
 
 
 

SPECIAL USE REQUIREMENTS 
 

 
• Discuss procedure with staff and obtain application packet.   
 
• Completed application and all supporting documentation is to be submitted no less than 30 

business days prior to the date of the hearing.   
 

Supporting documentation includes: 
 

• One (1) copy of the recorded deed with a full legal description of the property.  
Legal description needs to show the local parcel number and the size of the 
property. 

 
• 18 copies of the site plan showing outline of property and all existing features and 

buildings along with proposed changes to property requiring the Special Use.  
Please fold to 8 1/2 by 11 for mailing. 

 
• 18 copies of the plans, drawings, sketches, photos, elevations that will help explain 

the Special Use.   Please fold to 8 1/2 by 11 for mailing. 
 

• 18 copies of the Petitioner’s Findings which is a list of reasons why the Board 
should approve the Special Use.   Please fold to 8 1/2 by 11 for mailing. 

 
• One (1) CERTIFIED list of adjacent and abutting property owners, two properties 

deep or 600 feet whichever is less. Certified list is to be obtained from the Hamilton 
County Auditor’s Tax Map Office; must be no more than 30 days old; subject 
property shall include ALL contiguous and bi-contiguous property (including 
across the road, easements, bodies of water, etc.) owned by the current property 
owner. 

    
In addition, if your property abuts another county, you will need to obtain a 
CERTIFIED list of the adjacent and abutting property owners, two properties deep 
or 660 feet whichever is less from that county’s Auditors office.  List must be no 
more than 30 days old.  Subject property shall include ALL contiguous and bi-
contiguous property (including across the road, easements, bodies of water, etc.) 
owned by the current property owner. 

 
It may take five to seven days to obtain these lists so please plan accordingly.   
 

• Sign and date the Legal Notice page. Our office will provide the verbiage. 
 
BZA and Plan Commission projects will be processed in the date stamped order they are received.  
You will be contacted either by phone or email when it is time to come in and pick up and pay for 
your Special Use or to notify you that additional information is required.   
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• When you come in to pick up your paperwork you will need to bring in two checks.  One for 
$55.00 made out to Media Factory as a deposit for the sign you will be required to post on the 
property seeking the Special Use.  The other check will be made out to the Hamilton County 
Plan Commission for the cost of the application.   

 
 

You will be given a copy of the Legal Notice to be published in The Times Newspaper 
and in the Hamilton North Reporter.  When your paperwork has been picked up I will 
email the legal notice to the newspaper and the reporter.  You will be billed by them.  
(If Linda is not here you will be required to email them to the respective papers 
yourself.  The Times goes to:   legals@thetimes24-7.com       and the one to the 
North Reporter goes to:  stu.clampitt@gmail.com     ) 

 
 
• You are required to mail by certified/return receipt mail a copy of the Legal Notice to each 

person identified on the property adjoiner list no less than 20 days prior to the date of the 
hearing but not including the day of the hearing. Please be sure to address the certified receipt 
and the return receipt card exactly as addressed on the property adjoiner list.  ((( Incorrectly 
addressing these items will cause a month’s delay while you re-notice those the attorney deems 
were not properly notified.)))    

 
• The sign you are required to post on the property seeking the Special Use is a Notice of Public 

Hearing sign.  This sign will need to be posted no less than 20 days prior to the date of the 
hearing but not including the day of the hearing.  The day of the BZA hearing you may remove 
the sign and bring it with you to the meeting.   

 
• The Friday before the board meeting (If you’re not available then or the building is closed 

because of a holiday then you can bring them back sooner if you want to.) you are required to 
submit to the plan commission office the green and white certified receipts and the green return 
receipt cards from the adjacent property owners.  The proof-of-publication is normally 
provided directly to the office by the papers themselves.     

 
• Owners of the property, their attorney, or a representative with written power of attorney 

SHALL be present at the board meeting public hearing concerning the Special Use petition.  
Please call the board office should an emergency arise.   

 
 
If you have any questions, contact the Hamilton County Plan Commission/Board of Zoning 
Appeals Office, Charles Kiphart, Director, at One Hamilton County Square, Suite 306, 
Noblesville, IN 46060 or call (317) 776-8490. 
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The petitioner SHALL submit information concerning the Special Use and discuss the 
Special Use with the following agencies prior to submitting the application to the Plan 
Commission Office: 
 
 
Hamilton County Surveyor’s Office - Mr. Andy Conover at the Hamilton County Governmental 
& Judicial Center, One Hamilton County Square, Suite 188, Noblesville, IN 46060.  (317) 776-
8495. 
 
Hamilton County Highway Department - Mr. David Lucas, 1700 South 10th Street, Noblesville, 
IN   46060.   (317) 773-7770. 
 
Hamilton County Health Department - Mr. Jason LeMaster, 18030 Foundation Drive, Suite A, 
Noblesville, IN   46060.  (317) 776-8500.  
 
Hamilton County Soil & Water Conservation Office - Ms. Ginger Davis, at the Soil & Water 
Conservation, 1717 Pleasant Street, Noblesville, IN   46060.  (317) 773-2181. 
 
 
 
These agencies are to submit a letter to the Plan Commission Office indicating that they are aware 
of the project, have discussed it with the petitioner, and identify any concerns the department has 
regarding the project.     
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Description of business operation: 

 
 

• Explanation of all business services provided. 
 

• Is the public invited to the property for any purpose? 
 

• Number of employees - permanent, part-time, and seasonal. 
 

• Time of day business operates. 
 

• Number of days per week business operates. 
 

• Use of buildings and sizes. 
 

• Number and types of vehicles in and out of site. 
 

• What type of material is leaving the site. 
 

• Types of trucks on property. 
 

• Deliveries made to the property - time of day, number of 
trucks, types of trucks making the deliveries, what are they 
delivering. 
 

• Letter or mails of approval/support from: The Hamilton 
County Highway Department, the Hamilton County 
Surveyor’s Office, the Hamilton County Health Department. 
 

• List other types of equipment/trailers used in the operation of 
this business. 
 

• Types and quantities of material stored on the property. 
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Information to be included on the site plan 

 
 

• Scale of the site plan. 
 

• North arrow. 
 

• Address which includes showing the road location. 
 

• Show any easements on the property.  (drainage, utility, or gas lines.) 
 

• Show entire parcel property dimensions in feet, area and size of business. 
 

• Show floodplain, if any, water courses, and/or wetlands. 
 

• Driveways - existing, proposed, type of surface. 
 

• Location of current septic system (tank and finger system) and well. 
 

• Location of commercial septic system if required by the health 
department. 
 

• Building dimensions and size of each existing and proposed structure, 
and use of each building. 
 

• Dimensions of any outdoor storage areas and proposed screening. 
 

• Dimensions and type of surface areas for proposed employee or customer 
parking, number of spaces, and company vehicle/trailer storage. 
 

• Type of curbing - if using gravel and no curbs you will need to request a 
requirement variance as well as the Land Use Variance for the 
commercial use. 
 

• Types of and locations of landscaping and lighting. 
 

• Location of any existing or proposed signage. 
 

• Location of any existing or proposed fuel tank storage, size of tanks, and 
types of fuel.   
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SPECIAL USE APPLICATION 

HAMILTON COUNTY BOARDS OF ZONING APPEALS 
  
Board 
          North 
          South     FOR OFFICE USE ONLY 

 
Township     ****************************************** 
           Adams    Parcel No.                                                      
______    Noblesville    Docket No.                                                    
           Wayne    Reviewed 
           White River    By:                                                            

Hearing Date:                                                  
Existing Zoning:                          Decision Date:                                                 
Business Name:                                             Article                       
Subdivision Name:                                           Zoning:                        
    Section             T              R             

Property Size:                                                  
 

Project Address:                                                                                                                                                                    
 
Applicant’s Name:                                    Phone:                                             
     
                                 Work/cell:                                            
 
Address:                                                                                                                
 
Contact Person:                                       Phone:                                                                       
                      
                           Work/cell:                                                    
 
Address:                                                                                                                 
 
Attorney:                                                          Phone:                                           
                     
                                       Fax:                                              
 
Address:                                                                                                                                                                              
 
Architect/Engineer:                                                Phone:                                           
 
                                       Work:                                                        
 
Special Use Request:                                                                                                 
 
                                                                                                                      
 
Must Have Attached     Signature of: 
 
               Site Location Map    Property owner:                                        
               Certified List of Affected 
               Signed Legal Notice 
               Site Plan, Photos, Drawings  Attorney:                                                                       
               Elevations, Statements, 
               Letters of Support, other   Date:                                                                                              
               Petitioner Findings 

 
2018  ONLY ORIGINAL APPLICATIONS ACCEPTED.  DO NOT COPY OR REFORMAT. 
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PETITIONER’S FINDINGS 

 
State reasons why you feel your request should be approved by the Board.   

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

Provide 18 copies. 
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LEGAL NOTICE 
  

BOARD OF ZONING APPEALS 
 
 
The Hamilton County Board of Zoning Appeals (North or South) District will meet on 
                                                              at           in the Hamilton 
County Government and Judicial Center, Hamilton County Council/Commissioners’ Courtroom, 
One Hamilton County Square, Noblesville, Indiana in order to hear the following petition: 
 

DOCKET NO. ______________________________________ 
 
A ____________________________________________________ concerning Article(s) 

__________________________ of the Hamilton County Zoning Ordinance No. 3-19-90, as 

amended, in order to 

______________________________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 
Project Address:   ___________________________________________________________ 
 
Parcel no.:  _________________________________________________________________ 
 
Zone District:  __________________    Number of acres:  ______________________ 
 
Legal Description Attached?   (Yes or No) 
 
 
The petition may be examined at the office of the Hamilton County Plan Commission, One 
Hamilton County Square, Suite 306, Noblesville, Indiana. 
 
Interested parties may offer an oral opinion at the Hearing or may file written comments 
concerning the matter to be heard prior to or at the Hearing. 
 
The Hearing may be continued from time to time as may be found necessary. 
 
 
 
Petitioner’s Name: ______________________________________ Date: __________________ 
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Petitioner’s Presentation to Board Members 
 
 
1. Please go to the podium and micro phone in front of the Board members when your docket 

number is called.  
 
2. Speak clearly and loudly without shouting. 
 
3. State your name and current address for the record. 
 
4. Explain    in detail   the Special Use you are requesting to the Board members. 
 
5. Explain    why   you are requesting the Special Use. 
 
 
 
 
The Hamilton County Plan Commission staff cannot support an application for special use unless 
you can present evidence that tends to prove your case.  Please be advised that even if you present 
all of the evidence required by the ordinance, the board might not grant the special use.  You will 
need to provide a list of evidence that you intend to offer as proof.  
 
 
1. That the establishment, maintenance, or operation of the special use will not be injurious 

to the public health, safety, morals, or general welfare of the community.  (Safety issues 
often involve an increase in traffic and/or crime.  You need to be prepared to address all 
such issues.) 

 
 
2. That the special use will not affect the use and value of other property in the immediate 

areas in a substantially adverse manner.  (You might consider the use of a real estate 
appraiser or broker if there is an issue about which you are worried.) 

 
 
3. That the establishment of the special use will be consistent with the character of the district 

(particularly the area immediately adjacent to the special use) and the land use permitted 
therein.  (The board generally looks to see if the special use is consistent with the 
comprehensive plan.)   
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