELECT A POSTER NOT SHOWN ON THE LIST ABOVE,
PRIOR APPROVAL BY THE DEPARTMENT OF PERMITS AND DEVELOPMENT MANAGEMENT/ZONING REVIEW IS REQUIRED.

THIS DEPARTMENT 1S NOT ASSOCIATED WITH ANY OF THE ABOVE POSTERS, NOR DO WE RECOMMEND ANY SPECIFIC
ONE. WE DO SUGGEST THAT YOU CONTACT A NUMBER OF THEM TO COMPARE PRICES SINCE THEIR CHARGES MAY
VARY.

WCR — Revised 11/17/89
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DEPARTMENT OF PERMITS AND DEVELOPMENT MANAGEMENT
ZONING REVIEW

The_Baltimore County Zoning Requlations (BCZR) require that notice be given to the

general public/neighboring property owners relative to property which is the subject of
an upcoming zoning hearing. For those petitions which require a public hearing, this
notice is accomplished by posting a sign on the property (responsibility of the petitioner)
and placement of a notice in a newspaper of general circulation in the County, both at
least fifteen (15) days before the hearing.

Zoning Review will ensure that the legal requirements for advertising are satisfied.
However, the petitioner is responsible for the costs associated with these requirements.
The newspaper will bill the person listed below for the advertising. This advertising is
due upon receipt and should be remitted directly to the newspaper.

OPINIONS MAY NOT BE ISSUED UNTIL ALL ADVERTISING COSTS ARE PAID.

- — T S e P —— —_—
— ——— e e RS _—

iy —
pR————

ltem Number or Case Number: _OQ0 = 4 /| - R

Petitioner: :3_07750 5 ﬁd@ét’

Address or Location: z3 ﬁﬁl)gézn - 7_ ,@({7 Sm@§7%/\)
A Zr36

PLEASE FORWARD ADVERTISING BILL TO:

Name: W) SMU 61:—”
Address: 2.3 ﬁ/b( ez C7s !
FSTRESToZ)A) Q. 256

Telephone Number: ét[f Q- % 58 grj

Revised 2/20/98 - 8CJ
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[Plat to accompany Petition for Zoning | ]variance [ |Special Hearing

PROPERTY ADDRESS:

Subdivision name:

(o

[Plat book# Jolio# Jot#____ ,section#

OWNER:

O

North

date: _ i
prepared by: Scale of Drawing: 1'=

see pages 5 & § of the CHECKLIST {or addilional reguired Intormation

@ Vicinlty Map

Harih

scale: 17=1005"

LOCATION INFORMATION

Eleziion District:

Counclimame District:

17=200 scale map¥#:

Zonng:

Lot size:

acreage square feet

public  privais

sewer: |
water: [ ] [}

Lot d no

Chesapeake Bay Critical Area: D D

Prior Zoning Hearings:

Zoning Office USE ONLY!

reviewad by: ITEM #: CASE#:
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Development Processing

Baltimore County . County Office Building
Department of Permits and 111 West Chesapeake Avenue
Development Management Towson, Maryland 21204

pdmlandacq@co.ba.md.us

April 28, 2000

Mr. Bill O'Connor
2916 Montebello Terrace
Baltimore MD 21214

Dear Mr. O'Connor:
RE: Case Number 00-411-A , 23 Mansel Drive

The above referenced petition was accepted for processing by the Bureau of
gogti)nogo Review, Department of Permits and Development Management (PDM) on April

The Zoning Advisory Committee (ZAC), which consists of representatives from
several Baltimore County approval agencies, has reviewed the plans that were
submitted with your petition. All comments submitted thus far from the members of the
ZAC are attached. These comments are not intended to indicate the appropriateness
of the zoning action requested, but to ensure that all parties (zoning commissioner,
attorney, petitioner, etc% are made aware of plans or problems with regard to the
proposed improvements that may have a bearing on this case. All comments will be
placed in the permanent case file.

If you need further information or have any questions, please do not hesitate to
contact the commenting agency.

Sincerely,

W. Carl Richards,

Zoning Supervisor

Zoning Review
WCR:ggs

Enclosures

‘k% Census 2000

9N

S P e oy paan ink Come visit the County's Website at www.co.ba.md.us

For You, For Baltimore County
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73
ﬁ! EE[% Office of the Fire Marshal
! Eol il ?\ Baltimore County 700 East Joppa Road
ga* Fire Department Towson, Maryland 21286-5500
] L 410-887-4880
ARy (P

April 18, 2000

Department of Permits and
Development Management (PDM)
County Office Building, Room 111

Mail Stop #1105

111 West Chesapeake Avenue

Towson, Maryland 21204

ATTENTION: Gwen Stephens

RE: Property Owner: SEE BELOW

Location: DISTRIBUTION MEETING OF APRIL 17, 2000
Item No.: See Below

Dear Ms. Stephens:

Pursuant to your request, the referenced property has been
surveyed by this Bureau and the comments below are applicable and
required to be corrected or incorporated into the final plans for
the property.

8. The Fire Marshal's Office has no comments at this time,
IN REFERENCE TQ THE FOLLOWING ITEM NUMBERS:

@, 412, 413, 414, 417, 418, 419, 420, 422, 425, 426, and 427

REVIEWER: LIEUTENANT HERB TAYLOR, Fire Marshal's Office
PHONE 887-4881, MS-1102F

cc: File

Ay

% Printed with Soybean Ink
on Recycled Paper



TO: Arnold Jablon
FROM: R. Bruce Seeiey,%
DATE: May 12, 2000

SUBJECT:  Zoning Petitions

Zoning Advisory Committee Meeting of April 17, 2000

DEPRM has no comments for the following zoning petitions:

Item # Address
<@ 23 Mansez Drive
412 7046 Eastern Avenue
413 1633 Freeland Road
414 528 Church Road
415 3607 East Joppa Road
417 8204 Rider Avenue
419 12 Hunter Horn Court
420 13411 Fork Road
421 East Joppa Road
422 2802 Tennessee Avenue
424 8511 Liberty Road
425 8551 Philadelphia Road
426 419 Samantha Court
427 9011 Moonstone Road
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BALTIMORE COUNTY, MARYLAND

INTER-OFFICE CORRESPONDENCE

TO: Arnold Jablon, Director DATE: April 26, 2000
Department of Permits and
Development Management

FROM: Amold F. 'Pat’ Keller, III
Director, Office of Planning

SUBJECT: Zoning Advisory Petitions Cas@ 414, and 419

The Office of Planning has reviewed the above referenced case and has no comments to

offer.
For any further questions or additional information concerning the matters stated herein,
please contact Mark A. Cunningham in the Office of Planning at 410-887-3480.

Prepared by: \/\

Section Chief:

AFK/JL:-MAC

B ———

Adnocommant.dog



Parris N. Glendening

Maryland Department of Transportation Goverrar
State Highway Administration John D. Porcai

Parker F. Williams
Administrator

Date: |, .20
Ms. Gwen Stephens RE:  Baltimore County
Baltimore County Office of Item No.
Permits and Development Management 1"/ Cie =% - 411

County Office Building, Room 109

Vv & (Pr!..aﬂ 1
Towson, Maryland 21204 AAWEL M B3 T&~TY

Dear. Ms Stephens:
This office has reviewed the referenced item and we have no objection to approval as it does not

access a State roadway and is not affected by any State Highway Administration proie~ts.

Should you have any questions regarding this matter, please contact Larry Gredlein at 410-545-
5606 or by E-mail at (Igredlein@sha.state.md.us).

Very truly yours,

7} Ad L

/U‘ Kenneth A, Mc¢Donaid Jr., Chief
Engineering Access Permits Division

My telephone number is

Maryland Relay Service for Impaired Hearing or Spaeech
1-800-735-2258 Statewide Toll Free

Maiiing Address: P.O. Box 717 « Baltimore, MD 21203-0717
Streot Address: 707 North Calvert Street « Baltimore, Maryland 21202



Parris N. Glendening

S  Maryland Department of Transportation Governor
W, Siate Highway Administration John D Porcari
i ' . Parker F. Williams
Administrator
Date: 4{. N7 o0
Ms. Ronnay Jackson RE:  Baltimore County
Baltimore County Office of Item No. 4. |{ M JiC

Permits and Development Management
County Office Building, Room 109
Towson, Maryland 21204

Dear. Ms. Jackson:
This office has reviewed the referenced item and we have no objection 0 approval as it does not

access a State roadway and i3 not affected by any State Highway Administration projects.

Should you have any questions regarding this matler, please contact Larry Gredlein at 410-545-
5606 or by E-mail at (Igredlein(@sha.state.1ad.us).

Very fruly yours,

/.j. V/a

.,/w Kenneth A, McDonald Jr., Chief
Enginecring Access Parmits Division

My telephone number is

Maryland Relay Service for Impaired Hearing or Speech
1-800-735-2258 Statewide Toll Fres

Mailing Address: P.O. Box 717 » Baitimors, MD 21203-0717
Street Address: 707 North Calvert Street » Baltimore, Maryland 21202



LUNING AEAKING FILE INTERNAL CHECKLIST

Zoqipg.Case No. __ 00 -\ _‘A

PREPARE HEARING FILE (put case number on all papers; hole punch and place

appropriately; put label and case number on folder; complete information on stamp on
front of folder) . : -

DETERMINE HEARING DATE (schedule within 45 days of filing; post and advertise
at least 15 days prior to hearing)

TYPE HEARING NOTICE AND ADVERTISING NOTICE (type according to
sample, taking billing information for advertising from advertising form in file; make
appropriate copies; mail original and copies of hearing notice; place original advertising
notice in Patuxent's box; file copies of both notices in hearing file; update ZAC in
computer for hearing date, time and place)

UPDATE ZONING COMMISSIONER’S HEARING CALENDAR (keep original in
“red” folder; mail copy to zoning commissioner's office)

COMPLETE FILE (write hearing date, time, and room on front of hearing folder; file in

numerical order in cabinet next to copier until it is pulled for sending to zoning
commissioner’s office) :

POSTPONEMENTS (type postponement letter: make appropriate copies; mail original

and copies; send copy to zoning commissioner; file copy in hearing file; update hearing
calendar and ZAC in computer) :

RESCHEDULING (determine hearing date: type letter confirming new date; make
appropriate copies; mail original and copies; file copy in hearing file; update hearing
calendar and ZAC in computer; refile hearing foider)

INDEX CARDS (prepare index cards, according to sample; file cards in cabinet)

ADVERTISING/POSTING CERTIFICATES (check off on front of hearing file; put
certificates in file) . '

COMMENTS (check off agency comments received on front of hearing file; make
copies; type comments letter; mail original to petitioner: file copy in hearing file)

FILES TO ZONING COMMISSIONER'S OFFICE (pull the files for the following
week every Friday and administrative files on Tuesday; verify that checklist on front of
hearing file has.been completed: secure all papers under clips in file; send files for
hearings to zoning commissioner’s office by noon on Friday and files for administrative
on Tuesday morning) ' o ‘ i

10/5/98
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