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Variance ZHE Application Public Guide 
 

The following is a guide on how to apply for a variance with the Zone Hearing Examiner.  

(If you’re already logged in):  

From the Home Page, click on Apply on the black bar or on the Apply box: 

 

 

In the search engine, type: Variance ZHE to pull up the permit application: 

 

 Click on Apply: 
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(Note: ABQ-Plan does not allow incomplete applications to be saved. Please ensure you have all the 
documents required for a complete application before proceeding. Templates can be found on our 
website, or can be requested from PlanningZHE@cabq.gov). 

A complete application requires the following PDF documents: 

1. Justification Letter 
2. Proposed Sketch plan or Drawing of the site 

a. Include as much detail as possible 
3. Public Notice to Neighborhood Association AND List of Associations notified 

a. List of Neighborhood Associations received from the Office of Neighborhood 
Coordination (ONC) 

i. To get that list please fill out the form here: Public Notice Inquiry Sheet — City 
of Albuquerque 

b. Official Public Notice form (Available on the ZHE website here: Zoning Hearing Examiner 
— City of Albuquerque)  

c. Include the email and attachments sent 
4. Public Notice to Property Owners 

a. List of Property Owners notified  
i. To get a list of everyone within 100ft that must be notified, please send an email 

to the ZHE Team at <PlanningZHE@cabq.gov> 
b. Include the Buffer map and list of property owners within 100 feet 
c. Official Public Notice form (Available on the ZHE website here: Zoning Hearing Examiner 

— City of Albuquerque) and attachments (e.g., letter and site plan sheets) sent to 
property owners 

d. Proof of first-class mailing to property owners 
5. Sign Posting Agreement  

a. Available on the ZHE website here: Zoning Hearing Examiner — City of Albuquerque 
6. Zone Atlas Map 
7. Please visit the IDO Interactive Map to find your Zone Atlas map PDF. 

i. Click the 1 Button at the bottom of the screen and then scroll down and check 
on Zone Atlas Grid. After that you can click on the map, click through the pop-up 
results, and the click the link to the Zone Atlas PDF. 

b. Mark the property on your zone atlas page 
 
If after starting your application, you need to save, click on Save Draft. Please be sure to Save Draft after 
each step. The system does not auto-save. 

https://www.cabq.gov/office-of-neighborhood-coordination/notice-inquiry-sheet
https://www.cabq.gov/office-of-neighborhood-coordination/notice-inquiry-sheet
https://www.cabq.gov/planning/boards-commissions/zoning-hearing-examiner
https://www.cabq.gov/planning/boards-commissions/zoning-hearing-examiner
https://www.cabq.gov/planning/boards-commissions/zoning-hearing-examiner
https://www.cabq.gov/planning/boards-commissions/zoning-hearing-examiner
https://www.cabq.gov/planning/boards-commissions/zoning-hearing-examiner
https://cabq.maps.arcgis.com/apps/webappviewer/index.html?id=53bf716981b14d25a31e7a2549c2d61b
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 Please note that any attachments uploaded will not be saved and if you leave your application, 
you will have to reupload them.  

Step 1 - Location 
Click on Add Location and type in the location of your property:  
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Click on the checkbox next to your address, and click on Add:  

 

Then click Next. (Note: if the checkbox does not appear right away, please return to the previous step 
and refresh. The location may take a moment to populate on the map).  
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This will add your property address to your application: 

 

Review that the location is correct, then click Next. 

Step 2 – Type  
Enter a detailed description of your planned variance, including the measurements. All 

questions with a red asterisk (*) are required. Once all required information has been entered click 
Next:  
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Step 3 - Contacts 
Add contacts to the permit.    

 

If you’re the Property Owner and the Applicant, you must still add yourself as the Owner. Click on Add 
Contact, type in your name, and then click on Add: 
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An important note, anyone who is a contact can see the details of the permit including invoices, 
any uploaded documentation, and all information provided on the permit.  

Once done, click Next.  

Step 4 – More Info  
 Proceed down the page by answering all the relevant questions. You will have a chance to 
attach your documents on the next page.  

 All questions with a red asterisk (*) are required. They are the major cross streets, the IDO Code 
Section, and the request for an interpreter. If you’re unsure of any of these, please reach out to the ZHE 
Planning team at PlanningZHE@cabq.gov 

 

 After answering the questions, click Next. 
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Step 5 - Attachments 
Now is the time to upload all the documents related to your application page. Required 

documents are labeled “Required.” All documents must be in PDF format. You can also click on the 
“Information” icon in the top right of each box for more info on each document required. 

 

 You cannot save your uploaded applications. If you need to leave this page, you will need to 
reupload everything.  

 Once complete, click Next.  
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Step 6 – Signature  
 Read the conditions for submitting your application. Sign your name or enable your type 
signature, then click Next.  
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Step 7 - Review and Submit  
 Review your application before submitting. Once your application is complete, click Submit. 

 

After you submit your application, our ZHE staff will review and contact you with the next steps. 
Please note that fees will not be charged until staff has reviewed and accepted your complete 
application.  
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If you click on Continue to plan, you can view the summary of your application: 

 

If you need to add additional attachments, click on the Attachments tab: 
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You can then click on the Add Attachment box and add any relevant attachments.  
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