
 

  
 
 

 
 
 
 
 
 
 
 
 
 
 

BYLAWS AND RULES OF PROCEDURE 
 

FOR THE 

 

BOARD OF ZONING APPEALS 
 

COUNTY OF PRINCE GEORGE, VIRGINIA 

 

 

 

 

 

 

 

 

 

 

Effective:  January 22, 2018 

 

 

 

 
 
 



 2 

 Board of Zoning Appeals Bylaws 
Prince George County 

 

 

 

TABLE OF CONTENTS 
 

 

 
Article I. OBJECTIVES 

 

Article II. MEETINGS 

 

Article III. DUTIES OF ELECTED OFFICERS 

 

Article IV. ELECTIONS AND APPOINTMENTS 

 

Article V. ORDER OF BUSINESS 

 

Article VI. APPLICATIONS FILED FOR THE BOARD OF ZONING APPEALS 

 

Article VII. THE DOCKET AND AGENDA 

 

Article VIII. PROCEDURES FOR HEARING CASES 

 

Article IX. AMENDMENT OF BYLAWS AND RULES OF PROCEDURE 



 3 

 

 

COUNTY OF PRINCE GEORGE 

BOARD OF ZONING APPEALS 
 

PRINCE GEORGE, VIRGINIA 23875 

 

BYLAWS AND RULES OF PROCEDURE FOR 

THE BOARD OF ZONING APPEALS OF THE 

COUNTY OF PRINCE GEORGE, VIRGINIA 

 
PREAMBLE 

 
This Board is established in accordance with 15.2-2308 of the Code of Virginia (1950, as amended) 

and Chapter 90 of the Zoning Ordinance of the County of Prince George, Virginia.  The provisions of these by-

laws are intended to facilitate the powers and duties of the Board in accordance with these statutes. 

 

ARTICLE I.  OBJECTIVES 

 
The objectives and purpose of the Board of Zoning Appeals is a quasi-judicial body, meaning that it sits in place 

of the court to hear appeals from administrative decisions and hear variance requests from the Zoning Ordinance.  

The BZA Members review both interpretations of the Zoning Ordinance and review variances to specified zoning 

requirements as they are presented to them on their monthly BZA docket. 

 

ARTICLE II.  MEETINGS 

 

1. All meetings of the Board of Zoning Appeals shall be open to the public, and all persons shall be 

encouraged to attend any meeting of said Board of Zoning Appeals except as otherwise provided for 

within these by-laws or by statute. 

 

2. Regular meetings of the Board of Zoning Appeals are held on the fourth Monday of each month at 6:30 

p.m. in the Public Meeting Room, Third Floor of the County Administration Building, 6602 Courts Drive, 

Prince George, Virginia located at the intersection of Laurel Spring Road and Courts Drive in the County 

Government Complex or at such location as designated by the Board of Zoning Appeals.   

 

If at any time any Regular meeting falls on a County holiday such regular meeting shall be held on a date 

as determined by the BZA Secretary.  The Board of Zoning Appeals, by resolution as adopted at a 

Regular meeting, may also fix the day or days to which any meeting shall be continued.  If County 

Government operations are deemed to be closed by the County Administrator or his designee on the day 

of a scheduled meeting due to inclement weather or other unforeseen instances then the meeting shall be 

postponed and rescheduled to the next available meeting date. Such postponement shall be communicated 

to the members and posted on the County website as promptly as possible.  All hearings and other matters 

previously advertised for such meeting shall be conducted at the continued meeting and no further legal 

advertisement is required. 

 

The BZA Secretary shall cause a copy of such legal advertisement to be inserted in a qualified newspaper 

having general circulation in the locality at least seven days prior to the first meeting held pursuant to the 

adopted schedule.  Work Sessions will be held on the Regular meeting date or as otherwise determined by 

the BZA Secretary.  Work Sessions will be held in the Planning Conference Room on the first floor of the 

County Administration Building at the address above or at a location as determined by the BZA 

Secretary. 
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3. The Board of Zoning Appeals may adjourn any meeting to a time and a place specified.   If all members 

are absent from any regular meeting, the Secretary may declare the meeting adjourned to a stated time and 

place and he shall cause a written notice of the adjournment to be given in the same manner as provided 

in the following section for Special meetings, unless such notice is waived as provided for special 

meetings.  When a Regular or adjourned Regular meeting is adjourned as provided in this section, the 

resulting adjourned Regular meeting is a Regular meeting for all purposes.  When an order of 

adjournment of any meeting fails to state the hour at which the adjourned meeting is to be held, it shall be 

held at the hour specified for Regular meetings. 

 

4. Special meetings of the Board of Zoning Appeals may be called by the Chair or by two (2) members upon 

written request to the BZA Secretary.  The Secretary shall mail to all members, at least five (5) days in 

advance of a Special meeting, a written notice fixing the time and place of the meeting and the purpose 

thereof for such Special meeting. 

 

Written notice to members of a Special meeting is not required if the time of the Special meeting has been 

fixed at a Regular meeting, or if all members are present at the Special meeting or file a written waiver of 

notice.  No other business shall be considered at such Special meetings by the Board of Zoning Appeals 

than that for which the Special meeting was called. 

 

5. The annual meeting for the election of officers for Chair and Vice-Chair shall be held on the Regular 

meeting date in January of each year, or the next available Regular meeting, if the January Regular 

meeting should be postponed, under the order of New Business and the newly elected officers shall 

immediately preside upon election.  

 

6. A quorum is a majority of all members.   A quorum must be present at all meetings. A majority vote of 

those members present and voting is necessary to take any official action including these by-laws.  In the 

case of a tie vote the Chair shall have the Agenda item placed on the next agenda of the Board of Zoning 

Appeals as a matter under old business for reconsideration and vote, but not for re-advertisement once the 

public hearing has been closed. 

 

 If there is a public hearing on the agenda, it can be continued without the need to re-advertise. 

 

7. The Board of Zoning Appeals shall keep minutes and records of all its meetings, resolutions, transactions, 

findings and determinations, and the vote of each member present shall be recorded with each motion, 

order or resolution and the minutes, records, resolutions, transactions, findings and determinations shall 

be of public record. 

 

8. Non-legal staff of the governing body, applicant, landowner or his agent or attorney may have ex parte 

communications with a member of the board prior to the meeting but may not discuss the facts or law 

relative to a particular case, and must be in accordance with Virginia Code 15.2-2308.1 

 

 

ARTICLE III.   DUTIES OF ELECTED OFFICERS 
 

1. The Board of Zoning Appeals officers shall consist of a Chair, a Vice-Chair and a Secretary. 

 

2. The Chair shall have the following duties: 

 

 a.   The Chair shall preside at all meetings of the Board of Zoning Appeals. 

 

b. The Chair shall have general supervision of the conduct of the affairs of the Board of Zoning 

Appeals and shall instruct the BZA Secretary in conducting Board of Zoning Appeals business 

during all meetings. 
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c. The Chair shall have the discretion to set time limits on public speakers, not to exceed 5 minutes, 

or at the discretion of the Chair who may grant additional public comment time. 

 

3. The Vice-Chair shall have the following duties: 

 

The Vice-Chair shall perform all of the duties of the Chair during the absence or disability of the 

Chair. 

 

4. Temporary Chair. 

 

a.  In the absence or disability of the Chair and Vice-Chair at any Regular or Regular adjourned 

meeting where a quorum of the membership is present, the members shall elect a Temporary 

Chair until such time that a Chair or Vice-Chair is available to serve. 

 

b. The Temporary Chair shall perform the duties of the Chair during the absence or disability of the 

Chair or Vice-Chair. 

 

5. Secretary. 

 

The Secretary or the Secretary’s designee shall have the following duties: 

 

a.  The Secretary shall attend all Regular, Regular adjourned, Special meetings and public hearings, 

and keep or supervise the keeping of a record of the same and transcribe the same properly in the 

official minute books of the Board of Zoning Appeals. 

 

b. The Secretary shall send all notices of all meetings of the Board of Zoning Appeals required to be 

sent under these by-laws, State law, and/or the Zoning Ordinance. 

 

c. The Secretary shall have charge of all official books, papers, maps, and records of the Board of 

Zoning Appeals and shall conduct all official correspondence relative to hearings, meetings, 

decisions, and all other business of the Board of Zoning Appeals. 

 

d. The Secretary shall prepare the agenda and the staff reports for business items on the Board of 

Zoning Appeals Agenda.  The staff reports shall contain factual background information and 

professional planning guidelines to guide the Board of Zoning Appeals in its actions and its 

decision making process. 

 

e. The Secretary shall notify the Vice-Chair, by phone or in person, on the day the Chair informs the 

Secretary that he will not attend a future Board of Zoning Appeals meeting. 

 

 

ARTICLE IV.  ELECTIONS AND APPOINTMENTS 
 

1. The Chair of the Board of Zoning Appeals shall be elected by the members of the Board of Zoning 

Appeals at each annual meeting thereof and shall hold office for one (1) year.  Virginia State Code 15.2-

2308 (c) states “the board shall elect from its own membership its officers who shall serve annual terms as 

such and may succeed themselves” therefore the officers can be elected to successive terms. 

 

2. The Vice-Chair shall be elected by the members of the Board of Zoning Appeals at each Annual meeting 

of the Board of Zoning Appeals, immediately after the election of the Chair, and shall hold office for one 

(1) year. 

 

3. The Zoning Administrator or the Staff member acting in this capacity shall serve as Secretary of the 

Board of Zoning Appeals. 
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ARTICLE V.  ORDER OF BUSINESS 
 

The order of business at regular meetings shall be as follows: 
 

1. Call to Order 
 

2. Roll Call 
 

3. Board of Zoning Appeals Invocation 
 

4. Pledge of Allegiance  
 

5. Approval of Draft Minutes 
 

6. Citizen Comments Period 
 

7. Old Business  
 

8. New Business – Public Hearings 
 

9. BZA Secretary Communications 
 

10. Adjournment 

 

 

ARTICLE VI.  APPLICATIONS FILED FOR THE BOARD OF ZONING APPEALS 
 

1. Every matter on which the Board of Zoning Appeals is authorized or required to act or brought before the 

Board of Zoning Appeals by any person, official, organization or agency, shall be presented in writing or 

on the application forms provided by the Board of Zoning Appeals for a specific presentation and shall 

include all information necessary for a clear understanding and informed action by the Board of Zoning 

Appeals. 

  

2. All matters for Board of Zoning Appeals consideration and recommendation shall be filed in the Planning 

Office with the BZA Secretary at least thirty (30) days prior to a meeting of the Board of Zoning Appeals 

at which the item is to be on the agenda. The BZA Secretary shall not accept presentations unless they are 

properly made, or on prescribed forms properly filled out and with all required information attached as 

requested during the pre-application conference.  

 

 

ARTICLE VII.  THE DOCKET AND AGENDA 

 
1. Each matter or presentation shall be filed under the proper heading and shall be placed upon the docket 

and remain upon the docket until placed upon the agenda or withdrawn by the applicant, presenter, 

sponsor, or other duly authorized agent or attorney. 

 

2. When all matters cannot be disposed of on the date set, the Board of Zoning Appeals may adjourn from 

day to day, or until the next Regular meeting as it may order to complete the items. 

 

3. The BZA Agenda shall be posted in the Planning Office not less than four (4) days before each Regular 

meeting, and the Agenda for a Special meeting shall be posted in the Planning Office and on the door of 

the meeting place not less than twenty-four (24) hours before such Special meeting. 

 

4. Any matter that comes before the Board of Zoning Appeals orally, except Secretary reports, which would 

not be shown on the posted Agenda shall not be acted upon by the Board of Zoning Appeals until it is 

placed on the Agenda of the next Regular or Special meeting. 
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ARTICLE VIII.  PROCEDURES FOR HEARING CASES 

 
1. Appeals to the board may be taken by any person aggrieved or by any officer, department, board, or 

bureau of the County affected by any decision of the Zoning Administrator; or from any order, any 

requirement, or any decision or determination made by any other administrative officer in the 

enforcement of the Zoning Ordinance. 

 

2. The applicant shall provide the Zoning Administrator with all the information requested on the 

application forms prescribed by the board and any additional information and data as may be required to 

advise the board fully with reference to the application for an appeal or variance, whether such 

information is called for by the official forms or not.  No application for an appeal or variance will be 

considered by the board unless it is made on the application forms required. 

  

3. An application for an appeal or variance filed according to the above procedure shall be given a case 

number within five (5) days from the date filed.  Applications for an appeal or variance will be assigned 

for a hearing date in the order in which they are received and placed on the docket. 

 

4. The BZA Secretary shall notify the parties of interests of the date and time for the public hearing of the 

case and give public notice in a newspaper of general circulation in accordance with Section 15.2-2204, 

the Code of Virginia (1950, as amended). 

 

5.  At the time of the board public hearing the applicant may appear on behalf of the application or may be 

represented by legal counsel or an agent with written power of attorney.  The Zoning Administrator’s 

statement shall be made first, followed by the applicant’s statement and then comments from any private 

citizen or business owner for or against the request.  The applicant shall be given an opportunity for any 

final rebuttal items on behalf of their application request. 

 

6.  A final decision of any application for an appeal or variance to the  board shall be in the form of a 

resolution that must be approved by a quorum of the membership of the board.  The decision may be 

delayed so as to allow board members additional time to consider the evidence presented or to allow any 

additional material to be submitted as requested by the board prior to rendering a decision. 

 

7. Within thirty (30) days after the public hearing, the board shall notify the parties of interest, the building 

official and the real estate assessor of the final decision of the board of zoning appeals. 

 

 

 

 

 

 

 

 

 

ARTICLE IX.  AMENDMENT OF BYLAWS AND RULES OF PROCEDURE 
 

The foregoing by-laws and rules of procedure, or any part thereof, may be amended at any Regular meeting of the 

Board of Zoning Appeals after not less than twenty-four (24) hours’ notice has been given to all members of the 

Board of Zoning Appeals and a copy of the proposed amendment sent with the notice; provided, however, it shall 

require the concurring vote of a majority of the entire BZA membership. 

 

 

 

ATTEST:  _____________________________________________________________   
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                                        ___________________, BZA Chair  Date 

 

 

 

       _____________________________________________________________ 

     Douglas C. Miles, Secretary   Date 

 

 

 

Revised and Adopted by the Board of Zoning Appeals on January 22, 2018 
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