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2.0 ADMINISTRATION & ENFORCEMENT 
 
2.1 PURPOSE 

 
The purpose of this section is to establish the procedures required for the administration 
of this Title and to set forth the basic responsibilities of city officials and bodies charged 
with its administration. 
 

2.2 DECISION-MAKING BODIES AND OFFICIALS 
 

The following decision making bodies and officials are hereby identified. Other City 
Officials shall assist in the administration of these regulations as necessary. 

 
A. Zoning Administrator.  In order to carry out the purposes of this title, to aid in its 

enforcement, and to relieve hearing bodies, such as the Planning Commission 
and City Council, of certain routine and non-policy functions, there is hereby 
established within the city government the title of Zoning Administrator. The City 
Council shall appoint the Zoning Administrator and assign such duties as may be 
required to fulfill the purposes of this title. 

 
B. Building Official.  There is hereby created within the City Government the position 

of Building Official. The City Council shall appoint the Building Official and assign 
such duties to the Building Official as may be required to fulfill the purposes of 
this title and the Uniform Building Code as adopted by the City of Chisago City. 

 
C. Planning Commission.  The Planning Commission of the City of Chisago City 

shall have seven (7) regular members as appointed by the City Council for 
staggered terms. Each commissioner shall be appointed by the City Council for a 
four-year term. Refer to established Planning Commission Bylaws for 
responsibilities and operation of the Planning Commission and its members. In 
most planning application reviews, the Planning Commission will act as an 
advisory board to the City Council and provide a recommendation. 

 
D. City Council.  The City Council shall consist of five (5) members. Four (4) council 

members and a Mayor. All seats are elected from the City at-large. The City 
Council generally holds the final decision authority. 

 
E. Board of Adjustments and Appeals. The Planning Commission shall serve as the 

Board of Adjustments and Appeals. The Board of Adjustments and Appeals shall 
have the powers granted to it under Minnesota State Law and such duties as the 
City Council may direct to fulfill the purposes of this title. the Board of 
Adjustments and Appeals will act as an advisory board to the City Council and 
provide a recommendation.  

 
F. Other Review Authorities.  The City Council may establish from time to time other 

authorities to assist in the review and implementation of this title. 
 

2.3 TYPES OF PERMITS AND OTHER ACTIONS AUTHORIZED BY THIS ORDINANCE 
 

The following permits and actions are established in order to carry out the purposes and 
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requirements of this title. 
 

A. Conditional Use Permit 
 
B. Interim Use Permit (Home Occupation) 
 
C. Variance 
 
D. Design Permit 
 
E. Sign Permit 
 
F. Certificate of Compliance 
 
G. Planned Unit Development Permit 
 
H. Zoning Ordinance Text or Map Amendment 
 
I. Others As May Be Established 
 

2.4 PERMIT APPLICATION, SUBMITTAL AND PROCESSING 
 

Application for any permit shall be made by the property owner or his/her authorized 
agent, to the Zoning Administrator on a form prescribed for the purpose. The application 
shall include information as may be necessary for the adequate review of the 
application. Staff shall determine within 15 days of application submittal whether the 
application is complete and shall notify the applicant of its incompleteness or the need 
for additional information. 
 

2.5 TIME LIMIT 
 

All applications shall be acted upon in accordance with established schedules but in no 
case acted upon later than sixty (60) days from the time a complete application is filed 
unless an extension is granted to these provisions according to Minnesota State Law. 
 

2.6 FEES, APPLICATIONS AND PENALTIES 
 

For the purpose of reimbursing the City for administration of this title, the City Council 
shall, by resolution, from time to time fix the amount of fees and penalties to be charged 
for processing all applications and appeals provided for in this title. 
 

2.7 CONDITIONS OF APPLICATION APPROVAL 
 

Decision making bodies may require changes to applications and/or impose conditions 
of approval in order to carry out the policies (and) of the Comprehensive Plan and the 
purposes of this title. 
 

2.8 PUBLIC HEARING REQUIREMENTS 
 

Public hearing shall be required for the following planning permits or as required by this 
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ordinance or the city code. 
 

A. Planned unit developments 
 
B. Conditional use permits  

 
C. Interim use permit (& Home Occupation) 
 
D. Variances 
 
E. Zoning Text or Map Amendments 
 

2.9 NOTICE OF PUBLIC HEARING 
 

When a public hearing is required by applicable law, notice shall be given not less than 
ten (10) calendar days prior to said hearing. The failure to give mailed notice to 
individual property owners, or other defects in the notice procedure shall not invalidate 
the proceedings, if a bonafide attempt to give proper notice has been made. A record of 
the notification shall be kept in a permit file. 

 
A. Notice shall be given by publication in a local newspaper of general circulation, 

and by first class mail as required. All means of notice shall include: 
 

1.  The case number assigned, if any; 
 
2. The time, place and date of the hearing; 
 
3. A brief description of the matter to be considered and permits required; 
 
4. A brief description of the property involved; 
 
5. A brief description of general procedure concerning submission of public 

comments; 
 
6. The name of the authorized applicant or property owner. 

 
B. Notification by first-class mail shall be made to the following: 

 
1. Owner or authorized agent; 
 
2. When an amendment involves changes in district boundaries affecting an 

area of five acres or less, a similar notice shall be mailed to all property 
owners within 350 feet of the periphery of the project site; 

 
3. Persons who have requested to be on a mailing list for specific projects. 

 
C. Exception. In the case of an amendment to the zoning ordinance text initiated by 

the city, notice shall at a minimum be by publication in the official city newspaper. 
 
D. Pursuant to Minnesota Statutes, Chapter 462 and Chisago City Zoning Code, 
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Chapter 3.0, the following permit applications under this title require a noticed 
public hearing: comprehensive plan adoption and amendments; conditional and 
interim use permits; variances; and zoning text or map amendments. 

 
2.10 CONTINUANCE OF HEARING 
 

The hearing body, on its own motion, may continue a hearing from time to time without 
decision within the required decision making time limit in accordance with Minnesota 
State Statutes. 

 
2.11 FINDINGS REQUIRED 
 

Prior to action on any permit application under this title that requires consideration of 
statutory or City Code based decision factors or criteria, the hearing body shall make 
findings with respect to the manner in which the proposed project conforms to the 
appropriate requirements as outlined in this title and the purposes of the Comprehensive 
Plan, as applicable.  
 

2.12 DECISION-MAKING BODY WITH FINAL AUTHORITY IN APPLICATION APPROVAL 
 

The City Council shall be the decision-making body with final authority in all applications 
requiring a public hearing and/or decision by the City Council. Such action shall be taken 
after receiving recommendation from the Planning Commission or the Board of 
Adjustments and Appeals, as applicable. 
 

2.13 FORM AND EFFECTIVE DATE OF ACTIONS 
 

A.  All authorized permit actions shall take effect upon Council approval in the form 
of a Council resolution containing written findings upon the applicable statutory or 
City Code based decision factors or criteria governing the matter. 

 
B.  Exceptions.  
 

1. Certificates of compliance authorized by the Zoning Administrator may be 
appealed within ten (10) calendar days of the action to the Board of 
Adjustments and Appeals for review and decision. All actions by the 
Planning Commission or the Board of Adjustments and Appeals may be 
appealed within ten (10) calendar days of Planning Commission or Board 
of Adjustments and Appeals action to the City Council. 

 
2.14 LIFE OF PERMIT 
 

A. Expiration. 
 

1. Each approved permit shall expire and become null and void twelve (12) 
months from the date on which it is approved, unless a building permit 
has been issued and work on the development commenced. A lesser or 
greater time period may be specified as a condition of project approval. 
All work on the approved development shall be completed within 24 
months or as otherwise approved as a condition of project approval. 
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2. Except as otherwise by law, an approved permit applies to the subject 

property and runs with the land unless otherwise designated. Once 
exercised, an approved permit remains in effect unless terminated or 
modified and remains in effect even if the property is rezoned or sold 
provided the same meets the requirements applicable for a legal 
nonconforming use. 

 
3. An approved permit, which has been properly recorded with Chisago 

County, runs with the land to any future owner of the subject property 
unless because of the nature of the use, the permit is tied to the original 
applicant as a condition of project approval. 

 
B. Extensions of Permits.  Any permit may be extended for an additional period not 

to exceed one (1) year by the decision making body which finally approved the 
original permit. 

 
C. Revocation of Permit.  In any case where the conditions to the granting of a 

permit have not been or are not being complied with, the decision-making body 
with final authority over said permit shall give notice to the permit holder, 
specifying a reasonable period of time within which to correct any violations of 
the approved permit. If the permit holder fails to comply with said conditions or 
correct said violation within time allowed, notice shall be given to the permit 
holder of intention to revoke such permit at a public hearing before the City 
Council not less than ten (10) days after said notice. Following said hearing and, 
if good cause exists, the City Council may revoke such permit. 

 
2.15 APPLICATION WITHDRAWAL PROCESS. 
 

An application may be withdrawn by the applicant prior to final action on the matter. Said 
withdrawal must be submitted by the applicant in writing. Withdrawal of an application 
shall terminate all further action on the application. The application fee shall be forfeited.  

 
2.16 RESUBMITTAL OF DENIED OR WITHDRAWN APPLICATION 
 

Whenever any permit is denied or withdrawn, no new application for the same or 
substantially the same project may be filed for a period of one (1) year from the date of 
said denial or withdrawal. 

 
2.17 APPEAL PROCEDURE 
 

Any applicant or other interested person dissatisfied with the action taken under the 
provisions of this title may appeal such action or decision according to this procedure. 

 
A. Where to File Appeal.  Appeals to actions of the Zoning Administrator pursuant to 

Minnesota Statutes, Sections 462.357, subd. 6(1) or 462.359, subd. 4, shall be 
filed with the Zoning Administrator and heard by the Board of Adjustments and 
Appeals. Appeals to Planning Commission or Board of Adjustments and Appeals 
actions shall be filed with the City Clerk and heard by the City Council. 
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B. Procedure for Appeals. 
 

1. All appeals shall be made in writing and state with specificity the grounds and 
reason(s) for the appeal and the evidence supporting why the decision being 
appealed should be overruled, modified, or amended. The appeal accompanied 
by appropriate fees shall be received within ten (10) calendar days following the 
date of action. Failure to timely appeal or to timely pay the required appeal filing 
fee at the time of filing the appeal shall be deemed as and constitute waiver of 
the right to appeal. 
 

2. The Zoning Administrator or City Clerk shall place the appeal on a subsequent 
available Board of Adjustments and Appeals or City Council agenda for hearing, 
review and action. The appellant shall be notified in writing at least 7 days in 
advance of the meeting date. If the decision being appealed required a public 
hearing the appeal shall be notified and considered at a public hearing. 

 

2.18 EMERGENCY PERMITS 
 

Where a building permit is required as an emergency measure to protect life and 
property from imminent danger or to restore, repair or maintain public works, utilities, or 
services during and immediately following a natural disaster or serious accident, any 
permit authorized by this title which is needed to accompany such building permits may 
be authorized provided that within three (3) days of the danger, the Zoning Administrator 
is notified and a preliminary application is filed describing the nature of the disaster and 
the type and location of work to be performed, and that within thirty (30) days a 
completed application for the necessary permit is filed. The approval decision for such 
permit shall be in writing by resolution addressing the applicable statutory or City Code 
based factors or criteria governing the matter.   

 
2.19 ENFORCEMENT 
 

A. Violations.  The violation of any provision of this title or violations of conditions or 
provisions of any permit issued pursuant to this title shall be a misdemeanor, and 
upon conviction thereof, the violator shall be subject to a fine, imprisonment or 
both; plus in either case, the cost of prosecution. 

 
B. Penalties.  Unless otherwise provided each act of violation and every day on 

which such violation occurs or continues constitutes a separate offense. 
 
C. Equitable and Other Release. 

 
1. In the event of a violation or the threatened violation of any provision of 

this title or any provision or condition of a permit issued pursuant to this 
title, the City, in addition to other remedies, may institute actions or 
proceedings to prevent, restrain, correct or abate such violations or 
threatened violations as deemed appropriate by the City. 

 
2. Notwithstanding the foregoing, where any provision of this ordinance 

requires an applicant, property owner or other designated individual or 
entity to correct a nonconformity of a property, building or use hereunder 
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or to take any other affirmative action and such applicant, owner, or other 
individual or entity fails to respond to the City within ten (10) days and to 
complete such action within thirty (30) days of written notice from the City 
of such failure, the City may, but shall not be obligated to, correct such 
nonconformity or take such affirmative action as shall be reasonably 
determined to be appropriate by the City.  

 
3. The City will bill the cost incurred by the City in taking such corrective 

action, including legal, engineering and all other administrative costs, to 
such applicant, owner or other individual or entity and if such person or 
entity fails to pay the amounts so billed within thirty (30) days after the 
date of the bill, the unpaid costs together with interests thereon at the rate 
of 8% per annum may be certified as an assessment against the property 
to which such cost is attributable. 

 
4. Before certification against the property as afore described, ten (10) days 

notice of the pending assessment certification and an opportunity to be 
heard by the City Council will be given to the taxpayer of record with 
respect to such property. However, failure of the taxpayer to receive the 
notice shall not invalidate the assessment certification or hearing process. 
Thereafter, the unpaid cost may be certified as an assessment to the 
County Auditor for collection along with current taxes in the following year 
or in such annual installments, not exceeding five (5), including interest at 
the rate of 8% per annum, as the City Council may determine in each 
case. 

 
2.20 AMENDMENT TO ZONING ORDINANCE OR COMPREHENSIVE PLAN 
 

A. An amendment to this title or the Comprehensive Plan may be initiated by the 
City Council, Planning Commission or by petition of affected property owners. A 
petition by affected property owners shall be presented to the Planning 
Commission for study, review and recommendation to the City Council. The City 
Council, upon reviewing the petition and Planning Commission report and 
recommendation, may or may not initiate such amendment to this title or the 
Comprehensive Plan. 

 
B. Any Comprehensive Plan amendment, adoption or amendment in addition to any 

notice required by this Title shall be given in a manner provided by Minnesota 
Statute.  

 
2.21 ENVIRONMENTAL REVIEW 
 

The purpose of the Environmental Review Program is to provide for the preparation and 
review of Environmental Assessment Worksheets (EAW), Environmental Impact 
Statements (EIS) and other environmental documents required under Minnesota 
Environmental Quality Act as currently in effect. The administration of environmental 
impact review requirements may extend or modify the time limit for decisions depending 
on environmental review required. 

 
2.22 ZONING MAP 
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The location and boundaries of the zoning districts established by this ordinance are 
hereby set forth on the Zoning Map entitled “Zoning Map” a copy of which is on file with 
the City Clerk. Said map and all of the notations, references and other information 
shown there on shall have the same force and effect as if fully set forth herein and 
thereby is made a part of this ordinance by reference. (APPENDIX I)  

 
(Adopted:  January 2000.  Amended:  September 2007, September 2009, October 2025) 

 

 


