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Agenda
Topic

Notice Mailers 

• Content of Mailer

• Distance of Mailer from Subject Property 

Developer Information Sessions

• Who does this apply to?

• Where should they be held?

• How will they be advertised and noticed?

• What is staff role?



NOTICE MAILERS



Notice Mailers - Content

• Key terms need to be utilized to properly 
identified the request so that the community 
understands the nature of the application. For 
example:

PLAT: To separate boundaries of a lot.
SITE PLAN: Identify Development Layout
CONDITIONAL USE: New Uses of Unique Impact
VARIANCE: Waivers of Code Requirements



NOTICE MAILERS: Content

Objective:

– Preserve legal requirements while informing the 
public in simple and clear language

Example:

– A SETBACK VARIANCE:

A Variance requesting a side yard setback of 
5 feet where the minimum permitted is 7.5 
feet for a bedroom addition.



NOTICE MAILERS:  Required Content

• Identify:
– The Applicant
– The Property Address
– The nature of the request
– Relevant Code Section(s) 

– Date, Time and Location of 
Hearing or Administrative 
Action

Note that:
• Plans are Available for Inspection
• Public May Speak at Hearing
• ADA Accessibility Information

Mailed Notice is Required
Receipt of Notice is Not 



CURRENT NOTICE

• Meets Legal Standard
• Individual Envelope
• 8 ½ x 11 letter insert

• Same ad posted 
in Newspaper



CURRENT NOTICE

Sample Mailer Notice B



PROPOSED NOTICE

• Meets Legal Standard
• Postcard 
• Simplified Format
• No Envelopes



PROPOSED NOTICE



PROPOSED NOTICE



NOTICE REQUIREMENTS

Which projects require notice?
• Administrative Reviews

• Public Hearing Reviews



Distance of Notice from Subject Property

• PUBLIC HEARING ITEMS

– Comp Plan FLUM 2,500’ radius

– Rezoning 2,500’ radius

– All Others 500’ radius

• Public Hearing Variances 

• Conditional Uses - 4,000 sq. ft. or more

• Site Plans



Distance of Notice from Subject Property

• ADMINISTRATIVE ITEMS

– Notice to Adjacent properties

• Residential Site Plan of 50 or more units

• Commercial Site Plan over 20,000 sq. ft.

• (de minimis) Variances 

– No Notice Required

• Administrative Site Plans of 

– Fewer than 50 residential units

– Less 20,000 sq. ft. commercial



2500 Feet Radius



1000 Feet Radius



500 Feet Radius



500 foot Radius

1000 foot Radius

2500 foot Radius



RECOMMENDATION
A Scaled Approach



Proposed Notice Requirements
Scale of Development



Proposed Notice Requirements

5,000’ radius
• Rezoning & FLUM
• >100 Residential Units
• >100,000 sq. ft. Commercial

2,500’ radius
• 50-99 Residential Units
• 50,000 – 99,000 sq. ft. Commercial

500’ radius
• 20-49 Residential Units
• 20,000-49,999 sq. ft. Commercial

Adjacent Property
• Less than 20 Residential Units
• Less than 20,000 sq. ft. Commercial



500 Feet Radius

• 20-49 Residential Units
• 20,000-49,999 sq. ft. Commercial



2500 Feet Radius

• 50-99 Residential Units
• 50,000 – 99,999 sq. ft. Commercial



2500 Feet Radius

• 50-99 Residential Units
• 50,000 – 99,999 sq. ft. Commercial



5000 Feet Radius

• Rezoning & FLUM
• 100 Residential Units
• 100,000 sq. ft. Commercial



5000 Feet Radius

• Rezoning & FLUM
• 100 Residential Units
• 100,000 sq. ft. Commercial



DEVELOPER INFORMATION SESSIONS



Area for Discussion – WHO?

Who should this apply to? 
• Council Items?

• Scale of Development?

• All Items?



Area for Discussion – WHO?

Council Items
• Conditional Uses of 4,000 sq. ft. or more

• Plats (Preliminary)

• Comp Plan Map Amendment

• Rezonings

• Site Plans

• Variances 



Area for Discussion – WHO?
Scale of Development



Recommendation:

Council Public Hearing Items

• Development Relating to Site Plans 
and Variances over:

– 50 Residential Units

– 50,000 sq. ft. of Commercial

• Comp Plan Map Amendments

• Rezonings

• Conditional Uses 4,000 or more

Area for Discussion – WHO?



Area for Discussion – WHERE?

Where should they be held? 

• Offsite Location

• Project Site

• Town Hall

• Other Town Facility



Areas for Discussion – WHERE?

Where should they be held? 

Recommendation:

• Town Hall



Areas for Discussion - NOTICE

Recommendation: 
– Town will post to Town 

website and social media, 
and post notice in the lobby 
(no cost)

– Developer will pay for ad 
in Miami Laker and mail 
flyers to all HOAs

How should they be advertised/noticed and at 
whose expense?



Areas for Discussion - NOTICE

When should they be advertised/noticed and at 
whose expense?

Recommendation: 

– At Applicant’s expense

– Minimum 10 days notice 

to match Public Hearing standards 



Areas for Discussion



Areas for Discussion - STAFF

Recommendations: 
– Staff will participate by sharing 

Town plans/projects that are 
relevant to the development 

– No live webcast, audio recording 
or minutes

What is staff’s role at the information session?



Quasi-Judicial Proceeding
Final Notes

• Developer Information Session is not 
part of the quasi-judicial procure 

• There is no swearing in or expert 
testimony

• Anyone can and is encouraged to 
participate but Councilmembers are 
discouraged to participate



Thank you!


