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IN RE: PETITION FOR ADMIN. VARIANCE * BEFORE THE
W/S Twin Oaks Court, 1,000’ S of the ¢/1

Dairy Road *  ZONING COMMISSIONER
(10 Twin Oaks Court)
6™ Election District *  OF BALTIMORE COUNTY

3™ Council District

* Case No. 02-134-A
Mark J. Sassler, et ux
Petitioners *

%0k % % ok k% ok ok ok ok

FINDINGS OF FACT AND CONCLUSIONS OF LAW

This matter comes before the Zoning Commissioner for consideration of a Petition for
Administrative Variance filed by the owners of the subject property, Mark J. and June M. Sassler.
The Petitioners seek relief from Section 400.1 of the Baltimore County Zoning Regulations
(B.C.Z.R.) to permit an accessory structure (swimming pool) to be located in the side yard in lieu
of the required rear yard. The subject property and requested relief are more particularly
described on the site plan submitted with the Petition and marked into evidence as Petitioner’s
Exhibit 1.

The Petitioners have filed the supporting affidavits as required by Section 26-127
(b)(1) of the Baltimore County Code. The subject property having been posted and there being no
requests for a public hearing, a decision shall be rendered based upon the documentation
contained within the case file. Based upon the information available, there is no evidence in the
file to indicate that the requested variances would adversely affect the health, safety or general
welfare of the surrounding community and should therefore be granted. In the opinion of the
Zoning Commissioner, the information, pictures, and affidavits submitted provide sufficient facts
that comply with the requireﬁents of Section 307.1 of the B.C.ZR. Furthermore, strict
compliance with the B.C.Z.R. would result in practical difficulty and/or unreasonable hardship

upon the Petitioners.
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Pursuant to the posting of the property and the provisions of both the Baltimore

County Code and the B.C.Z.R. having been met, and for the reasons set forth above, the relief

requested should be granted.
THEREFORE, IT IS ORDERED by the Zoning Commissioner for Baltimore County

this g=#™" day of November, 2001 that the Petition for Administrative Variance seeking relief

from Section 400.1 of the Baltimore County Zoning Regulations (B.C.Z.R.) to permit an

accessory structure (swimming pool) to be located in the side yard in lieu of the required rear

yard, in accordance with Petitioner's Exhibit 1, be and is hereby GRANTED, subject, however, to

the following restrictions:

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 the 30-day appeal
period from the date of this Order has expired. If an appeal is filed and
this Order is reversed, the relief granted herein shall be rescinded:

[ Y AWRENCE E. SCHMIDT
Zoning Commissioner

for Baltimore County

LES:bjs



Suite 405, County Courts Bldg.
Baltimore County 401 Bosley Avenue

Zoning Commissioner Towson, Maryland 21204
onne 410-887-4386

Fax: 410-887-3468

November 2, 2001

Mr, & Mrs. Mark J. Sassler
10 Twin Oaks Court
Parkton, Maryland 21120

RE: PETITION FOR ADMINISTRATIVE VARIANCE
W/S Twin Oaks Court, 1,000’ S of the ¢/l Dairy Road
(10 Twin Oaks Court)
6" Election District — 34 Council District
Mark J. Sassler, et ux - Petitioners
Case No. 02-134-A

Dear Mr. & Mrs. Sassler:

Enclosed please find a copy of the decision rendered in the above-captioned matter.
The Petition for Administrative Variance has been granted, in accordance with the attached Order.

In the event any party finds the decision rendered is unfavorable, any party may file an
appeal to the County Board of Appeals within thirty (30) days of the date of this Order. For
further information on filing an appeal, please contact the Department of Permits and Development
Management office at 887-3391.

Very truly yours,

o /.

LAWRENCE E. SCHMIDT
Zoning Commissioner
LES:bjs for Baltimore County

cc:  People's Counsel; Casd File

Come visit the County's Website at www.co.ba.md.us
é?g Printed wilh Soybean |nk

an Beeveted Parar
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Petition for Administrative Variance

to the Zoning Commissioner of Baltimore County

. e
for the property located at 10 /rWIL] 0aKs P ARXALN, MD
x .+ -+ . which is presently zoned R .8.5

This Petition shall be filed with the Department of Permiits 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 .
p yp (s) H00u | o sevamit an aceessory

5"}'1"4{27(MVQ (Sw;%ﬂ’h:hj lOou’) .é-e /ucﬁfeﬂ ;1—\ ‘I’Ae S;té’(ﬂ' yc?hf :‘t\

/1|‘€'t«\ e'@ ‘a(’t\,p rﬁful,'peﬁ ¥ €a ;/arj.

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.

1, 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 I/we are the legal owner(s) of the property which
is the subject of this Petition.

Contract Purchaser/Lessee: Legal Owner(s):
Morw. J, Havsiee.

Name - Type or Print NaW

Signature ;ﬁna&uz] 7
_ June M. SAssLer
Address Telephone No. Name - Type or Print
City ~ State, , Zip Code Uignature . > . (RIOY RGO -TAFE (W)
10 T wuin Dad Cor (H10) 3431 1o b(W)

Attorney For Petitioner:
Address Telephone No.

Paewron, Mok LilD 21120
me -{Typejor Print City State Zip Code
fg‘! Representative fo be Contacted:
ignatyre
4
CIN
MCoRpdany Name
£
G_) T \ Telephone No. Address Telephone No.
TN _
Ej‘jﬁty ] State Zip Code City State Zip Code
LAY Public Hparing having been formally demanded and/or found to be required, it Is ordered by the Zoning Commissioner of Baitimore County,
that the subject matter of this petition be set for a public hearing, advertised, as required by the zoning

{ithis diy of _ .
£2 fregulations of Baltimore County and that the property be reposted.

Q2 o
O 5%5 ﬁz‘? Zoning Commissioner of Baltimore County
CASE NO. 007 - /3 V - ﬁ Reviewed By 8 L Date 9’/ 2 '7/9/

Estimated Posting Date 6/ 7_/ Y]

ey 915198
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Af fid aVlf in Support of Administrative 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 Afftant(s) isfare
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 | dD {\/d I'IJ Do CT'

Address
Parik.ToM MARY LbedD 21RO
City 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):

The @ease~ Jhe Poo) CRrweT Ge (n The Bacic
e et Septic SMSTee 1S g
CC\\CJW”‘:} 6“1 LA/C’O‘ D_S

DQCM-SQ o~ Thg L e “Waue a’)‘_;rb-, hw’-}({\,([ﬁ\p ]q,WJ Pf‘@c(“"(tﬂf
\')\C-L-Luu\‘\—w\

"7%)(‘«:/ iy

That the Affiant(s) ackné:wiedgé(s)‘ that lf a fofr'néi dérﬁand is filed, Affiant(s) will be required to pay a reposting and
advertising fee and may be required to provide addjtional information.

7

Sigfiature

Signatu / N , .
,mgmé-,d,ﬁ{mbmm, . Jung M. SassLer

.~Name - Type or Print Name - Type or Print

Do flsSmsster

STATE OF MARYLAND, COUNTY O ORE; to wit: '
. 74 ' : )
| HEREBY CERTIFY, this /& day of __2E0Le o, 200 [, before me, a Notary Public of the State

of Maryland, in and for the County aforesaid, perSonally appeared

'ﬂui /48 g;ts’(/ér' Dyt T Spscley

the Affiant(s) herein, personally known or satisfactorily identified to me as such Affiant(s), 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.

P

—— e T S Bl AALAD e e e e e e e o ey T S W S W M U o e e e e et S e e b b kil bl

AS WITNESS my hand and Notarial Seal

vy

Date G e 2 2e?h fole VeV

y Commission Expires % //: 7,@0, (
REY 0915198
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Af ﬁdaVlf in Support of Administrative Variance

The undersigned hereby affirms under the penalties of perjury to the Zoning Commissioner of Baitimore 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 |D f\w"\:‘ Oowe Couer

dress
DRALTON Moo/ Lpad 0 21120
City State Zip Code

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):

Mhe Rertor Tihe Poe) cpmmweT e |~ Fhe BAcrcye?d
TheT eie- SePtw  SYSTeen 1S 1. TThe ReA o b~
t'l/l'\-( }‘\a,u e qav\\u W-'gﬂ ﬂ V\ hr o eu\)S '

fevacse s~ e hove Bvn  Hordshe gund  Pog crena)
O\L(;‘\LV\T\}

That the Affiant(s) ac’}'(nov‘vleagé(‘s) that if a fﬁrn{al demand is filed, Affiant(s) will be required to pay a reposting and

advertising fee an(:nye required to provide additional information.
rd

. . A
Signatﬁre/ / / L Mignature

- MorkJ, HSasoed. Juve M, DoosLER
=, Name - Type orPrint B " , Name - Type or Print

I Lo
STATE OF MARYLAND, COUNTY OF B.

[ HEREBY CERTIFY, this / Qﬁday of
of Maryland, in and for the County aforesaid, pergpnally appeared

Tene I, Sasc/fey Pevk T Sassley

the Affiant(s) herein, personally known or satisfactorily identified to me as such Affiant(s), 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.

290/, before me, a Notary Public of the State

AS WITNESS my hand and Notarial Seal

T/12/01

Date

: r
My Commission Expires 5)&7/% 4 Q 00

REy 09115198
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Petition for Administrative Variance

to the Zoning Commissioner of Baltimore County

. for the property located at 10 {WU\) ok Cr- PAMT’OA), Md
- s - which is presently zoned @ .C.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 %ereto and

made & part hereof, hereby petition for a Variance from Section(s) .
Feoil  Fo P et} aa accery cw;g

5+kuc¥ure (—SW""‘"”"""L\(«) Pool) !70 /dc‘.ci?Le.ﬂ ;A %e S'r\dl'e ,va/f,,q
(Nh /;eu oﬁ Ao rﬁ{q,‘}mﬂ yeqr /{/41'«:/,

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 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.

IWe do sclemnly declare and affirm, under the penalties of
perjury, that l/we are the legal owner(s} of the property which
is the subject of this Petition.

Contract Purchaser/Lessee: Legal Owner(s):
Mary J., Sa0oLerR.
Name - Type or Print Namie - Type or Print ]
Signalure Signature Y
: June M. SassLE”
Address . Telephone No. Name - Type or Print
City . CStates T Zip f.Eod\e‘ ignature .7 e o [ ]D) %O‘THP?CW)
Attorney For Petitioner: (O {W"\\ Do (v Li0) 342 -} 2l W)
Address Telephone No.
Porwiou MORYLIMSY 211D
Name - Type or Print City : State Zip Code
Representative to be Contacted:
Signature
Company Name
Address Telephone No. Address Telephone No.
City State Zip Code City State Zip Code

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

reguiations of Baltimore County and That the property be reposted.

Zoning Commissioner of Baltimore County

CASE NO. OA~124~ A Reviewed By ___ 5/C_ bate _9/47/0/
B2 9/i5/98 Estimated Posting Date Z O/ 7/ o/




ZONING DESCRIPTION

ZONING DESCRIPTION FOR _10 Twin Qaks Court. Parkton Maryland 21120

Beginning at a point on the West side of Twin Oaks Court which is HO _feet wide at the

socth

Distance of 00 feet of the centerline of the nearest improved intersecting street

Dairy Road which is _19.30 feet wide. Being Lot# 7 Block (N/A), Section (N/A) in the

subdivision Owl Branch as recorded in Baltimore County Plat Book #EHK. JR, W’ 50/55

Containing [, T8 acres. Also, known as 10 Twin Qaks Court and located in the

_éih Election District, 3 P‘L@ Councilmanic District.

# /5y
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'BALTIMORE COUNTY, MARYLAND

OFFICE OF BUDGET & FINANCE | No. R Ty opr
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CE@FICATE OF POSTING e ADMIN -
e casorno QL |24 "74

Pentroner/Developer ﬁégg E; A'L/
. -
I\ P pos .
A )
g %{f @ DateoFHean lo !Zi / 0 j
2 g .
S N N Baltimore County Department of
T N Permits and Development Management
CE WL a9y County Office Building, Room 111
olE | % * 111 West Chesapeake Avenue
Sl 15, 15 |& Towson, MD 21204
= e
g - r::—:.’ A Attention, Ms. Gwendolyn Stephens / GEORGE ZAHNER
=3 N1Y N )
D - .
= @ \ - Ladies and Gentlemen
= o4 oL .
B RN ad N . . :
Kl \“"“ Thus letter is to certify under the penalties of perjury that the necessary sign(s) required by Jaw
Lt I :
g S ;‘Z/Z(‘ :ﬁ were posted conspicuously on the property located at';ﬂ: I 0 "TN t N @A’Kg CT;
SReE LS .
NS |
cle 18 g |z 3 /
The sign{s) were posted on } D 5/ 0 /

( Modth, By, Year)

d
PATRICK M. O'KEEFE

(Printed Name)
52% PENNY LANE
(Address)
HONT VALLEY, MD. 21030
{City, State, Zip Co'dc)
410-566:5366 1 deiL-4i0-905-857]
{Telephone Number)

1 WEST OHESAPEAKE pr
D0 NOT REMOVE Ty (E AL, 1

5 SIG0 A0 Bogy r—
By
HANDIGAPPED Accessm_m“;
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DEPARTMENT OF PERMITS AND DEVELOPMENT MANAGEMENT
ZONING REVIEW -

ADVERTISING REQUIREMENTS AND PROCEDURES FOR ZONING HEARINGS

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.

—
—

For Newspaper Advertising:

item Number or Case Number: O3 ~13Y¢ -4
Petitioner: el 4= Toewe SS9 s |

Address or Location: __ | O 1w b 0 VLS < T
T O —\\ 2,

PLEASE FORWARD ADVERTISING BILL TO:

Name: M\ e \e SALSler

Address: 10 v e S ol
(orXce e pad  a\y a0

Telephone Number: HAC a4y 3 | s

Revised 2/20/98 - SCJ



BALTIMURE COUNTY DEPARTMENT OF PERMITS AND DEVELOPMENT MANAGEMENT A

’ ZONING REVIEW ‘

ADMINISTRATIVE VARIANCE INFORMATION SHEET AND DATES

Case Number OZ-I /37 -A Address /O Tw‘w Od&:& C/T

Contact Person: L/D)Y'Hh u 12 g a:’!LnJ' Phone Number: 410-887-3391

Planner, Piease Print Your Name

Filing Date: 7#) F)/O{ Posting Date: {0 ) 7/0/ Closing Date: /¢ 5-7.2 /os

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

1. POSTING/CQST: 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 dale 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 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 requested 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 pelition has been granted,
denied, or wilt go fo public hearing. The order will be malled to you by First Class mail,

4. POSSIBLE PUBLIC HEARING AND REPOSTING: In cascs that must go to a public hearing
(whether due to a nejghbor'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, tme and location  As when the sign was originally
posted, certification of this change and a photograph of the altered sign must be forwarded (o
this office.

(Delach Atong Dotted Line)

USE THE ADMINISTRATIVE VARIANGE SIGN FORMAT

Case Number 02-| 7 ‘7( -A Address JO  Tw.n  Oa ks T,
Petitioner's Name __ Mark &+ Duine Sass/er Telephone /o~ 395 ~/2¢6 ok,
Posting Date: /0/ 7 /o/ Closing Date: /6/,?:& /0/
Wording for Sign: _To Permit QceeSsoyy S Tre Fure (s o am m,:,.,d.; pov/ )
be Jocaled . dhe s yerd __la flec o f Ahe rogeredd

Feotr \ (,L}'c-‘(?,
7

WCR - Revised 6/28/00

BALTIMORE COUNTY DEPARTMENT OF PERMITS AND DEVELOPLENT MANAGEMENT
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Development Processing

&\kl\ 00 .

ﬂ EE}?% Baltimore County County Office Building

*oh K K K Department of Permits and 111 West Chesapeake Avenue

E‘]E W Development Managément Towson, Maryland 21204
LRy s> pdmlandacg@co.ba.md.us

October 31, 2001

June M. & Sassler

Mark J. Sassler

10 Twin Oaks Court

Parkton Md. 21120 | ! - |

Dear June & Mark:
RE: Case Number 02-134-A, 10 Twin Oaks Ct.

The above referenced petitio'n was accepted for processing by the Bureau of Zoning
Review, Department of Permits and Development Management (PDM) on 9-27-01.

The Zoning Advisory Committee (ZAC), which consists of representatives from several
approval agencies, has reviewed the plans that were submitted with your petition. As of this
date, we have not received any comments from any of these agencies. You may verify any
possible comments by contacting the agency directly at the numbers listed below:

Development Plans Rewew (Traffic} 410-887-3751
Fire Department 410-887-4880
State Highway Ad mlnlstratlon 410-545-5600
Office of Planning & Community Conservation 410-887-3480
Department of Environmental Protection

and Resource Management (DEPRM) 410-887-5859
Recreation and Parks 410-887-3824
Maryland Office of Planning - Chesapeake

Bay Critical Area (CBCA) 410-767-4489
Department of Natural Resources - Floodplain 410-631-3914

If you need further information or have any questions, please do not hesitate to contact
Zoning Review at 410-887-3391.

Very truly yours,

@Vé Qﬁépww }, /

W. Carl Richards, Jr.
Supervisor, Zoning Review

WCR:
Enclosures

C: People's Counsel

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

'ﬁL. Pried with Soyboan Ink
\_,49 on RNecycled Paper



BALTIMORE COUNTY, MARYLAND

INTEROFFICE CORRESPONDENCE

TO: Arnold Jablon, Director DATE: November 26, 2001
Department of Permits & Development Mgmit.

FROM: obert W. Bowling, Supervisor
Bureau of Development Plans Review

SUBJECT: Zoning Advisory Committee Meeting
For November 5, 2001
Item Nos. 121, 123, 124, 125, 126, 127,
128,129, 130, 131, 133 84135, 162,
and 163

The Bureau of Development Plans Review has reviewed the subject zoning items, and we
have no comments.

RWB:HIO:jib

cc. File

ZAC-11-5-2001-NO COMMENT ITEMS-1126200!



\ 700 East Joppa Road

B'altlmore County . Towson, Maryland 21286-5500
Fire Department 410-887-4500

October 30, 2001

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 October 29, 2001
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
regulred 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:

121, 122, 123, 124, 125, 126, 127, 128, 130,
133, 134, 135, and 163

REVIEWER: LIEUTENANT JIM MEZICK, Fire Marshal's Office
PHONE 887-4881, M$S-1102F -

ce: Pile

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

Printed with Soybean Ink
% on Recycled Paper
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BALTIMORE COUNTY, MARYLAND

INTER-OFFICE CORRESPONDENCE

TO: Armnold Jablon, Director DATE: October 30, 2001
Department of Permits and
Development Management

FROM: Arnold F. 'Pat' Keller, IiI
Director, Office of Planning
SUBJECT: Zoning Advisory Petition(s): Case(s) 02-123, 02-128, 02-134, and 02-163
The Office of Planning has reviewed the above referenced case(s) and has no comments

to offer. For 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: Mﬂﬂf& L&.

.
Section Chief: Qup 7, o W Al e

Ay

1

AFK/L:MAC

WADEVREVAZACingcomment doc



Parris N Glendening

Maryland Department of Transportation Governor
State Highway Administration John 0. Porcan

Parker F Williams
Adrmmistrator

Date: s 2%9-22)

Mr. George Zahner . RE:  Baltimore County
Baltimore County Office of ltemNo. ;2 4 ™
Permits and Development Management

County Office Building, Room 109

Towson, Maryland 21204

Dear. Mr. Zahner:
This office has reviewed the referenced item and we have no objcction to 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 410-545-
5606 or by E-mail at (Igredlein@sha.state.md.us).

Very truly yours,

7S SL

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

My telephone number is

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

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



ZONING HEARING FILE INTERNAL CHECKLIST

Date Completed/initials

J0260/(

N

Zoning Case No. Q A- /3 ¢/‘7

PREPARE HEARING FILE (put case number or 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 « 5 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 fiom advertising form in file; make
appropriate copies; mail original and copies of heari \g 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 folder)

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) /9~ Koy

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 beeh 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)

10/5/99
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