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Town of Wakefield  

 
SPECIAL USE PERMIT APPLICATION  

 
Permit Number __________ 
 
Property Owner Contact Information Applicant-Agent Contact Information 

Name Name 

Address Address 

Phone Phone 

Email Email 

 
 
Attorney Contact Information Engineer Contact Information 

Name Name 

Address Address 

Phone Phone 

Email Email 
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Project Information 
 
Tax Map Number Zoning  

 
Proposed Use  

 
Address Total Acreage  

 
Comprehensive Plan Designation 
 

 

Election District 
 

 

Utilities (Check all that apply) 
 
 

Public Water ____ Private Well ____ 
Public Sewer____  Private Septic ____  

 
Brief Project Description 
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Submittal Checklist for Special Use Permit Applications 

 
 
In accordance with Section 6-8, Special Use Provisions, of the Town of Wakefield Zoning 
Ordinance, as amended, the following information shall be submitted for a Special Use 
Permit Application. Please note that it is the applicant's responsibility to ensure that the 
application is in compliance with all Federal, State, County, and Town regulations.  
 
No application for a Special Use Permit shall be certified as complete unless the following 
information is provided: 
 
___ Five (5) copies of the original, executed application and one (1) original executed 
application, unless otherwise required by the Town. Both the applicant(s) and the 
property owner(s) must have their signature(s) notarized.  
 
___ The appropriate fees have been submitted with the application. Checks should be 
made payable to the Town of Wakefield. 
 
___ A statement of the reasons for seeking such a permit, unless otherwise required by 
the Town, and if applicable, a statement of conditions.  
 
___ A narrative description of the property which shall include the Tax Parcel Number, 
unless otherwise required by the Town.  
 
A preliminary site plan of the property showing all existing and proposed physical 
improvements and such other information as is necessary to clearly indicate to the 
Planning Commission and Town Council that adequate provisions shall be made for 
compliance with all standards for that particular use and the extent of the property to be 
so used on a given parcel or parcels. The concept plan shall be drawn to scale and shall 
include the following information: 
 

□ A vicinity map at a scale of no less than one (1) inch equaling 2,000 feet 
□ Title and date of drawing 
□ Existing environmental features including trees, streams, or other natural features 
□ North Arrow & Scale Bar 
□ Current zoning of the parcel(s), including tax map number(s) and owner(s) 
□ Current zoning of adjacent parcel(s), including tax map number(s) and owner(s) 
□ Street names including route number and width(s) of the right-of-way(s) 
Please note that additional information on the site layout may be requested by the 
Town during the review process to more effectively evaluate the application.  
 

A Water Quality Impact Assessment (WQIA) may be required if located in the Chesapeake 
Bay Preservation Area.  
All real estate taxes must be paid and current at the time of submittal; otherwise, the 
submittal will be refused. Proof of the most recent tax payment to the Town must 
accompany the application. 
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I, the undersigned, certify that this application is complete, accurate, and contains all required 
and requested information, documents, and other submittals, and that all statements made 
herein are, to the best of my knowledge, true and correct. I further certify that I have exercised 
due diligence to obtain the most recent, complete and correct information available. I 
understand that any section not completed in its entirety may delay processing of this 
application and the date of the Planning Commission public hearing and that the submittal of a 
complete application does not guarantee the application will be placed on the next available 
Planning Commission agenda. I certify by my signature below that I am the owner of record of 
the named property and certify that all information provided herein is complete and accurate. 
I agree to abide by the Town of Wakefield’s Zoning Ordinance, Town of Wakefield Subdivision 
Ordinance, the Virginia Uniform Statewide Building Code, and all other applicable laws and 
regulations of this jurisdiction. I hereby grant permission for Wakefield Town officials and other 
authorized government agents on official business to enter the property to process this 
Application.  
 
I further certify by my signature below that I have granted permission to the Agent-Applicant 
identified on this Application to proceed with this special use request on my behalf.  
 
 
 
 
(Signature of Property Owner)    (Print Name)   (Date) 
 
 
 
Subscribed and sworn to before me, a Notary Public for the _________________  

of ____________, this ________ day of _____________, 20______, in my jurisdiction aforesaid.  
 

NOTARY PUBLIC (VA Notary provide I.D. No.) 

 

My commission expires: _____________________________________________________ 
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Special Use Permits  
 
If, in any district established under the Wakefield Zoning Ordinance, a use is not 
permitted by right, the property owner may file an application for such uses as are 
designated in the Zoning Ordinance as permitted with a special use permit. Such 
application will be referred to the Wakefield Planning Commission and Town Council 
for their review and approval or denial. 
 
What is the procedure for obtaining a special use permit?  
 

1. Prior to submitting an application, we recommend scheduling a pre-application 
meeting with Town staff to review the application and discuss any questions the 
applicant may have. Pre-application meetings will be scheduled as necessary.  

2. Submit a completed application form, complete application checklist with all 
required documents, owner’s affidavit and the filing fee of $35.00 plus $6.00 each 
certified letter required to be sent to adjacent property owners. If there is a 
continuance of a public hearing at the applicant’s request, a fee in the amount of 
$300 will be assessed for each occurrence.  

 
When is a special use permit application considered by the Planning Commission?  
 
Once a completed application has been submitted to the Town, the application is 
distributed for comment and review to all appropriate Town and state 
departments/agencies. Once all comments are received and the application is deemed 
acceptable by all appropriate Town and state departments/agencies, the application is 
deemed acceptable by all appropriate Town and state departments/agencies, the 
application is scheduled for a public hearing at the next Planning Commission meeting.  
 
  
What is the public hearing procedure for a special use permit?  
 

1. Once the application is scheduled for a public hearing by the Planning 
Commission, all required documentation provided by the applicant will be 
submitted to the Planning Commission. All required items must be submitted to 
the Town no fewer than ten (10) calendar days prior to the scheduled public 
hearing.  

2. The applicant will be given at least one sign to post on the property at least 
fourteen days prior to the Planning Commission public hearing, indicating an 
application has been filed.  

3. The application is advertised for public hearing in the local newspaper twice – no 
more than twenty-eight (28) days and no less than five (5) days prior to the 
public hearing.  

4. Notices are sent by the Town to all adjacent property owners at least fourteen 
(14) days prior to the public hearing.  
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5. Staff will prepare a report on the application and the applicant will be sent a copy 
of the report and other comments made by Town and state departments/agencies 
prior to the meeting date.  

6. The applicant and/or a representative are/is required to attend the Planning 
Commission meeting to present the application and answer any questions from 
Planning Commission members.  

7. Following the Planning Commission’s recommendation of approval or denial, the 
application will be placed on the Town Council’s agenda for a public hearing. The 
same notification procedure as outlined above will be followed.  

8. Town Council will hold a public hearing as scheduled and make a determination 
to approve or deny the application. The applicant and/or a representative are/is 
required to attend the Town Council meeting to present the application and 
answer any questions from Town Council.  

9. The applicant will be notified in writing of the Town Council’s decision. If denied, 
a period of at least one (1) year must elapse in order to resubmit the application, 
unless significant changes are made. Also, the applicant may appeal the Town 
Council’s decision to the Circuit Court.  

 
 
How long is a special use permit valid? 
 
Indefinitely, provided that the use is established within the required timeline.  
 
 
 
Can a special use permit become void? 
 
Yes, unless otherwise specified in the permit, failure to establish the use within two (2) 
years from the date of approval shall cause the use permit to become void. When a use is 
discontinued for any reason for a continuous period of two (2) years or more, the use 
permit shall become void. 


