SPECIAL USE PERMIT APPLICATION
Town of Apex, NC

SPECIAL USE PERMIT SUBMISSION:
Applications are due by 12:00 pm on the
first business day of each month. See the
“Major Site Plan Schedule” on our
website for details.

SPECIAL USE PERMIT FEE: $600.00
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PRE-APPLICATION MEETING: A pre-application meeting with members of
the Technical Review Committee is required to be scheduled prior to the
submittal of an application for a Special Use Permit. Pre-application meetings
are typically scheduled on the 1%, 2" and 5" Thursdays of the month.

To schedule a meeting, applicants must e-mail a pdf map, drawing, model,
site or sketch plan to Planner Liz Loftin (Liz.Loftin@apexnc.org) no later than
five (5) working days prior to the desired meeting day.

NEIGHBORHOOD MEETING: Neighborhood meetings are required per UDO Section 2.2.7 prior to application submission.
The applicant is required to notify property owners and any neighborhood association that represents citizens within that
area within 300 feet of the subject property via first class mail a minimum of 10 days in advance of the neighborhood
meeting. The applicant shall use their own return address on the envelopes as the meeting is a private meeting between
the developer and the neighbors. The applicant shall submit the “Certified List of Property Owners” and “Neighborhood
Meeting Packet” forms included in this application packet with their initial submittal. The Neighborhood Meeting Packet is

located at the very end of this document.

Electronic Submittal Requirements (submit in IDT): Click here to access IDT Plans Website

e Special Use Permit Application
e Major or Minor Site Plan Application

Major or Minor Site Plan Set

1. 24" x 36" size

2. Scale not less than: 1” = 50" horizontal, 1” =5’
vertical

3. Saved as pdf documents from AutoCAD

Hard Copy Submittal Requirements: Submit to Planning Department

e Special Use Permit Application

e Major or Minor Site Plan Application and all
associated submittal requirements

e Special Use Permit Fee

e Certified List of Property Owners within 300 feet of
subject property

e Agent Authorization Form

e Neighborhood Meeting Packet
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Special Use Permit Application

Envelopes Addressed to Certified List of Property Owners
within 300 feet of subject property. Addresses must be
from a current list obtained from the Wake County GIS
Map Services. A buffer report service is offered for $1 per
page. Please contact them at 919-856-6360 or
http://www.wakegov.com/gis/services/Pages/gisservices
-aspx
Affixed with first class stamps
Affixed with the following return address:

Town of Apex

Planning Department

P.O. Box 250

Apex, NC 27502
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SPECIAL USE PERMIT PROCESS

REVIEW FOR SUFFICIENCY: Planning staff checks application for sufficiency. Incomplete applications will be returned to
the applicant for revision (typically within the week the application is submitted). Sufficiently complete applications are
forwarded to the Planning Director, or her designee.

QuAsI-JuDICIAL PuBLIC HEARING NOTIFICATION: Notification of the quasi-judicial public hearing will take place by three
different methods. A written notice will be sent to nearby property owners as required by the UDO, a notice will be
published on the town’s website and a sign will be posted at the land subject to the application. The Planning
Department will prepare written notifications for all property owners of the land subject to the application and all
property owners within 300 feet of the land subject to the application. These notices will be postmarked at least 14
days prior to the Town Council Meeting. A notice of the public hearing will be published on the website for two
successive weeks prior to the public hearing. A sign will be posted on the land subject to the application at least 14
days prior to the quasi-judicial public hearing.

QuAsI-JuDICIAL PUBLIC HEARING/TOWN CounciL MEETING: The Town Council will consider the application, relevant support
materials, the Staff Report and public testimony given at the public hearing. Only sworn testimony provided at the
public hearing may be considered in their decision-making. The Town Council members cannot be legally contacted by
the applicant or applicant’s representative prior to the public hearing. After the public hearing the Town Council will
vote to approve, approve with conditions or disapprove the Special Use Permit. The Town Council meets at 7:00 P.M.
in the Town Council Chambers on the date indicated on the Major Site Plan Schedule.

COMPLIANCE WITH UDO:
The proposed special use must comply with Section 2.3.5.D of the Unified Development Ordinance:

1. Compatibility. The proposed special use shall be appropriate for its proposed location and compatible with the
character of surrounding land uses.

2. Zoning district supplemental standards. The proposed special use shall comply with Sec. 4.4, Supplemental
Standards.

3. Design avoids significant adverse impacts, avoids being a nuisance, and minimizes adverse impact. The
proposed special use shall not have a significant adverse impact on surrounding lands (including but not limited
to) regarding trash, traffic service delivery, parking and loading, odors, noise, glare, visual impact, and vibration.
The proposed special use shall not create a nuisance. The proposed special use shall be designed to minimize
adverse effects of the proposed use on adjacent lands.

4. Design minimizes environmental impact. The proposed special use shall minimize environmental impacts and
shall not cause significant deterioration of water and air resources, wildlife habitat, and other natural
resources.

5. Impact on public facilities. The proposed special use shall not have a significant adverse impact on public
facilities and services, including roads, potable water and wastewater facilities, parks, police, fire, and EMS
facilities.

6. Standards of this Ordinance. The proposed special use shall comply with all standards imposed on it by all
other applicable provisions of this Ordinance for use, layout, and general development characteristics.
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SPECIAL USE PERMIT APPLICATION

This document is a public record under the North Carolina Public Records Act and may be published on the Town’s website or disclosed
to third parties.

Application #: Submittal Date:
Fee Paid S Check #

Project Information:

Project Name:

Location:

Property PINs:

Acreage: Zoning
Town Limits: [ ] Inside corporate limits [] mEeTy [] *Outside corporate limits and ET)

Special Use Permit Information:

Special Use Requested:

Proposed Hours of Operation:

Monday - Friday to
Saturday to
Sunday to

No. daily clients/customers:

Proposed number of employees:

Description of duties:

Applicant Information

Applicant:

Address:

City: State: Zip:
Phone: Fax:

E-mail Address:

Owner Information

Owner:

Address:

City: State: Zip:
Phone: Fax:

E-mail Address:
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CERTIFIED LIST OF NEIGHBORING PROPERTY OWNERS

Application #: Submittal Date:

Provide a certified list of property owners subject to this application and all property owners within 300’ of the
subject property and HOA Contacts.

Owner’s Name PIN

o 0 N o U kB W N e

[EEN
©

11.

l, , certify that this is an accurate listing of all property owners and
property owners within 300’ of the subject property.

Date: By:

COUNTY OF WAKE STATE OF NORTH CAROLINA

Sworn and subscribed before me, , a Notary Public for the above State and
County, on this the day of , 20

Notary Public
SEAL

Print Name

My Commission Expires:
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AGENT AUTHORIZATION FORM

Application #: Submittal Date:

is the owner of the property for which the attached

application is being submitted:

Land Use Amendment
Rezoning

Site Plan

Subdivision

Variance

Other:

ogoooog

The property is located at:

The agent for this project is:

I Iam the owner of the property and will be acting as my own agent

Name:

Address:

Telephone Number:

Fax Number:

E-Mail Address:

Signature(s) of Owner(s)

Type or print name

Type or print name

Type or print name

Attach additional sheets if there are additional owners.
*Owner of record as shown on the latest equalized assessment rolls of Wake County. (An option to

purchase does not constitute ownership). If ownership has been recently transferred, a copy of the deed
must accompany this authorization.
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Instruction Packet and Affidavit for

Neighborhood Meetings

Town of Apex
Planning Department
PO Box 250

This packet consists of instructions and templates for conducting a required
Neighborhood Meeting. Planning Department staff are available to advise you in the
Apex, NC 27502 preparation of these materials. Call the Planning Department at (919) 249-3426 for
more information.

T: 919-249-3426
F: 919-249-3338

WHAT IS THE PURPOSE OF A NEIGHBORHOOD MEETING?

A neighborhood meeting is a required form of community outreach to receive initial feedback
regarding certain project types prior to submittal to the Planning Department per the standards
found in UDO Sec. 2.2.7. The intention of the meeting is to initiate neighbor communication
and identify issues and concerns early on and provide the applicant an opportunity to address
neighbor concerns about the potential impacts of the project prior to submitting an application.
A neighborhood meeting is valid for six (6) months prior to the submission of an application; a
delay in submission requires a new neighborhood meeting.

WHEN IS A NEIGHBORHOOD MEETING REQUIRED?

. Rezonings (including Planned Unit Developments);

. Major Site Plans;

. Master Subdivision Plan (excluding minor or exempt subdivisions); or
. Special Use Permits

INSTRUCTIONS

Prior to submitting a Rezoning, Major Site Plan, Master Subdivision Plan (excluding minor or
exempt subdivisions), or Special Use Permits, the applicant must conduct at least one (1)
Neighborhood Meeting. The applicant shall submit all forms included in this packet with their
initial submittal.

The Neighborhood Meeting must be held in accordance with the following rules:

These groups and individuals must be invited to the meeting:

. The applicant is required to notify the Planning Department, all property owners within
300 feet of the subject property and any neighborhood association that represents
citizens in the area via first class mail a minimum of 10 days in advance of the
neighborhood meeting, not including the day of mailing. The applicant shall use their own
return address on the envelopes as the meeting is a private meeting between the
applicant and the neighbors.

. The applicant shall include with the meeting notice a vicinity map in addition to either the
existing zoning map of the area or preliminary plans of the proposed development (see
Handout requirements below).
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The meeting must be held within specific timeframes and meet certain requirements:

The meeting must be held for a minimum of two (2) hours, Monday through Thursday,
during the 5:00 p.m. - 9:00 p.m. time period. The meeting cannot be held on a Town
recognized holiday (which coincide with the State of North Carolina recognized holidays).

The meeting shall be held at a place that is generally accessible to neighbors that reside
in close proximity to the land subject to the application.

A sign-in sheet must be used in order to verify attendance. Ensure each attendee signs
in. Please note if any person(s) refuses to sign in. Note if no one attended.

Handout requirements:

0 For rezonings (excluding rezonings to PUD-CZ, TND-CZ and MEC-CZ), a vicinity map
and existing zoning map of the area must be provided to help facilitate discussion.

0 For rezonings to PUD-CZ, TND-CZ and MEC-CZ; Major Site Plans; Master Subdivision
Plans; and Special Use Permits, preliminary plans of the proposed development must
be available at the meeting to help facilitate discussion. Neighbors may request
emailed/mailed copies of the maps or plans from the applicant by checking the “send
plans” box on the sign-in sheet, and the applicant shall provide reduced copies upon
such request.

0 Printed copies must equal the number of notices required to be sent.

0 Contact information for the applicant’s representative must be provided on the
handout.

0 Acopy of the handout must be included as part of the Neighborhood Meeting report.

The agenda of the meeting shall include:

0 Explanation of all processes the meeting is being held for (rezoning, subdivision, etc.).

0 Explanation of future meetings (additional neighborhood meetings, Planning Board,
Town Council, etc.).

0 Explanation of development proposal — uses and conditions for rezonings, layout for
subdivision and site plans, and builder/end user if known/public knowledge.

Questions or concerns by attendees, and responses by the applicant, if any, must be

noted. Provide blank comment sheets or notecards for neighbors to submit written

comments. The applicant shall also include any questions and concerns received via
written correspondence (such as email) or phone call along with responses provided by
the applicant.

The applicant shall be responsible for notifying any neighbors who check the “Send Plans

& Updates” box on the sign-in sheet of any additional neighborhood meetings and the

actual submittal date to the Town with a link to the Town of Apex’s Interactive

Development Map.

For accountability purposes, please submit the following with your application:

A copy of the letter mailed to neighbors and neighborhood organizations (use attached
invitation template);

A list of those persons and neighborhood organizations invited to the meeting;
A copy of the sign-in sheet (use attached sign-in sheet template);

A summary of the meeting and a list of any changes made to the project as a result of the
neighborhood comments (use attached meeting summary template);

The affidavit, signed, dated, and notarized (use attached affidavit template); and

One reduced copy of the maps and/or plans presented to the neighbors at the
Neighborhood Meeting.
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NOTICE OF NEIGHBORHOOD MEETING

Date

Dear Neighbor:
You are invited to a neighborhood meeting to review and discuss the development proposal at

( )

Address(es) PIN(s)
in accordance with the Town of Apex Neighborhood Meeting procedures. The Neighborhood Meeting is
intended as a way for the applicant to discuss the project and review the proposed plans with adjacent
neighbors and neighborhood organizations before the submittal of an application to the Town. This provides
neighbors an opportunity to raise questions and discuss any concerns about the impacts of the project before
it is officially submitted. Once an application has been submitted to the Town, it may be tracked using the
Interactive Development Map or the Apex Development Report located on the Town of Apex website at
WWW.3apexnc.org.

A Neighborhood Meeting is required because this project includes (check all that apply):
° Rezoning (including Planned Unit Development);
) Major Site Plan;
. Master Subdivision Plan (excludes minor or exempt subdivision); or
. Special Use Permit

The following is a description of the proposal (also see attached map(s) and/or plan sheet(s)):

Estimated submittal date:

MEETING INFORMATION:

Property Owner(s) name(s):

Applicant(s):

Contact information (email/phone):

Meeting Address:

Date of meeting*:

Time of meeting*:

MEETING AGENDA TIMES:
Welcome:
Project Presentation:
Question & Answer:

*Meetings shall occur between 5:00 p.m. - 9:00 p.m. on a Monday through Thursday (excluding Town recognized
holidays). If you have questions about the general process for this application, please contact the Planning Department
at 919-249-3426. You may also find information about the Apex Planning Department and on-going planning efforts at
http://www.apexnc.org/180/Planning.
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NEIGHBORHOOD MEETING SIGN-IN SHEET

Meeting Address:
Date of meeting:
Property Owner(s) name(s):

Applicant(s):

Time of meeting:

Please print your name below, state your address and/or affiliation with a neighborhood group, and provide your phone number and email address.
Providing your name below does not represent support or opposition to the project; it is for documentation purposes only.

NAME/ORGANIZATION

ADDRESS

PHONE #

EMAIL

SEND PLANS
& UPDATES

10.

11.

12.

13.

14.

Use additional sheets, if necessary.

Instruction Packet and Affidavit for Neighborhood Meetings
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SUMMARY OF DISCUSSION FROM THE NEIGHBORHOOD MEETING

Property Owner(s) name(s):

Applicant(s):

Contact information (email/phone):
Meeting Address:

Date of meeting: Time of meeting:

Please summarize the questions/comments and your response from the Neighborhood Meeting in the spaces
below (attach additional sheets, if necessary). Please state if/how the project has been modified in response to
any concerns. The response should not be “Noted” or “No Response”. There has to be documentation of what
consideration the neighbor’s concern was given and justification for why no change was deemed warranted.

Question/Concern #1:

Applicant’s Response:

Question/Concern #2:

Applicant’s Response:

Question/Concern #3:

Applicant’s Response:

Question/Concern #4:

Applicant’s Response:
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AFFIDAVIT OF CONDUCTING A NEIGHBORHOOD MEETING,
SIGN-IN SHEET AND ISSUES/RESPONSES SUBMITTAL

, do hereby declare as follows:

Print Name

| have conducted a Neighborhood Meeting for the proposed Rezoning, Major Site Plan, Master
Subdivision Plan, or Special Use Permit in accordance with UDO Sec. 2.2.7 Neighborhood Meeting.

The meeting invitations were mailed to the Apex Planning Department, all property owners within 300
feet of the subject property and any neighborhood association that represents citizens in the area via
first class mail a minimum of 10 days in advance of the Neighborhood Meeting.

The meeting was conducted at (location/address)

on (date) from (start time) to (end time).

I have included the mailing list, meeting invitation, sign-in sheet, issue/response summary, and zoning
map/reduced plans with the application.

| have prepared these materials in good faith and to the best of my ability.

By:

Date

STATE OF NORTH CAROLINA
COUNTY OF WAKE

Sworn and subscribed before me, , a Notary Public for the above State and
County, on this the day of , 20

SEAL

Notary Public

Print Name

My Commission Expires:
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