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Staff Report Basics: Who, What, & When?

• Prepared by the staff based on the application, a site inspection, 
and other research.

• Distributed to Commission members and the applicant 1 week 
before the public hearing.

• Accompanied by application materials and any letters from the 
public.

• A summary of the report is presented at the public hearing; 
including site photos, maps, and other information.

• Includes a preliminary staff recommendation.
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Example: The Wallace Brown Rezoning

Current Zoning:
Commercial

Proposed Zoning:
Single-family 
Residential
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Example: The Wallace Brown Rezoning

Current Zoning:
Commercial

Proposed Zoning:
Single-family 
Residential
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Key Issue Summary:
• The main question(s) that the 

Commission should ask before taking 
action.

• Example(s): comprehensive plan 
compatibility, unanswered questions.

Preliminary Staff Recommendation:
• The initial recommendation of the staff 

(made with the information available at the time the 
staff report is written)

• Does not include:  Public input or 
applicant responses to the staff Report

Current Property Information:
A summary of the existing conditions 
on the site.



Surrounding Zoning & Land Use:
• Summarizes the dominant zoning and 

land use in the area.  

• Is paired with the “Current Property 
Information”.

• Describes how the property currently 
relates to its context. 

Zoning District Summary:
• Provides a summary of the basic 

zoning requirements for the property. 

• Compares the current and proposed 
zoning. 

• “Zoning District Intent” describes how 
and  where each zoning district is to be 
used.  



Zoning District Summary (continued):
• Provided as a quick reference on the 

basic difference between the two 
zoning districts (existing and 
proposed).  

• Identifies the practical consequences 
of the proposed zoning change.
(A rezoning will change the intensity of the uses 
allowed and result in the eventual development having 
a different relationship with adjacent property (different 
setbacks, building heights, signs, parking, etc.))



Zoning District Summary (continued).



Comprehensive Plan Considerations:
Identifies the provisions of the 
Comprehensive Plan that are relevant  to 
the application.
(Comprehensive Plan considerations are not provided for 
applications where the plan is not a decision criteria, such 
as subdivisions, some variances, etc.).

Interdepartmental Review:
Other public agencies have an opportunity 
to comment.

Planning Considerations:
• Communicate facts about the 

application or the property that are 
important to the discussion.

• Apply the professional expertise, 
training, and experience of the staff.

• Explain why certain requirements exist.

• Bring current trends and community 
planning concepts into the discussion.

• Describe the likely implications of 
certain decisions.



Decision Criteria:
• Identifies the Indiana law-mandated 

criteria on which the Commission 
must judge the application.  

• The decision criteria will vary by the 
type of request – rezoning, 
subdivision, annexation, etc.  

• The Commission should pay very 
deliberate attention to these criteria 
before making any decision. 

• Includes preliminary staff comments 
on each criteria. 

Options:
Identifies the possible actions that the 
Commission can take regarding the 
application.
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Questions?
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