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Permitted Use Approval Flow Chart

Applicant fills
out Zoning
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Compliance
application
and obtains
Permitted
Use Checklist

ARC meeting
to approve
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exterior
building
changes

Building Dept.
review of
tenant build
out plans Building
and/or ARC [ad permit issued
approved
exterior
signage

2 to 3 days

1 month

|
3 to 6 weeks depending on the number

of building permits in line to be reviewed

Business
registration
complete

prior to
business
opening

Note: Above is a typical flow chart for a Permitted Use. Staff will guide the applicant depending on the specifics of the use.
Note: Applicant may turn in a building permit for tenant interior renovations after the Zoning Certificate of Compliance has

been approved.
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Note: Applicant may turn in a building permit for tenant interior renovations after the Zoning Certificate of Compliance has been approved. 
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Special Use Approval Flow Chart

If Special Use,

Applicant staff creates

discusses list of
proposal and = submittals for -
process with public hearing
Planning staff applicable to

Plan
Commission
Prefiling
Conference*

Plan
Commission
Public Hearing

the project

BUildi _ .
uilding Dept Business
review of reguistration
. . .I
BOT Decision o dE?OT tenant buid Building Sz
rdinance Permit Issued [iud prior to

ARC aproved
exterior
signage

business
opening

ARC Meetin

to approve

signage and
exterior
building
elements

_
|

-
3 to 6 weeks depending on
the number of building permits
in line to be reviewed

Approximately 4 months

Note: Above is a typical flow chart for a Special Use. Staff will guide the applicant depending on the specifics of the use.
*Applies to all but the most routine Special Uses


kleveque
Line

kleveque
Line

kleveque
Line

kleveque
Text Box
Approximately 4 months



kleveque
Line

kleveque
Line

kleveque
Text Box
3 to 6 weeks depending on 
the number of building permits 
in line to be reviewed



kleveque
Line


Guide to the Approval Process for New Businesses and
Property Improvements

Board and Commissions:

BOT — Board of Trustees, meets 1% and 3™ Mondays of each month

PC — Plan Commission, meets 2" and 4" Thursdays of each month

ARC — Appearance Review Commission, meets 4" Monday of each month

Definitions:

Prefiling Conference — An informal workshop meeting held by the Plan
Commission. The purpose of a prefiling conference is for the applicant to
obtain feedback and input from the Plan Commission prior to the public
hearing.

Public Hearing — A meeting held by the Plan Commission where applicants
formally present their plans for Plan Commission consideration. For
public hearings, State Statute requires notification to surrounding
property owners with 250 feet of the subject property and notification via
publication in the local newspaper. At the public hearing, members of
the public are given the opportunity to ask questions and express their
opinions on the application. At the end of a public hearing, the Plan
Commission takes a vote on the application and makes a
recommendation to the Village Board of Trustees who have the final
decision on the proposal.



