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VILLAGE OF SPRING GROVE  
PLANNING & ZONING COMMISSION 

ZONING INFORMATION PACKET 
 
 
The Planning & Zoning Commission (PZC) has been established as the advisory body, which conducts public 
hearings and makes recommendations on all petitions for zoning action.  This body is appointed by the Village of 
Spring Grove Board and consists of seven (7) members.  Requests for amendments, special uses or variances 
basically follow a three-step process, which includes: 
 

1. Application:  Must be made in form of a petition to the Planning & Zoning Commission.  
Information, procedures and examples of petitions are included in this packet.  Petitioners should 
consult the Village of Spring Grove Zoning Ordinance for complete application requirements for 
specific requests.  This packet is intended to be a guide and not a substitute for the provisions 
contained within the Village Zoning Ordinance. 

2. Hearing before the PZC:  Upon receipt of a complete application for a requested action, a hearing 
before the PZC is assigned.  Petitioner, their representative or both should be present at the hearing to 
“make a case” for the petition.  Petitioners should pay particular attention to any “standards” which 
accompany a particular request and present, at a minimum, testimony to these standards.  There are 
notification requirements (described herein), which must be met prior to the commencement of the 
hearing. 

3.  Action by the Village Board:  Upon completion of the hearing, the findings of the Planning & 
Zoning Commission are transmitted to the Village Board for final action.  Village staff, in 
consultation with the Village Attorney, will prepare an ordinance which contains the precise 
recommendation of the PZC along with any additional information prior to the meeting at which the 
Village Board is to consider the petition.  The authority to approve or deny a request rests with the 
Village of Spring Grove Board. 

 
All applications (petitions) for zoning amendments, special uses or variances shall be filed with the Village Clerk.  
A hearing date will be set by the Village Clerk when all the filing requirements of the Village of Spring Grove 
Zoning Ordinance have been met and after staff review of the submissions.  The sufficiency of the application will 
be considered by the PZC only after a public hearing has been held and all parties are given the opportunity to 
address the application, evidence and testimony.  A typical zoning matter will take from 45 to 90 days to 
process.  
 
The packet is divided into two (2) parts: the PZC Information Packet and the Document Examples.  Prospective 
petitioners in making their request may use document examples, found herein.  Information, which is BOLDED 
in the example documents, is generally the information, which needs to be modified to reflect the request of 
specific petitioner. 
 
This packet is intended to assist a petitioner, is for information purposes only, and may not contain all 
requirements of the Village of Spring Grove Zoning Ordinance for a particular action.  Overall, it is the 
petitioner’s responsibility to ensure the accuracy and sufficiency of the application. 
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Petitioners are strongly urged to consult the Village of Spring Grove Zoning Ordinance for any specific 
requirements which pertain to their particular request and may be required as part of the public hearing process. 
This is particularly true for requests for special use, which may have additional application and submittal 
requirements.  Failure to comply with such requirements may result in delays, invalidation or denial of specific 
request. 
 
All Petitions shall be brought in the name of the record titleholder, or the owner/owners of the beneficial interest, 
through their attorneys or authorized agents. 
 

 If the Petition is made by the trustee or beneficiary, the Petition and Legal Notice shall identify 
each beneficiary of such land trust by name and address and define his interest therein.  All such 
petitions shall submit a “Beneficial Interest Affidavit” as verified by the applicant. 

 If a contract purchaser or tenant is involved, either with or without a contingent right, the 
contract purchaser or tenant shall be revealed and become a second party to the petition.  However, 
such contract purchaser or tenant may not file without the owner as a party to the petition. 

 
Petitions may not contain alternative requests, such as one zoning classification and a second alternative 
classification. 
 
For all actions requiring a public hearing, information must be submitted in accordance with the checklist found 
on page 5.  Special Use requests may require additional items to be filed.  Consult Appendix D of the Village of 
Spring Grove Zoning Ordinance for specific requirements for a particular special use. 
 
Application, Sign and Retained Personnel Fees 
 
Development Action Filing Fee Retained Personnel Fee* 
Zoning Amendments & Special Use Permits 

• First 2 Acres 
• Each additional acre or part thereof 

 
$400.00 
$  20.00 

 
$1,000.00 
 

Variance $400.00 $1,000.00 
Variance – Owner Occupied Residential Minor $275.00 $   600.00 
Temporary Use Permits $  50.00  
Sign Fee 

• Deposit Fee, if applicable 
$  15.00 
$100.00 

 

 
Note:  *The applicant is required to pay the Village for any and all administrative expenses, special meetings, costs, and any and 
all fees, salaries or compensations incurred by the Village or charged to the Village by retained personnel for work in connection with 
the process of the application as provided in Chapter 17, Annexations and Retained Personnel, of the Municipal Code Book. 
Applicant shall be fully responsible for all retained personnel costs of the Village.  A deposit toward the costs of any Retained 
Personnel necessary for the processing of the application, such as consulting engineering services, consulting planning services, legal 
services or court reporter services shall also be paid. Personnel expenses that are in excess of the initial deposit will be billed to the 
applicant.  Any portion of the deposit not needed to pay such expense shall be refunded without interest to the applicant within 60 
days of final action on the application. 
 
Reimbursement of Fees Agreement.  A signed agreement consenting to reimburse the Village for out of pocket 
expenses incurred in processing the application is required at time of submittal. 
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Submittal of Application Forms and Attachments – Required Copies 
 
A preliminary draft of the petition, Reimbursement of Fees Agreement, and attachments should be submitted to 
Village Staff for a review before finalizing the application.  This review will help ensure that the petition has been 
completed correctly and that all required attachments have been included. After receiving confirmation from 
Village Staff, a petitioner can proceed by providing one (1) original plus twenty (20) copies of the Petition and 
attachments prior to the application deadline.  All plans and oversized documents must be folded to 9” x 12” 
or smaller; rolled sheets will not be accepted.  The scheduling of a hearing date shall not occur until all filing 
requirements have been met. See example petition in the Document Examples attached. 
 
 
Public Notification Requirements   
 
In order to advise adjacent property owners, tenants of multi tenant buildings, and the general public, the 
petitioner must complete certain public notice requirements, including: a hearing notice must be published in a 
local newspaper; a notice must be sent to all property owners abutting or across the street (right-of-way) from the 
subject property; a notice must be sent to all tenants upon or adjacent to the subject property; and a sign must be 
posted on the subject property. 
 
All public hearing notices required herein, except for the posted notices, shall indicate the date, time and location 
of the public hearing and the action that is the subject of the notice; indicate where additional information can be 
obtained; describe the property involved in the application by street address, general location and legal description, 
sufficient to identify the subject property; describe the purpose of the application; and the name of the petitioner.  
All notices, including the full names and addresses of the persons who have last paid taxes on all property 
contiguous to or abutting the parcel or parcels concerned in the petition shall be submitted to the Village Clerk for 
approval and assignment of a date and time for the hearing or action. 
 

A. Property Owner and Tenant Notice.  The notice shall be made via certified mail with “return receipt 
requested” to the owners (taxpayers) of all properties that are adjoining the subject property, excluding 
public right-of-way.  If the petitioner is the owner of a property with multiple tenants, notice shall be 
provided to all tenants of the petitioner upon or adjacent to the subject property in accordance with the 
requirements of this section. See example of legal notice in the Document Examples attached. 
 
A list of these owners is required with the petition, and must be approved by the Village Clerk prior to 
mailing.  The list should include the tax parcel index number, property address, and the taxpayer name and 
address for each property. 
 
Property mapping and current ownership (taxpayer) information can be obtained at the McHenry County 
Assessor’s Office, 667 Ware Road, Woodstock, IL 60098, (815) 334-4290. If you have never used this 
office, they are very helpful. All you need is your PIN (Property Identification Number) or tax number 
taken directly off of your tax bill. They will show you how to use the maps and the computer in this office. 
The Assessor’s Office can be easily accessed by taking Route 120 west, going straight at the stop sign 
(Charles Road) to Route 47, turning south on Route 47, and east on Ware Road. The Government 
Building will be on the left-hand side, approximately ½ mile down. 

 
The petitioner shall also send to such persons a map showing the approximate location of the property and 
all surrounding property within at least ½-mile radius of the subject property.    
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B. Newspaper Notice.  Public notice of the hearing must be published in the local edition of the Northwest 
Herald newspaper for one day.  The form of the notice should be based on the attached example of the 
legal notice in the Documents Example, and must be approved by the Village Clerk prior to publication. 
Once approved by the Village Clerk, the notice should be emailed to Shaw Media (Northwest Herald). The 
email address is publicnotice@nwherald.com and phone number is 815-526-4617. NOTE: The notice 
must be provided to the newspaper at least two business days prior to the desired publication 
date by 11:00 a.m.  

 
C. Posted Notice.  When the provisions of this Ordinance require notice to be posted, the petitioner shall 

post the notice on the subject property so that is clearly visible from a public street and within 10 feet of 
the property line nearest to a public street.  The sign must remain in place until the public hearing is 
concluded, and should be removed immediately thereafter. The signage requirement for this notification 
will be provided by the Village upon receipt of the required fee.  

 

 

IMPORTANT! 
 

Public Notice must occur not less than fifteen (15)  
nor more than thirty (30) days prior to the public hearing. 

 
All three public notice requirements can be completed at the same time. 

 
Please do not complete any of the public notice requirements until after  

the Village Clerk has confirmed a public hearing date. 
 

 
 

mailto:publicnotice@nwherald.com
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Petition Submittal Checklist 
 
ITEMS REQUIRED WHEN A PETITION IS SUBMITTED.  Please note a Petition will not be 
accepted if one (1) or more of the items listed are lacking upon submittal. 
 
  Petition (original); 

 List of Owners of all Abutting Properties and Tenants if petition is for a multi-tenant building 
   Plat of Survey (signed by Registered Illinois Profession Land Surveyor and be sealed) 
  Legal Notice of Public Hearing; 
  Consent to On-site Inspection (notarized); 
  Reimbursement of Fees Agreement 
  Filing Fees (No staff review will take place until all filing fees have been paid and submittal of 

Reimbursement of Fees Agreement) 
   Petition 
   Retained Personnel 
   Sign 
   Sign Deposit, if applicable 
 
 Special Use Petitioners must also comply with the general Special Use application procedures in 1520.2, 

Content Requirements, of the Village of Spring Grove Zoning Ordinance.  Moreover, all application 
procedures for a particular Special Use, listed in Appendix D must be considered in addition to the general 
application procedures in Section 1520.6, Special Use Permit Approval Criteria.  Special Use Permits are 
also required to submit the following in addition to the above. 

 
  Map of the proposed site and surrounding area within 100 feet of site showing the following: 
   Location and name of all streets 
   Location of all easements and right of ways; and 
   Location of any & all residences or other permanent structures. 
 
  Site Plan showing the location of all proposed structures, driveways, parking spaces & other 

improvements. 
 

  If applicable, the additional information requested in those appendices covering individual special uses 
and other relevant review information. 

 
 The Petitioner MUST provide an acceptable original petition plus twenty (20) additional copies to the Village 

Clerk once the Petition has been reviewed for completeness and accepted by the Village Clerk. 

Verification of Public Notice. In order to verify the completion of the public notice requirements, the petitioner 
must provide the following items to the Village Clerk at least five (5) days in advance of the public hearing.  
The affidavit should not be submitted until all notification requirements have been met. If you don’t have access to 
a notary, you can complete this document at Municipal Centre, where a notary is available. See example 
affidavit in the Document Examples attached. 
 
  A “Certificate of Publication” from the Northwest Herald for the hearing notice. 

  Postal Return Receipts (white mailing receipts and green return cards) from the certified mailing. 

  An affidavit stating that the applicant has completed all of the public notice requirements.  
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Zoning 
Document 
Examples 
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IN THE MATTER OF THE APPLICATION OF   ) 
JOHN DOE & JANE DOE FOR AN AMENDMENT  ) 
TO THE ZONING ORDINANCE OF THE   ) 
VILLAGE OF SPRING GROVE, ILLINOIS FOR   ) 
(AMENDMENT, SPECIAL USE PERMIT OR VARIANCE) ) 
 
 

PETITION FOR AN AMENDMENT 
 
 Your Petitioner(s), John Doe & Jane Doe, respectfully represents to the Planning and Zoning 
Commission of the Village of Spring Grove as follows: 
 
1. That John Doe & Jane Doe are the owners of record of the real estate which is the subject of this petition 
and which is more fully described as follows: 

 
Legal Description from Plat of Survey,  

Common Street Address AND  
Permanent Parcel Index Number  

Must Be Typed Here 
 

2. The petitioners presently reside at 123 Main Street, Spring Grove, Illinois. 
 
3. The subject property which is subject of this petition consists of 1.0 acres and at 123 Petition Drive, 
Spring Grove, in Burton Township.  The subject property is located approximately 100 feet north of the 
intersection of Petition Drive and Denial Lane. 
 
4a. The subject property is presently classified as A-1 Agriculture District, McHenry County, and 
petitioners wish to reclassify the subject property to E-1, Estate Residential One Acre Minimum, Spring 
Grove. 
 

OR 
 
4b. The petitioners request no reclassification of the subject property from its present classification of E-1, 
Estate Residential One Acre, Spring Grove, but a variance be granted to the property to permit a side yard 
setback for seven (7) feet instead of the required twenty (20) foot setback. 
 

OR 
 
4c. The petitioners request no reclassification of the subject property from its current classification which is I, 
Industrial, Spring Grove, but a Special Use Permit be granted to allow the outside storage of commercial 
equipment and vehicles on the property in question. 
 
5. A list of taxpayers abutting or adjoin the property owned by the Petitioner, as shown on the rolls of the 

County Treasurer-Collector, is attached to this petition and made a part hereof and marked as Exhibit “A. 
 
6. That a copy of the Plat of Survey of the property in questioned is attached to this Petition and marked at 

Exhibit “B”. 
 

Wherefore, Petitioners pray that the Chairman of the Planning and Zoning Commission set a date and 
time for a Public Hearing to be held for the proposed request. 
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John Doe 
 

            
     Jane Doe 

Prepared By: 
Mr. & Mrs. John Doe 
123 Main Street 
Spring Grove, IL  60081 
daytime #: 815-555-1234 
fax #: 815-555-5678 
 

              
 
 

VERIFICATION 
 

We, John and Jane Doe, sworn on oath, hereby verify and attest to the truth and correctness of all facts, 
statements and information presented herein. 

 
      

John Doe 
 

            
     Jane Doe 

SUBSCRIBED and SWORN to before me 
this    day of     , 20 . 
 
 
        
Notary Public 
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Example – Legal Notice of Public Hearing 
 
 
IN THE MATTER OF THE APPLICATION OF   ) 
JOHN DOE & JANE DOE FOR AN AMENDMENT  ) 
TO THE ZONING ORDINANCE OF THE   ) 
VILLAGE OF SPRING GROVE, ILLINOIS FOR   ) 
(AMENDMENT, SPECIAL USE PERMIT OR VARIANCE) ) 
 
 Notice is hereby given in compliance with the Village of Spring Grove Zoning Ordinance, that a public 
hearing will be held before the Village of Spring Grove Planning and Zoning Commission, in connection with this 
Ordinance, which would result in a (amendment, variance or special use) for the following described real estate: 
  

Legal Description from Plat of Survey OR  
Common Street Address AND 

Permanent Parcel Index Number Must Be Typed Here 
 
 The subject property is located approximately 100 feet north of the intersection of Petition Drive and 
Denial Lane, with a common address of 123 Petition Drive, Spring Grove, Illinois in Burton Township. 
 

The petitioners are requesting to reclassify the subject property from A-1 Agriculture District, 
McHenry County, to E-1, Estate Residential One Acre Minimum, Spring Grove. 
 

OR 
 

The petitioners are requesting a variance be granted to permit a side yard setback for seven (7) feet 
instead of the required twenty (20) foot setback. 
 

OR 
 

The petitioners are requesting a Special Use Permit be granted to allow the outside storage of 
commercial equipment and vehicles on the property in question. 
 

The petitioners presently reside at 123 Main Street, Spring Grove, Illinois. 
 
A hearing on this petition will be held on the    day of    , 20  at 6:00 p.m. at the 
Village of Spring Grove, Municipal Centre, located at 7401 Meyer Road, Spring Grove, McHenry County, 
Illinois, at which time and place any person desiring to be heard may be present. 
 
 Dated this    day of     ,  20 . 
 

     VILLAGE OF SPRING GROVE 
     PLANNING & ZONING COMMISSION 
 
     BY: /s/ Mike Gajewski, Chairperson   
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CONSENT TO ON-SITE INSPECTION 
 

Your Petitioner(s), JOHN DOE & JANE DOE, respectfully represents to the Village of Spring Grove 
Planning and Zoning Commission, as follows: 
 
 That JOHN DOE & JANE DOE are the owners of record of the real estate which is the subject of this 
petition and more commonly known as 123 Petition Drive, Spring Grove, Illinois in Burton Township. 
 
 That the Petitioners are requesting a (amendment, variance or special use permit) for the subject 
property. 
 
 That the Petitioners of the described real estate do hereby freely and voluntarily consent to inspection of 
the site of the parcel in question for purposes of determining the appropriateness of the pending proposed zoning 
petition by the Village of Spring Grove Planning and Zoning Commission and hereby release such persons from 
any liability based on whole or in part on the inspection of the parcel in question. 
 
  
 
 

      
John Doe 

 
            

     Jane Doe 
 
 
SUBSCRIBED and SWORN to before me 
 
this    day of     , 20 . 
 
 
       
NOTARY PUBLIC 
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AFFIDAVIT OF COMPLIANCE  
WITH PUBLIC NOTICE REQUIREMENTS 

 
 
 

JOHN DOE, being upon oath deposes and says as follows: 
 
 That he is the petitioner in the matter captioned “In the matter of the application JOHN DOE & JANE 
DOE for a (amendment, variance or special use permit)”. 
 
 The above captioned matter is scheduled to be heard by the Village of Spring Grove Planning and Zoning 
Commission on    , 20    at 6:00 p.m. at the Village of Spring Grove, Municipal Centre, 
located at 7401 Meyer Road, Spring Grove, McHenry County, Illinois. 
 
 That he has complied with the posting requirements set forth in the Village of Spring Grove Zoning 
Ordinance adopted on December 7, 2010 and as amended, by placing the customary zoning sign at such locations 
as are visible and conspicuous to the general public for at least 15 consecutive days prior to the hearing.  That 
said posting was accomplished on    , 20  .  That    sign(s) was/were placed 
on the parcel in question. 
 

That he has complied with the notification requirements set forth in the Village of Spring Grove Zoning 
Ordinance adopted on December 7, 2010 and as amended, by notifying by means of certified mail-return receipt 
requested, all of the most recent real estate taxpayers of record of all property abutting designated in the petition.  
That said notification was accomplished on    , 20  .  That attached hereto is a copy of a list 
of names, addresses and permanent parcel index numbers of all taxpayers entitled to notice. 
 

 
              
         Signature 
 
 
Subscribed and sworn to before me this 
  day of     , 20 . 
 

        
Notary Public 
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VILLAGE OF SPRING GROVE 
REIMBURSEMENT OF FEES AGREEMENT 

 
 
DATE:          

 
I. OWNER: 

A.  Owner of Property:             

B.  Owner’s Address:              

C.  Owner’s Phone Number:             

D.  Owner’s email Address:             

II. PERSON MAKING REQUEST (PETITIONER): 

A. Name of Petitioner:             

B.  Petitioner’s Address:             

C. Petitioner’s Phone Number:            

D. Petitioner’s email Address:            

III. LOCATION OF PROPERTY: 

A. General Location of Property:            

B. Acreage of Parcel:              

C. Legal Description (Attach as Exhibit “A”)          

D. Description of Relief or Action Sought:          

 
IV. REIMBURSEMENT OF FEES: 
 
In the event the Village incurs costs, including, but not limited to, mailing costs and publication costs, or costs to 
obtain professional services, including but not limited to, attorneys, engineers, planners, architects, surveyors, 
traffic or drainage consultants, or any other consultants, in connection with any part of Petitioner’s request for the 
Village to consider or otherwise take action upon any petition for zoning relief (special use permits, variances, etc), 
PUD approval or a development project of any type, then the Petitioner and Owner of the property shall be jointly 
and severally liable for the payment of such mailing costs and publication costs and professional fees plus ten 
percent (10%) to cover the Village’s administrative expenses.  At the time the Petitioner requests action from the 
Village, even if it is merely for an informal request, he will be required to deposit the following amounts with the 
village as an initial deposit to pay fees and costs incurred for the above described services: 
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• Annexations.  A minimum of $1,500 for the first two acres of land involved in the project plus $100 per 

acre for each acre in excess of two acres, with a maximum deposit of $5,000 unless otherwise increased or 
decreased by the Village Board. 
 

• Zoning 
o Owner Occupied Residential Minor Variances.  $600 
o All Other Zoning Applications.  $1,000 

 
• Construction activity and/or permits in connection with commercial and/or industrial 

construction activity involving more than $100,000 of project expenditures.  $1,000 
 

• Any development activity located in whole or in part within flood hazard boundary areas of the 
Village which are subject to regulation by the Village. To be determined by the Board of Trustees on 
a case by case basis 
 

• Subdividing or Platting.  $5,000.  In the event subdivision platting takes place at same time as 
annexation, only one deposit shall be required unless otherwise specified by the Board of Trustees. 
 

• Other matters not specifically described above. Minimum deposit of $1,500 or such amount as may 
be approved by the Village Board as a reasonable amount to cover 125% of the estimated costs and 
expenses to be incurred by the Village. 

 
The Village shall deduct the fees and costs from the deposit and the Petitioner shall replenish the account to the 
full amount within one (1) month of receipt of notice from the Village to do so. Failure to remit payment within 
one (1) moth will cause all reviews to cease.  The account shall be replenished when it is at 10% of the original 
amount. The Petitioner and Owner shall be jointly and severally liable for all amounts incurred even if the 
amount exceeds the deposit. 
If the petition for zoning relief is withdrawn, the Petitioner may apply in writing to the Village Clerk for a refund 
of the balance of the deposit, less any fees and costs which the Village has already incurred relative to the petition. 
 
Any professional fees incurred as a direct or indirect result of the Petitioner, Owner or their agent requesting a 
professional opinion or otherwise requesting relief or assistance from the Village, whether or not related to real 
property, shall be paid by them in accordance with this Agreement if, in the discretion of the Village, those 
professional opinions are deemed necessary or useful. 
 
Upon the failure of the Owner or Petitioner to pay the Village in accordance with this Agreement no action on 
any request made by the Owner or Petitioner will be undertaken by the Village Board of Trustees, or by any other 
official, quasi-official or deliberative individual or body thereunder and such request shall remain in abeyance until 
all outstanding fees are paid in full and the deposit replenished. Further, the Village may deny any applications for 
a grading, building or other permit if such amounts have not been paid in full or the deposit has not been 
replenished. Upon any failure to pay the Village in accordance with this section, the Village may, in its discretion, 
elect to place a lien against any real property associated with the Petitioner's request and/or pursue all remedies 
available at law or in equity. Interest in the amount of eighteen percent (18%) per month shall accrue on all sums 
outstanding for thirty (30) days or more. If the Village must initiate litigation to enforce this Agreement, 
Petitioner and Owner shall be jointly and severally responsible for the outstanding amount due and for all costs of 
collection, including, but not limited to attorney's fees and court costs. 
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The Village President, Board of Trustees and Village Clerk are hereby authorized to assign, undertake and/or 
request professional services on behalf of the Village or to retain consultants as they deem appropriate to review 
Petitioner’s request. 
 
The remedies available to the Village as set forth hereinabove are non-exclusive and nothing herein shall be 
construed to limit or waive the Village's right to proceed against any or all parties in a court of law of competent 
jurisdiction. 
 
BY SIGNING BELOW, THE PETITIONER AND OWNER ACKNOWLEDGE THAT EACH OF 
THEM HAS READ THIS AGREEMENT AND EACH OF THEM FULLY UNDERSTAND AND 
AGREE TO COMPLY WITH THE TERMS SET FORTH HEREIN, FURTHER, BY SIGNING 
BELOW, EACH SIGNATORY WARRANTS THAT HE/SHE/IT POSSESSES PULL AUTHORITY 
TO SO SIGN. 
 
THE OWNER AND PETITIONER AGREE THAT OWNER AND PETITIONER SHALL BE JOINTLY 
AND SEVERALLY LIABLE FOR PAYMENT OF THE FEES REFERRED TO IN THE APPLICABLE 
SECTIONS OF THE ORDINANCES OF THE VILLAGE OF SPRING GROVE AND/OR AS 
REFERRED TO HEREINABOVE. 

 

              
Name of Petitioner     Name of Owner 
 
 
 
              
Petitioner      Owner 

 

              
Date       Date 

 


	Mr. & Mrs. John Doe
	123 Main Street

	CONSENT TO ON-SITE INSPECTION

