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Drawings 
 Survey

Plat 
Conceptual Plan 

Documents 
Exploratory Form 
Pre-Application Form 
All Purpose Application Form 
Warranty Deed 
Scope of Work Letter 
Letter(s) of no objection: 

a. Adjacent property owners
b. Homeowners Association (HOA)

Justification Letter 
A letter justifying the variance based on the criteria set forth in Section 12-309(B): 

a. There are special circumstances or conditions applying to the land or building for which the variance is
sought, which circumstances or conditions are peculiar to such land or building and do not apply
generally to land or buildings in the same district, and that said circumstances or conditions are such that
the strict application of the provisions of this chapter would deprive the applicant of the reasonable use
of such land or building for which the variance is sought, and that alleged hardship is not self-created by
any person having an interest in the property;

b. The granting of the variance is necessary for the reasonable use of the land or building and that the
variance as requested is the minimum variance that will accomplish this purpose;

c. That granting the variance will be in harmony with the general purpose and intent of this chapter and will
not be injurious to the neighborhood or otherwise detrimental to the public welfare.

ADMINISTRATIVE VARIANCE (AV)



AV_10-18-17 Pg. 2 of 2 

PPrroocceessss

  

Exploratory and  
Pre-App Meetings  

 
 

 
Development Review 

Committee (DRC) 
 

No comments 

Comments 
(Respond to all DRC 
comments in writing) 

 
 

Revise and resubmit 

 “Notice of intent” to 
approve” 

 

ProjectDox Upload 

Obtain letter(s) of  
no objection 

Letter(s) of no objection 
cannot be obtained  

Process request as a  
variance application 

“Notice of intent to deny” 

Option to appeal to Town 
Administrator 

“Notice of intent to approve” 
provided to Town Council 

and mailed 

Consideration of public 
comments 

Approval of variance 

Application Submittal 
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