
Date: July 3, 2018 
 
To: Tim Teddy, Director of Community Development 
 
From: Patrick R. Zenner, Development Services Manager 
 
Re: Public Notice Procedures & Process – Response to Councilpersons Peters and Skala 

 
 
Pursuant to the requests for Councilpersons Peters and Skala the following report has been prepared 
to assist in gaining an understanding of the public notification procedures that Planning and Zoning 
Division staff are required to follow as it relates to subdivision and zoning matters brought before the 
Board of Adjustment, the Council, and the Planning and Zoning Commission.  Additionally, this report 
provides an overview of the engagement opportunities and staff process followed to encourage public 
participation in the subdivision and zoning process.    
 
For the ease of use, the following report is divided into two sections.  Section One provides a 
description of each type of notice defined within Section 29-6.3(c), what types of cases require that 
notice, when such notice is provided to the public (if applicable), and samples of the notice provided.   
 
Section Two provides an overview of the three types of processes that the Planning and Zoning Division 
staff engages in to facilitate public participation in the development and zoning process.  Included in 
this section is a description of the steps taken within each process to ensure that the public notice 
procedures shown in Section One are disseminated in a timely and compliant manner.   
 
 

SECTION ONE - PUBLIC NOTIFICATION PROCEDURES  
 
Public notification procedures relating subdivision and zoning actions are formally defined within 
Section 29-6.3(c) of the Unified Development Code (UDC).  Per this section, notification falls into one of 
four categories – published, posted, mailed, or electronic.  Within these categories some types of 
notice are considered “courtesy” or “mandatory” depending on the type of case.  
 
Courtesy notices have evolved over the years and have become City of Columbia “best practices”.  
Courtesy notices are not deemed legally mandatory; however, in some instances become 
institutionalized and are often viewed as being equal to mandatory notice.  Mandatory notices are 
essential and must be executed to comply with the statutory provisions of the law to ensure that “due 
process” rights have not been violated. 
 
A. PUBLISHED NOTICE 

 
Published noticed is considered mandatory and must be provided for those case types shown in Table 
1.  Published notice must occur no less than 15 days prior to a scheduled public hearing.  Failure to 



comply with the required 15 day notice provisions results in a delayed or cancelled public hearing. A 
sample of a typical public notification is provided as Attachment 1. 
 

Table 1 – Required Published Notices 
 

Case Type Responsible Board or Commission 
Appeals  Board of Adjustment or Planning Commission 

Alternative Zoning Standards  Board of Adjustment  

Annexation City Council 

Conditional Use Permits Board of Adjustment or Planning Commission 

Design adjustment or relief from the UDC Planning Commission 

Development Plans Planning Commission 

Rezoning Planning Commission 

Variances Board of Adjustment 

 
 
B. POSTED NOTICE 

 
Posted noticed is comprised of both courtesy and mandatory notice and involve the case types shown 
in Table 2.  Posted notice consists of placing a notification sign, containing specific contact information, 
upon a property that is the subject of a historic preservation, subdivision, or zoning action.  Such sign is 
generally located in a conspicuous location abutting the public street(s) to which the subject site has 
frontage.  Pursuant to Section 29-6.3(c)(3)(i) failure to place a notification sign for actions of the Board 
of Adjustment or the Planning Commission shall not affect the validity of the action to be taken.  
Pictures of typical posted notices are shown in Attachment 2. 
 

Table 2 – Posted Notice (Courtesy verses Mandatory) 

 

Case Type Posted Notice 
Appeals  Courtesy 

Annexation  Courtesy 

Alternative Zoning Standards Courtesy 

Certificate of Appropriateness Mandatory 

Certificate of Economic Hardship Mandatory 

Conditional Use Permits Courtesy 

Design adjustment or relief from the UDC Courtesy 

Demolition Permit Courtesy 

Development Plans Courtesy 

Rezoning Courtesy 

Variances Courtesy 

 
 
 
 
 
 



C. MAILED NOTICE 
 

Mailed notice is provided for all case types shown in Table 3.  Section 29-6.3(c)(4) does not specify if 
this notice is considered courtesy or mandatory, the staff has treated this type of notice as a 
mandatory step in the notification process.   
 
Such notices are distributed to all addresses and property owners as well as City-recognized 
Neighborhood Associations within 185 and 1,000- feet, respectively, of the site to which action has 
been requested.  Notification lists for addresses and property owners are compiled via Geospatial 
Information System (GIS) records. Notice is distributed prior to any scheduled public hearing as shown 
in Table 3.  Typical mailed notices are shown as Attachments 3 and 4.   
 

Table 3 – Mailed Notice 

 

Case Type Days Prior to Public 
Hearing Mailed 

Appeals  

12 calendar days 

Annexation  

Alternative Zoning Standards 

Conditional Use Permits 

Design adjustment or relief from the UDC 

Development Plans 

Rezoning 

Variances 

 
 
D. ELECTRONIC NOTICE 

 
Electronic notices are provided for all case types shown in Table 4.  Pursuant to Section 29-6.3(c)(5) 
such notices are a courtesy.  Failure to provide such notice or a failure of a property owner to receive 
such notice shall not affect the validity of the action requested. Electronic notices are typically sent to 
subscribers to the PZ-listserv which is a database of individuals who previously has expressed interest 
in being kept abreast of Planning and Zoning activities. This data base is maintained by the City’s 
Community Development Department.   Typical electronic notices are shown as Attachments 5. 

 

Table 4 – Electronic Notice 

 

Case Type Days Prior to Public 
Hearing Sent 

Annexation  

6 calendar days 

Alternative Zoning Standards 

Conditional Use Permits 

Design adjustment or relief from the UDC 

Development Plans 

Rezoning 



Information related to Board of Adjustment and Planning and Zoning Commission matters are also 
available to any interested citizen via the City’s Community Dashboard Interactive Map (see inset 
graphics).   

 

 

 

 

 

 

 

 

The dashboard 
(www.como.gov/Maps/Dashboard/) is a 
hyper-linked map that is accessible from the 
City’s website under the “Map” icon.  The 
dashboard is comprised of six “tabs” each 
representing a different type of activity.  Two 
tabs are dedicated to Planning and Zoning 
actions – Planning Cases and Planned 
Districts.   

Selection of the Planning Cases tab enables a user to access current (calendar year) development cases 
and review submitted application materials, reports, and final action information on a particular site.  
Selection of the Planned District tab enables a user to access specific project information relating to 
current planned district cases going backward to 2010.  Additional years earlier than 2010 will be 
added as time and staffing permits. 

http://www.como.gov/Maps/Dashboard/


 
 

SECTION TWO – ENGAGEMENT OPPORTUNITIES & NOTIFICATION PROCESSES 

 
This section of the report will describe the three public engagement opportunities (concept reviews, 
public information meetings (PIM), and public hearings) built into the subdivision and zoning 
application process administered by the Planning and Zoning Division staff.  The purpose of holding 
these meetings is to provide maximum opportunity for public engagement in the development and 
land use change process as well as maintain the highest level of transparency related to departmental 
and Board/Commission activities. 

Of the three engagement opportunities, concept reviews and public information meetings (PIM) have 
evolved over several years and are not a required component of the application process.  These 
meetings are held as a courtesy.  Pursuant to Section 29-6.3(c)(1)(iii) failure to provide notice of them 
does not require the delay of or cancellation of a public hearing.   

Unlike concept reviews and public information meetings, a public hearing is a mandatory component 
of the decision making process for the case types noted in Section One, Table 1, above. These hearings 
are conducted primarily by the Board of Adjustment and Planning and Zoning Commission to ensure an 
applicant’s or aggrieved property owner’s “due process” rights have not been violated. Strict 
compliance with the notification procedures outlined in Section One must be followed to avoid a delay 
or cancellation of a public hearing.   

Several of the case types identified in Section One involve differing levels of public engagement.  Table 
5 identifies each case type and shows what public engagement opportunities are associated with that 
case type.  Following Table 5 is a description of the engagement process and how staff provides 
notification to the public.   

  



Table 5 – Case Types and Engagement Opportunities 

Case Type 
Engagement Opportunity 

Concept Review PIM Public Hearing 
Appeals    X 

Alternative Zoning 
Standards  

  X 

Annexation X X X 

Conditional Use Permits  X X 

Design adjustment or 
relief from the UDC 

  X 

Development Plans X X X 

Rezoning  X X 

Preliminary Plat X   

Replat X X  

Final Plat  X  

Variances   X 

 
 
As illustrated in Table 5, public engagement can occur following a concept review or public 
information meeting, or during a Board or Commission public hearing.  Each of these engagement 
opportunities involves its own unique process of providing notice.  Below is a description of each type 
of engagement process and how the Planning and Zoning Division staff ensures that public notification 
is provided in compliance with the provisions described in Section One of this report.   
 
Engagement Opportunity #1 - Concept Review  
 
These meetings are held “free of charge” and occur within 7 to 10 days following application.  Such 
meetings are intended to provide applicants an opportunity to gain understanding of the subdivision or 
rezoning process as well as an understanding of what particular requirements of the city codes would 
be applicable to the subject site.   
 
These meetings are mandatory for the case types shown in Table 5; however, public notification of 
such meeting is courtesy pursuant to Section 29-6.3(c)(1)(iii) of the UDC.   
 
Following a concept review, staff completes the following: 
 

1. Prepares and mails notification postcards (see Attachment 6) for all addresses and property 
owners within 185-feet of the subject site and City-recognized Neighborhood Associations 
within 1000-feet within 2 days of the meeting. Notification lists for addresses and property 
owners are compiled via GIS records. 

2. Prepares meeting notes for file and applicant generally within 5-7 business days following 
meeting.  Meeting notes transmitted electronically or by mail to the applicant upon completion 
and retained as part of the permanent case file.  Review notes provided to public upon request.



Engagement Opportunity #2 - Public Information Meetings (PIM) - 
 
These meetings are intended to provide an early opportunity to inform addresses or property owners 
and City-recognized Neighborhood Associations within 185-feet and 1000-feet, respectively, of a 
pending development or zoning action of what is proposed and how they may participate in the public 
process.  PIM’s occur generally within 2-weeks following the formal submission of an application and 
often bring together the project applicant and potentially affected adjacent property owners. These 
meetings are held as a courtesy for the case types shown in Table 5.  
 
Notification for a PIM occurs via postcards (see Attachment 7), e-mail notifications (see Attachment 8) 
to Council and pz-listserv members, and agenda posting (see Attachment 9) on the City Calendar and 
City Hall meeting board.  Notification lists for addresses and property owners are compiled via GIS 
records. Notification of PZ-listserv members is based upon a subscription database maintain by 
Community Development.   
 
Distribution of PIM notices and property owner postcards occurs as follows: 
 

1. Addressed property, property owner and Neighborhood Association postcards and PIM agenda 
prepared within 5 business days of application deadline.  

2. Agenda posted to City website and e-mail notifications distributed within 5-7 business days of 
application deadline (no less than 7 calendar days prior to PIM). 

3. Addressed property, property owner and Neighborhood Association postcards mailed within 6 
business days of application deadline (no less than 7 calendar days prior to PIM).  

4. PIM agenda posted to City Hall Meeting Board (in lobby) no less than 4 business days prior to 
PIM.  
 

During these meeting, staff provides a project overview and answers general questions regarding the 
proposal.  Questions range from date and time of the hearing, code standards that could affect the 
application, and public participation opportunities.  Information received during these meetings is 
incorporated into the staff’s evaluation of the request. 
 
These meetings are not considered a public hearing regarding the proposed project and staff 
encourages those in attendance provide written comments that can be included in the Planning 
Commission and Council reports.  Additionally, staff invites those in attendance to the scheduled 
hearing, if applicable, to address the Commission directly and have their comments recorded in the 
“official” meeting minutes.   
 
Engagement Opportunity #3 – Public Hearings 
 
Public hearings are generally conducted for the purposes of meeting the statutory requirements and to 
ensure the “due process” rights of an applicant or aggrieved individual have not been violated.  Such 
hearings are conducted primarily by the Board of Adjustment and Planning and Zoning Commission; 
however at times, may also be held by the City Council.  This form of engagement is mandatory for the 
case types noted in Table 5.   



 
A public hearing is intended to allow the applicant and potentially affected individuals an opportunity 
to voice their concerns, support for or against a proposal, or provision of additional relevant 
information to the Board or Commission which has responsibility for the specific case type.   The 
comments made during a public hearing become part of the official public meeting record and, at 
times, may impact the outcome of a proposal.    
 
To ensure that compliance with the public hearing notice procedures identified in Section One are 
obtained, Planning and Zoning Division staff perform the following tasks: 
 

1. Prepared newspaper advertising (see Attachment 1) for each case type requiring public notice 
within 5-7 business days following formal application submission. 

2. E-mail public hearing notice to the Columbia Tribune and request advertising “proof” 14 
business days following formal application submission.  Public hearing notice is advertised 17 
business days following formal application – this is generally 15-17 calendar days prior to public 
hearing date. 

3. Prepare notification letters (see Attachment 3 & 4) to all addresses, property owners, and 
Neighborhood Associations within 185-feet or 1000-feet, respectively, of subject site no less 
than 15 business days following formal application. 

4. Mail notification letters no less than 12 calendar days prior to the public hearing. 
5. Post property with public hearing signage (see Attachment 5) no less than 10 calendar days 

prior to public hearing date. 
6. Prepare meeting agenda (see Attachment 10) which is inclusive of public hearing cases no less 

than 4 business days prior to public hearing date. 
7. Distribute meeting agenda electronically (see Attachment 11) to Planning and Zoning 

Commissioners, staff, and PZ-Listserv members, upload agenda to City Calendar/Granicus, and 
post on City Hall Lobby Meeting Board no less than 4 calendar days to prior public hearing date.   

 
 

SUMMARY 
 
The information contained within this report has attempted to better define what public notice 
obligations the Community Development Department’s Planning and Zoning Division are required to 
comply with as it relates to subdivision and zoning matters.  Furthermore, this report has attempted to 
shed light on what opportunities and processes exist to maximize public engagement and transparency 
related to subdivision and zoning matters.  
 
As has hopefully been illustrated, the procedure for public notice and the processes to ensure 
compliance is complex and often exceeds what is required by statutory provisions.  Division staff 
endeavors to consistently comply with both the courtesy and mandatory notice obligations; however, 
errors do occur.   
 
The Planning and Zoning Division is staffed with 3 professional planners and a Division Manager tasked 
with the responsibility of managing all subdivision and zoning applications and their corresponding 



public notices.  Each application receive has some type of public notice required – often more than one 
notice.  The Division, in the first 7 months of FY 18, has processed a total of 148 applications.  In FY 17 a 
total of 248 applications were received and processed.  Given these volumes, dependence on the staff 
to ensure that courtesy notification is consistently delivered is not sustainable.  To ensure maximum 
levels of consistency potential changes to courtesy notifications could be implemented or reliance on 
the City’s website and its Community Dashboard could be ways of improving outreach. Given that not 
all residents or affect parties may have access to electronic communications it may be necessary to 
allocate additional resources for more traditional methods of notification (i.e. mailed notice) to ensure 
maximum public outreach and notification effectiveness.   
 
  



ATTACHMENT 1 – Public Hearing Notice 
 

 

 

 

 



ATTACHMENT 2 – Posted Notice Examples 
 



ATTACHMENT 3 – Mailed Notice (Planning Commission); front 

  



ATTACHMENT 3 – Mailed Notice (Planning Commission); back 

  



ATTACHMENT 4 – Mailed Notice (Board of Adjustment) 

  



ATTACHMENT 5 – Electronic Notice Examples  



ATTACHMENT 6 – Concept Review Notification Postcard 

  



ATTACHMENT 7 – Public Information Meeting Notification Postcard 
  



ATTACHMENT 8 – Electronic Notice (Public Information Meeting) 
  



ATTACHMENT 9 – Public Information Meeting Agenda (page 1) 
  



 
ATTACHMENT 9 – Public Information Meeting Agenda (page 2) 

  



ATTACHMENT 10 – Planning Commission Public Hearing Agenda (page 1) 



ATTACHMENT 10 – Planning Commission Public Hearing Agenda (page 2) 

  



ATTACHMENT 11 – Electronic Public Hearing Notice 
 


