
  

 

Application fee:     $200.00 
      Receipt No. ___________ 

            Date _________________ 
 Staff _________________ 

                                           Updated 9/2011 
 

 

APPLICATION FOR ZONING BOARD OF APPEALS 
    
Applicant:   
Name: _____________________________________________________________________________________ 
Name of the property owner (if you are not the owner):________________________________________________ 
Signature of the property owner (if you are not the owner):______________________________________________ 
Lot Size  _______ acres                            Zoning:___________                            Location   ___ 1/4 Sec. ______ 
Address:____________________________________________________________________________________ 
Phone No. (        )                                                        Fax No. (        )                                                           ____ 
 
Brief description of the property and the variance you are requesting: 
___________________________________________________________________________________________
___________________________________________________________________________________________
___________________________________________________________________________________________ 
 
REQUIRED MATERIALS: these items MUST be submitted; Town staff will direct if the other items 
are necessary. (The Town may request other information as necessary (See §320-132). 
 

1. This completed application along with the $200 application fee (non-refundable). 
2. Eight (8) copies of a letter explaining the specific variance(s) that you are requesting. 
3. Eight (8) copies of a site plan showing an accurate depiction of the property. 
4. Eight (8) copies of a plat of survey showing all information required by the building permit. 
5. A memorandum from the Building Inspector describing what part of your plans does not meet building code. 
6. The names and addresses of all property owners within 1,000 feet of your lot (on all sides and across the 

street). The mailing list can be created using the Ozaukee County GIS website; see directions on flip side. 
 

The Zoning Board of Appeals process is as follows:  
 
Please note:  

� Incomplete applications will not be accepted and/or processed. 
� The Zoning Board of Appeals process may take 1-2 months because of the need to obtain a quorum of 

Zoning Board members before a meeting can be held. 
 
Step 1: Submit the application, required materials, and $200 fee.  
 
Step 2: Staff will review the application, and once all necessary materials have been accepted, will call a meeting of the 

Zoning Board of Appeals. Once a date has been set, staff will publish a notice in the News Graphic 10 days 
prior to the meeting, and send out postcards to all property owners within 1,000 feet of your lot notifying 
them of the application. 

 
Step 3: The Zoning Board of Appeals will meet and discuss the application; a public hearing will be held at the 

meeting offering opportunity for public comment. The Board may act upon your request immediately or may 
take up to thirty (30) days to notify you of their decision. You will receive a written copy of the Board’s 
decision. The Board may place conditions upon any zoning permit issued. Variances or other use permits shall 
expire within six months unless substantial work has commenced pursuant to such grant. 

 
 
This application is based upon the Town of Cedarburg Zoning Code, Sections 320-132 through 320-136.   
 
___________________________________________________________________________________________ 
Applicant                               Date 
 



 
 
According to Wisconsin State Statutes and Town Code section 16-2, for the Board to grant a variance, 
the Zoning Board must find: 
 

1) Denial of the variation may result in hardship to the property owner due to physiographical consideration. 
There must be exceptional, extraordinary or unusual circumstances or conditions applying to the lot or 
parcel, structure, use or intended use that do not apply generally to other properties or uses in the same 
district, and the granting of the variance would not be of so general or recurrent nature as to suggest that the 
Zoning Code should be changed.  

(2) The conditions upon which a petition for a variation is based are unique to the property for which variation 
is being sought and that such variance is necessary for the preservation and enjoyment of substantial 
property rights possessed by other properties in the same district and same vicinity.  

(3) The purpose of the variation is not based exclusively upon a desire to increase the value or income potential 
of the property.  

(4) The granting of the variation will not be detrimental to the public welfare or injurious to the other property 
or improvements in the neighborhood in which the property is located.  

(5) The proposed variation will not undermine the spirit and general and specific purposes of the Zoning Code.  

 
 
DIRECTIONS TO CREATE THE MAILING ADDRESS LIST 
 
Mailing lists can be created at the Ozaukee County GIS Website, http://ozaukeeco.mge.ruekert-mielke.com/   
To do this yourself, please use the following steps: 
 

1. Once in the website, Click “GIS Map” 
2. Search for the target property via the parcel ID number 
3. Zoom to Parcel 
4. In the options menu located in the upper left hand side of the window, click the arrow next to 

“Parcels/Districts/Wards” to obtain a dropdown of additional options 
5. Click on the arrow “Parcel Buffer” to obtain a dropdown of additional options 
6. Click on “Buffer Parameters” and enter 1,000 feet as the distance 
7. Click “Parcel Buffer Report” 
8. Affected Parcels will be highlighted a hashed polygon.  Notice that parcels that are partially within the 

buffer area are also selected.   
9. In the options area  “Parcels/Districts/Wards” - Click the dropdown option “Parcel Data Report”  

(All Pop Up Blockers must be off)  
10. A list of the buffered parcels will appear.  At the bottom of that list, it gives you the option to “Close”, 

“Print”, or “Save” 
11. Click “Print” to submit it with your application 
12. You could also click “Save”, and save the file as a text file 
13. This text file can then be emailed to the Town to save additional time at eryer@town.cedarburg.wi.us  

 


