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DATE: March 10, 2010 
  
SUBJECT: Notification of Adjoining Property Owners 
==================================================================== 
 
You asked me to outline the process for notification of the public regarding board applications. 
 
With regard to variances, special exceptions, and rezonings, state law and the Unified 
Development Ordinance (UDO) require us to prepare a public hearing notice and post the 
property with a sign. This is in addition to providing the media with a copy of the meeting 
agenda which is typically done one week before the regularly scheduled meeting. With regard to 
variance and special exception applications, the UDO stipulates a mailed “courtesy” notice be 
provided to property owners within 200’ of the subject property. With regard to rezoning 
applications, although not specifically provided for by the ordinance, staff typically mails 
“courtesy” notices to property owners within 400’ of the subject property. There is no 
requirement for published, posted, or mailed notice for applications going before the Design 
Review Board and the Historic District Review Board. 
 
There has been discussion regarding increasing the scope of the mailed notification. We have 
estimated the number of letters that would necessary in the various neighborhoods: 
 
     Mailing Radius 
Location   200’  400’  600’ 
Northwest Quadrant  36   80  100 
Pigeon Point   29  75  100 
Mossy Oaks   21  49  83 
SC 170 area   11  16  31 
     
Using a location in the Pigeon Point neighborhood as an example, the costs for notification are as 
follows: 
 
Costs ($) 
Staff *      6.96  18.00   24.00 
Materials      2.08               5.39     7.18 
Postage   12.76  33.00   44.00 
Total     21.80  56.39   75.18 
 
*not including benefits 






