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Variance

Ready to Apply?
Applications for variances are submitted online through BS&A Online. See below for a step-by-step 

walkthrough of how to complete the online application. If extra help is needed, there are computer 

stations available at City Hall, Room 117 where online applications can be submitted.

1. On the Applications & Petitions page of the City of Battle Creek’s website, download and complete

the Variance Request Packet. 

2. In the left-hand side bar of BS&A Online, select the “Apply for a Planning, Zoning, or Engineering 

Process” link.

3. If you already have a BS&A Online account, enter your username and password to sign in. If you 

do not, click on the link below the “Create a New Account” header. Follow the lettered 

instructions to create an account.

https://bsaonline.com/Home/Index?uid=337
https://battlecreekmi.gov/213/Applications-Petitions
https://bsaonline.com/Account/LogOn?ReturnUrl=%2fCD_PzeProcessApplication%2fApplyForPzeProcess&uid=337


P a g e  | 2

10 N. DIVISION  ST.    P.O. BOX 1717     BATTLE CREEK MICHIGAN    49016-1717
PHONE (269) 966-3320      FAX (269) 966-3555      WWW.BATTLECREEKMI.GOV

a. Create a username and password. Enter an e-mail address that is checked regularly. Click 

the checkbox agreeing to the terms of use. Click the checkbox next to the statement “I’m 

not a robot”. 

b. Click the “Create Account” button at the bottom of the page.

c. Check the e-mail that was entered for an email with a link to be clicked. Click this link.

d. Click the “Activate Account” button.

4. Type in the number and street address of the project into the “Search For:” field. Click the 

“Search” button.

5. Select the correct address from the list that appears. Click “Next”.
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6. Under “Select the application for which you wish to apply:”, select “Variance” from the drop-down

list.

7. In the box below “Please describe the work to be done in detail”, provide a brief description of the

proposed variance and why the variance meets the criteria discussed in the application and in the 

ordinance. Click “Next”.

8. Fill out the contact information of the property owner or authorized agent for the owner in the 

top section of the page.
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9. Fill out the information under the “Appellant” heading, even if it is the same as the previously 

entered contact information. Additional names to be associated with this application can be 

added at the bottom of the page.

10. Select the appropriate Zoning Board of Appeals fee for the use of the project, either 

Commercial/Industrial or Residential. Add one unit and click “OK”. Click “Next”.

11. Attach the required plot plan, project description, and variance application, as well as the optional

front elevation, floor plan, and architectural drawings, if necessary. Click “Next”.

12. Review the information on the next page. Click the checkbox stating that the disclaimer has been 

read and type your name in the field after “Accepted by:”. Click “Submit”.




