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SPECIAL USE PERMIT APPLICATION 

GENERAL INFORMATION: 
A Special Use Permit in accordance with Section 2.2.19 of the UDO is a use that may be appropriate in a zoning 
district, but because of its nature, extent, and external effects, requires special consideration of its location, design, 
and methods of operation before it can be deemed appropriate in the district and compatible with its surroundings. 

INSTRUCTIONS: 

PRE-APPLICATION MEETING: A pre-application meeting with staff in accordance with Section 2.3.2 of 
the UDO to verify the application requirements, processes, and procedures regarding a proposed request.  To 
schedule a meeting, applicants must e-mail a pdf map, drawing, model, site or sketch plan to the Planning 
Department (planning@townofzebulon.org) no later than five (5) working days prior to the desired meeting day. 

APPLICATION PROCEDURE – The applicant requesting a Special Use Permit must submit an application 
through the Town of Zebulon GeoCivix Web Portal. As noted below some materials must be brought in person 
to the Zebulon Planning Department to complete the application process. Access to the GeoCivix portal can be 
found on the Town of Zebulon Website or through this link (https://townofzebulon.geocivix.com/secure/)  

• Materials to Submit through the Town of
Zebulon GeoCivix Web Portal:
o Completed Application Form
o One (1) Legal Description (metes and

bounds) of subject property
o Certified List of Property Owners within

750 feet of subject property
o Owner’s Consent Form
o Neighborhood Meeting Packet
o Utility Allocation Checklist

• Materials to Submit in Person with the
Town of Zebulon Planning Department:
o 2 Full Size Plan Sets
o Stamped envelopes addressed to Certified

List of Property Owners all the
homeowners associations of those
properties within 750 feet of the outer
boundary subject property or properties.
Affixed with the following return address:

Town of Zebulon 
Planning Department 
1003 N. Arendell Ave 
Zebulon, NC 27597 

o Petition Fee (Please See Fee Schedule)
(Can be paid online but applicants must let
Planning Staff know prior to paying)

Town of Zebulon 
Planning Department 

1003 N. Arendell Avenue, Zebulon, NC  27597 
Phone: (919) 823-1810     Fax: (919) 887-2824 

www.townofzebulon.org 

mailto:planning@townofzebulon.org
https://townofzebulon.geocivix.com/secure/
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PUBLIC HEARING PROCEDURE: Upon submittal of a complete application, the Planning Department will 

schedule the application for a public hearing before the Board of Commissioners. State law requires Special Use Permit 

hearings to be conducted utilizing quasi-judicial procedures. Please review the section of this packet entitled “QUASI-

JUDICIAL HEARINGS,” beginning on page 6, for an explanation of quasi-judicial hearings and the applicant’s 

responsibility in such hearings. APPLICANTS ARE STRONGLY ENCOURAGED TO CONTACT PLANNING 

STAFF AS SOON AS POSSIBLE TO ADDRESS ANY QUESTIONS ABOUT THE PUBLIC HEARING. Notices 

of the public hearing will be mailed to all property owners having property located within 750 feet of the property 

being considered for a Special Use Permit, a sign will be posted on the subject property, and notifications will be 

placed in a paper of general circulation two times before the quasi-judicial public hearing in accordance with Section 

2.3.6 of the UDO. At the public hearing, the applicant, proponents, and opponents will be given the opportunity to 

offer evidence in favor of or against the proposal. After completion of the public hearing, the Board of Commissioners 

may deliberate for final consideration, or render a decision at the following meeting. Deadline dates and Public Hearing 

dates can be found on the Town of Zebulon’s website.  
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PART 1. DESCRIPTION OF REQUEST/PROPERTY 
Street Address of the Property: Acreage: 

Parcel Identification Number (NC PIN): Deed Book: Deed Page(s): 

Existing Zoning of the Property: Proposed Zoning of the Property: 

Existing Use of the Property: Proposed Use of the Property: 

Details of the proposed Special Use:   

PART 2. APPLICANT/AGENT INFORMATION 
Name of Applicant/Agent: 

Street Address of Applicant/Agent: 

City: State: Zip Code: 

Email of Applicant/Agent: Telephone Number of Applicant/Agent: Fax Number of Applicant/Agent: 

Are you the owner of the property? Are you the owner's agent? Note:  If you are not the owner of the property, you must obtain the 

□ Yes □ No □ Yes □ No
Owner's consent and signature giving you permission to submit this 
application. 

PART 3. PROPERTY OWNER INFORMATION 
Name of Property Owner: 

Street Address of Property Owner:

City: State: Zip Code: 

Email of Property Owner: Telephone Number of Property Owner: Fax Number of Property Owner: 

I hereby state that the facts related in this application and any documents submitted herewith are complete, true, 
correct, and accurate to the best of my knowledge. 

Signature of Applicant: Print Name: Date: 

Signature of Owner: Print Name: Date: 
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REQUIRED FINDINGS OF FACT 
All recommendations and decisions made by the Board of Commissioners regarding Special Use Permit 
applications shall be supported by findings of fact. The applicant will bear the burden of presenting 
substantial, competent, and material evidence sufficient to enable the Board of Commissioners to make the 
findings of fact required in Section 2.2.19.F of the Town of Zebulon Unified Development Ordinance, as set forth 
below. Please note that documentation may be required in addition to responding to applicable statements. Failure 
to adequately address the findings below may result in denial of the application. Please attach additional pages if 
necessary. 

1) Please explain how the proposed Special Use will not materially endanger the public health or safety if
located where proposed.

2) Please explain how the proposed Special Use complies with all required standards, conditions, and
specifications of this Ordinance, including Article 4: Uses?

3) Please explain how the proposed Special Use will not substantially injure the value of the abutting land, or
the special use is a public necessity

4) Please explain how the proposed Special Use will be in harmony with the area in which it is to be located
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5) Please explain how the proposed Special Use is in general conformity with the Town’s adopted policy
guidance

6) Please provide details regarding the required includes a concept plan that accurately depicts the proposed
use’s configuration and compliance with other applicable sections of the UDO

APPLICANT AFFIDAVIT 
I/We, the undersigned, do hereby make application and petition to the Board of Commissioners of the Town of 
Zebulon to approve the subject Special Use Permit. I hereby certify that I have full legal right to request such 
action and that the statements or information made in any paper or plans submitted herewith are true and correct 
to the best of my knowledge. I understand this application, related material and all attachments become official 
records of the Planning Department of the Town of Zebulon, North Carolina, and will not be returned.  

Signature of Applicant     Print Name  Date 
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OWNER’S CONSENT FORM 

Name of Project: _________________________________ Submittal Date: _______________ 

OWNER’S AUTHORIZATION 
I hereby give CONSENT to___________________________________________ (type, stamp or print clearly 
full name of agent) to act on my behalf, to submit or have submitted this application and all required material and 
documents, and to attend and represent me at all meetings and public hearings pertaining to the application(s) 
indicated above.  Furthermore, I hereby give consent to the party designated above to agree to all terms and 
conditions which may arise as part of the approval of this application. 

I hereby certify I have full knowledge the property I have an ownership interest in is the subject of this application.  
I acknowledge and agree that, pursuant to Section 2.2.19 of the Town of Zebulon Unified Development 
Ordinance, that lands subject to a Special Use Permit shall be subject to all the standards, conditions, and plans 
approved as part of that application. These standards, plans, and approved conditions are perpetually binding on 
the land as an amendment to this Ordinance and the Official Zoning Map and may only be changed in accordance 
with the procedures established in this Ordinance. Development located outside the Town of Zebulon’s corporate 
limits shall comply with all Town policies related to annexation and the extension of utilities. I understand that 
all other applicable standards and regulations of the UDO will remain applicable to the subject lands unless 
specifically listed as conditions or deviations as part of this request. I understand that any false, inaccurate or 
incomplete information provided by me or my agent will result in the denial, revocation or administrative 
withdrawal of this application, request, approval or permits.  I acknowledge that additional information may be 
required to process this application.  I further consent to the Town of Zebulon to publish, copy or reproduce any 
copyrighted document submitted as a part of this application for any third party.  I further agree to all terms and 
conditions, which may be imposed as part of the approval of this application. 

______________________________ ______________________________ _______________ 
Signature of Owner Print Name Date 

CERTIFICATION OF PROPERTY OWNER 
I hereby certify the statements or information made in any paper or plans submitted herewith are true and 
correct to the best of my knowledge.  I understand this application, related material and all attachments become 
official records of the Planning Department of the Town of Zebulon, North Carolina, and will not be returned. 

______________________________ ______________________________ _______________ 
Signature of Owner Print Name Date 

*Owner of record as shown by the Wake County Revenue Department (www.wakegov.com).  An option to purchase does not constitute
ownership.  If ownership has been recently transferred, a copy of the deed must accompany this form.
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CONCEPT PLAN REQUIREMENTS 
In accordance with Section Every applicant requesting a Special Use Permit shall submit 8 full 
size paper copies and 1 PDF on USB flash drive of a site plan drawing with the application 
for a Special Use Permit. The site plan shall contain sufficient information to adequately 
determine the type of development being proposed. The site plan drawing shall include, at a 
minimum, the following features unless otherwise specified by the Planning Department:  

ITEM 

CHECK IF 
SUBMITTED 

1. Plot plan showing all existing and planned structures, building setback lines, perimeter
boundaries, and easements.

__________ 

2. Elevation drawings of all buildings indicating the proposed exterior finish materials. __________ 

3. Landscaping plan, lighting, fencing, screening, and walls, indicating all heights and
locations.

__________ 

4. Location of all ingress and egress. __________ 
5. Off-street parking and loading facilities, with calculations showing how the quantities

were obtained.
__________ 

6. All pedestrian walks and open areas for use by residents, tenants, or the public. __________ 

7. Proposed land uses indicating areas in square feet. __________ 
8. The location and types of all signs, including lighting and heights, with elevation

drawings.
__________ 

9. Existing and/or proposed street names. __________ 
10. Proposed potable or reuse water, wastewater connections, and storm sewer line;

proposed grading and drainage patterns; proposed water and sewer allocations.
__________ 

11. Such additional items and conditions, including design standards as the Board of
Commissioners deems necessary.

__________ 

12. Trip generation data and TIA __________ 
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QUASI-JUDICIAL HEARINGS 

Explanation of Quasi-Judicial Hearings 
Quasi-judicial decisions arise in a variety of local government settings. In Zebulon, members of the Town’s Board 
of Commissioners hold quasi-judicial hearings for special use permits as required by state law. During a quasi-
judicial hearing, the Boards must hold an evidentiary hearing based solely on written and oral evidence presented 
by witnesses testifying under oath and subject to cross-examination. The quasi-judicial hearings do not involve 
setting new policies, but rather the application of previously adopted policies to the parties involved. Unlike 
legislative decisions (like rezonings), where the Board’s actively seek the public’s input and opinion concerning 
the advisability of the matter before the Boards, state law and constitutional considerations require that a quasi-
judicial decision must be based solely on the evidence presented and cannot be based on the Board’s or witnesses’ 
unsubstantiated opinions. Put differently, a quasi-judicial decision is one that requires the Board members to find 
facts and apply the standards set forth in the Town’s ordinance to a specific situation.  

Evidence Required 
There must be “substantial, competent, and material evidence” in the record to support each factual determination; 
the findings cannot be based on conjecture or assumptions. North Carolina General Statutes (NCGS) §160A-393 
prohibits a person from giving opinions about scientific, technical or other specialized subjects unless the person, 
by knowledge, skill, experience, training or education, is in fact an expert on the subject. NCGS §160A-393 
specially prohibits opinions that “the use of property in a particular way would affect the value of other properties” 
or opinions that “the increase in vehicular traffic resulting from a proposed development would pose a danger to 
the public safety” unless the witness is an expert on the subject.  

Burden 
The applicant will bear the burden of presenting evidence sufficient to enable the Board of Commissioners to 
make the findings of fact required the Zebulon Code of Ordinances. Those in opposition to the issuance of the 
special use permit bear the burden of presenting evidence that a required standard will not be met. The findings 
of fact required by the Zebulon Unified Development Ordinance are as follows:  

1. Will not materially endanger the public health or safety if located where proposed;
2. Complies with all required standards, conditions, and specifications of this Ordinance, including Article

4: Uses;
3. Will not substantially injure the value of the abutting land, or the special use is a public necessity;
4. Will be in harmony with the area in which it is to be located;
5. Is in general conformity with the Town’s adopted policy guidance; and
6. Includes a concept plan that accurately depicts the proposed use’s configuration.

Ex-Parte Communication 
In all quasi-judicial hearings, all rulings must be based only upon the evidence in the record. Any direct or indirect 
communication (verbal, written, electronic or graphic) between a Board member and a proponent, opponent, or 
other interested party received outside of the record is considered “ex-parte communication”. Board members 
should not receive evidence or argument on a pending quasi-judicial matter outside of the official public hearing 
on the matter. Note that this is different from a legislative matter before the Board, in which case Board members 
are free to discuss legislative matters with citizens at any time. It is inappropriate for the Board member to discuss 
or read correspondence concerning the quasi-judicial matter outside of the public hearing. Please do not approach 
or attempt to communicate with a Board member about the pending special use permit outside the public hearing; 
doing so may provide legal grounds for a court to overturn the Board’s decision.  

Oaths  
Those offering testimony are put under oath. If a witness has religious objections to taking an oath, he or she may 
affirm rather than swear an oath.  

Questions about Quasi-Judicial Proceedings  
If you have any questions about the applicable procedures, please contact the Planning Department at (919) 
823-1810 or planning@townofzebulon.org.

mailto:planning@townofzebulon.org
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OWNER’S CONSENT FORM 

Name of Project: _________________________________ Submittal Date: _______________ 

OWNER’S AUTHORIZATION 
I hereby give CONSENT to___________________________________________ (type, stamp or print clearly 
full name of agent) to act on my behalf, to submit or have submitted this application and all required material and 
documents, and to attend and represent me at all meetings and public hearings pertaining to the application(s) 
indicated above.  Furthermore, I hereby give consent to the party designated above to agree to all terms and 
conditions which may arise as part of the approval of this application. 

I hereby certify I have full knowledge the property I have an ownership interest in is the subject of this application.  
I acknowledge and agree that, pursuant to Section 2.2.19.H. of the Town of Zebulon Unified Development 
Ordinance, so long as the land or structures (or any portion thereof) covered under an approved Special Use 
Permit continues to be used for the purposes for which the Permit was granted, then no person (including 
successors or assigns of the person who obtained the Permit) may make use of the land or structures for the 
purposes authorized in the Permit except in accordance with all the terms and requirements of the Permit. I 
understand that any false, inaccurate or incomplete information provided by me or my agent will result in the 
denial, revocation or administrative withdrawal of this application, request, approval or permits.  I acknowledge 
that additional information may be required to process this application.  I further consent to the Town of Zebulon 
to publish, copy or reproduce any copyrighted document submitted as a part of this application for any third party.  
I further agree to all terms and conditions, which may be imposed as part of the approval of this application. 

______________________________ ______________________________ _______________ 
Signature of Owner Print Name Date 

CERTIFICATION OF PROPERTY OWNER 
I hereby certify the statements or information made in any paper or plans submitted herewith are true and 
correct to the best of my knowledge.  I understand this application, related material and all attachments become 
official records of the Planning Department of the Town of Zebulon, North Carolina, and will not be returned. 

______________________________ ______________________________ _______________ 
Signature of Owner Print Name Date 

*Owner of record as shown by the Wake County Revenue Department (www.wakegov.com).  An option to purchase does not constitute
ownership.  If ownership has been recently transferred, a copy of the deed must accompany this form.
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ADJACENT OWNERS AND HOA CONTACTS 
Provide a certified list of property owners subject to this application and all properties owners within 750-feet 
feet of the subject property, and any HOA Contacts for developments which fall within 750-feet of the subject 
property.  

Parcel Address Parcel ID Number Owner’s Name 

ng. Planning Department staff are available to advise you the preparation of these materials. Call the 

HOA Contacts: 

Development Name Contact Name Contact Address 

for more information. 
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