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H.  Staff Reports 
 

When an application has been set for hearing before the LUHO, the Administrator shall coordinate 
and assemble the reviews of other departments and governmental agencies having an interest in the 
application and shall prepare a report summarizing the factors involved and the department findings, 
recommendations, and conditions.  The report shall be filed as required in Section 10.02.02.F of the 
LDC. 

 
I. Hearing Before the Land Use Hearing Officer 
 

The nature of the hearings before the LUHO, including the order of presentation of the hearing, 
evidence which may be presented at the hearing and the matters that constitute the record of the 
hearing is set forth in Section 10.02.03 of the LDC. 

 
The participants before the LUHO shall be the applicant, county staff, county agencies, proponents, 
and opponents, inclusive of the public and witnesses with relevant testimony.  The proponent shall 
be defined as a participant in favor of the application, exclusive of the applicant; whereas, the 
opponent shall be defined as a participant against the application.  Both definitions are inclusive of 
the public and any other parties of record. 

 
J. Findings and Decision of the Land Use Hearing Officer 

 
The items that can be considered by the LUHO for making a decision are referenced in Section 
10.02.03.E of the LDC.  The decision of the LUHO shall be as described in Section 10.02.03.F of 
the LDC.   

 
K.  Reconsideration of a Matter 

 
On motion and upon such terms as are just, the LUHO may grant a rehearing of an application as 
prescribed in Section 10.02.03.H of the LDC. 

 
L. Appeals 
 

Appeals to the decision of the LUHO shall be filed in accordance with Section 10.0 of the manual. 
 

INFORMATION REQUIRED FOR APPLICATION SUBMITTAL  
VARIANCE APPLICATIONS 

 
This section includes submittal requirement information for  variance applications.  However, in addition to 
the information required herein, the Administrator may request submittal of supplemental information as 
may be necessary to adequately review an application.  
 
Sec. 5.2.2 
General Description 
 

The procedures in this section shall be followed to request relief from strict compliance with the 
requirements of the Land Development Code (LDC).  A variance may only be allowed for cases 
involving practical difficulties or unnecessary hardship. 
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Submittal and Public Notice Requirements: 
 

1. Fee Payment - referenced in Section 2.0 of the Development Review Procedures Manual. 
 

2. Application - referenced in Section 3.0 of the Development Review Procedures Manual. 
 
3. Public Notice -  Provide public notice in accordance with Section 12.00 of the manual and LDC 

Section 10.02.02.D and E. 
 

By proof of mailing receipt to all owners of property, as reflected on the current year's tax 
roll, and, where common property lies within the required notice distance, to all 
condominium and owners' associations, lying within 500 feet in every direction when the 
subject parcel is within the Agricultural and Residential-1 Categories of the 
Comprehensive Plan, and 300 feet in every direction when the parcel is within any of the 
remaining Plan categories. If a subject parcel contains more than one land use designation, 
the greatest applicable notice distance shall apply. 

 
a. Adjacent Property Owners List - must be typewritten or clearly printed in black ink and 

prepared in a manner similar to the following: 
 

Folio Number 
 

1.  l0000.0000 John and Mary Smith 
100 S. Smith Road 
Tampa, FL 33601 

 
2. 10000.0001 John and Mary J. Smith 

100 S. Smith Road 
Tampa, FL 33601 

 
3. 10000.0002 John and Mary  Smith 

100 S. Smith Road 
Tampa, FL 33601 

 
4. 10000.0003 Tom Arnold 

1938 Timber Way 
Tampa, FL 33615 
 

b. List of Affected Neighborhood Organizations and Civic Associations - A list including all 
organizations which are within required notification distance will be provided to you at the 
time of filing. 

 
4. Written Statement - explain why the variance is being requested. 
 
5. Variance Criteria Response Form - submit completed response form provided herein. 
 
6. Notice of Violation - if under violation, provide copy of violation notice. 
 
7. Deed - copy of recorded deed. 
 
8. Legal Description of Property. 
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9. Plot Plan or Survey - (scaled survey preferred and may be required). 
- copies drawn to a readable scale, and 

  - at least one copy shall be on 8½ inch  x 11 inch sheet 
  a. Unless otherwise determined by the Administrator, the plan or survey shall include the 

following: 
 - scale, 
 - north arrow, 
 - tax folio number, 
 - property owner’s name, 
 - address of subject site, 
 - dimensions of the property, 
 - road frontage, 
 - driveways, 
 - easements, 
 - all existing and proposed buildings and structures, 
 - proposed addition or expansion area to buildings or structures, 
 - height of all existing and proposed structures, 
 - square footage of all existing and proposed structures, 
 - distance from the property line to all structures, and 
 - any information relevant to the specific nature of the variance. 

10. Current Aerial Photographs - one (1) copy, which are of an identifiable scale and include subject 
property, the site shall be outlined. 

11. Additional Information: 
- Sign Variance Information Sheet (for sign variances only) 
- Information Regarding Wetland Setbacks (for wetland setback variances only) 

1.  Any correspondence from other jurisdictional agencies pertinent to the request. 
2. Tree survey identifying trees 5 inches DBH (trunk diameter at 4 ½ feet above grade) 

Minimally, all onsite trees 5 inches DBH within 50 feet of proposed improvements must be 
shown. 

3. Requests for Wetland Conservation/Preservation Area setback encroachments shall include the 
following information on the site plan: 
- Official Environmental Protection Commission (EPC) acceptance of the wetland line and the 

wetland setback line.  A signed EPC acceptance of the wetland line must be provided unless 
the property is a lot of a subdivision submitted for platting subsequent to November of 1985. 

- Wetland setback line. 
- A cross-section of the Conservation/Preservation Area setback identifying proposed 

impervious improvements, existing grade elevations, proposed finished grade elevations, and 
any special design (i.e., stem walls) to minimize encroachment into the setback. 

- Label each area of encroachment, providing the maximum/minimum depth and width of 
impervious surface encroachment. 

- Show placement of erosion control and method to be used. 
- Identify vegetative community within setback and wetland community type. 

   
Variance Criteria Response Form 
 
All variance applications must be accompanied by a completed copy of the form on the following page.  If 
additional information is necessary for response, additional attachments may be provided.



   

 
  5

 

VARIANCE CRITERIA RESPONSE FORM 
 

1. Explain how the alleged hardships or practical difficulties are unique and singular as regards the subject 
property of the person requesting the variance and are not those suffered in common with other property 
similarly located. 
            _________ 
             _________                      
            _________  
            _________  

 ________________________________________________________________________________________ 
 

2. Explain how the literal interpretation of the provisions of the Land Development Code (LDC) would deprive 
(you) the applicant of rights commonly enjoyed by other properties in the same district and area under the 
terms of the LDC. 
            _________ 
            _________ 
            _________ 
                                                                                                                                                       _________ 

 
3. Explain how the variance, if allowed, will not substantially interfere with or injure the rights of others whose 

property would be affected by allowance of the variance. 
                                                                                                                                                       _________ 
                                                                                                                                                       _________ 
                                                                                                                                                       _________ 
                                                                                                                                                       _________ 
                                                                                                                                                       _________ 

 
4. Explain how the variance is in harmony with and serves the general intent and purpose of the LDC and the 

Comprehensive Plan. 
                                                                                                                                                       _________ 
                                                                                                                                                       _________ 
                                                                                                                                                       _________ 
                                                                                                                                                       _________ 
                                                                                                                                                       _________ 

 
5. Explain how the situation sought to be relieved by the variance does not result from an illegal act or result 

from the actions of (you) the applicant, resulting in a self-imposed hardship. 
                                                                                                                                                       _________ 
                                                                                                                                                       _________ 
                                                                                                                                                       _________ 
                                                                                                                                                       _________ 
                                                                                                                                                       _________ 

 
6. Explain how allowing the variance will result in substantial justice being done, considering both the public 

benefits intended to be secured by the LDC and the individual hardships that will be suffered by a failure to 
grant a variance. 
                                                                       _________ 
                                                                                                                                                       _________ 
                                                                                                                                                       _________ 
                                                                                                                                                       _________ 

 
 



SIGN VARIANCE INFORMATION SHEET 
 
 

Proposed Pole or Ground Signs 
Corner Location / Yes _______ No ________ 
Sign #1 ______ sq ft per face / _________ total sign area / Height _____________ 
Setback / Comer ______ Front Property Line ______ Side Property Line _______  
Sign #2 ______ sq ft per face / ______ total sign area / Height ________________ 
Setback / Comer ______ Front Property Line ______ Side Property Line _______  

Sign#3 ______ sq ft per face / ______ total sign area / Height ________________ 
Setback / Corner ______ Front Property Line ______ Side Property Line _______  

Sign#4 ______ sq ft per face / ______ total sign area / Height ________________ 
Setback / Corner ______ Front Property Line ______ Side Property Line _______ 
 

Proposed Wall Signs 
North Elevation _____ sq ft ______ sq ft ______ sq ft ______ sq ft  

How much linear frontage for this elevation? _________________ 
South Elevation _____ sq ft ______ sq ft ______ sq ft ______ sq ft  
How much linear frontage for this elevation? _________________ 
East Elevation _____ sq ft ______ sq ft ______ sq ft ______ sq ft  

How much linear frontage for this elevation? _________________ 
West Elevation _____ sq ft _______ sq ft ______ sq ft ______ sq ft  

How much linear frontage for this elevation? _________________ 

 
Proposed Canopy Signs 
 
North Elevation _____ sq ft ______ sq ft ______ sq ft ______ sq ft  
 
South Elevation _____ sq ft ______ sq ft _______ sq ft ______ sq ft 
 
East Elevation     _____ sq ft ______ sq ft ______ sq ft ______ sq ft  
 
West Elevation   _____ sq ft ______ sq ft ______ sq ft ______ sq ft 
 
Are there any existing signs that will remain on the property? (describe type and 
size) ________________________________________________________________ 
____________________________________________________________________ 



 
 
 

 
 

 

 
MEMORANDUM 

 
To: Land Use Application Intake and Review Staff, Planning and Growth Management 

From:  Natural Resources Staff, Planning and Growth Management 

Subject: Request for a Variance to a Wetland Setback 

A preliminary review of the request for a variance to the wetland setback for folio number 
______________________ has been conducted by PGM - Natural Resources staff.  As a result of this 
review it has been determined that a Variance application must be filed to allow for a more thorough 
review by Natural Resources staff and Environmental Protection Commission (EPC) staff.  The findings 
of those reviews will be presented at a public hearing before a Land Use Hearing Officer.  The decision 
concerning this application will be determined by the hearing officer fifteen business days following the 
public hearing. 

In order for this application to be processed, all applicable fees must be paid at the time of filing.  These 
fees include the base review fee of $235.00 for review of a variance, $107.50 for the posting of the notice 
sign(s), and an additional fee of $270.00 is required for review by EPC. 

Additional Submittal Requirements: 
• Any correspondence from other jurisdictional agencies pertinent to the request.. 
• Tree survey identifying trees 5 inches DBH (trunk diameter at 4 ½ feet above grade). 
• Site Plan Requirements: 

o Official EPC acceptance of the wetland line and the wetland setback line.   
o Wetland setback line. 
o A cross-section of the Conservation/Preservation Area setback. 
o Label each area of encroachment, providing the maximum/minimum depth and width of impervious 

surface encroachment. 
o Show placement of erosion control and method to be used. 
o Identify vegetative community within setback and wetland community type. 

Preliminary Review and Site Plan Sufficiency Check Conducted By: __________________________ 

Specific Variance Required: _______________________________________________________ 

 



  

 

Checklist of Submittal Requirements for a Variance  
 

 Applicant Intake  
 Initials Initials Requirements 
 
1. ________ ________ Fee Payment 
 
2. ________ ________ Application (Included in this packet) 
 
2.a. ________ ________ Affidavit to Authorize Agent (If applicable) 
   NOTE: All property owners must sign either the Application form or 

the Affidavit to Authorize 
 
2.b. ________ ________ Property Information Sheet (all information must be completed for 

each folio included in the request.) 
 
2.c. ________ ________ Copy of Recorded Deed(s) (can be obtained in the Records Library 

on the 6th floor of 501 E. Kennedy Blvd.) 
 
3.   Public Notice (Notice Letters and Affidavits will be obtained at 
    time of filing) 
 
3.a. ________ ________  - Adjacent Property Owners List (information can be 
     obtained from the Property Appraisers office on the 16th 
     floor – must be put into list format) 
 
3.b. ________ ________  - List of Affected Neighborhood Organizations and Civic 
 Associations (will be obtained at time of filing) 
 
4. ________ ________ Written Statement 
 
5. ________ ________ Variance Criteria Response Form (Included in this packet) 
 
6. ________ ________ Notice of Violation 
 
7. ________ ________ Legal Description  
 
8. ________ ________ Plot Plan or Survey 
 
9. ________ ________ Aerial Photographs (can be obtained on the 21st floor) 
 
10. ________  ________ Additional Information   

(Natural Resources Memorandum required for all Wetland Setback 
Variance requests) 
(Sign Variance Information Sheet required for all Sign Variance 
requests) 

    
 




