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Public & Neighborhood Notice Checklist  
 

The Unified Development Ordinance (UDO) requires the applicant to provide public and 
neighborhood notice for certain development applications. These requirements are outlined in 
the checklist below, but not all requirements apply to every case. The Planning Division will 
provide a notice checklist tailored to each individual case after an application is submitted. 
 
REQ’D N/A  

  Neighborhood Notice Requirements (UDO Section 18.40.030) 

☐        ☐        Neighborhood Notice:  
Must be mailed at least 10 days before the scheduled Neighborhood Meeting. 

  Submit to staff the draft notice for review. Attached is a sample neighborhood notice letter. 

  Mail notice to all property owners of record and all homes associations within 500 feet of the subject 
property as required by UDO 18.40.030. If no neighborhood meeting is required, notice must 
be mailed at least 30 days before the scheduled Planning Commission meeting. 

  Email the neighborhood notice to the City Councilmember who represents the Ward. 

  Submit to staff a copy of the mailed notice including the proposed site plan and elevations, the 
associated mailing list, and a map outlining all properties within the required notification area. 

☐        ☐        Neighborhood Meeting: Must be held at least 20 days before the public hearing. 

  Hold the neighborhood meeting as required by UDO 18.40.030.B. This meeting must be in person 
but may include a virtual attendance option. Please schedule the meeting on a Monday through 
Thursday night after business hours but refrain from scheduling the same night as a City Council 
meeting. 

  Submit to staff a sign-in sheet and written summary or minutes of the meeting as required in UDO 
18.40.030.C no later than one (1) day after the above referenced neighborhood meeting date. 

  Public Notice Requirements (UDO Section 18.40.050) 

☐        ☐        Sign Posting: Must be posted at least 20 days before the public hearing. 

  Post public notice sign(s) on the subject property as required by UDO 18.40.050.C. Staff will 
contact you when the sign(s) are ready for pick-up at City Hall. Sign(s) shall be placed at a 
property line abutting the street and be readily visible to the public. 

  Submit the signed and notarized sign posting affidavit to staff the day of the scheduled public 
hearing. Attached is the affidavit form. 

☐        ☐        Certified Mail: Must be mailed at least 20 days before the public hearing. 

  Mail notice to all property owners of record within the notification area (200 feet in incorporated 
areas and 1,000 feet in unincorporated areas) of the subject property as required by UDO 
18.40.050.B. Attached is a template notice letter 

  Submit to staff a copy of the mailed notice including the proposed site plan and elevations, the 
associated mailing list, and a map outlining all properties within the required notification area by 
the above referenced date that certified mail notice must be sent. 

  Submit to staff the electronic certified mailing return receipts or a scanned copy of the green 
postcard return receipts and the signed and notarized certified mail affidavit at least two (2) 
weeks before the scheduled public hearing. Attached is the affidavit form. 

 

  

https://olathe.municipal.codes/UDO/18.40.030
https://olathe.municipal.codes/UDO/18.40.030
https://olathe.municipal.codes/UDO/18.40.030.B
https://olatheks.legistar.com/Calendar.aspx
https://olatheks.legistar.com/Calendar.aspx
https://olathe.municipal.codes/UDO/18.40.030.C
https://olathe.municipal.codes/UDO/18.40.030.C
https://olathe.municipal.codes/UDO/18.40.050
https://olathe.municipal.codes/UDO/18.40.050.C
https://olathe.municipal.codes/UDO/18.40.050.B
https://olathe.municipal.codes/UDO/18.40.050.B
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SAMPLE Neighborhood Meeting Invite Letter 

 

[INSERT COMPANY LETTERHEAD] 

 

 

[DATE] 

Re: Neighborhood Meeting for [PROJECT NAME] - [CASE NUMBER] 

 [PROJECT LOCATION] 

Dear Neighbor, 

An application was filed with the City of Olathe for [APPLICATION TYPE] Case [NUMBER] for 
[BRIEF DESCRIPTION OF PROJECT].  

On behalf of our client, [COMPANY NAME], we invite you to a neighborhood meeting to discuss 
this project. A copy of the development plan, renderings, and elevations are attached to provide 
a better understanding of the proposal and to share with any tenants you may have. 

The neighborhood meeting will be held on: 

Date: [DATE] 

Time: [TIME]  

Location: [LOCATION]  

Please feel free to join us for the neighborhood meeting which is designed to inform residents of 
proposed projects around them and offer an opportunity to provide feedback. If you are not able 
to attend and have questions or if you need special accommodations to attend this meeting, 
please contact the undersigned. 

(IF APPLICABLE) This project requires a public hearing before the Planning Commission, which 
is tentatively scheduled to be held on [INSERT DATE] at 7:00 pm at the Olathe City Hall Council 
Chamber located at 100 E. Santa Fe Street. 

Sincerely, 

[Your Name]  
[Your Title]  
[Your Company]  
[Your Phone] 
[Your Email Address] 
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SAMPLE Neighborhood Notice Letter (No Neighborhood Meeting Required) 

 

[INSERT COMPANY LETTERHEAD] 

 

 

[DATE] 

Re: Neighborhood Notice for [PROJECT NAME] - [CASE NUMBER] 

 [PROJECT LOCATION] 

 

Dear Neighbor, 

An application was filed with the City of Olathe for [APPLICATION TYPE] Case [NUMBER] for 
[BRIEF DESCRIPTION OF PROJECT].  

On behalf of our client, [COMPANY NAME], we are available to discuss this project with you and 
any of your tenants. A copy of the development plan, renderings, and elevations are attached to 
provide a better understanding of the proposal and to share with any tenants you may have. 

(IF APPLICABLE) This project requires a public hearing before the Planning Commission, which 
is tentatively scheduled to be held on [INSERT DATE] at 7:00 pm at the Olathe City Hall Council 
Chamber located at 100 E. Santa Fe Street. 

Sincerely, 

[Your Name]  
[Your Title]  
[Your Company]  
[Your Phone] 
[Your Email Address] 
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CITY OF OLATHE 
  Public Notification Letter (Rezoning & Special Use) 
 

 Case No. ______________ 
Dear Property Owner: 

 
This is to notify you that a public hearing will be held on Monday, ____________, 20___ at 7:00 PM at 
the Olathe City Hall Council Chamber at 100 E. Santa Fe Street, Olathe, Kansas, to consider the 
following request on the following described tract of land. 

☐  Rezoning request from __________ (present zoning) to __________ (proposed zoning), or  

☐  Zoning Amendment to Ordinance __________ for __________ District (present zoning); or 

☐  Special Use Permit for the _________________________________________________ land use. 

Legal Description: 

General Location: __________________________________________________________________ 
(See general location map attached) 

Any interested persons or property owners are invited to attend. Information regarding this application is 
available at the Planning Division located in City Hall, by phone at 913-971-8750, through email at 
PlanningContact@Olatheks.gov, or you may contact the undersigned for additional information regarding 
this request. 
  
A fourteen (14) day protest period begins at the conclusion of the public hearing during which you may 
file a protest petition with the City Clerk. If valid protest petitions are received from property owners of 
twenty (20) percent of the land within the notification area, exclusive of the public right-of-way, a three- 
quarters (¾) vote of the City Council is required to approve this rezoning request. 
 
Copies of the protest petitions are available from the Planning Division or City Clerk office at 913-971-
8521 or CCO@Olatheks.gov. 
 
Respectfully, 

        
Applicant (or Owner or Agent) 
 

PHONE:     

ADDRESS:  

CITY:  

STATE:  

ZIP:  

  
In compliance with the Americans with Disabilities Act, the City of Olathe will provide reasonable accommodations for all public 
meetings. Persons requiring accommodations in attending any of our public meetings should contact the City Clerk’s office at 
913-971-8521 a minimum of 48 hours prior to the meeting.  

 

mailto:PlanningContact@Olatheks.gov
mailto:CCO@Olatheks.gov
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CITY OF OLATHE 
  Public Notice – Certified Mail Affidavit (Rezoning & Special Use) 
   

 
 

STATE OF KANSAS               ) Case No. _______________ 

                                                                 SS.  

COUNTY OF JOHNSON         ) 
 
 
I, _______________________________, of lawful age, being first duly sworn upon oath, state: 
 
That I am the _______________________________ (agent, owner, attorney) of the property for which 

the application was filed and did, not later than twenty (20) days prior to the date of the public hearing 

scheduled before the Planning Commission, mail certified notice to all persons owning property within 

the notification area (two hundred [200] feet in incorporated areas; one thousand [1,000] feet in 

unincorporated areas) of the subject property, in compliance with the Olathe Unified Development 

Ordinance Section 18.40.050.  These notices were mailed on the ______ day of ________________, 

20_____. 

 
Further affiant saith naught. 
 
 
 

 
Signature of Agent, Owner, or Attorney 
 
 

 
Printed Name 
 
 
 
 
Subscribed and sworn to before me this   day of   , 20  __. 
 
 
 

 
Notary Public 
 
 
 

 
My Commission Expires: 
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CITY OF OLATHE 
  Public Notice – Sign Posting Affidavit (Rezoning & Special Use) 
 

 
 
 
 

 
 

STATE OF KANSAS               ) Case No. _______________ 

                                                                 SS.  

COUNTY OF JOHNSON         ) 
 
 
I, _______________________________, of lawful age, being first duly sworn upon oath, state: 
 
That I am the ____________________________ (agent,  owner,  attorney)  of  the  property for  which 

the application was filed and did, not later than twenty (20) days prior to the date of the public hearing 

scheduled before the Planning Commission, place a sign upon the property in compliance with the 

Olathe Unified Development Ordinance Section 18.40.050, and that said sign or signs were maintained 

to the date of the public hearing. 

 
Further affiant saith naught. 
 
 
 

 
Signature of Agent, Owner, or Attorney 
 
 

 
Printed Name 
 
 
 
 
Subscribed and sworn to before me this   day of   , 20  __. 
 
 
 

 
Notary Public 
 
 
 

 
My Commission Expires: 
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