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PURPOSE 
Variances provide flexibility from the strict application of development standards in limited cases.  They are 
intended to resolve “practical difficulties or unnecessary hardships resulting from the strict application of 
development standards when special circumstances pertaining to the land such as size, shape, topography, 
location or surroundings deprives such property of privileges enjoyed by other property in the vicinity and in 
the same zoning district”.  
 
The Planning Commission may issue a Variance if the following findings can be made: 
1. Because of special circumstances applicable to the property, including size, shape, topography, location or 

surroundings, the strict application of the requirements of this Title deprives such property of privileges 
enjoyed by other property in the vicinity and in the same zoning district.   

2. The special circumstances applicable to the property are not created by any act of the owner.  In this 
context, personal, family or financial difficulties, loss of prospective profits and neighboring violations are 
not hardships. 

3. The variance will not constitute a special privilege of the recipient not enjoyed by properties in the vicinity 
and the same zoning district. 

4. The variance will not be detrimental or injurious to adjacent properties in the vicinity, or to the public 
health, safety and welfare of the community. 

 
PLAN REQUIREMENTS 
1. Size.  24”x36” trimmed and folded to 9”x12” maximum size. 
2. Scale.  Acceptable site plan scales are 1”=10’, 1”=20’, 1”=30’, or 1”=40’.  Acceptable architectural plan 

scales are 1/4”=1’ or 1/8”=1’.  
3. Other.  Include north arrow, date prepared, the scale, bar scale, and legend identifying symbols and 

abbreviations.   
4. Preparer.  Name, address, phone number, and email of person preparing the plan(s).  In many cases, plans 

must be prepared and signed by a licensed civil engineer, surveyor, licensed architect, landscape architect, 
and/or building designer. 

 
SUBMITTAL MATERIALS 
 

Some submittal requirements may be waived depending on the type of project.  Unless waived 
on this form with a cross-out/staff initial, all submittal information shall be provided before 

the application is accepted as complete. 
 

If another City permit or Project entitlement is also required, the materials supporting the 
added permit or entitlement must also be submitted. 

 
If your application requires multiple permits or entitlements, submit the number of plan sets 

for the permit or entitlement that requires the largest number of plans sets. 
 
□ 1 Planning Application Form - Completed and signed by all property owners holding a title interest. 

 
□ 2 Fee/Initial Deposit - City Fee Schedule charges staff time and materials. The initial deposit is $2,500 

for Planning Commission review.   
 

□ 3 Written Project Description - shall provide a complete project description describing in detail which 
development standard is proposed to be modified and how this modification meets all of the findings 
stated above. 
 

□ 4 Corresponding Application Materials - Variances are usually requested as part of another development 
application.  If this is the case, clearly indicate the proposed variance on the plans prepared for the 
other application.  If no other development application is requested, provide a site plan or building 
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elevation as appropriate, fully dimensioned and accurately drawn, showing proposed variance in the 
setback, yard, height limit, etc. being requested. 
 

□ 5 Mailing labels - Provide a 500+ foot radius mailing list and mailing labels for public hearing notice per 
17.68.070. 
 

ADDITIONAL SUBMITTAL REQUIREMENTS IN CERTAIN CIRCUMSTANCES 
 

□ 6 SITE PLAN DRAWINGS– (15 full size copies and a reduced set of all plan and map sheets at 8.5” X 11”) 
- fully dimensioned and accurately drawn. Use as many sheets as necessary. Information may be 
combined as long as the plans are easy to read. Site plan shall include the following basic information: 

 
□ a Vicinity map – Show site in relationship to local and major cross streets, named; 

include a north arrow. 
 
□ b Site and adjacent properties - Location of all existing structures identified by type and 

indicating which are proposed to be removed and which will remain.  Include the 
project site and adjacent property at least 100 feet beyond site, adjacent building 
footprints and approximate height, and streets (labeled) leading to the site. 

 
□ c Boundaries – All existing and proposed property lines, tract name, easements (size and 

type called out), right-of-ways, trails, and the like.  Approximate dimensions of all lots, 
radii of all curves and central angles. 

 
□ d Trees – All trees over 6” in diameter measured 54” above existing grade. Provide their 

common name, size, condition, drip line and location onsite. Note whether any are 
“Significant Trees” designated by the City that are strictly protected. Any trees 
proposed to be removed shall be identified along with the reasons why they are 
proposed for removal. In addition, show trees in the adjacent public right-of-way 
within 30 feet of the area proposed for development, and on adjacent properties with 
drip lines over the project site. An arborist report and photographs may be required. 

 
□ e Buildings – Location, outside dimensions and use of all existing and proposed buildings 

and structures (with building numbers or other identification) including building 
features such as elevated decks and outside staircases. Indicate any structures 
proposed to be removed.   

 
□ f Natural features and constraints - Site features including creeks and adjacent riparian 

vegetation, wetlands, major rock outcroppings, landslides, flood zones, earthquake 
faults and related setbacks. 

 
□ g Other site development – All decks; fences and walls including retaining walls; 

monument signs; bicycle racks; refuse disposal and outdoor storage areas with 
proposed screening, etc. The project will need to include detail design and materials. 

 
□ 7 BUILDING PLANS – (15 full size copies and a reduced set of all plan and map sheets at 8.5” X 11”) - 

Except for Parcel Maps, house plans shall be submitted with the application and shall include the 
following: 
 

□ a Building elevations – Show all elevations of the proposed project with materials, 
colors, and dimensions specified. Height is measured from grade to top of roof.  The 
purpose of such drawings is to show how the building is architecturally compatible with 
its surroundings, and, in hillside areas, how it also fits with the site.  The drawings 
shall include door and window details. 

 
□ b Floor and roof plan – A floor plan for all existing and proposed structures or 

alterations, clearly labeled and prepared to scale, indicating the use of each room, 
exterior doors and windows.  The roof plan shall indicate direction of slope, roof pitch, 
location and screening of rooftop mechanical equipment. 

 
□ 8 Other data or information necessary to complete processing of the map and environmental documents. 

 
□ 9 Other - _________________________________________________________________________ 
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