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VARIANCE CHECKLIST 
 

 
 

Only complete applications will be accepted.   
Please use the following Checklist to complete your application. 

 
 

Applicant 
√ 

City 
√ 

Checklist Items 

  Pre-application meeting with Community Development held on: 
  Application Form 
  Completed Checklist (this form) 
  Letter of Authorization (if applicant is not the property owner) 
  Neighbor notification forms 
  Written justification addressing the criteria listed in 16-2-16:F.1. EMC for 

Zoning Variance or 16-2-16:F.2. EMC for Sign Code Variance 
  Fees 
    Application Fee (payable to City of Englewood) $  150.00  (Non-Refundable)  
  Site Plan: 
    Maximum Size:  8.5” x 11” 
    Number of copies for initial submittal:  10 
    Include the following items on the site plan: 
      Written and graphic scale 
      North arrow 
      Property address 
      Property lines 
      Indicate where the requested variance occurs 
      Type of variance 
      Dimensions of variance 
  Supporting materials or documents: (i.e. photos, elevations, etc.  

Contact Community Development Department regarding submittal 
requirements) 

  Additional material/information as requested by City Manager or 
Designee 

 



 
 
 
 
 

 

General Information 
 

Application Deadline: 1st of the Month (Or 1st Monday if the 1st falls on a weekend) 
  
Hearing Dates: The Board of Adjustment and Appeals meets the 2nd Wednesday of each month.  

Applications received prior to the 1st of each month will be heard the following 
month.  For example, if a case is received on or before February 1st, the 
application will be heard the 2nd Wednesday in March. 

 
Fees: A non-refundable fee of $150 payable to the City of Englewood is required. 
 
Notification: A sign must be posted at the owner’s expense on site 10 days prior to the Public 

Hearing. 
 Notification must be published in the Englewood Herald by the City 10 days prior 

to the Public Hearing. 
 
Authorization: If the applicant is not the property owner, the applicant must provide a letter 

signed by the property owner authorizing the variance request. 
 

Incomplete applications will not be accepted 
 
 

 What does the Board of Adjustment and Appeals do? 
The Board of Adjustment and Appeals hears and decides appeals and variances 
applications. 
 

 What is a variance? 
A variance is designed to grant zoning relief to a property that us below a level playing field.  
The process is not intended to grant special privileges above the level playing field to one 
property when other properties in the same zone district do not have the same privilege. 

 

 What types of variances can the Board of Adjustment and Appeals consider? 
The Board of Adjustment and Appeals may consider variances to the regulations of the 
Unified Development Code (UDC). 

 
General Code Variances 
The Board of Adjustment and Appeals may grant variances where an applicant would suffer 
practical difficulty or unnecessary hardship if the zoning regulations were strictly enforced. 
The property owner must prove the following: 

 
a.  That unique physical conditions exist, such as size, shape, location, topography or 

surroundings, which are peculiar to the land or structure involved, which deprive the 
applicant of privileges enjoyed by other properties in the vicinity; and 

b. The Variance is consistent with the intent of the zone district regulations to secure public 
health, safety and welfare; and 

c.  The Variance will not permanently impair the use or development of adjacent conforming 
properties or alter the essential character of the neighborhood; and 

d.  The Variance is not a self-imposed difficulty or hardship. 

City of Englewood 
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Sign Code Variances 
In passing upon Zoning Variances to the Sign Code, Section 16-6-13 EMC, the Board may 
vary the application of the regulations  
if it determines that: 
a.  There are special circumstances or conditions such as the existence of buildings, 

topography, vegetation, sign structures, or other matters on adjacent lots or within the 
adjacent public right-of-way, which would substantially restrict the effectiveness of the 
sign in question; provided, however, that such special circumstances or conditions must 
be peculiar to the particular business or enterprise to which the applicant desires to draw 
attention, and do not apply generally to all businesses or enterprises; and 

b.  The Variance will not weaken the general purpose of this Title nor the regulations 
prescribed for the district in which the sign is located, and 

c.  The Variance will not alter the essential character of the district in which the sign is 
located; and 

d.  The Variance will not substantially or permanently impair the appropriate use of adjacent 
conforming property. 

 
 The Board of Adjustment and Appeals is not authorized to consider the 

following types of applications: 
 

a. Encroachments into a recorded easement or right-of-way. 
b. The use of property. 
c. Additional dwelling units in residential districts above the maximum number permitted by 

zone district standards for lot area and street frontage. 
d. Temporary Use Permits. 
e. Conditional Use Permits. 

 
 How can I tell if my property is exceptional? 

Your property must be different than the properties nearby.  Some items to consider: 
 
Shape Of Lot Is the unique when compared to others? Is it shaped differently than 

other lots? 
Topography of Lot Are there unusual terrain or site constraints not shared by other lots in 

the area?  I.E. slope. 
Building Is there anything unique about the building? I.E. location where it was 

built. 
Peculiar to Property Is the condition shared by anybody else? I.E. The City Ditch runs 

through the property. 
Time When was the structure built? 
 
 Why does the application include “Justifications”? 

Decisions by the Board of Adjustment and Appeals must be based upon evidence that is on 
the record.  The “justifications” provide evidence for the Board of Adjustment and Appeals.  
They are also your opportunity to state your case to the Board. 



 What situations are NOT appropriate for variances? 
o Self-inflicted hardship – the applicant intentionally or negligently violated the Code. 
o Personal Hardship – examples include hobbies or needs of an individual using the 

property. 
o Economic hardship – the property can still be used, but it would be costly to meet the 

Code requirements. 
o Economic Gain – altering the Code requirements would provide monetary value to the 

property. 
o Aesthetics – the appearance of the property would be improved by not following the 

Code. 
o Inconvenience – meeting the Code requirements would be inconvenient or would not 

allow the owners their “preferred” alternative. 
  

 What else should I consider before applying for a variance? 
Keep in mind that variances were created to grant same or equal equity as others in your 
neighborhood.  If a variance would give you more rights than other properties in the area, 
your variance application may not be appropriate. 

 
 What are my chances of getting a variance? 

Please note that the UDC is presumed to be right.  You must not only justify that there is 
something exceptional about the property, but also prove that there would be a practical 
difficulty or unnecessary hardship if the UDC was strictly enforced.  
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APPLICATION FORM 
 

 
 
APPLICATION FOR: 
_____________________________________________________ 

                    (Attach Checklist and all required documents - Incomplete applications will not be 
accepted.) 

 
PROPERTY ADDRESS:             

LEGAL DESCRIPTION:   (Provide at least one of the following) 

 Lot(s) _____________ Block _________ Subdivision ______________________   

 Parcel Identification No.  __ __ __ __ - __ __ - __ - __ __ - __ __ __ 

 Metes and Bounds Legal Description __________________________________ 
             (Attach separate sheet if necessary) 

 
APPLICANT 

 
Name:                    

Company:                    

Address:                  

                    

Telephone Number:      

Fax Number:       

Email Address:      

 

       
Signature  
 
       
Print Name 

PROPERTY OWNER 
  
Name:        

Company:       

Address:       

          

Telephone Number:      

Fax Number:       

Email Address:      

 

       
Signature  
 
       
Print Name 

 
 

 
 

Staff Use Only 
Date Received:      Zone District:      
Received By:       Planner Assigned:     
Fee Received: $      Case/Project No.:     

Application Fees are Non-Refundable 



 
 
 
 
 

 
 

CRITERIA FOR GENERAL VARIANCE 
 
In passing upon variances, the Board of Adjustment and Appeals may grant variances 
where owners of a property would suffer practical difficulty or unnecessary hardship if 
the Zoning or Sign Ordinance were strictly enforced. The property owner must prove the 
following: 
 

1. That unique physical conditions exist, such as size, shape, location, topography 
or surroundings, which are peculiar to the land or structure involved, which 
deprive the applicant of privileges enjoyed by other properties in the vicinity; and 

 
2. The Variance is consistent with the intent of the zone district regulations to 

secure public health, safety and welfare; and 
 

3. The Variance will not permanently impair the use or development of adjacent 
conforming properties or alter the essential character of the neighborhood; and 

 
4. The Variance is not a self-imposed difficulty or hardship. 

 
 
Please note that you must respond to the above “Justifications” in writing on a separate 
sheet of paper. 
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Street Name 
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Existing House 
Square Footage 

NORTH 

Alley Right of Way 

Right of Way 
Dimensions 

Sample Site Plan 

            Required   Yard   
            Property Line   

Required  
Dimensions 
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Side 
Yard 

 
 
 
 
 
 
 
 

Required 
Side  
Yard 

 
 

Required Rear 
Yard 

Property Line Dimensions 
 
 

Required Front 
Yard 

 
Existing/Proposed 

Garage 
Square Footage 

 Lot Area  

Lot Coverage 
%______ 



 
 
 
 
 
 
 

Provide the elevation of the proposed structure(s) if applicable. 
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