IN RE: PETITION FOR ADMIN. VARIANCE 8

N/S of Rose Avenue,
290 ft. E Magnolia Avenue %
13th Election District
1st Councilmanic District *
(2814 Rose Avenue)

Denise C. Howley

Petitioner *
"ok sk ok %k % k%

BEFORE THE
DEPUTY ZONING COMMISSIONER
OF BALTIMORE COUNTY

CASE NO. 04-090-A

% %k ok %k ok ok Xk

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 owner of the subject property, Denise C. Howley.

The variance request is for property located at 2814

Rose Avenue, which property is located in

the Halethorpe area of Baltimore County. The variance request is from Section 400.1 of the

Baltimore County Zoning Regulations (B.C.Z.R.),

(garage) to be built in the front and rear yard in lieu

to permit a detached accessory structure

of the rear yard. 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

ﬁie to indicate that the requested variance would adversely affect the health, safety or general

ngrelfare of the public and should therefore be granted. In the opinion of the Deputy Zoning

. ‘;Y N ; N . ' .
. \Q\a éommlssmner, the information, photographs, and a:
M 5 |

fidavits submitted provide sufficient facts

that comply with the requirements of Section 307.1 of the B.C.ZR. Furthermore, strict



i

compliance with the B.C.Z.R. would result in practical difficulty and/or unreasonable hardship
gpon the Petitioner.

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 22 day of September, 2003, that a variance from Section 400.1 of the Baltimore
County Zoning Regulations (B.C.Z.R.), to permit a detached accessory structure (garage) to be
built in the front and rear yard in lieu of the rear yard, 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 her building permit and be granted same upon receipt of

this Order; however, Petitioner is hereby made aware that proceeding at this time is at
her 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,

\J -
JOHNYV. MURPHY
DEPUTY ZONING COMMISSIONER
FOR BALTIMORE COUNTY

JVM:raj



Zoning Commissioner Baltimore County

James T. Smith, Jr., County Executive
Lawrence E. Schmid!, Zoning Commissioner

Suite 405, County Courts Building
401 Bosley Avenue
Towson, Maryland 21204
Tel: 410-887-3868 » Fax: 410-887-3408

September 18, 2003

Ms. Denise C. Howley
2814 Rose Avenue
Baltimore, Maryland 21227

Re: Petition for Administrative Variance

Case No. 04-090-A
Property: 2814 Rose Avenue

Dear Ms. Howley:

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,
( )9‘9‘ A N - W\d/gua
John V. Murphy
Deputy Zoning Commissioner
JVM:raj
Enclosure

o Visit the County’s Website at www.baltimorecountyonline.info

%69 Frinted on ARecycled Papar
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Petition for Administrative Variance
to the Zoning Commissioner of Baltimore County

for the property located at _23/4 Fos€ AvE, f/ALETHORIE, mb.
which is presently zoned _D. 5, 5.5 2'7°7

This Petition shall be filed with the Department of Permits and Development Mana?ement. The undersigned, legal
owner(s) of the property situate in Baltimore Count‘y and which is described In the description and plat attached hereto and

made a part hereof, hereby petition for a Variance from Section(s) HOD. L - i = SN ~ e 2
o Hw | | . f ﬁ ‘l'- =y LT -

Hecessorsy St (G mance) ¢ Be Barcr « o —Tue

Tasws fnNp Carra_ CATUD L LLE“‘Q_&— o= (e ‘172@-;:\4&_, LIJMW

)

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.
l, 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 fo the zoning law for Baltimore County.

I/MVe do solemnly declare and affirm, under the penalties of
perjury, that liwe are the legal owner(s) of the property which
IS the subject of this Petition.

Contract Purchaser/Lessee: Legal Owner{(s):
_ | Nemise. O, Howe ey
Name - Type or Print ame - Type or Print '
Signature o o Sig| FE . r'”
ign Sighature ~
Address Telephone No. Name - Type or Print h
City State ~ Zip Code Signature S
Attorney For Petitioner: A4 RoSE AVE 410 ~(36- 93 70
Address Telephone No
HALETH oRPE, MD D227
Narne - Type or Print City ' State Zip Code
Representative to be Contacted:
Slgnatte
E
E@mpﬁﬁy Name
Aédres% Telephone No, Address Telephone No

State Zip Code City State ~ Zip Code

{i Hearing having been formailly demar:ded and/or found to be required, it is ordered by the Zoning Commissioner of Baitimore Cotunty,
i day of et e that the subject matter of this petition be set for a public heaning, advertised, as reguired by the zoning
atins of Baltimore County and that the property be reposted.

—_——— —

Zoning Commissioner of Baltimore County

CA E NO. @, HL 040+ g Reviewed By MTGB pate__ (DY AX- O35

-

EF?:EL}?O/QS/OT Estimated Posting Date Og — ‘:S f (OS5
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Aflidavitin 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 knﬂwled%e 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 T? 5/ ’-/ QD_.S_& A_u_c’g ,
Adadress
4#& Igiho Pe 4 wikeley,
y = M ate : Zi;%ud&

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

IRREGVLAR TRIANGULAR SHAPED coT wWITH SMALL BACK YARD AND
LOMNE Sibe YARD PROVIDES MORE PRACTICAL SPACE FolR COMSTRUCTION
OF A GARAGE BEeSIDE THE HousE . CARARLE 15 AlSo NEEDED For
PReTECTION oF VEHI(LES.,

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.

ﬁfa&aa C }%41/ J

gnature Signature
DENISE C. Howe e _
Name - Type or Print Name - Type or Print f
STATE OF MARYLAND, COUNTY OF f lﬁ wit:
o
| HEREBY CERTIFY, this 23 day of M fy . 2003 . before me, a Notary Public of the State

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

Dﬁnl 5€ C Hﬁ” ‘r..

the Affiant(s) herein, per zonally known or satisfactorily Idenfified to me as such Affiant(s). T

AS WITNESS my hand and Notarial Seal

REV 10/25/01



® @
Aflidavitin 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 knowled%e 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.

- - N
That the Affiant(s) does/do presently reside at A%ZESSBI l ’RQ S€. P\ VE. .
Ejﬁlm\g:f')qm—faa Md. o2 [Ae)
¥

Stale Zip 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):

JRREGULAR TRIANGULAR IHAPREDL J oT WITH smALe BACK Vard Aub
LoNG S IDE YARD PRoVIDES MORE PRACTICAL SPACE ¥oR CoMNsTRUCTION
OF A GARAGE BESIDE THE HOUSE. GARAGE 1S ALSo NECEDED FoR
PQQTEC._TH;M ov VERLG LES

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.

Signature Signature
DE.}NS& . /L/r:?wa_&"y |
Name - Type or Print | Name - Type or Print

- N N AN EE Oy EE O e am mm wr r vl ok o BN P el B W el ok R S RN gy o B Ey HE . . I = = N N i = N 5 an S S BN TS S am am ko oar s v b b il ey smlkows wk ik B o im s s ™ s oy e e o ek e w e A e mm e B e B e B A L B N ]

STATE OF MARYLAND, COUNTY OF MOB

' p
| HEREBY CERTIFY, this 22 day of mJ _
of Maryland, in and for the County aforesaid, persdnally appeared

, 1o wit:
, 2002 , before me, a Notary Public of the State

‘ ﬁﬂise (. Hﬁ”lﬁ.\-ﬂ _ .
e Affiani(s) herein, persanally known or safisfactorily identified to me as such Affiant(s).

AS WITNESS my hand and Notarial Seal

(0f27 /03

REV 10/25/01



Petition for Administrative Variance
to the Zioning Commissioner of Baltimore County

for the property located at _28/4 7057z AVE . /HALET oRAE, Mb,
which is presently zoned _D.K. 5.5 32227

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

que a part hereof, hereby petition for a Variance from Section(s) LOD. ]_ o~ ’-'[).::;1 LT N
Le ~tacuen ) CCEesomsyy SO UiuAC T C Gy A ) o B Bl T g a
“The oo S S e 7€ S
fomar e o S e Bm,u) Lo Urewr O T Ee-jbi}f&batb .

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

Property is to be posted and advertised as prescribed by the zoning regulations.
|, or we, agree to pay expenses of ahove 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.

I/We do solemnly declare and affirm, under the penatties of
erjury, that /we are the legal owner(s} of the property which
15 the subject of this Petition.

Contract Purchaser/Lessee: Legal Owner(s).
) DENISE ¢ How L g
Name - Type or Print Nameg-- Type or Print
Signature S | Signature _ %__-__- T
Address Teiaphone No. Name - Type or Print
City - State Zip Code Signature o T
Attorney For Pelitioner: 2elY RoSec AVE. L1 o34 12 217¢)
Address Telephong No
HAThoepr, ____Mh_ 21237
Narne - Type or Print City State Zip Gode
‘ o Representative to be Contacted:
Sighature
Company - o Name
|
Address Teiephone No. Address Tefephone No
City ) State Zip Code City State = Zip Code

A Public Hearing having been formally demanded and/or found to he required, It is ordered by the Zoning Commissioner of Baltimore County,
this ___ day of o that the subject matter of this petition be set for 2 public hearing, advertised, as required by the zoning
regulations of Baltimore County and that the property be reposted.

-t

Zoning Commissioner of Baltimore County

CASENO. __ (D Y-O90 (1 ReviewedBy_~ T pate_ (9822 -O<
REV 10/25/01 Estimated PostingDate __ (O R - 51 - OS5




EXAMPLE 3 -- Zoning Description

3 COPIES

Three copies of the zoning description of your pr Eerty are required. This is a sample
to help you with the description - DO NOT US THIS FORM FOR "FILL-IN THE

BLA K'Y E/ﬂe or print the description on paper. |
SED FOR THE DE CRIPTION The zoning description must be in the

followmg form:

ZONING DESCRIPTIONFOR _28 14 "WRpase Ave. L
(address)

Beginning at a point on the N o r\-_\’) _ side of
north, south, east or west)

?ﬁsg % e whichis SO . *
(name of street on which property fronts) number of feet of rignht-of-way wi

wide at the distance of 290 "P.:_e.'\“ . Ea.&.‘t __of the
(number of feet) (north, south, east or west)

centerline of the nearest improved intersecting street M)\ LA
(FFame of street)

which is L1O 4 e_e:f wide. *Being Lot# ' L
(number of feet of right-of-way width)
Block , Section # in the subdivisionof &
(name of subdivision

as recorded in Baltimore County FPlat Book # EHK IR #4 Folio # 25 L

containing ___ 94,782 . Alsoknownas _ 2814 Rese. Ave.
-~ (square feet or acres) (property address)
and located inthe ___ /3 __ Election District, __ [ Councilmanic District.

*If your property is not recorded by Plat Book and Folio Number,
then DO NOT attempt to use the Lot Block and Subdivision
description as shown, instead state: "As recorded in Deed
Liber __, Folio " and include the measurements and
directions (metes and bounds only) here and on the plat in the

correct location.

T;plcal metes and bounds: N.87 12'13"E. 321.1 ft., S.18
03" E.87.2ft., S.62 19'00"W. 318 ft., and N.08 15

22" W. 80 ft. to the place of beginning. (O OK0
13-
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CERTIFICATE OF POSTING

; RE: Case No.: @é}* — @CZO -/\\ :
. Petitioner/Developer: DTM! S c f\[w Y

Datc of Hearing/ Closing; E}]E 7 . M@E

Baltimore County Departiment of

Permits and Development Management .. "
County Office Building, Room 111 "
111 West Chesapeake Avenue

Towson, MD 21204

Attention: POEC Y MA\RT

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 # 2?:/ 4 !2-0‘5-6 ['5 VETUJ &

Jr—

. The sign(s) were posted on /Q U C j - LD ' 4 "6 >
(Month, Day, Year)

Sincerely,

B0 0@ e

(Signature of Sign Poster and Date)
CﬁAQ_LAMD E.. M oo ns

(Printed Name)
2225 Ryersod C\neLs
(Adﬂdress)

EDAquﬁ{/c:s;zé“J MD. 1727277
(City, State, Zip Code)

CH1od 24242063
(Tel E:phone Number)
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BALTIMORE COUNTY DEF’.FMENT OF PERMITS AND DE\/E.PMENT MANAGEMENT
ZONING REVIEW

ADMINISTRATIVE VARIANCE INFORMATION SHEET AND DATES

) oy S
Case Number o< OOy | A Address A5 (% \EU;G QQ_G“

Contact Person: *&Tbﬁﬁ ‘ff Q(_@?& AP &L Phone Number: 410-887-3391

Planngr Please Pt Your Mame

Filing Date: _(OY AL O3 Posting Date: ()% 5\03 Closing Date:q_~{5-035.

Any contact ‘made with this office regarding the status of the admmistrative variance should be
lhrough the contact person (planner) using the case number

1, POSTING/COST: The petitioner must use one of the SIgn posters on the approved list (on the
reverse side of this form) and the pettioner 1s 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
s again responsible for all associaled costs. The zoning notice sign must be visible on the

property on or before the posting date noted above. It should ramain there through the closing
date.

2. DEADLINE: The closing date 1s the deadline for an occupant or owner within 1,000 feet to file
a formal request for a public heanng. Please uncerstand that even if there 1s 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 depuly zoning
commissioner. He may (a) grant the requested relief: (D) deny the requested relief; or (¢)
order that the malter be set in for a public heanng  You will receive wntten nolificalion
(typically within 7 to 10 days of the closing date) as 1o whelher the petiton has been granted,
denied, or will go to public hearning The order will be mailed to you by First Class mail

d POSSIBLE PUBLIC HEARING AND REPOSTING: 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 heaiing date. time and location. As when {he sign was ornginally
posted, cettification of this change and a photograph of the altered sign must be forwarded to

[his office,

hvan Alee e L
Petitioner: This Part of the Form is for the Sign Poster Only

USE THE ADMINISTRATIVE VARIANCE SIGN FORMAT |

Case Number OQ’[ OO0 | A Addiess AL [ B f—\)‘gﬁ,({ “.”)3@

Petitioner's Name 10156 G- qu@wLﬁ—-«P Telephone _(L(p. G 3G - X570
Posting Date: ~ (O% - 3]- O% ClosingDate: O F - 19-0%

Wording for Sign. _To Pernil_ G paa@ e € (& TUe Tronot S Sope Yo a0 Ceaee

e

ouU 090 -3

VAR 2 . B e s 200200N




DEPARTMENT OF PERMITS AND DEVELOPMENT MANAGEMENT
ZONING REVIEW

ADVERTISING REQUIREMENTS AND PROCEDURES FOR ZONING HEARINGS

The_Baltimore County Zoning Regulations (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:

ltem Number or Case Number: O%’ OA0 - q
Petitioner: De;m_se. E-Lgu.} lext

Address or Location: 2814 Qm_m

PLEASE FORWARD ADVERTISING BILL TO:

Name: _ DenisSe J;L@g&'

Address: 2814 ,Rn.:f‘pc‘:l A e .

Telephone Number: Hio- 3L~ 2376

Revised 2/20/98 - SCJ

O L0
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Development Processing

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

&3

September 15, 2003

Denise Howley
2814 Rose Avenue
Halethorpe, MD 21227

Dear Ms. Howley:
RE: Case Number: 04-090-A, 2814 Rose Avenue

The above referenced petition was accepted for processing by the Bureau of Zoning
Review, Department of Permits and Development Management (PDM) on August 22, 2003.

The Zoning Advisory Committee (ZAC), which consists of representatives from several
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.

Very truly yours,

w, Gl 2000

W. Carl Richards, Jr,
Supervisor, Zoning Review

WCRKIm

Enclosures

C. People’'s Counsel

Visit the County’s Website at www baltimorecountyonline.info

Prinlied wilh Soybean |nk
oh Recycled Paper



700 East Joppa Road

Towson, Maryland 21286-5500
410-887-4500

% W Fire Department
‘C.)

QYLh

County Office Building, Room 111 September 2, 2003
Mail Stop #1105

111 West Chesapeake Avenue

Towson, Maryland 21204

ATTENTION: Rebecca Hart

Distribution Meeting of: September 2, 2003

0
Item NoO.: 088 - 097

Dear Ms. Hart:

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

7. The Fire Marshal's Office has no comments at this time.

LIEUTENANT JIM MEZICK
Fire Marshal's Office
PHONE 887-4881
MS—-1102F

cc: Fille

Y Visit the County’s Website at www.baltimorecountyonline.info

9 Printed wilh Soybaan Ink
on Recycled Papeor



BALTIMORE COUNTY, MARYLAND

INTEROFFICE CORRESPONDENCE

TO: Timothy M. Kotroco, Director DATE: September 26, 2003
Department of Permits &
Development Management

FROM: Robert W, Bowling, Supervisor
Bureau of Development Plans

Review

SUBJECT:  Zoning Advisory Committee Mecting
For September &, 20
Item Nos. 088, 089/ 09(Q) 091, 092, 093,
094, 096, and 097

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

RWB:CEN:rb

ce: File

LAC-009-08-2003-ITEM NOS 088 ~ 097-NCI-09262003
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BALTIMORE COUNTY, MARYLAND

INTER-OFFICE CORRESPONDENCE

TO: Timothy M. Kotroco, Director DATE: September 11, 2003

Department of Penits and RECEIVED

S
FROM: Arnold F. 'Pat’ Kelier, III EP 1 ] 2003
Director, Office of Planning

SUBJECT: Zoning Advisory Petition(s): Case 04-090, and 04-093
Administrative Variance

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:}\&.ekA Q\‘AM"LA—'
Section Chief: ég@ M,\_/
L/

AFK/LLL:MAC




| ﬂnu.?n to Ercel

Robert L. Ehrlich, dv, Governor ’U{& Robert L. Flanagan, Secretary
EW

Michael S. Steele, LL. Gorernor Neil J. Pedersen, ddneinistrator

Acimm:strat on
WMARYLAND DESARTMENT OF Taaussmﬂmnm

Date: (f’ 29,00 %

Ms. Rebecca Hart RE:  Baltimore County

Baltimore County Office of temNo. /7 22 JRA
Permits and Development Management

County Office Building, Room 109
Towson, Maryland 21204

Dear. Ms. Hart:

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 projects.

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

Very truly yours,

/] Sl

//-’1 Kenneth A. McDonald Jr., Chief
Engineering Access Permits Division

My telephone number/toll-free number is
Maryiand Relay Serviece for Impaired Hearing or Speech 1.800.201,7165 Statewide Toll Free

Street dddress: 707 North Calvert Street » Baltimore, Maryland 21202 -+ Phone 410.545,0300 * wwwmarylandroads.com



ZONING HEARING FILE INTERNAL CHECKLIST

Date Completed/initials

{4877

Zoning Case No. 77~ O

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 {o 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/POST%KIGQ 8ERTIFICATES (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)

10/5/99
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