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Overview: Applications for conditional use 

approval will be discussed by the Plan 

Commission following a public hearing.  The 

Plan Commission meets on the third Tuesday 

of each month and has the authority to approve 

or deny the application. 

  

Application Deadline: Applications must be 

received by the close-of-business at least 21 

days prior to the meeting date due to 

publication requirements; applications 

received after this date cannot be heard at the 

Plan Commission meeting of the following 

month.  

Submission Requirements: The attached 

application form must be completed and 

submitted with all requested materials. Failure 

to submit all application materials may delay 

the review process described below. 

E x a m p l e  

Applications are due 

at least 21 days prior 

to the meeting date. 

The public hearing 

will be held by the 

Plan Commission on 

the third Tuesday of 

the following month. 

T i m e l i n e  

MONTH A application 
Su M Tu W Th F Sa 

       

       

       

       

       

 

MONTH B action 
Su M Tu W Th F Sa 

       

       

       

       

       

       

Staff Report: Village staff will prepare a report summarizing the application, reviewing it against 

Village ordinances and policies, and provide a recommendation for the Plan Commission. A copy 

of this report, along with the meeting agenda, will be provided to the applicant prior to the public 

hearing at the Plan Commission meeting. 

Notice of Public Hearing: Wisconsin State Law requires notice of a public hearing to be published 

in a specified, legal newspaper a minimum of 7 days prior to a public hearing. Village Ordinance 

further requires that notices be mailed to property owners within 100 feet of the affected property. 

These notices are prepared and sent by Village staff. 

CONDITIONAL USE APPLICATION 

AND REVIEW PROCESS 

Village of Whitefish Bay 

5300 N. Marlborough Dr.  Whitefish Bay, WI 53217 

Phone: (414) 962-6690   Fax: (414) 962-5651 
 



Please keep this sheet for your reference after you have submitted the attached application. 

Conditional Use Application & Review Process: Page 2 of 2 

Plan Commission Meeting: Applicants are encouraged to attend and participate in the public 

hearing in order to present the application and respond to questions from the Plan Commission 

and/or members of the public. The public hearing will be held in the Village Hall Board Room.  

 At the Public Hearing: The Plan Commission Chairperson will call the meeting to order at 

the appointed time, and the minutes of the previous meeting will be reviewed. Items 

requiring public hearings are next.  Members of the public will then be invited to ask 

questions about the application and to make comments about the proposal. Once the public 

comment period has concluded, the Chairperson will close the public hearing, and the 

Commissioners will discuss the application and make a decision. 

 Plan Commission Action: The Plan Commission has the authority to approve or deny an 

application, no further action is needed.  

Validation and Expiration: A conditional use approval must be used within 1 year of the date of 

the approval. A conditional use approval will automatically expire if the approval is not used or if 

the applicant ceases operation for a continuous period of 1 year or longer.
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VILLAGE ORDINANCE SECTION 16 

www.wfbvillage.org 

                        APPLICATION FEE: $100 

Application fee should be made payable to Village of Whitefish Bay upon submittal of completed application.   

Please complete the application by typing or printing in ink. Use additional paper if necessary. 

1. Property Owner Information: 

Company name: ___________________________________________________________________ 

Last name: ______________________________ First name: ________________________________ 

Address: _______________________________ City/State/Zip: _____________________________ 

Phone number: __________________________ Email address: _____________________________ 

2. Applicant Information: (if different from above) 

Company name: ___________________________________________________________________ 

Last name: ______________________________ First name: ________________________________ 

Address: _______________________________ City/State/Zip: _____________________________ 

Phone number: __________________________ Email address: _____________________________ 

3. Address(es) of Property Involved: (if different from above) 

 

4. Zoning Designation: ___________________________ 

5. Statement of Intent: Briefly describe what will be done on or with the property requiring the 

conditional use approval. 

 

 

 

 

 

Village of Whitefish Bay 

5300 N. Marlborough Dr.  Whitefish Bay, WI 53217 

Phone: (414) 962-6690   Fax: (414) 962-5651 
 

CONDITIONAL USE APPLICATION 



Applications for conditional use approval must be received at least 21 days prior to the meeting 

date; applications received after this date cannot be heard at the Planning Commission meeting 

the following month. 
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6. General Information: 

 Name of Proposed Business:_____________________________________________________ 

 Type of Business:______________________________________________________________ 

 What other licenses, permits, etc. are required for operation, and have they been obtained?  

_____________________________________________________________________________ 

 Anticipated Number of Employees:_______________________________________________ 

 Total Square Feet of Sales Area:__________________________________________________ 

 Proposed Parking Area for Customers:____________________________________________ 

 Proposed Parking Area for Employees:____________________________________________ 

 Control of Property (Signed Lease, Owner Occupied, etc.):___________________________ 

 Frequency and Location of Deliveries:____________________________________________ 

7. Additional Required Information: 

a. Legal Description and PIN: Provide the Parcel Identification Number(s) and the complete legal 

description(s) of the property involved. 

b. Plan of Operation: Including hours of operation, products to be sold and any other pertinent 

information regarding the proposed business. 

c. Exterior/Interior Changes: A description of any proposed changes to the exterior and/or 

interior of the subject property.  If the application involves an entire building or if any exterior 

changes are planned, a plat of survey prepared by a registered land surveyor showing all of the 

information required for a building permit, including landscaping shall be included. 

d. General Layout: A plan indicating the location of buildings, rooms, parking areas, traffic 

access, driveways, walkways, open spaces, landscaping and lighting.  Drawings must be to scale 

and have the dimensions of all rooms/workspaces.  

8. Signature(s): By signing below, you attest that the information above and attached is true and 

correct to the best of your knowledge. 

Property Owner: _______________________________ Date: ___________________ 

Applicant: ____________________________________ Date: ___________________ 

 

Fee Paid: $100         Date: ___________________   Receipt #__________________ 

 


