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215 Martin Luther. King Jr. Blvd; Room LL-100
PO Box 2985; Madison, Wisconsin 53701-2985
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LAND USE APPLICATION
Madison Plan Commission

Attached is the application and directions for projects that require Plan Commission zoning approval. This coversheet
describes the process and application requirements. For your convenience, this application form may be completed online
at www.cityofmadison.com/planning/plan.html using Adobe Acrobat Reader on your Internet browser.

The form shouid be completed and returned with the requ1red sets of plans and the appropriate application fee to the
Zoning Counter, City of Madison; Madison Municipal Building, Suite LL-100, 215 Martin Luther King Jr. Boulevard. If you
have any questions about the application or submittal requnrements, please do not hesitate to contact the Zoning Counter
at 608.266.4635 during normal business hours, Monday-Friday, 8 AM to 4:30 PM, except City holidays.

NOTICE REGARDING LOBBYING ORDINANCE: If you are seeking approval of a development that has over 40,000
square feet of non-residential space, or a residential development of over 10 dwelling units, of if you are seeking
assistance from the City with a value of $10,000 (including grants, loans, TIF or similar assistance), then you likely are
subject to Madison’s lobbying ordinance (Sec. 2.40, MGO). You are required to register and report your lobbying. Please

consult the City Clerk’s Office for more information. Failure to comply with the lobbying ordinance may result in fines.

Prior to Submittal:

1. Priorto the submittal of the application, the applicant must meet with Planning Unit and Zoning staff to discuss your
proposal, review concept plans in detail, and discuss the approval process. This conference is MANDATORY.

2. If your project is in an Urban Design District or requires Urban Design approval, a pre-conference with the Urban
Design Staff.is required. Urban Design review requires a separate submittal, has a separate review process and is
presented before the Urban Design Commission. Urban Design applications, meeting schedules and filing deadlines
may be picked up at the Zoning Counter. Approval from Urban Design does not mean the Planning Commission has

. approved your plans.

3. A letter notifying the Alderperson and any known neighborhood and/or business associations must be sent 30 days
prior to submittal or the application cannot be accepted.- The Alderperson and the Director of Planning and
Development may grant a waiver in lieu of the 30-day notice prior to your submittal. Please attach the notification
letters or any correspondence granting this waiver with your application materials.

4. Applicants are encouraged to meet with the district Alderperson, adjoining neighbors, property owners and the
Neighborhood Association prior to submitting this application.

Filing of Plan Commission Applications: ‘

1. The filing deadline for all applications is 12:00 noon on the filing day. Please consult the annual Plan Commission
schedule for specific dates for that calendar year. Applications received after 12:00 noon will not be scheduled until
the next application cycle.

2. The application must be filled out completely and accurately, including contact information for the applicant and
project contact person (if any). The required materials identified on back page of the application form shall be
submitted in their entirety as they pertain to your request and include all of the necessary information stipulated on
the “General Plan Requirements” supplement to the Zoning Application. If an application is incomplete or requires
additional information, the public hearing dates may not coincide with the published schedule. Submittal of an

- application by the published deadline does NOT guarantee a specific public hearing date.

3. All applicants are required to submit copies of all items submitted in hard copy with their application (including the
application form, the letter of intent, legal description, complete plan sets and elevations, etc.) as individual Adobe
Acrobat PDF files compiled either on a non-returnable CD to be included with their application materials, or in an e-

mail sent to pcapplications@cityofmadison.com. The e-mail shall include the name of the project and applicant.
Applicants who are unable to provide the materials electronically should contact the Planning Unit at (608) 266-4635
for assistance. :

Upon Filing Your Application:

1. A public hearing date will be scheduled and staff will notify property owners and occupants within 200 feet of the
boundaries of the property. You will be informed of the time and place of the public hearing in a letter sent by the
Zoning Administrator.

2. The Zoning Administrator will prepare a Notice of Hearing sign for the applicant or his representatlve to post in a
conspicuous location on the subject site at least twenty-one (21) days prior to the hearing.

3. Copies of your development plans will be circulated to the appropriate City departments for review. You will be
provided with a copy of the City department’s comments prior to the hearing. CONTINUE>




