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Conditional Use Permit 

& Variance Checklist
Person completing form:    FORMCHECKBOX 
 Property Owner    FORMCHECKBOX 
 Builder / Architect 
If you prefer to complete this form electronically, it is available at www.greenwoodmn.com.
	Property Owner(s)
	     

	Property Address
	     



Consult with the zoning administrator to determine which ordinances and procedures apply to your application. Unless waived by the zoning administrator you must provide all of the following items with conditional use permit (CUP) or variance applications. Incomplete applications will be rejected. If you prefer to complete this form electronically, it is available for downloading at www.greenwoodmn.com.
 FORMCHECKBOX 
    FORMCHECKBOX 

Complete conditional use permit (CUP) or variance application form.  

 FORMCHECKBOX 
    FORMCHECKBOX 

Pay nonrefundable CUP and / or variance application fee. Fee: $400 variance, $400 CUP. Note: Consultant and contract service provider expenses incurred by the city in excess of the base fee amount will be invoiced to the applicant.


 FORMCHECKBOX 
    FORMCHECKBOX 

Pay nonrefundable shoreland compliance review fee. Required for all properties within 1,000 feet of the OHW of Lake Minnetonka. Fee: $200 (section 1176.03, subd. 10). The city will send copies of public hearing notices to the DNR at least 10 days before the hearing (section 1176.07, subd. 4).

 FORMCHECKBOX 
    FORMCHECKBOX 
 
One full-size scalable certified survey and one 11 x 17 copy or electronic file that includes:
· Legal description and street address.
· Parcel size in acres and square feet.
· Topography of the site – for major construction delineate grading and drainage plan with contours at 2-foot intervals.
· Location and dimensions of all the existing improvements, including: buildings, structures, retaining walls, steps, parking areas, driveways, storage areas, utilities, and wells.
· Location and dimension of all proposed buildings and structures.
· Impervious surface calculations – existing and proposed – % and square footage.
· Outline of “building pad” setbacks according to the ordinance provisions and show the closest distance between the buildings and front, side, lake and rear lot lines.
· Distance between principal buildings and accessory buildings and structures.
· Building volume, building height, and structure height calculations (section 1140.18).
· Delineate all wetland, OHW of lakes, 50ft lake setback line, bluffs, 30ft bluff setback line, easements, and driveways.
· Significant tree conditions and all significant trees proposed to be removed.
 FORMCHECKBOX 
    FORMCHECKBOX 

One large-scale drawing, one 11x 17 copy or electronic file of the proposed structure elevations on all sides. Indicate structure height at the roof peak. Scale must be appropriate for the size of the project (1 inch = 10 feet or 1 inch = 20 feet).
 FORMCHECKBOX 
    FORMCHECKBOX 

One 11 x 17 copy or electronic file of the floor plan(s) – existing and proposed.
 FORMCHECKBOX 
    FORMCHECKBOX 

Tree preservation plan if applicable (section 1140.80).
 FORMCHECKBOX 
    FORMCHECKBOX 

Lighting plan for sports courts, pools, new home construction, accessory buildings, driveways, and parking if applicable.
  
Notices and Reminders:
1. The application and related materials are due by the published deadline (available from the zoning administrator or at www.greenwoodmn.com click on “meetings”). 
2. The city has the right to require additional plans or information as necessary.
3. All plans, applications, and written information become public information, and will be used in planning commission and council staff reports and distributed to the public. 
4. Submittal of an application grants the city permission to physically enter, inspect, and photograph the property. 
5. The planning commission typically meets on the third Wednesday of each month to hold the public hearing and make a recommendation to the city council; the city council typically meets on the first Wednesday of the following month to make the final decision. Applicants are encouraged to attend both the planning commission and city council meetings.
6. Public notices will be published in the designated paper and notice will be sent to residents within 350 feet of the subject property.

7. If approval is granted, you may apply for a building permit. Tree removal, land alteration, and wetland alteration all require separate permits and approvals from the city.
8. If a variance is granted and not used within one year after the date of the council approval, the variance will expire unless extended by the city zoning administrator or city council. If a final inspection (remodeling), or an occupancy permit (new construction), is not obtained within one year from the date that the building permit is issued, the variance also will expire unless extended by the city administrator or city council.
9. By state statute the city has 60 days from the acceptance of an application deemed complete to review and rule on the application. If additional time is needed, the city may elect an additional 60 days to review (MN statute 15.99).
10. Conditional use permits and variances, if granted, may be subject to conditions imposed by the city council (board of appeals and adjustments) imposed at the time of approval (section 1150 & 1155).
CUP & VARIANCE CHECKLIST - Page 1 of 2
Quick Reference for Completing Variance Application:

	
	R-1A
	R-1B
	R-1C
	R-2

	Minimum Lot Size (sq ft)
	15,000
	20,000
	15,000
	10,000

	Maximum Hardcover
	30%
	30%
	30%
	30%

	Minimum Principal Structure (feet)
	
	
	
	

	    Front Setback
	30
	35
	30
	30

	    Rear Setback
	35
	60
	35
	35

	    Interior Side Setback
	15
	15
	15
	10

	    Exterior Side Setback
	30
	35
	30
	30

	    Lakeshore Setback
	50
	50
	50
	50

	Minimum Primary Accessory Structure (feet)
	
	
	
	

	    Front Setback
	100
	100
	100
	100

	    Rear Setback
	10
	10
	10
	10

	    Side Setback
	10
	10
	10
	10

	    Exterior Side Setback
	30
	30
	30
	30

	    Lake Setback
	50
	50
	50
	50

	Maximum Building Height (feet)
	28
	28
	28
	28

	Maximum Structure Height (feet)
	42
	42
	42
	42

	Maximum Accessory Height (feet)
	15
	15
	15
	15

	Minimum Bluff Setback (feet)
	30
	30
	30
	30

	Minimum Width of Single Family Dwelling (feet)
	25
	25
	25
	25


Maximum Above Grade Building Volume (cubic feet):

(1) 
Lots of 7500 square feet or less in area may be host to buildings, structures, and accessory structures whose above grade building volume is not greater than a volume equal to 6 times the lot area.

(2)  
Lots between 7500 square feet and 15,000 square feet in area may be host to buildings, structures, and accessory structures whose above grade building volume is not greater than a volume equal to 42,000 cubic feet plus a volume of cubic feet equal to a figure 4 times (lot area minus 7500 square feet). 

(3)  
Lots greater than 15,000 square feet in area may be host to buildings, structures, and accessory structures whose above grade building volume is not greater than a volume equal to 75,000 cubic feet plus a volume of cubic feet equal to a figure 2 times (lot area minus 15,000 square feet).
Key Dates – For Office Use Only:

	Deadlines and meeting schedule given to applicant 
	     

	Materials received (60-day clock starts)
	     

	Deadline to mail incomplete notice to applicant (within 10 workdays from date materials received) 
	     

	Date of 60-day deadline 
	     

	Planning commission meeting (public hearing)
	     

	Date of city notice to extend 60-day deadline by another 60 days (if applicable)
	     

	Final findings mailed to DNR
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Accepted









