
Electrical Petition for Variance



Click on “NEW APPLICATION”



Click on the drop-down 
menu and click on “Permits”



Click on the drop-down menu for 
Program Area and select “Electrical”.



Click on Select Permit Type dropdown menu 
and click on “Electrical Petition for variance”



For Application type select 
“Plan Review”



Read the instructions then click 
on “SAVE AND CONTINUE”



You must choose a 
mailing and public 
address and click on 
“SAVE AS MAILING” and 
“SAVE AS PUBLIC” for 
each address.



Each address will be saved. 
Click on “SAVE AND CONTINUE”



An owner is required to be one of the 
affiliations. Other affiliations can be 
added for the project. 

Affiliations can be created. 
Existing customers can be 
searched using the email 
search.



Fill out all the required affiliation 
information and click SAVE.



You must enter project 
site information. Existing 
sites can be searched 
using site ID, site name, 
municipality, or address.



Fill out the required 
site information and 
click SAVE.



You can add building information, 
but it is not required. Click SAVE 
AND CONTINUE.



For longer explanations, type 
“ATTACHED” and include this 
information in an attachment.

On the questions page, fill out 
specific information about the code 
affected by the variance request.



Explain why the code cannot be met.

For longer explanations, type 
“ATTACHED” and include this 
information in an attachment.



Explain how the variance will 
perform the same level of health, 
safety, and welfare as the code.

For longer explanations, type 
“ATTACHED” and include this 
information in an attachment.



On the questions page you 
will also answer a set of 
Yes/No questions about 
the code for which you are 
requesting a variance. 



If you answer “Yes” to the 
question: Is this related to 
an existing plan review, 
you are required to 
answer the additional 
questions.

If you’ve already submitted 
the plan review under a 
separate application, choose 
“Requesting Revision.”

Choose the appropriate 
plan review status.



If you’ve already submitted 
the plan review under a 
separate application, select 
who reviewed the plan.

If you are submitting the 
plan for review with this 
petition for variance, 
submitting the plan for 
review at a later time, or not 
submitting for plan review 
at all, select “N/A.”



If the plan was previously 
reviewed by, or submitted 
to, the State, type the EL- or 
DIS- number associated with 
the plan review submittal.

If the plan was previously 
reviewed by a municipality, 
type the review number 
associated with the plan 
review submittal.

This field cannot be left 
blank. If there is no plan 
review number to provide, 
type “N/A.”



Answer the remaining 
question about the previous 
plan review. 



Choose the preferred 
method of communication 
after the petition is 
reviewed.



Answer questions about 
payments and invoices. Click 
SAVE AND CONTINUE.



Depending on which 
questions you answered 
“Yes” on the Questions 
page, you will be required 
to attach additional 
information. To add an 
attachment, click on the 
“Add Attachment” button.

You must include attachments 
for each item listed on your 
Attachments page.



Follow the prompts to 
browse for the files and 
upload the attachments. 



When all required attachments 
are uploaded, click SAVE AND 
CONTINUE.



If you have not provided an answer 
to a required question or not 
uploaded a required attachment, 
you will be given an error message. 
You can click on the blue text to 
take you to the page missing 
information.  



When all the 
information is 
correct, click the 
“Review and 
Submit” tab. Click 
the acceptance box 
and type your name 
in the electronic 
signature box. Click 
submit at the 
bottom of the page.



You will be taken to your cart to 
pay the application fee. Click on 
“Plan Review”. 



Click on the check box for the 
plan review that you want to 
pay. Note the total amount due 
and click CONTINUE.



You will be redirected to a 
payment site to complete the 
transaction. The petition for 
variance will not be submitted 
until the fee is paid.


