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SUBMITTAL REQUIREMENTS 

Complete Application

Complete Variance  Special Request Form(s)

o Variance Request : Appendix A

o Special Request Appendix B

Site Survey 

o

o

Site Plan 

o

o
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Aerial Photo Exhibit

Ownership Records 

Additional Documentation

Notification Package

NOTIFICATION PACKAGE 

County Appraisal District Map

Appendix C

County Appraisal District Record

Appendix E

Stamped (not metered) Envelopes

“Appendix F”

Excel Spreadsheet 

“Appendix G”

Please assemble stamped and addressed envelopes with their corresponding County 
Appraisal District Record in consecutive order.
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Site Signage Locator Map
Appendix H

 SITE SIGNAGE 

Notification Sign
Appendix I

o

o

o “Appendix J”
o

o Minimum Sign Size:
o Sign Location:
o Sign Lettering:

 
832 393 6600

Photos
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Variance & Special Exception Quick-Check List 

General Submittal Requirements: 

Pre-Submittal Meeting with Staff 
Complete Subdivision Plat or General Plan Application 
Verify Chapter 42 Submittal Requirements  
Complete Variance or Special Exception Request 
Verify Chapter 42 Planning Standards Compliance 
Applicable Fees 
Site Survey 
Site Plan 
Aerial Photo Exhibit 
Ownership Records 
Additional Documentation 
In-City Notification Requirements 

Notification Package Requirements: Electronic and Parper copies required

County Appraisal District Map 
County Appraisal District Records 
Stamped Envelopes 
Excel Spreadsheet 

Site Signage Requirements: 

Sign Posted on Time 
Sign Minimum Size 
Sign Location(s) 
Sign Lettering
Sign Information 
Sign Photos 
Site Signage Locator Map 

APPLICANT COMMENTS: 



6

REFERENCE GUIDE: VARIANCE & SPECIAL EXCEPTION REQUESTS (SUBDIVISION PLATS) 

Appendix A 
(Example: Variance Request Form) 
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Appendix B 
(Example: Special Exception Request Form) 
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Appendix C 
(Example 1: County Appraisal District Map) 
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Appendix D 
(Example 1: Measuring the Notification Area) 
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Appendix D 
(Example 2: Measuring the Notification Area) 
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Appendix D 
(Example 3: Measuring the Notification Area) 
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Appendix E 
(Example: County Appraisal District Record) 

Owner Name & Mailing 
Address for Notification 

Envelopes

Legal Description to be placed 
on the bottom-left corner of the 

Notification Envelopes 

Document “Print Date” must 
be within 30 days of the 

application submittal date 
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Appendix F 
(Example: Notification Envelopes) 

Notification Envelope must be 
stamped, not metered, with the 

correct postage. 

Address to the owner listed on 
the County Appraisal District 

Record

Include Legal Description 
listed on the County Appraisal 

District Record 

Notification Envelope Return 
Address area must be left 

blank.
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Appendix G 
(Example: Notification Excel Spreadsheet) 

Appendix H 
(Example: Site Signage Locator Map) 

A
B

C
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Appendix I 
(Example: Site Notification Sign) 

OR

ONLY

 See “Appendix J” for a list of Requests Purposes. 
See “Appendix K” for a list of requirements the Commission CANNOT consider a Special Exception on.

NOTICE OF VARIANCE REQUEST 

-or-
832 393 6600  

NOTICE OF SPECIAL EXCEPTION REQUEST 

-or-
832 393 6600  
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Appendix J 
(Purpose of Requests for Notification Signs – select all that apply) 

Chapter 42 – Division 1 (General)

Chapter 42 – Division 2 (Streets)

Chapter 42 – Division 3 (Building Lines)

Chapter 42 – Division 4 (Lots and Reserves)

Chapter 42 – Division 5 (Easements)

Chapter 42 – Division 6 (Multi-Family Residential Developments)

Chapter 42 – Division 7 (Parks and Private Parks)

Chapter 42 – Article IV. (Transit Corridor Development)
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Appendix K 
(Chapter 42 Requirements that CANNOT be considered by a Special Exception) 

Lot Size Requirements 

Compensating Open Space Requirements 

Building Line Requirements 

Criteria for Designating an Urban Area 

Any Requirement not within Chapter 42, Division III 
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Appendix L 
(Planning Commission Parking Map) 




