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Step 1 – Determine Need for Zoning Approval: If you receive a denial letter from the Inspectional Services 
Division, apply for the appropriate relief. If you know you need zoning relief, apply directly to the Planning 
Division.     
 
Step 2 – Preliminary Review: You are strongly encouraged to set up a pre-application meeting with Planning 
Staff before filing. Planning Staff will help coordinate meetings with other departments if needed and assist in 
determining required zoning relief. If there is an affordable housing component to your proposal, call the 
Housing Division to set up a meeting before filing the application (617-625-6600 x2560). It is also recommended 
that you conduct a meeting with neighbors and your alderman to explain your project. Occasionally, review will 
be required by the Design Review Committee before going to the Board. The Design Review Committee plays 
an advisory role to the Planning Board and Zoning Board of Appeals, who have the final authority over the 
design of projects. 
 
Step 3 – Zoning Application: You may obtain the Application Form for Planning Board and Zoning Board of 
Appeals Approval at ISD, the Planning Division (617-625-6600 x2533), or the City’s website 
(http://www.somervillema.gov). Complete the application form and compile the documents in the checklist of 
required information.   
 
Initial Filing: Submit the application to the City Clerk’s Office on the first floor of City Hall. The Clerk’s Office is 
open on Mon-Wed 8:30am-4:30pm, Thurs 8:30am-7:30pm, and Fri 8:30am-12:30pm. After reviewing your initial 
filing, Planning Staff will contact you to tell you whether revisions or additional information is required and how 
many copies of the final plans are required (from 6-20 depending on the type of application). 
 
 

Application Process 
Note: 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.   

1. Determine Need for Zoning 
Approval 
Applicant determines the need for a 
special permit or variance through a 
building permit denial letter and/or 
zoning analysis. 

2. Preliminary Review 
Applicant is encouraged to set up a 
meeting with Planning, other 
applicable staff, neighbors, and 
sometimes with the Design Review 
Committee. 

3. Zoning Application 
Applicant completes and submits an 
application form to the City Clerk’s 
Office with appropriate fee. 

4. Review / Advertisement 
Staff mail notice of the hearing date 
to abutters, advertise in the 
newspaper, and write a report to the 
Board. The DRC may also review 
the proposal.  

6.  SPGA (PB or ZBA) Decision 
Vote is taken within 90 days of 
close of hearing. Staff file decision 
with the City Clerk and mail to 
abutters within 14 days of the vote. 

7. Appeals may be filed with the 
City Clerk 
 
Within 20 days of the decision filing. 
 

8. Document Decision 
Applicant certifies decision with the 
City Clerk, picks up stamped 
approved plans with the Planning 
Division, records decision with the 
Registry of Deeds or Land Court, as 
appropriate. 

9. Applicant Applies for Building 
Permit through ISD. Construction 
must comply with all building, 
electric, etc. codes as well as 
zoning approval. 

5. Zoning Board of Appeals (ZBA) 
or Planning Board (PB) Hearing 
Applicant presents at the public 
hearing. Case will open within 65 
days of filing complete application. 

10. Applicant calls Planning 
Division & ISD for final sign-off of 
permit or Certificate of Occupancy. 


