Sample letter for Notification of Variance

to Property Owners and Associations within 150 feet
(Company Letterhead)
(Date)

Name

Address

City, State Zip

Dear Property Owner:

Please be advised that the sender has made a formal application to Collier County for a variance from the requirements of the zoning regulations as they apply to the following described property: 

[Description:  distance from nearest intersection, fronting street or access road.   Verify with planner]
It is our intent to ask the County to allow us to (describe nature of variance) on the aforementioned property.  In order to provide you an opportunity to become fully aware of our intention, we will be contacting you directly within the next few days or you may choose to telephone the sender for further information.  In any event, please be advised that we are interested in assuring you that our request should not adversely affect your property interest.
Sincerely,

[Applicant’s name, address, and phone number where you can be contacted]
