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S P E C I A L  U S E  P E R M I T  
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S U B M I T T A L  
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A Special Use Permit allows for 

certain land uses in a given 

zoning district that generally 

require a more in-depth study 

and additional site design or 

use restrictions than uses 

permitted “by-right”. 

The uses permitted in a zoning 

district are classified in three 

ways: permitted uses, 

provisional uses, and special 

uses.  Permitted uses, which 

are specified in the Zoning 

Ordinance,  do not require 

special permission.  They 

simply require a building permit 

and in some cases, a site plan.  

Provisional uses are also 

specified in the Zoning 

Ordinance and are generally 

compatible to other uses in a 

zoning district, as long as they 

comply with certain restrictions 

regarding location, operation, or 

screening.  Special uses are 

potentially appropriate in and 

compatible with other uses in a 

zoning district, but due to the 

scale and nature of the use, 

has the potential to make a 

major negative impact on other 

uses in the district.  These uses 

require close examination, site 

plan review, individual 

regulation, and notification of 

surrounding property owners.  

The proposed special use must 

serve a special need or be 

required at the specific location 

for the public convenience.  

W H A T  A R E  T H E  T Y P E S  O F  P E R M I T T E D  U S E S  I N  A  Z O N I N G  
D I S T R I C T ?  

Special Use Permits are 

generally subject to certain 

conditions to insure that the 

use is appropriate to the area.  

In order to receive a special 

use permit, the applicant 

must: satisfy the following 

criteria: 

1. That the proposed use is 

designed, located, and 

proposed to be operated 

so that it will not be 

unreasonably injurious or 

unreasonably detrimental 

to the district in which it 

may be located or 

otherwise injurious to the 

public welfare; 

2. That the proposed use 

conforms to all the 

applicable regulations and 

standards of the district in 

which it shall be located 

that are reasonably 

possible; 

3. That the proposed use 

preserves the essential 

character of the district in 

which it shall be located; 

4. That adequate measures 

have been or will be taken 

to minimize potential 

increases in traffic 

congestion or possible 

situations that would 

create poor traffic 

circulation, including 

access issues; and 

5. That the proposed use 

prevents blighting 

influences by redeveloping 

a parcel or improves the 

compatibility of the use 

with the surrounding 

neighborhood. 
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A pre-application conference 

with a member of the Current 

Planning Staff is 

recommended to discuss the 

proposal before filing an 

application. 

The Planning Department 

has an application form 

which you will need to 

complete that is included in 

this application package. 

Once the Zoning 

Administrator (ZA) has 

determined the application is 

complete and all 

accompanying material has 

been submitted, the ZA will 

schedule the item to be 

reviewed by Plan Commission 

at a public hearing. 

A staff report will be prepared 

by Planning Staff with 

comments from the City 

Engineer, Fire Department, 

and other relevant City 

Officials regarding the 

applicability of City Codes to 

the proposed development. 

Public notice will be given 

prior to a public hearing 

before the Plan Commission.  

The Plan Commission will 

conduct the hearing and 

make a recommendation to 

City Council on the 

application for a special use 

which will include findings 

and recommend conditions 

for the special use.   

City Council will make the 

final determination to grant 

or deny the special use 

application. 

W H A T  I S  T H E  P R O C E S S  F O R  A  S P E C I A L  U S E  P E R M I T ?   

C O N D I T I O N S  F O R  S P E C I A L  U S E S  

 Require additional 

landscaping or 

screening of such uses 

by means of fences, 

walls, and vegetation; 

 Stipulate required 

minimum lot sizes, 

minimum yards, and 

maximum height of 

buildings and structures; 

 Regulate vehicular 

access and traffic 

volume, and the design 

and location of parking 

and loading areas and 

structures; 

 Place a time limit on the 

use to allow for review 

and reapproval; 

 Regulate signs, 

architectural features, 

and outdoor lighting to 

be more compatible with 

the surrounding 

neighborhood; 

 Require that certain 

covenants or 

dedications for public 

streets be designed and 

recorded in accordance 

with regulations in the 

Subdivision Ordinance; 

 Any other conditions 

deemed necessary to 

effect the purposes of 

the Zoning Ordinance. 

The Plan Commission will 

make a recommendation to 

the City Council to approve, 

approve with conditions, or 

deny the proposed special 

use.  The additional 

conditions may be 

recommended as appropriate 

or necessary for the public 

health, safety, and welfare, 

and to satisfy the findings 

required for granting a 

special use.  Such conditions 

may include, but are not 

limited to, the following: 

 Regulate the location, 

extent, business hours, 

and intensity of such 

uses; 

The review fee 

for a Special Use 

Permit is $65 

and needs to be 

submitted at the 

time of 

application.  An 

additional fee for 

public notice will 

be billed to you 

by the News-

Gazette. 
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minimum or maximum 

requirements of the Zoning 

Ordinance.  Minor 

Amendments include the 

following: 

  Changes that have been 

allowed through an 

amendment to the 

special use permit which 

are not listed as a major 

amendment; 

 Minor changes in 

location, siting, and 

A special use will be 

developed in compliance with 

the special use permit.  The 

applicant will need to apply 

for the minor amendment on 

forms provided by the 

Planning Department.  The 

Zoning Administrator will 

review the application which 

will be approved by the 

Planning Director.  In no case 

will a minor amendment be 

approved that permits 

changes beyond the 

height of a building that 

are not a major 

amendment.  Such 

change may only be 

authorized if engineering  

or other physical 

limitations of the site, 

not foreseen at the time 

the special use permit 

was approved, warrant 

such a change. 

The findings, determination, 

and notification will be made  

M I N O R  A M E N D M E N T S  T O  T H E  S P E C I A L  U S E  P E R M I T  

S P E C I A L  U S E  P E R M I T  

within 20 calendar days after 

the date a complete 

application is received.  If 

there is no notification within 

20 days, the applicant can 

consider the application 

denied and appeal that 

decision to the Zoning Board 

of Appeals. 

M A J O R  A M E N D M E N T S  T O  T H E  S P E C I A L  U S E  P E R M I T  

 A reduction in overall 

amount of usable open 

space or a reduction of 

any area designated as 

common open space 

(the area for usable 

open space may be 

reconfigured as long as 

the total area of usable 

open space remains the 

same); 

 A reduction in off-street 

loading and parking 

spaces by 10%; 

 The change in location 

of any structure by more 

than 10 feet in any 

direction; 

 An overall reduction in 

the area designated for 

landscaping treatment 

in any one phase; 

 A change in the 

circulation pattern that 

would reduce or 

increase points of 

access, change access 

to another street, or 

increase projected traffic 

volumes; 

 A combination of 3 or 

more changes classified 

as minor amendments, 

which have not been 

specifically allowed by 

the special use permit. 

Major amendments to an 

approved special use permit 

can only be requested with 

the application of a new 

special use permit, unless 

additional flexibility is 

provided for in the original 

special use permit.  

Otherwise, the following 

constitute major 

amendments: 

 An increase in overall lot 

coverage of the 

structure by more than 

10%; 

 An increase in height 

that results in an 

additional story on any 

building; 

A major amendment to the 

special use permit cannot be 

requested in order to obtain 

a variation from the minimum 

requirements of the 

applicable development 

standards.  The Zoning 

Administrator reserves the 

right to determine that an 

application for a major 

amendment is requesting a 

variation from the applicable 

development standards. 
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S P E C I A L  U S E  
E X P I R A T I O N  &  

V I O L A T I O N S  

Once a special use is established under the terms of a special use permit, the special use may continue as approved under the following 

limitations: 

 The special use permit may be suspended if work authorized by the permit is not commenced within 6 months of the date of approval; 

 In any case where a permit has been approved and the use has been established, a change in the use shall cause the permit to expire; 

 When a special use is discontinued for 12 consecutive months, the permit shall expire; 

 The removal or destruction of a structure containing a special use will cause the permit to expire (destruction is defined as damage of 

more than 50% of its fair market value immediately prior to the time of destruction); 

 The construction of a special use in variation with the approved site plan, elevation, or conditions of the special use permit, will be 

considered a violation and will be subject to enforcement mechanisms as specified in Article XIV. Administration and Enforcement of the 

Zoning Ordinance. 
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SECTION AND INSTRUCTIONS COMPLETE NOT NEEDED 

1. APPLICANT & CONTACT INFORMATION 

 Provide the full name, address, phone number, and email address for the applicant and primary contact 
person. 

  

2. OWNER INFORMATION 

 Provide the full name, address, phone number, and email address for the owner. 
 Please also check the box whether the owner is a Trust, Corporation, LLC, Not-for-Profit, or Partnership.  

If “yes” is checked, provide the following information for the applicable type of ownership: 
 For trusts, please disclose beneficial interest on bank or trust stationery.  The disclosure should 

be of all beneficial owners, as well as anyone with the power of direction over the land trust.  
Provide full names, address, and phone number. 

 For partnerships, please provide full names, address, and phone number for all partners, and 
state whether they are general or limited. 

 For limited liability corporations, please provide full names, address, and phone number for all 
managers and members of the limited liability corporation. 

 For corporations, please provide full names, address, and phone number for all shareholders if 
the stock is NOT publicly held.  If the stock is publicly held, please provide information for those 
persons owning or controlling 5% or more stock. 

 For not-for-profit corporations, please provide full names, address, and phone number for all 
members of the board (or controlling entity) and the manager (or head of the organization). 

  
 
 
 
 

This information 
will not be needed 
because the owner 
or owners is/are 
individuals not 
requiring addi-
tional submissions. 

3. PROPERTY INFORMATION 

 Indicate the parcel address.  This must be a valid street address.   
 Indicate the Parcel ID Number.  This number can be determined by contacting the Champaign County 

Assessor’s Office or by looking on your property tax bill. 
 Indicate the property’s current zoning classification. 
 Indicate the property’s current land use. 
 Indicate a short description of property’s proposed special use. 
 Indicate the property’s gross acreage. 
 Indicate the property’s total number of existing dwelling units (currently). 

  

4. CONSULTANT INFORMATION 

 Provide the name, firm name, address, phone number, and email address of any consultants.  If additional 
consultants were used for this project, please indicate on a separate sheet by providing the same informa-
tion.  Indicate this sheet by titling the page “Additional Consultant Information”. 

  

5. LEGAL DESCRIPTION OF PROPERTY 

 Please include the complete property description as set forth in a deed, mortgage, or other similar legal 
document.  If additional space is needed, please attach a separate sheet.  Indicate this sheet by titling the 
page “Legal Description of Property”. 
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S P E C I A L  U S E  P E R M I T  
A P P L I C A T I O N  W O R K S H E E T  

Please use this worksheet as a guide when filling out your Special Use Permit Application.  If applications 
are not complete, they will not be reviewed by Planning Staff.  If you have additional questions not 
answered by this worksheet, please contact the Planning Department. 
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SECTION AND INSTRUCTIONS COMPLETE 
NOT 

NEEDED 

6. DESCRIPTION OF PROPOSED SPECIAL USE 

 Please provide a detailed description of the proposed special use to be located on the property.  If additional 
room is needed, please attach a separate sheet titled “Description of Proposed Special Use.” 

  

7. APPLICANT SIGNATURE 

 By signing this petition, you are certifying that you have read the application, have provided the necessary 
documentation as listed under the Application Checklist, and that you fully understand the information listed 
under the Notice to Applicants section. 

  

8. FINDINGS OF FACT INSERT 

 The applicant is required to respond to ALL five (5) questions listed on the insert.  The reverse of the insert 

  

CHAMPAIGN MUNICIPAL CODE 

 This section contains applicable Code sections.  Additional information can be found in the City of Cham-
paign Municipal Code, Chapter 37, otherwise known as the Zoning Ordinance.  This document can also be 
found online through the City’s website. 

  

ATTACHMENTS 

A. Please attach a copy of the deed or other proof of parcel ownership, that contains the owner’s name and a 
complete legal description of the subject property. 

B. Please attach all certified covenants, easements, or conditions which restrict the use of the subject parcel or 
restrict the structure or what may be placed on the subject parcel.  This requirement applies to any cove-
nants, easements, or conditions which are contained in the deed of the subject parcel, including those con-
tained in the subdivision plat or owner’s certificate.  Make sure to check either “I have attached these docu-
ments” or “There are no covenants, easements, or conditions that relate to this property”. 

C. Please attach architectural elevation or perspective drawings showing the structures and improvements, in-
cluding signs, proposed for the property. 

D. Please attach a development schedule for the proposed development. 

E. Please attach a site plan, as required.  Required elements are listed.  The information can also be found in the 

  

NOTICE TO APPLICANTS 

 This section provides information that applicants and other interested parties should be aware of, including 
Plan Commission meeting times, and legal notice publication requirements. 

 
 
 
 

OWNER AUTHORIZATION FORM 

 If the applicant is NOT the owner of the property, please have the owner or owners’ agent sign the appro-
priate section and have the signatures notarized to authorize said applicant to process the application.   

 Please refer to the specific sections on the application form for information required. 

 Please refer to the opposite side of this form for additional submission requirements if owner is NOT and 

  
 
This section is 
not needed if the 
applicant is the 
owner of the 
property. 

Please fully review the application and make sure that any and all applicable documentation has been made and all supplemental materials 
are attached prior to submission to the City of Champaign Planning Department.  Incomplete applications will not be reviewed by Planning 
Staff. 
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