
VARIANCE APPLICATION INSTRUCTIONS 

 

 

 

• SECTION 1 [REQUIRED]: This is the physical location of the property that is the subject of the 

appeal.  It is NOT the address of the property owner or the Applicant unless they are one and the 

same. 

• SECTION 2 [REQUIRED]: This is the legal owner of the property listed in Section 1.  It is NOT the 

tenant, renter or lessee unless they are one and the same. 

• SECTION 3: This section is to be completed if an inspection or plan review was conducted and a 

report issued by the State Fire Marshal's Office or a local fire authority. 

  



• Basis for Appeal [REQUIRED]: Select one of the following from the drop-down list 

• Inspection / Violation Report (most common) 

• Plan Review 

• License / Permit Action 

• Abatement Action 

• Municipal Ordinance 

• OTHER 

• SECTION 4: This section is to be completed for up to four (4) individual items for which relief is 

sought.  If there are numerous items, a separate sheet may be attached. 

• SECTION 5: This section may be used for any comments that you feel might be helpful, such as 

“See attached plan of action” or “All Violations”. 

o If you intend to comply with all of the violations listed but are only seeking additional 

time, you may check the “Request for Time Extension Only” box. 

o If you are seeking review or relief on all violations listed (other than an extension of time 

to comply), you may check the “Request for Relief on All Violations” box. 

o Do not check both boxes as they both cannot apply for the same application. 

• SECTION 6: This section is to be completed if there is a previous Variance for this property. 

• SECTION 7: This section is to be completed if the appeal relates to a construction or renovation 

project – note that the appeal fee may be different. 

• SECTION 8 [REQUIRED]: This section is to be completed by the Applicant who may be the owner 

or an authorized representative.  If the Applicant is not the owner or the owner’s attorney, a Letter 

of Representation is required. 

o Please check all boxes that are applicable: 

▪ OWNER or AUTHORIZED REPRESENTATIVE [REQUIRED] 

▪ Report Attached 

▪ Filing Fee Enclosed [REQUIRED] 

▪ Letter of Authorization [REQUIRED if the Applicant is not the owner] 

• SECTION 9 [REQUIRED]: This is the signature of the Applicant listed in Section 8 and the date that 

the application is signed. 

 

 

 

 

Note: For properties owned by a corporation, partnership or other business entity:  

officers, directors, partners, members or other persons with decision-making 

authority are typically acceptable to file an application. 

 

If you have any questions, feel free to contact the Board staff for assistance or guidance. 


