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Special Permit and VYariance Process

STEP ONE

You, the Applicant, submit a proposal to the
Inspectional Services Division (ISD) at One
Franey Road to apply for a Building Permit and/or
a Certificate of Occupancy. 1SD will charge you a
plan review fee at this stage. Contact ISD for
specific submission requirements.

STEP TWO

ISD will review your application and issue you
either a building permit or a denial letter that
indicates what violations of the Somerville Zoning
Ordinance are triggered by your proposal. The
specifics of these violations determine whether
you need a special permit(s), a variance, or both.

See the other side of this pamphlet for

explanations of the differences beiween a special
permit and a variance.

STEP THREE

If you choose to seek the required special
permit(s) or variance(s), obtain an SPGA
Application Form from [SD, the Planning
Department, or  the City's  website
(http:/lwww.ci.somerville.ma.us). The Application
Form describes the minimum submission
requirements for your application. Call the
Planning Staff with any questions you have about
completing the application.

STeEP FOUR*

Once you believe your application is complete, call
the Planning Staff to arrange an appointment to
submit the application. If your application is
complete, the Staff will schedule your case to be
heard by the Planning Board, which generally
meets every other Thursday at 6:00 p.m. in the

Aldermen’s Chambers on the second floor of City
Hall. The Staff will also schedule a public hearing
for your case with the Zoning Board of Appeals,
which meets every other Wednesday, also at 6:00
p.m. in the Aldermen's Chambers.

STEP FIVE

A Planning Staff member will call you to arrange a
site visit, during which the Staff member will
examine the site, take photos, and ask questions
about your proposal. Based on the information in
your application and this site visit, the Staff
member will prepare a report for the Planning
Board.

STEP SIX :

Attend your scheduled Planning Board meeting.
You may present your case, or allow a Staff
member to do so on your behalf. If the Board is
satisfied with the information presented, then they
will vote and forward their recommendation to the
Zoning Board of Appeals.

STEP SEVEN

Attend your scheduled public hearing with the
Zoning Board of Appeals. Usually the ZBA does
not render a decision on your application at the
public hearing, but rather deliberates further and
votes at their next meeting.

STEP EIGHT

If the special permit(s) and/or variance(s) are
approved by the Zoning Board of Appeals (with or
without conditions), their Administrative Assistant
will file the decision with the City Clerk within
fourteen (14) days.

STEP NINE

If no appeals are filed within twenty days (20) of
the decision, you can obtain a certified copy of the
decision at the City Clerk's office. You must then
present this certified decision to the Middlesex
County Registry of Deeds to finalize their zoning
approval. The Building Inspector may require you
to present evidence that this decision has been
properly recorded.

STEP TEN

You are now ready to re-apply for a building
permit or a Certificate of Occupancy (C.0.).
Five days before you plan to re-apply, you will
need to contact the Planning Staff for a final
site visit. At this visit, the Staff will make sure
that any conditions attached to the special
permit(s) been met.

Once it is clear that all is in order, you can obtain a
building permit or C.O. at ISD.

* For some applications, the Planning Board is the
SPGA (Special Permit Granting Authority) and the
procedure is slightly different than described here. For
more information, contact the Planning Staff,

NoTE: This process is applicant-
driven, and it is the Applicant’s
responsibility to submit all required
information, to attend all meetings and
hearings, and to complete each step of
the process.
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