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7.04 Administrative Appeal 

A. !ǇǇƭƛŎŀōƛƭƛǘȅ: An Administrative Appeal applies to an applicant or interested party that wants a decision, 
interpretation, order, determination, or action of the Zoning Administrator to be overturned or corrected by the 
Board of Zoning Appeals. Any decision, interpretation, order, determination, or action of the Plan Commission shall 
not be the subject of an Administrative Appeal. 

B. {ǘŀȅ ƻŦ hǘƘŜǊ !Ŏǝƻƴǎ: The filing of an appeal shall stay all proceedings in furtherance of the action appealed from, 
unless the Zoning Administrator certifies to the Board of Zoning Appeals, after the notice of appeal has been filed, 
that by reason of facts stated in the certificate, a stay would cause, in his or her opinion, imminent peril to life or 
property, in which case the proceedings shall not be stayed otherwise than by a restraining order that may be granted 
by the Board of Zoning Appeals or by a court of record, on application, of notice to the Zoning Administrator and on 
due cause shown. 

C.     CƛƭƛƴƎ wŜǉǳƛǊŜƳŜƴǘǎ: 

1. CƛƭƛƴƎ ŀ tŜǝǝƻƴ: A petition for Administrative Appeal shall be made on a form provided by the Zoning 
Administrator. 

D.    !ǇǇŜŀƭ tǊƻŎŜŘǳǊŜ: 

1. {ǳōǎǘŀƴǝŀƭƭȅ /ƻƳǇƭŜǘŜ tŜǝǝƻƴ: A petition for an Administrative Appeal shall not be issued a docket number 
or be scheduled for hearing before the Board of Zoning Appeals until it is determined to be substantially 
complete by the Zoning Administrator. The Zoning Administrator shall verify that the petition form and 
required supplemental information has been submitted correctly, and the applicable petition fee is paid. 

2. !ǎǎƛƎƴƳŜƴǘ: Once a petition for an Administrative Appeal has been determined substantially complete, the 
Zoning Administrator shall assign a case number and place the appeal on the agenda of the Board of Zoning 
Appeals. The Zoning Administrator shall inform the petitioner, in writing, of the date and time of the Board of 
Zoning Appeals meeting at which the appeal is to be heard. 

3. tǳōƭƛŎ ŀƴŘ LƴǘŜǊŜǎǘŜŘ tŀǊǘȅ bƻǝŎŜ: The petitioner shall be responsible for providing public notice in 
accordance with the Board of Zoning Appeals Rules of Procedure. The applicant shall also be responsible for 
returning proof of required notice to the Zoning Administrator prior to the start of the Board of Zoning 
Appeals meeting at which the appeal is to be heard. Failure to submit proof of notice may result in the 
Administrative Appeal being continued to the following month’s Board of Zoning Appeals meeting. 

4. ¢ǊŀƴǎŦŜǊ ƻŦ LƴŦƻǊƳŀǝƻƴ: 

a. The Zoning Administrator shall provide the petitioner for an Administrative Appeal any additional 
information which is being conveyed to the Board of Zoning Appeals in preparation for the meeting. 

b. The Zoning Administrator or Enforcement Official that is the subject of the appeal shall transmit the 
documents, plans, and papers constituting the record regarding the case to the Board of Zoning 
Appeals. 

c. The Zoning Administrator or the Enforcement Official that is the subject of the appeal may provide a 
written report explaining the final decision or action on the case. 

5. wŜǾƛŜǿ: The Board of Zoning Appeals shall hear the Administrative Appeal at a regularly scheduled public 
meeting according to their Rules of Procedure. The Board of Zoning Appeals may consider information 
conveyed to them in writing and testimony during the hearing in making a decision.  

6. 5ŜŎƛǎƛƻƴ: Following the hearing and review, the Board of Zoning Appeals may affirm or modify the decision, 
interpretation, order, determination, or action from which the appeal stems. The Board of Zoning Appeals 
may also add conditions to its decision when warranted. 

7. !ǇǇŜŀƭ: Any person aggrieved by the decision of the Board of Zoning Appeals may appeal such decision to 
the Circuit or Superior Court of Hendricks County. 
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Application Submittal Requirements: 

The following information, documents and fees are required when filing an application for  

ADMINISTRATIVE APPEAL to be heard by the Brownsburg Board of Zoning Appeals: 

A. Pre-Filing Meeting 

Ž Applicant is required to attend a Pre-filing meeting with the Department of Development Services a minimum of one 
(1) business day prior to the 15th of the month prior to the month you want to be heard (Contact: 
developmentservices@brownsburg.org) 

B. Application and required submittals 

Ž Completed application with notarized signatures 

Ž Application Fee (Non-refundable fee must be paid when application is filed) 

¶ Administrative Appeal:  $100 

Ž Affidavit and Consent of property owner 

Ž Detailed Statement of Reasons 

Ž Area Map and legal description of subject property.  

Ž Applicant must place a legal ad in the Hendricks county flyer one time at least ten (10) days prior to the advertised 
public hearing. 

a. Contact the Hendricks County Flyer Group for their deadlines to ensure your ad will appear a minimum of 
ten (10) days prior to the Board of Zoning Appeals meeting. (Legal advertisements must comply with  I.C. 5-3
-1, Ŝǘ ǎŜǉΦ) 

  Hendricks County Flyer Group—www.flyergroup.com    
  8109 Kingston Suite 500 

  Avon, IN 46123 

  Phone: 317-272-5800 

  Fax: 317-272-5887  

b. Notice to Interested Parties must be completed in compliance with Rule 4.3 of the Rules of Procedure of the 
Brownsburg, Indiana Board of Zoning Appeals.   

c. All of the following must be filed with the Department of Development Services a minimum of three (3) days 
prior to the Meeting: 

Ž Affidavit of notification to adjacent property owners (original). 

Ž Sample copy of notification letter (1 copy). 

Ž U.S. Certified Mail w/return receipts requested.  

Ž Proof of publication affidavit (original from newspaper). 

Assistance can be sought in preparation of the application from the Department of Development Services; however, the major 
execution rests with the Applicant. Applicants may choose to have an attorney  or their consultant prepare the application and 
represent them at the hearing, though this is not a requirement.  
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Contacts 

Indiana Department of Transportation 
Letha Coffing 
INDOT, Crawfordsville District 
41 W. 300 N. 
P.O. Box 667 
Crawfordsville, IN 47933 
765.361.5252 

Hendricks County Drainage Board 
Hendricks County Surveyor’s Office 
355 S. Washington Street #214 
Danville, IN 46122 
317.745.9237 

Wessler Engineering (stormwater/erosion control and post construction) 
6219 South East Street Ste. A 

  Indianapolis, In 46227 
  317.788.4551 

VS Engineering (Traffic impact studies) 
  4275 North High School Road 
  Indianapolis, IN 46254 
  317.293.3542 

Water Utilities 
 Town of Brownsburg Water Department 

   61 North Green Street 
   Brownsburg, IN 46112 
   317.852.1138 
   Citizens Energy Group 

 2020 North meridian Street 
   Indianapolis, IN 46202 
   317.924.3311 
         

Sewer Utilities 
 Town of Brownsburg Wastewater Department 

 61 North Green Street 
 Brownsburg, IN 46112 

   317.852.1114 
 West Central Conservancy District 

   243 South County Road 625 East 
   Avon, IN 46123 
   317.272.2980 
  Aqua Indiana (Hendricks Regional Sewer District) 
   317.745.4928 
 

Stormwater 
Town of Brownsburg Stormwater Department 

  61 North Green Street 
  Brownsburg, IN 46112 
  317.852.1128 
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SAMPLE- AREA MAP 

 

 

 

 

 

 

 

 

 

 

 

 
 

  

 

All owners of real property to a depth of two (2) ownerships or six hundred (600) feet from the boundaries of the 

property subject to application, whichever is greater, must be noticed. 

 

 

Creating Area Map for Notices 

1. Go to http://beacon.schneidercorp.com/?site-townofbrownsburgin 

2. Select “Property Search” then click “Enter” 

3. Search Property as follows: 

 Searching by Name (Last First): Smith John 

 Searching by Address: 123 E Main St. or 1234 E County Road 350 N 

 Searching  by state parcel #: 32-08-16-123-005.000-016 

4. Select “Map” tab at top of report page (Parcel should be highlighted). 

5. Above picture should appear a row of  tools. 

6. Select “Spatial selection tool” from tool bar. 

7. Select “ Parcels” from dropdown menu. 

8. Replace “100” with “600,” then click “Buffer.” 

9. Map will re-adjust and select all parcels within the set parameters. 

10. Print the map by selecting “Print” from tool bar. 

11. Select “Results” tab at top of page. 

12. At bottom of results page, download “Comma Separated Values (.CSV)” sheet 

13. Email a copy of this report and map to developmentservices@brownsburg.org for staff review.  

 Subject Property 
 600’ Buffer around subject property/properties that must be notified. 
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EXAMPLE INTERESTED 

PARTIES LIST 

The following is an example of the list of interested parties generated by going to the following website and generating 

a 600 foot buffer around the subject property (see Sample Area Map for more details): 

HTTP://BEACON.SCHNEIDERCORP.COM/?SITE=TOWNOFBROWNSBURGIN 
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SAMPLE NEWSPAPER 
LEGAL NOTICE 

NOTICE OF PUBLIC HEARING BY THE TOWN OF BROWNSBURG 

BOARD OF ZONING APPEALS 

 

 Notice is hereby given, pursuant to I.C. 5-3-1-2, that the Town of Brownsburg Board of Zoning Appeals (the “Board”) 
will conduct a public hearing regarding an application for Case No. _______________________, an Administrative 

Appeal seeking to overturn an interpretation, decision, order or determination of the Zoning Administrator of the 
Town of Brownsburg.  The application was filed by _______________________ (the “Applicant”) to: 
_______________________________________________________________ 

_______________________________________________________________________________________________________. 

 The real estate subject to this application is generally described as follows: 

LƴǎŜǊǘ [ŜƎŀƭ 5ŜǎŎǊƛǇǝƻƴ ƻǊ DŜƴŜǊŀƭ [ƻŎŀǝƻƴ IŜǊŜ 

 And more commonly known as: 

LƴǎŜǊǘ tǊƻǇŜǊǘȅ !ŘŘǊŜǎǎ ŀƴŘ {ǘŀǘŜ tŀǊŎŜƭ bǳƳōŜǊ IŜǊŜ 

 The public hearing will be held at 7:00 p.m. on the ______ day of ______________, 20____at the Town Hall, Council 

Meeting Room, 61 N. Green Street, Brownsburg, Indiana  46112 where all interested parties will be given an opportunity to 

testify regarding the proposal.  The application and file on this matter is available for examination at the Department of 

Development Services, between the hours of 8:00 A.M. to 4:00 P.M., Monday through Friday, exclusive of legal holidays, at the 

above address.  Written objections must be filed with the Department of Development Services by the date of the hearing to 

be considered by the Board. 

 Dated this ______ day of ______________, 20____. 

 

      _____________________________________ 
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Legal Notice of Public Hearing 
Administrative Appeal 

of the Brownsburg Board of Zoning Appeals 

61 N. Green Street, Council Room, Brownsburg, IN 46112 (317) 852-1128 

TO WHOM IT MAY CONCERN: 

You are receiving this notice of a public hearing as a nearby property owner.  

A Public Hearing held before the Board of Zoning Appeals has been scheduled for ______day of_________________, 20_____, at 7:00 P.M. in 
the Town Council Meeting Room of Brownsburg Town Hall, located at 61 N. Green Street, Brownsburg, Indiana. At this hearing, the Board of 
Zoning Appeals will consider the following application: 

 

 

 

 

 

 

 

 

 

The legal description and the details of the proposal are on file in the Department of Development Services, Room 110, Town Hall, located at N. 
Green Street, Brownsburg, Indiana. All information may be reviewed between the hours of 8:00 A.M. to 4:00 P.M., Monday through Friday, 
excluding legal holidays. 

All interested persons wishing to speak to this application, either for or against, will be given an opportunity to be heard, in accordance with the 
Brownsburg Board of Zoning Appeals Rules of Procedure. Written objections must be filed with the Department of Development Services by the 
date of the hearing to be considered by the Board. 

The hearing may be continued to a future date, from time to time, when found necessary. Any change in room location will be posted in the 
Public Notice display at Town Hall.  

To ensure a fair hearing, contacting any member of the Board of Zoning Appeals regarding a pending or future proposal is strictly PROHIBITED 
by the Brownsburg Board of Zoning Appeals Rules of Procedure and Indiana State Statute.  

Applicant Or Agent for Applicant Contact Information 

 

 

 

 

 

 

 

 

 

**Please see reverse side for additional information** 

***A color map of the subject property MUST be included with this notice*** 

 

 ¢ƘŜ ¢ƻǿƴ ƻŦ .ǊƻǿƴǎōǳǊƎ ŀŎƪƴƻǿƭŜŘƎŜǎ ƛǘǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ŎƻƳǇƭȅ ǿƛǘƘ ǘƘŜ !ƳŜǊƛŎŀƴǎ ǿƛǘƘ 5ƛǎŀōƛƭƛǝŜǎ !Ŏǘ ƻŦ мффлΦ Lƴ ƻǊŘŜǊ ǘƻ ŀǎǎƛǎǘ 
ƛƴŘƛǾƛŘǳŀƭǎ ǿƛǘƘ ŘƛǎŀōƛƭƛǝŜǎ ǿƘƻ ǊŜǉǳƛǊŜ ǎǇŜŎƛŀƭ ǎŜǊǾƛŎŜǎ όƛΦŜΦ ǎƛƎƴ ƛƴǘŜǊǇǊŜǝǾŜ ǎŜǊǾƛŎŜǎΣ ŀƭǘŜǊƴŀǝǾŜ ŀǳŘƛƻκǾƛǎǳŀƭ ŘŜǾƛŎŜǎΣ ŀƴŘ ŀƳŀƴǳŜƴǎŜǎύ ŦƻǊ 
ǇŀǊǝŎƛǇŀǝƻƴ ƛƴ ƻǊ ŀŎŎŜǎǎ ǘƻ ¢ƻǿƴ ǎǇƻƴǎƻǊŜŘ ǇǳōƭƛŎ ǇǊƻƎǊŀƳǎΣ ǎŜǊǾƛŎŜǎΣ ŀƴŘκƻǊ ƳŜŜǝƴƎǎΣ ǘƘŜ ¢ƻǿƴ ǊŜǉǳŜǎǘǎ ǘƘŀǘ ƛƴŘƛǾƛŘǳŀƭǎ ƳŀƪŜǎ ǊŜǉǳŜǎǘǎ ŦƻǊ 
ǘƘŜǎŜ ǎŜǊǾƛŎŜǎ ǘǿƻ ōǳǎƛƴŜǎǎ Řŀȅǎ ŀƘŜŀŘ ƻŦ ǘƘŜ ǎŎƘŜŘǳƭŜŘ ǇǊƻƎǊŀƳΣ ǎŜǊǾƛŎŜΣ ŀƴŘκƻǊ ƳŜŜǝƴƎΦ ¢ƻ ƳŀƪŜ ŀǊǊŀƴƎŜƳŜƴǘǎΣ ŎƻƴǘŀŎǘ ǳǎ ŀǘ омт-урн-ммнуΦ  

Case Number:  

Address:  

General Location:  

Zoning:  

Applicant:  

Request:  

Signature: 
 

Printed Name: 
 

Street Address: 
 

City, State, Zip: 
 

Phone Number: 
 

FAX: 

Email: 
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General Information about this Legal Notice for a Public Hearing of the 

Brownsburg Board of Zoning Appeals 

Why am I getting 

this? 

You are receiving this formal notice because you are either a property owner within two properties 
distance or within 600 feet of the property which is the subject of this application. 

 

Do I need to do 

anything or go 

anywhere? 

This notice does NOT require you to attend the hearing or do anything. This notice simply informs you 
that an application has been filed pertaining to property near you and that you have the opportunity 
to be informed and speak to that application.  

 

What is the Board 

of Zoning Appeals? 

The Brownsburg Board of Zoning Appeals is a body authorized by State Statute. The Board of Zoning 
Appeals has the authority to uphold or overturn a decision, interpretation, order or determination of 
the Zoning Administrator. 

 

What is an 

Administrative 

Appeal? 

An Administrative Appeal applies to an applicant or interested party that wants a decision, 
interpretation, order, determination, or action of the Zoning Administrator to be overturned or 
corrected by the Board of Zoning Appeals. Any decision, interpretation, order, determination, or action 
of the Plan Commission shall not be the subject of an Administrative Appeal. 

 

May I contact the 

Applicant?  

Yes. The Applicant’s contact information is on the front side of this notice.  

May I contact the 

Department of 

Development 

Services? 

Yes. While you cannot contact the Board of Zoning Appeals members directly, you may contact the 
Department of Development Services. A Development Services staff member is available to discuss 
questions you may have regarding the hearing process or the basis for the staff recommendation. The 
Department may be reached at (317) 852-1128, or by email at developmentservices@brownsburg.org. 

 

What about 

commitments or 

conditions? 

If the application is approved, commitments or conditions may be attached to its approval. After the 
hearing process has been completed, the commitments or conditions may be obtained by submitting a 
public records request to the Town Manager’s Office at the following URL: 

http://laserfiche.brownsburg.org/Forms/PublicRecordsRequest 

 

Where can I get 

more information? 

In addition to contacting the Applicant or Town Staff, as indicated above, you might also find more 
information on the Town of Brownsburg Website or in your local public library.  

 

 

 

NAME: Todd A. Barker, AICP  Jonathan K. Blake  David G. Wilson  Heather Wetzel 

TITLE: Director of Development Services Senior Planner  Planner   Administrative Assistant 

PHONE: 317-852-1128   317-852-1128  317-852-1128  317-852-1128 

EMAIL: tbarker@brownsburg.org  jblake@brownsburg.org dwilson@brownsburg.org hwetzel@brownsburg.org  

STAFF CONTACT:  

61 N. Green Street | Brownsburg, IN 46112 

Phone 317-852-1128  |  Fax 317-852-1134 

www.brownsburg.org 

mailto:tbarker@brownsburg.org
mailto:jblake@brownsburg.org
mailto:dwilson@brownsburg.org
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APPLICATION 

Applicant:   

Company:  

Name: Email: 

Address: City, State   Zip code:   

Phone #: Cell #: Fax #: 

Applicant is (Check one): □ Sole Owner    □ Joint Owner    □ Tenant    □ Agent    □ Other (Specify):______________________  

Owner: 

Company:  

Name: Email: 

Address: City, State   Zip code:   

Phone #: Cell #: Fax #: 

PROJECT NAME: 

RECEIVED STAMP ENERGOV #: BZA DOCKET #: 

APPLICATION FEE: RECEIPT #: 

COMPLETE THE FOLLOWING: 

Project Contact: 

Company:  

Name: Email: 

Address: City, State   Zip code:   

Phone #: Cell #: Fax #: 

Project 

Information: 

Property Address: 

Subdivision Name:  Lot Number: 

Parcel Numbers: 
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Zoning:  

Present Zoning:  Present Use: 

Applicable Zoning Ordinance Reference: (On section per Application): 

Acreage:  Township: Section#: Township#: Range#: 

Surrounding 

Properties: 
North South East  West 

Zoning:     

Use:     

Detailed Statement of Reasons: (See Attached Description) 

 

Application Notarization: 

 

Description:  

 

 

 

Legal Description: (See Attached Description and Map) 

I, hereby, certify that I have the authority to make the above application, and that all information, statements and attached 

exhibits, to the best of my knowledge, are true and correct. 

 

        ____________________________________ 

        Signature of Applicant 
 

        ____________________________________ 

        Printed Name 
STATE OF ____________________ ) 

    ) SS: 

COUNTY OF __________________ )  

 

BEFORE ME, the undersigned, a Notary Public in and for said County and State, personally appeared 
_______________________________________, who acknowledged the execution of the above and foregoing instrument 
to its voluntary act and deed on the ____ day of _______________, 20_____. 

 

________________________ ____________________________________ 

Commission Expiration Date  Notary  

 

_________________ ____________________________________ 

County of Residence  Printed Name 
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AFFIDAVIT & CONSENT OF 

PROPERTY OWNER 

That I/we _______________________________________________________after first being duly sworn, depose and say: 

That I am/we are the owner(s) of the Real Estate located at:  

________________________________________________________________________________________________________ 

Parcel Number(s):_________________________________________________________________________________________ 

That I/we have read and examined the application for Administrative Appeal, and I/we are familiar with its contents. 

That I/we have no objections to, and consent to such request as set forth in the application. 

 

(Legal and/or common address) 

___________________________________           
Signature of Affiant 
 

 

___________________________________ 
Print Name 

STATE OF ____________________ ) 

    ) SS: 

COUNTY OF __________________ )  

 

BEFORE ME, the undersigned, a Notary Public in and for said County and State, personally appeared 

_______________________________________, who acknowledged the execution of the above and foregoing instrument 

to its voluntary act and deed on the ____ day of _______________, 20_____. 

 

________________________ ____________________________________ 

Commission Expiration Date  Notary  

 

_________________ ____________________________________ 

County of Residence  Printed Name 
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That I have notified by U.S. Certified Mail w/return receipts requested, all landowners who are located within a six hundred 

(600) foot radius or two (2) properties deep, whichever is greater, of my property located  

At__________________________________, Brownsburg, IN. 

That the said property owners were informed by me of the filing of my application for Administrative Appeal and of the 

nature of said application as provided in the Rules of Procedure of the Brownsburg  Board of Zoning Appeals. 

That the property owners were also notified that the Board of Zoning Appeals will hold a Public Hearing regarding this 

application on____________Day of ____________, 20____. 

That the names and addresses of said property owners so notified are listed on “Exhibit—A” of this Affidavit.  

(Legal and/or common address) 

___________________________________           
Signature of Affiant 
 

 

___________________________________ 
Print Name 

STATE OF ____________________ ) 

    ) SS: 

COUNTY OF __________________ )  

 

BEFORE ME, the undersigned, a Notary Public in and for said County and State, personally appeared 

_______________________________________, who acknowledged the execution of the above and foregoing instrument 

to its voluntary act and deed on the ____ day of _______________, 20_____. 

 

________________________ ____________________________________ 

Commission Expiration Date  Notary  

 

_________________ ____________________________________ 

County of Residence  Printed Name 

NOTICE TO INTERESTED 

PARTIES AFFIDAVIT 


