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DEPARTMENT OF COMMUNITY DEVELOPMENT

ZONING VARIATION APPLICATION
It is recommended that all variation requests be discussed with Village staff prior to submittal. In preparation
for submittal, the applicant, architect and other project representatives should direct attention to the
“Standards for Granting of Zoning Variations” (attached).
Important notes regarding variation applications
1. A maximum of five (5) zoning requests will be considered at each public hearing of the Zoning Board of
Appeals. Submittal by the application deadline does not assure placement on the next agenda.
2. The Zoning Board of Appeals meets on the second Monday of each month. Please refer to the attached
schedule of meetings and submittal deadlines. Questions regarding upcoming meeting calendars and
schedule availability may be directed to Ann Klaassen, Senior Planner, at 847.716.3525 or
aklaassen@winnetka.org.
3. Variations, if granted, require initiation of construction within 12 months of final approval. Consider
your ability to commence construction within this 12 month time period to avoid lapse of approvals.
4. There are three (3) types of variations: Minor, Standard and Major. Minor variations are considered by
the Zoning Administrator, Standard variations are considered by the Zoning Board of Appeals (ZBA) and
Major variations are first considered by the ZBA, with the Village Council having final jurisdiction on such
requests. Following submittal of a variation application, Village staff will review the application
materials and inform the applicant which type of variation is required.
Applicants and/or their representative are required to attend the Zoning Board of Appeals meeting in order to
present their request and address issues raised by Board members. Major variations require final approval by
the Village Council, which meets on the first and third Tuesday of each month. Please refer to the following
schedule of Zoning Board of Appeals meetings and submittal deadlines:
ZONING BOARD OF APPEALS
MEETING DATE
SUBMITTAL DEADLINE
January 9, 2023
December 7, 2022
February 13, 2023
January 11, 2023
March 13, 2023
February 8, 2023
April 10, 2023
March 8, 2023
May 8, 2023
April 5, 2023
June 12, 2023
May 10, 2023
July 10, 2023
June 7, 2023
August 14, 2023
July 12, 2023
September 11, 2023
August 9, 2023
October 9, 2023
September 6, 2023
November 13, 2023
October 11, 2023
December 11, 2023
November 8, 2023

Village of Winnetka
ZONING VARIATION APPLICATION

REQUIRED MATERIALS FOR SUBMISSION
The Applicant must provide 1 hard copy and 1 electronic copy (.pdf), of the following information. (Email
electronic copy to aklaassen@winnetka.org).
 Complete application form (attached);
 Written application materials. Explanation of requested variation(s). Narrative shall address the eight
(8) “Standards for Granting of Zoning Variations” (attached);
 Deed proving ownership. (Note: Applications involving property held by a land trust must be signed by
the trust officer of the institution holding the trust as owner of the property. The trust beneficiary(ies)
and their current address(es) must be disclosed on the application form. The application must also be
accompanied by a certified copy of the trust agreement and a letter from the trustee certifying that the
beneficiary(ies) shown on the application are correct and disclosing any beneficiary changes or lack
thereof during the 12 months immediately preceding the filing of this application.)
Applications by contract purchasers must be accompanied by a copy of an executed contract and letter
of authorization from the property owner, in addition to the above described proof of ownership.
 Zoning calculations. Lot coverage and gross floor area calculation worksheets (attached);
 Plat of survey. The plat must be full size (to scale), accurate and prepared by an Illinois licensed land
surveyor. The plat shall not be more than five (5) years old and must show the lot area, legal
description, and all current improvements on the property.
 Project plans. Provide one full size set (to scale) showing the following minimum details:
o

Existing floor plans - fully dimensioned showing all levels of the structure or structures on the
subject property. All rooms shall be identified and dimensioned.

o

Existing exterior elevations – elevations must be provided of the existing building elevations that
would be changing. All elevations must be fully dimensioned.

o

Site plan – Show and dimension all proposed additions and/or new structures and dimension all
distances between the proposed additions and/or structures and the property lines.

o

Proposed floor plans – fully dimensioned of all levels of the structure where changes are
proposed. All rooms shall be identified and dimensioned.

o

Proposed exterior elevations – elevations must be provided of all building elevations that are
proposed to change. All elevations must be fully dimensioned.

o

Reduced set of plans. A reduced set (8½ x 11) of plans. This reduced set of plans does not need
to be to scale, but it must be legible. Please limit one building detail, plan or image to each
page.

 Minimum application fee: $250.00. Final fee is determined upon complete review of application by
Village staff, with any balance due prior to the initial hearing. Fee schedule is as follows:
o

Minor Variation: $250.00

o

Standard Variation: $400.00

o

Major Variation: $800.00
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Village of Winnetka
ZONING VARIATION APPLICATION
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DEPARTMENT OF COMMUNITY DEVELOPMENT

ZONING VARIATION APPLICATION
Case No.__ _ __ __
Property Information
Site Address:__________________________________________________________________________________
Owner Information
Name: _______________________________________

Primary Contact:__________________________

Address:______________________________________

Phone No.______________________________

City, State, ZIP:_________________________________
Email: ________________________________________

Date property acquired by owner:____________

Architect Information

Attorney Information

Name:_______________________________________

Name:__________________________________

Primary Contact:________________________________

Primary Contact:_________________________

Address:______________________________________

Address:_________________________________

City, State, ZIP:________________________________

City, State, Zip:___________________________

Phone No.____________________________________

Phone No._______________________________

Email:________________________________________

Email:___________________________________

Nature of any restrictions on property:_____________________________________________________________
____________________________________________________________________________________________
Brief explanation of variation(s) requested (attach separate sheet providing additional details):_______________
____________________________________________________________________________________________
___________________________________________________________________________________________
___________________________________________________________________________________________
Property Owner Signature:____________________________________
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Date:____________________

Village of Winnetka
ZONING VARIATION APPLICATION

V I L L A G E O F W I N N E T K A,
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DEPARTMENT OF COMMUNITY DEVELOPMENT

STANDARDS FOR GRANTING OF ZONING VARIATIONS
Applications must provide evidence and explain in detail the manner wherein the strict application of the
provisions of the zoning regulations would result in a clearly demonstrated practical difficulty or particular
hardship. In demonstrating the existence of a particular hardship, please direct your comments and evidence to
each of the following standards:
1. The property in question cannot yield a reasonable return if permitted to be used only under the conditions
allow by regulations in that district;
2. The plight of the owner is due to unique circumstances. Such circumstances must be associated with the
characteristics of the property in question, rather than being related to the occupants;
3. The variation, if granted, will not alter the essential character of the locality;
4. An adequate supply of light and air to adjacent property will not be impaired;
5. The hazard from fire and other damages to the property will not be increased;
6. The taxable value of the land and buildings throughout the Village will not diminish;
7. The congestion in the public street will not increase; and
8. The public health, safety, comfort, morals and welfare of the inhabitants of the Village will not be otherwise
impaired.
Attached are examples of general findings for and against the granting of a variation, which have been made by
the Zoning Board of Appeals and Village Council in prior cases.
Note: the Zoning Board of Appeals or the Village Council, depending on which body has final jurisdiction, must
make a finding that a practical difficulty or a particular hardship exists in order to grant a variation request.
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Village of Winnetka
ZONING VARIATION APPLICATION

GENERAL FINDINGS UPON WHICH ZONING VARIATIONS HAVE BEEN DENIED
Failure to prove a practical difficulty or particular hardship requires denial of a variation request. The burden of
proving such difficulty or hardship rests with the applicant.
The following do not constitute a practical difficulty or a particular hardship which justify the granting of a
variation:
1. The appearance of the property or neighborhood will be improved;
2. Personal convenience or preference;
3. The property will be more readily saleable or could be sold at a higher price;
4. A physical disability or handicap pertaining to a family member;
5. An increase in the size of a family, the number of people living in the house, or the age of a family
member;
6. Lack of awareness of a particular zoning provision;
7. Practical alternatives exist to the proposed request or the proposed improvement(s) can be placed in a
conformation location;
8. The fact that neighbors do not object or are in favor of the variation request;
9. The hardship was created by how the property has been developed over time; or
10. It will be more expensive to comply with the Zoning Ordinance.
GENERAL FINDINGS UPON WHICH ZONING VARIATIONS HAVE BEEN APPROVED
The following may constitute a practical difficulty or particular hardship, which can serve as the basis for the
granting of a variation:
1. Irregular lot shape or topography;
2. The presence of three or more street frontages;
3. Correction of an existing code deficiency;
4. Although a conforming location for an addition to a building exists, a nonconforming location is
preferable from a Village policy standpoint (e.g. a conforming location will require removal of significant
trees that are protected under the Village’s Tree Ordinance);
5. There is an existing legal nonconformity of a minimal degree, the proposed improvement requires the
formalizing of the nonconformity without increasing the degree of nonconformity, the proposed
improvement will enhance the utility and value of the property within the context of the established
neighborhood, and there is no economically viable alternative that will cure the nonconformity (e.g., the
house pre-dates the original zoning ordinance and encroaches 1 foot into the front yard, the owner
proposes to extend the second floor to align the first floor to create a master suite, the proposed
improvements are still within the GFA limitations and the only way to cure the nonconformity is to
demolish the house and build anew); or
6. The lack of an available alternative where the degree of the existing legal nonconformity will not increase
and additional nonconformities will not be created.
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ZONING COMPLIANCE WORKSHEETS
LOT COVERAGE AND GROSS FLOOR AREA CALCULATIONS
Completion of these forms is required to allow Village staff to confirm compliance with zoning ordinance limitations on
Intensity of Use of Lot and Gross Floor Area limitations. Any permit application which affects the total of such
calculated areas must be accompanied by these forms, completed by a licensed architect or other design professional.
Table 1 below indicates certain projects which may be exempt from completion of one or more sections of the attached
calculations.
Calculation worksheets and the instructions for their completion are based upon the Winnetka Zoning Ordinance,
Chapter 17 of the Winnetka Village Code. The zoning ordinance is available for review at the Winnetka Village Hall
and at villageofwinnetka.org.
For assistance with technical zoning questions pertaining to completion of these forms, please contact the Village of
Winnetka Department of Community Development at 847.716.3525 or 716.3587.
The attached forms incorporate three main components:
•
•
•

SECTION ONE:
SECTION TWO:
SECTION THREE:

Roofed building coverage calculations (page 4)
Impermeable surface coverage calculations (page 7)
Building size - Gross Floor Area calculations (page 8)

Most projects require submittal of all three sections of the attached calculation worksheets, and it should be assumed that
all sections are necessary unless noted otherwise. The table below provides guidance for some types of permit work
that may omit inapplicable calculation worksheets.
APPLICATIONS WHICH ARE NOT ACCOMPANIED BY THE REQUIRED CALCULATIONS OR
WHICH DO NOT CONTAIN SUFFICIENT DETAIL (SEE EXAMPLE OF CALCULATION DETAIL
AND DIAGRAMS ON PAGE 3 [Figures 1 and 2]) WILL BE DELAYED OR RETURNED.
TABLE 1 – ARE ZONING CALCULATIONS REQUIRED?
PROJECT TYPE
New Construction
Building Addition
Garage (new or replacement)
Interior Remodel, limited to work inside the
existing building walls and roof
Bay window or chimney addition
“Open” Porch addition
Screen porch or glass porch addition
Shed, playhouse, or similar accessory building
Dormer addition to existing structure
Swimming pool or hot tub
Wood deck
Driveway, sidewalk or patio (new or
replacement)

SECTION ONE
Roofed Lot Coverage

SECTION TWO
Impermeable Surface

SECTION THREE
Gross Floor Area

YES
YES
YES (1)
NO

YES
YES
YES
NO

YES
YES
YES (2)
NO

YES
YES (4)
YES
YES
NO
YES
NO (8)
YES

YES
YES (4)
YES
YES
NO
YES
NO (8)
YES

YES (3)
YES (5)
YES
YES (6)
YES (7)
NO
NO
NO

NOTES: (1) For Pre-FAR buildings (residences built prior to February 7, 1989) and located in the R-5 or R-4 zoning districts a Roofed Lot
Coverage allowance of 200 square feet is available for detached garages located in the rear 25 percent of the lot depth.
(2) Detached garages located in the rear 25 percent of the lot depth may be excluded from Gross Floor Area calculations only if they are
400 square feet in total GFA or less (including any calculable attic space). Detached garages greater than 400 square feet, or attached
garages of any size must be accompanied by complete Gross Floor Area calculations.
(3) Projects limited to bay windows and/or chimneys may be excluded from detailed Gross Floor Area calculation requirements if
simplified calculations are submitted which demonstrate that the Gross Floor Area of all bay windows and chimneys (existing and
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(4)

(5)
(6)

(7)
(8)

proposed) do not exceed a total of 64 square feet. Bay window or chimney additions resulting in a total greater than 64 square feet
must be accompanied by complete detailed Gross Floor Area calculations.
A single-story open, but roofed porch facing a front yard or side yard may be excluded from roofed building coverage calculations
only if they are less than 275 square feet in total area. Refer to Page 5 of calculation worksheets for detailed explanation. This
allowance is only applicable for residences in the R-5 and R-4 zoning districts.
An open porch may be included toward Gross Floor Area calculations. Refer to Step 7.B on Page 9 of calculation worksheets for
detailed explanation.
A shed, playhouse or similar accessory building located in the rear 25 percent of the lot depth that does not exceed 7 feet in height
may be excluded from detailed Gross Floor Area calculation requirements if simplified calculations are submitted which demonstrate
that the total Gross Floor Area of all such accessory buildings (existing and proposed) are less than 64 square feet in area.
Certain qualifying dormers may be excluded from Gross Floor Area calculations. Refer to instructions for Step 11 on Page 16 for
detailed explanation.
Wood decks that are permeable (allow water to run directly into ground below) may be excluded from impermeable surface
calculations.

ADDITIONAL DOCUMENTS NECESSARY TO COMPLETE THE WORKSHEETS
1.

Plat of Survey. A significant number of project and permit delays are attributable to submittal of incomplete surveys.
The plat of survey must clearly show all existing improvements on the property. REVIEW SURVEY FOR ACCURACY
PRIOR TO PREPARING CALCULATIONS. Surveys must be to scale, fully dimensioned, legible and complete
(photocopies are discouraged, faxes are not accepted), and must meet the following requirements:
•
•
•
•
•
•
•

2.

Proposed Site Plan. The Proposed Site Plan must clearly show all existing and proposed improvements for the property.
All work must be identified and located on the site plan, including building additions, accessory buildings, impermeable
surfaces, fences, walls, and other accessory structures, paving, walks, patios, etc. The Site Plan must include a scale and
be fully dimensioned and contain the following information:
•
•
•
•
•

3.

The Survey shall not be more than 5 years old;
Lot area calculation. Any lot which is not rectangular or which has easements for ingress and egress shall have the lot area
certified by the surveyor, including a detailed breakdown of square footage of total lot area and area of any easement for
ingress and egress. Any such easements shall be dimensioned and described on the plat;
Existing topography with elevation contours at 1 foot intervals. Must show location and elevation of all existing drainage
courses, swales, catch basins, paved surfaces, patios, swimming pools, etc. Topography may not be required where work is
confined to the existing building footprint (Contact the Village Engineer at 847.716.3532);
Trees that are 8 inches or greater in trunk diameter;
Full exterior dimensions of all existing structures (buildings, storage sheds, garages, gazebos, fences, walls, and all similar
structures) on the property;
Dimension distances between all structures and all property lines (setbacks);
All existing features must be descriptively identified. For example, porches are to be labeled as “covered” if roofed, “open”
if there is no roof, or “enclosed” if screened, etc.

Dimension the areas of all proposed structures, additions, and/or impermeable surfaces on the property;
Dimension distances between all proposed structures, additions, and/or impermeable surfaces and all property lines
(setbacks);
All proposed features must be descriptively identified. For example, porches are to be labeled as “covered” if roofed,
“open” if there is no roof, or “enclosed;”
Clear delineation between existing and proposed site improvements.
Locate all trees 8 inches or greater in trunk diameter to scale from proposed changes and construction. Village Forester
may require tree protection fencing prior to issuance of permit. Fences must be maintained in proper condition throughout all
phases of construction. Violation will result in stop work orders and fines. (Tree removal permits are required for any tree(s)
measuring 8 inches or greater.)

Existing and Proposed Exterior Elevations. The Elevations must clearly and accurately depict the existing natural
grade of the land adjacent to the structure, as well as the elevation of the first floor for purposes of determining basement
area inclusion in Gross Floor Area (see Step 9, page 13 ). In addition, elevations should clearly depict the height of each
floor level and the calculable upper floor gross floor area described at Step 8 on Page 12.
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CALCULATION of RLC, GFA and IMPERMEABLE SURFACES
The example below depicts the calculations required for a typical 1-story addition to an existing residence and the
replacement of a driveway. Letters and numbers refer to areas created by dividing the surveyed house and impermeable
surfaces into rectangles and triangles. The required graphic may be submitted on a photocopy of the survey for ease of
completion, or a separately prepared graphic, provided that building dimensions reflect those shown on the survey.
FIGURE ONE

FIRST FLOOR, GFA & RLC – EXISTING (Figure One)
PIECE

DIMENSIONS (FT)

A.

42.30 x 33.80

B.

9.50 x 5.50

RLC AREA (SF)

GFA AREA (SF)

1,429.74

1,429.74

52.25

52.25

Attic: This
15.50’ section
of “A” is 7.0’
or taller.

(RLC Only)

C.

21.00 x 11.15

234.15

234.15

D.

9.45 x 23.05

217.82

217.82

E.

23.0 x 10.75

247.25

247.25

F.

10.10 x 12.02

121.40

F

121.40
(RLC Only)

2,302.61

TOTALS:

B

2,128.96

A

D

FIRST FLOOR, GFA – PROPOSED (Figure One)

Addition
PIECE

DIMENSIONS (FT)

1.

14.00 x 10.00

AREA (SF)
140.00

TOTAL:

140.00

TOTAL EXIST and PROPOSED:

2,268.96

1
C

SECOND FLOOR, GFA – EXISTING (Figure One)
PIECE

DIMENSIONS (FT)

AREA (SF)

A.

42.30 x 33.80

1,429.74

C.

21.00 x 11.15

234.15
1,663.89

TOTAL:

FIGURE TWO

ATTIC, GFA – EXISTING (Figure One)
PIECE

DIMENSION (FT)

Above A.

42.30 x 15.50

(7’ height)

E

AREA (SF)
655.65
655.65

TOTAL:

TOTAL GFA – EXISTING and PROPOSED (Figure One)
First Floor

2,268.96

Second Floor

1,663.89

Attic

1

655.65
4,588.50

TOTAL:

Addition

IMPERMEABLE SURFACE (Figure Two)
PIECE

DIMENSION (FT)

1.

55.50 x 9.00

499.50

2.

.5 (9.25 x 18.00)

83.25

3.

.5 (17.25 x 10.00)

86.25

4.

11.50 x 17.00

195.50

5.

5.00 x 5.00
TOTAL:
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SECTION ONE - ROOFED OR BUILDING LOT COVERAGE CALCULATION WORKSHEETS
STEP 1: PROVIDE LOT AREA
(Use either Step 1.A or Step 1.B) For rectangular lots insert the lot dimensions and calculate the lot area in Step 1.A. Do not
include the area within a private street easement in lot area in either Step 1.A or 1.B. If a lot is not rectangular the lot area shall
be certified on the survey by the land surveyor who prepared the plat and indicated in Step 1.B.
1.A

Rectangular Lots ONLY
LOT DIMENSIONS: _____________ X _____________ = ______________ Sq. Ft. [1.A]

1.B

Irregular Shape Lots - The lot area shall be provided on Plat of Survey
SURVEYOR’S CERTIFIED LOT AREA: _______________ Sq. Ft [1.B]

1.C

DETERMINE APPLICABILITY OF “FLAG LOT” AREA DEDUCTION
The maximum building size for flag lots shall be calculated using a modified lot area that excludes the “flagpole” portion of
the lot. A flag lot is defined as “an irregularly shaped lot which consists of two sections: the primary mass of the lot which is
set back from the street frontage access and is behind one or more other lots, and a narrow access corridor (the “flagpole”),
which is less than 50 feet wide and extends for a distance of at least 40 feet from the primary mass of the lot toward the street,
or which has street frontage less than 50 feet and extends for a distance of at least 40 feet from the street toward the primary
mass of the lot.” In addition, the areas within any identified ingress/egress easement (or private road easement) also need to
be excluded from the gross lot area for the calculation of GFA.
Gross Lot Area:

Sq. Ft.
[1.A or 1.B]

Deduction for “flagpole” of flag lot:

Sq. Ft.

Net Lot Area:

Sq. Ft. [1.C]

STEP 2:

DETERMINE MAXIMUM PERMITTED BUILDING/ROOFED LOT COVERAGE (RLC)

(Use either Step 2.A or 2.B)
2.A

Post-FAR buildings (new construction or built since 1989) in the R-5 and R-4 districts and all projects in the R-3, R-2, R-1 districts:
LOT AREA ____________________ Sq. Ft. x 0.25 = ____________________ Sq. Ft. [2.A]
(1.A, 1.B or 1.C)

2.B

Pre-FAR buildings in the R-5 and R-4 districts (built prior to February 7, 1989) and work does not exceed the scope of
“rehabilitation”:
LOT AREA ____________________ Sq. Ft. x 0.27 = ____________________ Sq. Ft. [2.B]
(1.A, 1.B or 1.C)

STEP 3: CALCULATE BUILDING/ROOFED COVERAGE
3.A

CALCULATE BUILDING AREA COVERAGE TO OUTSIDE WALLS
Using the plat of survey (for existing structures) and building plans (for proposed structures), prepare calculations which detail
the area and square footage occupied by all buildings (including the garage and all other accessory buildings), as well as all
other roofed areas on the lot. Measurement of building area shall be from the outside of exterior walls, and shall include the
area of all enclosed porches, screen porches, cantilevered upper or lower floors, bay windows, chimneys and similar building
projections.
Totals summarized to
Existing Building Coverage to outside walls =
_________ Sq. Ft. [3.A.1]
left must be detailed on
an attached sheet as in
Proposed Additional Building Coverage to outside walls = _________ Sq. Ft. [3.A.2]
the example on page 3.
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3.B

MEASURE EAVES AND CALCUATE AREA OF EXCESSIVE EAVES IF APPLICABLE
(Use either Pre-FAR Building method or Post-FAR Building method)
Pre-FAR Building: In addition to building area measured to the outside walls of a structure, the surface area of eaves which
project more than 24 inches from the exterior walls of a building must be calculated (e.g. with 30-inch eaves, the outer 6
inches shall be included in roofed lot coverage calculations).
If eaves project more than 24 inches from the exterior face of the building(s), that area greater than 24 inches is included in
roofed lot coverage. Measure the maximum eave projection and calculate the area of eaves greater than 24 inches for both
the existing buildings and proposed additions.
inches (not including gutters).
Maximum projection of existing eaves from exterior of house is
Maximum projection of eaves on proposed buildings/additions is
inches (not including gutters).
Area of existing eaves greater than 24” =
Sq. Ft. [3.B.1]
Totals summarized to left must
(If eaves are 24” or less, enter -0-)
be detailed on an attached sheet
Sq. Ft. [3.B.2]
Area of proposed eaves greater than 24” =
as in the example on page 3.
(If eaves are 24” or less, enter -0-)
Post-FAR Building: In addition to building area measured to the outside walls of a structure, the surface area of eaves which
project more than 18 inches from the exterior walls of a building must be calculated (e.g. with 24-inch eaves, the outer 6 inches
shall be included in roofed lot coverage calculations).
If eaves project more than 18 inches from the exterior face of the building(s), that area greater than 18 inches is included in
roofed lot coverage. Measure the maximum eave projection and calculate the area of eaves greater than 18 inches for both
the existing buildings and proposed additions.
inches (not including gutters).
Maximum projection of existing eaves from exterior of house is
Maximum projection of eaves on proposed buildings/additions is
inches (not including gutters).
Area of existing eaves greater than 18” =
Sq. Ft. [3.B.3]
Totals summarized to left must
(If eaves are 18” or less, enter -0-)
be detailed on an attached sheet
Sq. Ft. [3.B.4]
Area of proposed eaves greater than 18” =
as in the example on page 3.
(If eaves are 18” or less, enter -0-)

3.C

CALCULATE ALL OTHER ROOFED AREAS
In addition to previously calculated building and eave areas, all other “open” roofed
areas (open porches, roofed entry stoops, carports, porte-cocheres, etc.) are to be calculated.

3.D

Existing Other Roofed Areas =

Sq. Ft. [3.C.1]

Proposed Other Roofed Areas =

Sq. Ft. [3.C.2]

DETERMINE APPLICABILITY OF FRONT PORCH LOT COVERAGE ALLOWANCE
IN THE R-5 AND R-4 ZONING DISTRICTS ONLY, the area of a single-story, open porch attached to the main residence and
located between the residence and either the front or side lot lines may be excluded from lot coverage calculation (up to a
maximum of 275 square feet). NO SCREENED OR ENCLOSED PORCHES MAY BE DEDUCTED.
Area of qualifying porch

3.E

__________ Sq. Ft. [3.D] (May not exceed 275 Sq. Ft.)

DETERMINE APPLICABILITY OF DETACHED GARAGE LOT COVERAGE ALLOWANCE
FOR PRE-FAR BUILDINGS IN THE R-5 AND R-4 ZONING DISTRICTS ONLY, 200 square feet of a detached garage
located in the rear 25 percent of the lot depth may be excluded from the roofed lot coverage calculation (not transferrable to
Section Two Impermeable Lot Coverage calculation).
Area of qualifying detached garage __________ Sq. Ft. [3.E] (May not exceed 200 Sq. Ft.)
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3.F

PROVIDE GRAPHIC DESCRIPTION OF CALCULATION OF BUILDING AREAS CALCULATED
(EXAMPLE ON PAGE 3) AND SUMMARIZE ABOVE RESULTS
Transfer results from Steps 3.A through 3.E into the following summary and calculate total roofed lot coverage. Total
resulting coverage must not exceed maximum calculated at Step 2.A or 2.B.

Existing Building Areas
(1) Enclosed Roofed Building Areas [from 3.A.1]

Sq. Ft.

(2) Excessive Eaves [from 3.B.1 or 3.B.3]

+

Sq. Ft.

(3) Other Roofed Areas [from 3.C.1]

+

Sq. Ft.

Subtotal, existing building area

=

Sq. Ft.

(1) Enclosed Roofed Building Areas [3.A.2]

+

Sq. Ft.

(2) Excessive Eaves [from 3.B.2 or 3.B.4]

+

Sq. Ft.

(3)Other Roofed Areas [from 3.C.2]

+

Sq. Ft.

Plus, Additional Building Areas

Less applicable front porch allowance [from 3.D] -

Sq. Ft. (not to exceed 275 Sq. Ft.)

Total:

Sq. Ft. [3.F]
(May not exceed [2.A] if Post-FAR building, or
if project is in R-3, R-2, or R-1 district)

=

Less applicable detached garage allowance [from 3.E] - ____________Sq. Ft. (not to exceed 200 Sq. Ft.)
Adjusted total RLC for Pre-FAR buildings in
the R-5 and R-4 districts only:
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SECTION TWO - IMPERMEABLE SURFACE LOT COVERAGE CALCULATION WORKSHEETS
Impermeable surfaces, by definition in the Zoning Ordinance, are any surface that does not allow water to drain, seep, filter or pass
through into the ground below. Impermeable surfaces include, without limitation, buildings, other structures, driveways, sidewalks,
walkways, patios, tennis courts, swimming pools and other similar surfaces. All impermeable surfaces are counted at 100%*.
*The only exception to this rule is a “designed permeable surface”, which is a pavement system designed to allow water to pass through voids
in the paving material or between pavers to a designed subsurface storm water storage layer and underdrain system. Such surfaces may be
counted at 75% if the engineering department approves the system’s compliance with the standards outlined in the ordinance. If your project
includes the required subsurface storm water storage layer and underdrain system, then you must contact the engineering department at
(847)716-3530 to find out if your project qualifies for this allowance.

STEP 4: DETERMINE MAXIMUM PERMITTED IMPERMEABLE LOT COVERAGE
A maximum of 50 percent of lot area may be covered by all impermeable surfaces, which includes building area
calculated in Section One, together with other impermeable surfaces which are not buildings (driveways, patios, etc.). Of
the maximum permitted (50%) impermeable lot coverage, a maximum of 25% of the lot area may be devoted to buildings
and roofed areas. Thus, the maximum allowable area for additional impermeable surfaces, other than buildings and
roofed areas is flexible. For example, if buildings and roofed surfaces cover 20% of the lot, up to 30% of the lot may be
covered by other impermeable surfaces. These percentages are not interchangeable and the maximum allowable lot
coverage devoted to buildings and roofed areas cannot exceed 25%.
In the R-5, R-4, and R-3 zoning districts a maximum of 30 percent of the required front yard may be covered with
any material (impermeable surfaces, areas with roofed lot coverage, gravel or crushed stone driveways, etc.). If
applicable, provide detailed representation and calculations of such areas.
4.A

MAXIMUM PERMITTED IMPERMEABLE LOT COVERAGE
LOT AREA __________________ Sq. Ft. x 0.50 =

_______________ Sq. Ft. [4.A]

[1.A, 1.B or 1.C]

STEP 5: CALCULATE IMPERMEABLE LOT COVERAGE
5.A

EXISTING IMPERMEABLE LOT COVERAGE
Using the Plat of Survey, calculate the existing area covered by impermeable surfaces, other than buildings/roofed areas.
TOTAL EXISTING IMPERMEABLE LOT COVERAGE =

5.B

Sq. Ft. [5.A]

PROPOSED (NEW) CONTINUOUS IMPERMEABLE COVERAGE
Totals summarized to left must
be detailed on an attached sheet
as in the example on page 3.

Using the proposed Site Plan, calculate the area of all proposed impermeable
surfaces to be added, other than buildings/roofed areas.
TOTAL PROPOSED IMPERMEABLE LOT COVERAGE =
5.C

TOTAL (EXISTING + PROPOSED) IMPERMEABLE and BUILDING LOT COVERAGES
Building Area (Existing and Proposed)

[from 3.F]

Existing Impermeable Area

[from 5.A]

+

Sq. Ft.

Proposed (New) Impermeable Area

[from 5.B]

+

Sq. Ft.

TOTAL
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_________ Sq. Ft. [5.B]

Sq. Ft.

=
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Sq. Ft. [5.C] (May not exceed 4.A])

SECTION THREE - BUILDING SIZE (GROSS FLOOR AREA) CALCULATION WORKSHEETS
STEP 6: DETERMINE MAXIMUM PERMITTED AND TOTAL (EXISTING + PROPOSED) BUILDING SIZE
6.A

DETERMINE APPROPRIATE FORMULA FOR CALCULATING MAXIMUM PERMITTED GFA:
The formula used for calculating maximum building size is based on lot area as determined above, the original date of
construction of the residence, as well as the scope of work proposed.
Any new residence, or alteration to an existing residence constructed after February 7, 1989, or work to a residence built
before February 7, 1989 that exceeds the scope of rehabilitation (as defined below) shall be subject to the following
formulas for maximum Gross Floor Area:
Lot Area (“LA") in Square Feet

Formula for Maximum GFA

1) Up to and including 9,075

0.38 x LA

2) Over 9,075, to and including 12,000

3,630 + [(LA - 9,075) x 0.2] – (0.02 x LA)

3) Over 12,000 to and including 16,000

3,630 + [(LA - 9,075) x 0.2] – (0.02 x LA)
+ ({[(LA-12,000)/1,000] x 0.005} x LA)

4) Over 16,000 to and including 22,000

3,630 + [(LA - 9,075) x 0.2]
+ ({[(LA-16,000)/1,000] x 0.005} x LA)

5) Over 22,000

3,630 + [(LA – 9,075) x 0.2] + (0.03 x LA)

Maximum building
size/GFA calculator
available on the Village
of Winnetka website at
villageofwinnetka.org

For a residence built prior to February 7, 1989, and for which work does not exceed the scope of “rehabilitation”, the
following formulas are used for determining maximum Gross Floor Area:
Lot Area (“LA”) In Square Feet

Formula for Maximum GFA

6) Up to and including 9,075

0.40 x LA

7) Over 9,075, to and including 16,000

3,630 + [(LA - 9,075) x 0.2]

8) Over 16,000 to and including 22,000

3,630 + [(LA - 9,075) x 0.2]
+ ({[(LA-16,000)/1,000] x 0.005} x LA)

9) Over 22,000

3,630 + [(LA – 9,075) x 0.2] + (0.03 x LA)

Rehabilitation: The act or process of making possible the efficient contemporary use of a building through repair,
alterations or additions, while preserving those portions or features that convey its historical or architectural values and
while maintaining the character of the property, its neighborhood and environment.
6.B

DETERMINE MAXIMUM PERMITTED GROSS FLOOR AREA
MAXIMUM PERMITTED BUILDING SIZE (GFA). Using the Lot Area [1.A, 1.B or 1.C] and the appropriate
formula from 6.A (or the GFA calculator on the Village website), calculate the maximum permitted GFA below:
Maximum Permitted GFA = ______________________ Square Feet [6.B]
(Formula Used [#1-#9]) ___________ ( above)

STEP 7: CALCULATE BUILDING GROSS FLOOR AREA
7.A

CALCULATE BUILDING AREA WITHIN EXTERIOR WALLS (for each full story)
Similar to the building/roofed area calculations performed in Step 3, prepare calculations that detail the area of each story
of all buildings on the lot contained within the exterior walls of all buildings. Using the plat of survey (for existing
structures) and building plans (proposed structures) prepare calculations which detail the dimensions and square footage
area occupied by all buildings. The use of exact dimensions allows review staff to identify and quickly verify areas
calculated - for this reason do not “round” dimensions up or down.
Prepare a graphic representation of areas calculated (see example on page 3 ), and enter dimensions and areas in
tables as applicable for each story in Step 7.C (first floor) and Step 7.D (second floor).
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•

Measurement of Gross Floor Area shall be from the outside of exterior walls, and shall include the area of all
screened and enclosed porches, bay windows, chimneys and similar building projections.

•

No deductions shall be taken for hallways, stairs, closets, unfinished areas, thickness of walls, etc. Screened or
enclosed porches shall be included regardless of whether the screens or other enclosure are permanently affixed.

•

For purposes of calculating floor area of multi-story structures, the definition of “story” and the principles and rules
associated with it shall apply as follows (attic/half-story areas and basement areas are to be calculated in Steps 8 and
9):
Story: That portion of a building included between the surface of any floor and the surface of the floor next
above it or, in the case of an upper floor, between the surface of the upper floor and the bottom of the roof
deck, provided that the floor area of the upper floor exceeds the floor area for a half-story. For purposes of
this definition, the following principles shall apply:
a)
b)
c)

d)

7.B

The floor of a story may split levels, provided that there is not more than four feet difference in
elevation between the different levels.
Any balcony, mezzanine, partial floor or open-beamed ceiling that does not extend horizontally to
fill the perimeter of the building shall be deemed to be a full floor or ceiling at that level.
Any area of a building in which the distance from one floor to the floor or roof rafters above it is
more than 14 feet, and which is uninterrupted by a balcony, mezzanine, partial floor or
open-beamed ceiling, shall be deemed to consist of one story for each 14 feet of height or fraction
thereof.
A basement that has an average height above grade of more than 4 feet, measured to the bottom of
the beams of the floor above, shall be deemed to be a full story.

DETERMINE APPLICABILITY OF OTHER CALCULABLE GROSS FLOOR AREA
In addition to areas enclosed by walls or screens, other areas of a building shall be included in the calculation of Gross
Floor Area as follows:
(a) the area of a building or structure that have exterior walls that extend more than 3½ feet above the floor on two or
more sides (such as parapet walls, open porches with knee walls, etc);
(b) the area of any open porch, if located on the first floor of a building and has a ceiling formed by the floor of a porch
or any other portion of the building above it;
(c) the area of each floor level below a roofed porch or other cantilevered structural feature located above the first floor
level of a multi-story building or structure;
(d) the area of each floor below a roof that is supported by columns and is located above the first floor level of a multistory building or structure.

Include any areas calculated as provided herein on graphic calculations as well as in the following tables.
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TABULATE FIRST FLOOR GROSS FLOOR AREA

7.C

EXISTING FIRST FLOOR AREA (This section does not apply to new construction)

Section

Description

Dimensions

Area (Square Feet)

A.
B.
C.
D.
E.
F.
G.
H.
I.
J.
K.
L.
M.
N.
EXISTING FIRST FLOOR TOTAL AREA:

Square Feet

PROPOSED FIRST FLOOR AREA

Section

Description

Dimensions

Area (Square Feet)

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
PROPOSED FIRST FLOOR TOTAL AREA:
TOTAL EXISTING AND PROPOSED FIRST FLOOR AREA:
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______________ Sq. Ft [7.C]

Square Feet

7.D

TABULATE SECOND FLOOR GROSS FLOOR AREA
Refer to instructions at Section 7.A and 7.B. Include all chimney areas at second floor level when attached to a twostory structure.
EXISTING SECOND FLOOR AREA (This section does not apply to new construction)

Section

Description

Dimensions

Area (Square Feet)

A.
B.
C.
D.
E.
F.
G.
H.
I.
J.
K.
L.
M.
N.
EXISTING SECOND FLOOR TOTAL AREA:

Square Feet

PROPOSED SECOND FLOOR AREA

Section

Description

Dimensions

Area (Square Feet)

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
PROPOSED SECOND FLOOR TOTAL AREA:
TOTAL EXISTING AND PROPOSED SECOND FLOOR AREA:
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Square Feet
______________ Sq. Ft [7.D]

STEP 8: CALCULATE TOTAL (EXISTING + PROPOSED) UPPER FLOOR AREA
Effective May 21, 2002, the area calculation for upper floor areas (attics and half-story areas) is a measurement of areas
7 feet tall, measured from either the actual attic floor level or a standardized uniform height above the first floor level,
whichever is lower. The standardized uniform attic floor height varies by zoning district and is indicated in Table 2
below. Attic floor heights may be built at heights greater than the standardized height established for that zoning district,
but the calculation of upper floor gross floor area will use the lower standardized point of reference. Accordingly, the
amount of attic space that contributes toward the total gross floor area calculation will vary based on proposed ceiling
heights on the first and second floor, as depicted in the graphic example below.
TABLE 2 – STANDARDIZED UPPER FLOOR
HEIGHTS (see accompanying diagram below)
HEIGHT ABOVE
ZONING DISTRICT
FIRST FLOOR
R-5
20 FT. (depicted below)
R-4
R-3
R-2 (Lot area less than
48,000 sq. ft.)
R-2 (Lot area 48,000 sq.
ft. or greater)
R-1

20 FT. (depicted below)
21 FT.
21 FT.
23 FT.
23 FT.

The graphic below illustrates the differing calculation of attic space for a R-5 or R-4 zoned residence, based on a
“standard” attic floor height of 20 feet (left example, with 9-foot ceilings at first and second floor) and a raised attic floor
height of 22 feet (right example, with 10-foot ceilings).

The calculation of attic space is measured to the bottom of the roof rafters or truss member supporting the outer roof
structure. In instances where roof rafters exceed 12 inches in depth, attic calculations are subject to use of a standardized
12” thickness for the point of measurement.
Attic area calculated in Step 8 is subject to an “allowance” or deduction for calculable attic/half-story space, ranging from
a minimum of 150 square feet, up to a maximum of 3 percent of the lot area, taken at Step 11.C on Page 16.
All “upper floors” shall be measured for the presence of areas 7 feet in height, including accessory buildings, and shall be
identified on graphic calculations as well as in tables below.
Include any areas calculated as provided herein on graphic calculations as well as in the following tables.
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IMPORTANT NOTE: Calculations of upper floor attic and half-story areas are also used to verify compliance
with the 2½-story height limit. Clear representation of all 7 foot areas on graphic calculations is critical to
assuring timely review and approval of plans.
EXISTING UPPER FLOOR AREA (This section does not apply to new construction)

Section

Description

Dimensions

Area (Square Feet)

A.
B.
C.
D.
E.
F.
G.
H.
I.
EXISTING UPPER FLOOR TOTAL AREA:

Square Feet

PROPOSED UPPER/ATTIC FLOOR AREA

Section

Description

Dimensions

Area (Square Feet)

1.
2.
3.
4.
5.
6.
7.
8.
9.
PROPOSED UPPER FLOOR TOTAL AREA:

Square Feet

TOTAL EXISTING AND PROPOSED UPPER/ATTIC FLOOR AREA: ____________ Sq. Ft. [8.A]

STEP 9: DETERMINE THE TOTAL (EXISTING + PROPOSED) BASEMENT FLOOR AREA
A basement that is wholly below grade will not be included in Gross Floor Area. When a basement is exposed
above the adjacent grade more than a defined vertical distance (see below), a portion of the basement may be
included in Gross Floor Area, dependent on the proportion of the basement so exposed.
For a basement built on or after February 7, 1989, the portion of basement walls exposed more than 2.5 feet above
grade shall be included in Gross Floor Area. The proportion of basement area to be included shall be determined by
calculating the proportion of basement exposed more than 2.5 feet, measured from existing natural grade to the top
of the finished first floor, and including that proportional amount of basement floor area below. See example
calculation on the following page for clarification of basement measurement methodology.
For a basement built before February 7, 1989, the portion of basement walls exposed more than 4.0 feet above grade
shall be included in Gross Floor Area. The proportion of basement area to be included shall be determined by
calculating the proportion of basement walls exposed more than 4.0 feet, measured from existing natural grade to
the bottom of the first floor joist, and including that proportional amount of basement floor area below.
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9.A

DETERMINE EXISTING AND PROPOSED EXPOSED PERIMETER OF BASEMENT
For residences constructed after February 7, 1989, the exposed perimeter is the total linear feet of basement
walls that are exposed by 2.5 feet or more above existing natural grade.
TOTAL EXPOSED PERIMITER = _________________ Ft. [9.A]
OR
For residences constructed on or before February 7, 1989, the exposed perimeter is the total linear feet of
basement walls that are exposed by 4.0 feet or more above existing natural grade.
TOTAL EXPOSED PERIMETER = _________________ Ft. [9.A]
If no basement wall is exposed more than the above-prescribed amounts, and the plans clearly and accurately verify
such measurements, enter -0- above and skip to Step 10.

9.B

DETERMINE FLOOR AREA OF BASEMENT (EXISTING + PROPOSED). Calculate the total floor area of the
basement. All measurements are to be calculated using the existing and/or proposed exterior walls of the home.
TOTAL FLOOR AREA OF BASEMENT =_______________ Sq. Ft. [9.B]

9.C

DETERMINE BASEMENT AREA TO BE COUNTED IN GFA
TOTAL FLOOR AREA OF BASEMENT [9.B] x

EXPOSED BASEMENT PERIMETER [9.A]
TOTAL PERIMETER OF BASEMENT

BASEMENT AREA TO BE COUNTED IN GFA = __________________ Sq. Ft. [9.C]

SKETCH ILLUSTRATING METHODOLOGY FOR
DETERMINING BASEMENT GROSS FLOOR AREA
The extent of basement area included in Gross Floor Area calculations is based on the proportion of basement that is exposed above
existing natural grade by more than the prescribed amount, measured from existing natural grade to top of the finished first floor
level for “Post-FAR” buildings and to the bottom of the first floor joist for “Pre-FAR” buildings.

20’

Top of finished
first floor

40’

30’

Existing Natural
Grade Level

10’

4’

40’ length of basement wall
with vertical exposure of 4.0
or more

Foundation Wall
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DETERMINE TOTAL (EXISTING + PROPOSED) BASEMENT FLOOR AREA
9.A

Total exposed perimeter:

10’ + 30’ = 40’

9.B

Floor area of basement:

20’ x 40’ = 800 sq. ft.

9.C

Area of basement counting toward GFA:

800 x (40/120) = 266.67 sq. ft.

STEP 10: DETERMINE TOTAL GROSS FLOOR AREA (GFA)
Transfer the total of the results (total EXISTING AND PROPOSED floor area) found in STEPS 7, 8 & 9.
FIRST FLOOR EXISTING AND PROPOSED GFA

_________________ Sq. Ft.
[from 7.C]

SECOND FLOOR EXISTING AND PROPOSED GFA

+ _________________ Sq. Ft.
[from 7.D]

UPPER/ATTIC FLOOR EXISTING AND PROPOSED GFA

+ _________________ Sq. Ft.
[from 8.A]

BASEMENT FLOOR EXISTING AND PROPOSED GFA

+ _________________ Sq. Ft.
[from 9.C]

TOTAL EXISTING AND PROPOSED GROSS FLOOR AREA = __________________ Sq. Ft. [10.A]

STEP 11: DETERMINE ALLOWANCES FOR GROSS FLOOR AREA (ONLY complete sections that apply)
Exclusions from permitted GFA. The following floor areas shall be excluded from the maximum building size:
1. An amount of garage floor area equal to one of the following:
(a) The first 400 square feet of the floor area of a one-story detached garage located in the rear quarter of the lot; or
(b) The first 200 square feet of the floor area of an attached garage located in the rear of a house, provided that no part
of the garage forms any part of the front building line or the building line exposed to a corner lot line;
2. Up to 150 square feet or the equivalent of 3 percent of the lot area, whichever is greater, of the floor area of an attic or
half-story;
3. Up to 64 square feet of the aggregate floor area of all bay windows and chimneys that form a part of the exterior building
line;
4. The floor area under any dormer that is no more than 6 feet wide and is set in at least 3½ feet from the gable end walls,
provided that the total width of all dormers does not exceed 25% of the length of the roof on which they area located;
5. The first 64 square feet of the aggregate floor area of a detached storage shed, playhouse, walled enclosures for refuse
containers or swimming pool equipment, or similar enclosed structures, provided they are located in the rear quarter of
the lot.
11.A

DETACHED GARAGE: This allowance is ONLY applicable to a one-story detached garage located within the rear 25% of
the maximum depth of the lot. The garage area allowance may be equal to the detached garage floor area above,
however, this allowance may not be greater than the actual detached garage area, or 400 square feet, whichever is less.
Detached Garage Floor Area Allowance = _______________ Sq. Ft. [11.A.]

11.B

OR
ATTACHED GARAGE: This allowance is ONLY applicable to an attached garage that is in the rear of a house. The
attached garage allowance may be equal to the attached garage floor area, however, this allowance may not be greater than
the actual attached garage area, or 200 square feet, whichever is less.
Attached Garage Floor Area Allowance = ________________ Sq. Ft. [11.B.]
Note: An allowance may be taken for either a detached garage or attached garage, but not both.
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11.C ATTIC FLOOR AREA: This allowance is ONLY applicable to attic and half-story areas calculated in Step 8. No allowance
may be taken for an upper floor that exceeds a half-story.
The attic allowance is 3% of the lot area or 150 square feet, whichever is greater, but this allowance may not be greater than
the Total Attic Gross Floor Area. The allowance may not be greater than the actual calculated attic area [Step 8.A]
Total Attic Floor Area

=

Sq. Ft.
[from 8.A]

Lot Area ____________ sq. ft. x 0.03
[from Step 1.A, 1.B,or 1.C]
Attic Floor Area Allowance

=

Sq. Ft.

=

Sq. Ft. [11.C]

11.D CHIMNEY AND BAY WINDOWS: This allowance is ONLY applicable to the total Gross Floor Area of all chimneys and
bay windows that project beyond the exterior of a building wall. Each floor level of a chimney and/or bay window is
included in the calculation. This allowance may not exceed the actual calculated area of all bay windows and chimneys or 64
square feet, whichever is less.
Total Chimney/Bay Window Area Allowance =

Sq. Ft. [11.D]

11.E DORMERS: This allowance is ONLY applicable to the floor area under a dormer that is no more than 6 feet wide and set in
at least 3.5 feet from the gable end wall, provided that the total width of all dormers does not exceed 25% of the length of the
roof on which they are located. This allowance may not exceed the actual calculated area of all dormers.
Total Dormer Area Allowance =
11.F

Sq. Ft. [11.E]

SHED, PLAYHOUSE, and SIMILAR ACCESSORY STRUCTURE: The first 64 square feet of the aggregate floor area
of a detached storage shed, playhouse, walled enclosure for refuse containers or swimming pool equipment, or similar
enclosed structures are excluded from the calculation of GFA, provided that they are located in the rear quarter of the lot.
Total Shed, etc. Area Allowance =

11.G

Sq. Ft. [11.F]

DETERMINE TOTAL ALLOWANCE FOR GROSS FLOOR AREA
Total Allowance =

Sq. Ft. [11.G]
[from 11. A. or 11.B. + 11.C. + 11.D + 11E. + 11F.]

STEP 12: SUMMARY OF GROSS FLOOR AREA (GFA) DETERMINATIONS
12.A

TOTAL EXISTING AND PROPOSED GFA:

Sq. Ft.
[from 10.A]

12.B

Subtract TOTAL ALLOWANCE FOR GFA:

Sq. Ft.
[from 11.G]

12.C

FINAL PROPOSED GFA:

Sq. Ft. [12.C]
[12.A-12.B]

6.B

FINAL PERMITTED GFA:

Sq. Ft. [6.B]

NOTE: The FINAL PROPOSED GFA [12.C] may not exceed the MAXIMUM PERMITTED GFA [6.B]
PREPARED BY: (Print or Type)

Place Design Professional SEAL below:

Name: _____________________________________
Company Name: _____________________________
Full Address: ________________________________
________________________________
Phone: __________________Fax: _______________
Email: __________________ Date: ______________
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Signature: _______________________________
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