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IN RE: PETITION FOR ADMIN, VARIANCE * BEFORE THE
NE/S Hunters Horn Court, 774’
NE centerline of Hunting Tweed Drive * DEPUTY ZONING COMMISSIONER
4th Election District
3rd Councilmanic District # OF BALTIMORE COUNTY
(12 Hunters Horn Court)
* CASE NO. 00-419-A
Carl & Sheila Bernstein
Petitioners *

d#0od ok ok ok R ok ok ok R sk ok sk ok ok %
FINDINGS OF FACT AND CONCLUSIONS OF LAW

This matter comes before this Deputy Zoning Commissioner as a Petition for Administrative
Variance filed by the legal owners of the subject property, Carl and Sheila Bernstein. The variance
request is for property located at 12 Hunters Horn Court in the Owings Mills area of Baltimore
County. The Petitioners herein seek a variance from Section 1A04.3.B.2 of the Baltimore County
Zoning Regulations (B.C.ZR.) to allow a side yard setback of 30 ft. in lieu of the minimum
required 50 ft. for an attached garage. The subject property and requested relief are more
particularly described on Petitioners’ Exhibit No. 1, the plat to accompany the Petition for
Administrative Variance.

The Petitioners 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 Petitioners have 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
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requirements of Section 307.1 of the B.C.Z.R. Furthermore, strict compliance with the B.C.ZR,

would result in practical difficulty and/or unreasonable hardship upon the Petitioners.

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

od
this 3 day of May, 2000, that a variance from Section 1A04.3.B.2 of the Baltimore County

Zoning Regulations (B.C.Z.R.) to allow a side yard setback of 30 fi. in lieu of the minimum

required 50 ft. for an attached garage, be and is hereby GRANTED, subject, however, to the

following restriction which is a condition precedent to the relief granted herein:

1) The Petitioners may apply for their building permit and be granted same
upon receipt of this Order; however, Petitioners are hereby made aware that
proceeding at this time is at their 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 Petitioners would be required to return, and be responsible for returning, said

property to its original condition.

TIMOTHY M. KOTROCO
DEPUTY ZONING COMMISSIONER

FOR BALTIMORE COUNTY
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) Suite 405, County Courts Bldg,
Baltimore County 401 Bosley Avenue
Zoning Commissioner Towson, Maryland 21204
410-887-4386
Fax: 410-887-3468

May 3, 2000

Mr. & Mrs. Carl Bernstein
12 Hunters Horn Court
Owings Mills, Maryland 21117

Re: Petition for Administrative Variance
Case No. 00-419-A
Property: 12 Hunters Horn Court

Dear Mr. & Mrs. Bernstein:

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,

Mssidl] 1 o

Timothy M, Kotroco
Deputy Zoning Commissioner

TMK :raj
Enclosure

c: Mike Cohen

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

on Recyclad Paper

@ Printed with Soybean lnk
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Petition for Administrative Variance
to the Zoning Commissioner of Baltimore County

for the property located at /< ﬁ(&w Feins o <77
= R85~

which is presently zoned

This Petition shall be filed with the Department of Permits and Development Management. The undersigned, legal
tion and piat attached hereto and

owner(s) of the property situate in Baltimore County and which is described in the descrip
made a part hereof, hereby petition for a Variance from Section(s) / ,? o /?',.5’ By .
& . ( Ao <t

7 e C?//&’ﬁa) & St af‘ﬁ/@no/sé%éé%%,? <
& tfacked fé?“qff) 22 //cfz.r)y! Fof e irg 1 i e, FER v T

of the zoning regulations of Baltimore County, to the zoning law of Baltimore County, for the reasons indicated on the back

of this petition form.
Property is to be posted and advertised as prescribed by the zoning reguiations. _
I, 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 ta the zoning law for Baitimore County.
[We do solemnly declare and affirm, under the penaities of
erjury, that liwe are the legal owner(s) of the property which

1% the subject of this Petition.
Contract Purchaser/Lessee; Legal Owner(s):
Canl Allan Repnsin
Name - Type or Print Namae
A ,-/ ! , 2
SHer/n fu Keonsten

Signaiure
Address Telephone No. Namey- Type or Print 6 \
| 100 _fPrr e Loeepsotla ey
City State Zlp Code ignature KO 2SE 779@
orney For Petitioner: Aol //LHN%’JCS_ féé@\) @uILT
Address Telephone No,
) Opmde Ml MD 107
{(YNamdf- Type or Print City 4 State Zip Cede
NI .
-t AN b d:
(5" Signaitur,
:,j? i i MLE Co perv
% Conbal Name i
i, jo. HIGH e er Yt o-356-50 ¥
i:} }@i esh. | Telephone No. Address Telephone No.
N ot MOS e MO Ail?
f‘:",g Siate Zip Gode City State Zip Code
' W Fhlic Hearing having been formally demanded and/or found to be required, it is ordered by the Zoning Commissioner of Baltimore County,
= day of . that the subject matter of this petition be set for a public hearing, advertised, as required by the zoning
iﬁ* regu s of Baltimore County and that the property be reposted.
AN
?*i 0 if
f‘f ”{Z’;ﬁf s Zoning Commissioner of Baltimare Gounty
L3 7 .
CASE NO. ﬂ £~ L/ { ? g Reviewed By Date 47 e~
. s - —_— O
Estimated Posting Date /‘f / é e

Y iisles



Afﬁd aVit in Support of Admirgstrative 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 2 /L/%ﬂ%éﬂﬁ /7[0/?!0 (o w2t

Address .
OWINGs /7, s 270 2117
City ! State 2Zip Code

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

To Peeanit A 36" Scde Sethace tw \iew  of the Dol
PLaelwg e %0"\0‘&'?— tw \xcu,\s.. ol Y\e Wante wii A
(eSutt  tn deaciny dowaw Yhe axishive dece and Pm(‘(&n’
ol\d o woul d ’\-’-C\\—\‘ite 4 Ve L\\?,\om*lu\% Wl trel oawnd ether

2 sda Vol \fs\f\ecﬂ- Lc\\ncﬂgcaplws.

That the Affiant(s) acknowledge(s) that if a formal demand is filed, Affiant(s) will be'required to pay a reposting and
advertising fee and may be required to provide additional information.

ture ‘Blgrature \
O Ael o Dernsten %@/6 &7%/ KNS T
Name - Type or Print Name - Typa or Print

—.———-—--—-—_.——..—-—._.—.........——.—.———-—-—q————-—.—-——_—-.—_—_—————_-——-—.-—-——-—___————_——u—.-——.-——_.__—.-—-

STATE OF MARYLAND, COUNTJ OF BALTIMORE, to wit: : ”
“ Ve
| HEREBY CERTIFY, this 2.3 day of MM Zg¥vY | before me, a Notary Public of the State
of Maryiand, in and far the Caunty aforesaid, persanally appsjred
Cuul M[ A C?-Q/\.MFILU\" A S-) Z\J-« / e M ?f/ukb A~

the Affiant(s) herein, personally known or satisfactorily identified to me as such Affiant(s), and made oath in due form of
taw that the matters and facts hereinabiove set forth are true and corract to the best of hisfherftheir knowledge and belief.

AS WITNESS my hand and Notariai Seal

Ml 23, nrve mﬁ’fm@“ R A

Date Notary Public ~

My Commission Expires Koy 7, 2‘”)3

REp 791is/98



| Afﬁd aVﬂ in Support of Admiglstrative 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 parsonal 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 47 ,{-{L{ N zefc’.ﬁ ééﬂ N Cruer

Address :
,%L_)_@g.s Mlls  MD 20117

State Zip Code

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

To PEQAMAT p M6'  Side Setbawe I Weu  eof the SO
Plocing Ahe Qo Ao & e voce of the houte  woill
eSult v ”\{.&L‘i“ci\ Aomu\ -\\q, extg{‘i\/\% C\-ec,qg an. Pacl\, als o
would Mg wite Ak wypasoling of Acrers and  alhec
esd a b bished Lauwd g@.p‘tw‘ .

That the Affiant(s) acknowiedge(s) that if a formal demand is filed, Affiant(s) will be required to pay a reposting and
a?ivertismg fee and may be required to provide additional information.

z JM QM&M /gv@wbd)@m
Igpdture [ &\f“' ignature

Cpnk /4”1%1@2/) S"/GH"I Q/Lé; /n ﬁ&ﬂ\ Bennls 7%/}\/

Name - Type or Print Name - Type or Print

.—.-_._....._._-..—.._—-——._.—.....———_...--_.....————..___.—...-.-......n———-—-———-—_.-—————--__—._._——-—--...........—_.-._—._......—_...-

STATE OF MARYLAND, COUNTY OF BALTIMORE, to wit:
[8))
| HEREBY CERTIFY, this &3 day of Mos | ZUVV  pefora me, a Notary Public of the State

of Maryland, in and for the County aforesaid, personally appeared )

the Affiant(s) herein, personally known or satisfactorily identified to me as such Affiant(s), and made oath in due form of
Igw that the matters and facts hereinabove set forth are true and correct to the best of his/her/their knowledge and belief.

.&S WITNESS my hand and Notarial Seal | B
mwe,z\ 2.3 w3 o : ;%%Mm P,L__ /74,—

Date Notary Public
My Commission Expires N cﬁ 2003

REY G598



Petition for Administ?ative Variance

to the Zoning Commissioner of Baltimore County

for the property located at /. St ers ffoyrm CF -
which is presently zoned v -5
This Petition shall be filed with the Department of Permits and Development Management. The undersigned, legal

owner(s} of the property situate in Baltimore County and which is described in the description and plat attached hereto and
made a part hereof, hereby petition for a Variance from Section(s) / /30 &,( i .2? -

75 gqlloa g Sfal/ef/&wa/ S fhack K 30/3?"(74'7 ane, e
& Hfoched ?awq;ﬁj ” /}fﬁ/;‘%f_ oz 1 L m R Q ! T ST

of the zoning regulations of Baitimore County, to the zoning law of Baitimore County, for the reasons indicated on the back
of this petition form.

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 zaning law for Baltimore County.

I/We do sofemnly declare and affirm, upder the penaltias of
periury, that liwe are the legal owner(s) of the property which
Is the subject of this Petition.

Co see: Legal Owner(s):

Name - Type or Print

Signature

A Pud'H ?Daﬂ;\is%e;h

#
Address Telephona No, NaZe ZType or Prlnz ’ ﬂ 3
Clty ‘ State Zip Code <170 350 7798

Signaturs

Attorney For Petjtioner: - /L HMI’I%»S*.’@S f%nu GOarLT
Address / Teiephone No,
Qs Mills  Mm»D 21,17
Name - Typs or Print City 7 State Zip Code
e jve e
Signaturs
KB Cote NS
Company Name ' .
' 19 HIGH ~e e | dio-156-5089
Address Telephona No. Address Telephone No.
Otsi #GA  MIULS o~ Atil]
City State Zlp Code City State Zip Code

A Public Hearing having been formally demanded and/or found to ba required, it is ordared by the Zoning Commissioner of Baltimore Eﬁqty.
this day of ) that the subject matter of this petition be set for a public hearing, advertised, as required by the zoning
regulations of Baltimore County and that the property be reposted. .

T Zoning Cbmmiésioner of Bailtimore County

CASENO. 20~ %#{9~# Reviewed By _ Z2 pate A b0

Ry 91595 Estimated Fosting Date L~ -2
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Posted at Hunters Horn Ct,
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CERTIFICATE OF POSTING
RE: CASE # 00-419-A
PETITIONER/ DEVELOPER
(Carl Bernstein)
DATE OF Closing
( 5-1-00)

BALTIMORE COUNTY DEPARTMENT OF
PERMITS AND DEVELOPMENT MANAGEMENT
COUNTY OFFICE BUILDING, ROOM 111

1311 WEST CHESAPEAKE AVE.

TOWSON, MARYLAND 21204

ATIENTION : MS. GWENDOLYN STEPHENS

LADIES AND GENTLEMEN:

THIS LETTER IS TO CERTIFY UNDER THE PENALTIES OF PERJURY THAT THE NECESSARY
SIGNS(S) REQUIRED BY LAW WERE POSTED CONSPICUOUSLY ON THE PROPERTY LOCATED AT

12 Hunters Hom Ct. Baitimore, Maryland 21117

THE SIGN(S) WERE POSTED ON 4-14-00

(monTH, DAY, YEAR)

SINCERELY,

@m/ LN st o

(SIGNATURE OF SIGN POSTER & DATE)

THOMAS P. OGLE SR.

325 NICHOLSON ROAD

BALTIMORE, MARYLAND 21221

410-687-8405
(TELEPHONE NUMBER}
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Case Number 00- /75[ ? A ‘ '-: Adc_’:lréss /;ZHUn‘fﬁrﬁ /7(591”4 =

Contact Person: «7::% M ﬁv-u/éu' 27 ‘Phone Number: 410-887-3391

Planner, Please Print Your Name

Filing Date: _ L — (o0 Posting Date: _4~/ &08  Closing Date: S~/-00

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

ate. '

5. DEADLINE; The closing date is the deadline foran 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 not 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 gequesjced relief, or (c)
order that the matter be set in for a public hearing. You will 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, EQQ&MJWNE 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
postegr, certification of this change and a photograph of the altered sign must be forwarded tc
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-{ 474 | -A Address 18 Aondter [forn ST

Petitioner's Name | [Beipne et Telephone(’f (0 \ 354777

Posting Date: H-(l-02 Closing Date: S~f-2 0

Wording for Sign: _To Permit, «Z .5/ Lo vanrd 2 L

M&a}é’) /m\ /1&’5% rar A bs s b s IER vired
SO p

WCR - Revised 7/28/9

U
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DEPARTMENT OF PERMITS AND DEVELOI?VIENT MANAGEMENT
ZONING REVIEW "

The_Baltimore County Zoning Reguiations (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.

For N Advertising:
Item Ndmber or Case Number: __ (0.~ 4/9 - A
Petitionerr . «2. Beirn s Fe 1 u

Address or Location: _/el A ciss Fevs forv 2F , Dietrerg s 22 U5, WQ}
-

PLEASE FORWARD ADVERTISING BILL TO:

Name: S BAC b eIl A Q)\%(UUBTE_u_\_J

Address: _ 1o HUMTEAS  WoRn Q1.
QuupOA  MILs, MY Q7

Telephone Number:

Revised 2/20/98 - SCJ
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AN > i - Development Processing
gﬂ*@é Baltimore County : County Office Building
xxxary | Department of Permits and 111 West Chesapeake Avenue
ga W Development Management Towson, Maryland 21204
Ky pdmlandacg@co.ba.md.us

April 28, 2000

Mr. Mike Cohen
12 High Mill Court
Owings Mills MD 21117

Dear Mr. Cohen:
RE: Case Number 00-419-A , 12 Hunters Horn Court

The above referenced petition was accepted for processing by the Bureau of
goggogoReview, 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,

(4

W. Carl Richards, Jr.
Zoning Supervisor
Zoning Review

WCR:ggs

Enclosures

‘“%% Census 2000

LTV S ol Come visit the County's Website at www.co.ba.md.us
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£\ Office of the Fire Marshal

<\ Baltimore County 700 East Joppa Road

Fire Department Towson, Maryland 21286-5500
410-887-4880

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 TO THE FOLLOWING ITEM NUMBERS:

411, 412, 413, 414, 417, 418, 420, 422, 425, 426, and 427

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

cc: File

Printed with Seybean Ink
an Recycled Paper



TO: Arnold Jablon
FROM: R. Bruce Secley £4¢
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
411 23 Mansez Drive
412 7046 Eastern Avenue
413 1633 Freeland Road
414 528 Church Road
415 3607 East Joppa Road
417 8204 Rider Avenue
@ 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




® ®
BALTIMORE COUNTY, MARYLAND

INTER-OFFICE CORRESPONDENCE

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

FROM:; Arnold F. 'Pat' Keller, 111
Director, Office of Planning

SUBJECT: Zoning Advisory Petitions Case 411, 414, an

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: \/\

{ “ o
Section Chief: /%4»., W ,/ M

/"

AFK/JL:MAC

Alnecomment.doe



Parris N. Glendening

Maryland Department of Transportation Governor
State Highway Administration ggggtg;, Porcari

Parker F. Williams
Administrator

Date: 4. . 7. &2&

Ms. Ronnay Jackson RE:  Baltimore County

Baltimore County Office of ItemNo. 4.\ 2 JJds
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 is not affected by any State Highway Administration projects.

Should you have any questions regarding this matter, please contact Larry Gredlein at 410-345-
5606 or by E-mail at (lgredlein@sha.state.tnd.us).

Very truly yours,

/) ddi

‘/“' Kenneth A, McDonald Jr., Chief
Engineering Access Permits Division

My telephone number is

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

Malling Address: P.Q. Box 717 « Baltimore, MD 21203-0717
Street Address: 707 North Calvert Street « Baltimore, Maryland 21202



| ZONING AEARING FILE INTERNAL CHECKLIST

Date Compietednifiais

&!z(a_/a’b 56j

ZoningCase No.__ 00 -4\ (ﬁ- 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 (schedute within 45 days of filing; post and advertise
at least 15 days priorto hearing)

TYPE HE{\RIN.G NQTICE AND ADVERTISING NOTICE (type according to
sample, taking billing information for advertising from advertising form in file; make
apgropqate 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 ZOI\_IING COMMISSIONER'S HEARING CALENDAR (keep original in
“red” folder; mail copy to zoning commissioner's office)

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

numerjca} order in cabinet next to copier until it is puiled 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 hearin
calendar and ZAC in computer) ony g P g

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 folder)

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

ADVERTISINGIPQSTING 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 ZQNING COMMISSIONER'S OFFICE (puil the files for the following
week every Friday and administrative files on Tuesday; verify that checklist on front of
hearing file hag.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 ‘ ,

10/5/99
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