
 
Applicant 

 
Community Development 

Department 

 
Planning & Zoning 

Commission or City Council 
 

Required Forms  

   
 

 
Pre-App Conference Request 

Form 

    

    

    

   Subdivision Application 
(45 Days prior to PZ meeting) 

    

    

    

    

    

    

    

Applicant requests pre-
application meeting  

Additional Pre-application 
meeting if project is complex 

City provides notice to proceed 

and submits appropriate drawings 

Pre-application meeting 

Is a Planned Unit Development 
(PUD) Proposed? 

Yes 

Refer to PUD 
Process Flowchart 

Application accepted ,begin 
processing 

Prepare Staff Report 

Legal Notification 

Staff Report goes to 
P&Z Public Hearing 

City informs applicant of outcome 

Denied 

Legal Notification 
(15 days prior to P&Z Meeting) 
•Property Owners 
•Agencies & Jurisdictions 
•Newspaper Publication 
(7 days prior to P&Z Meeting) 
•Post Notice on Property 

Applicant submits Formal 
Application to go before PZ  
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Prepare Staff Report 
City Council to Approve or 

Disapprove  Subdivision 
(Not Public Hearing) 

Public Hearing 
P&Z Commission to provide 

recommendation to City Council 

Denied 

City informs applicant of outcome 
and prepare Findings of Fact & 

Conclusions of Law 

 
Approved 

Approved 
with 

conditions 

Approved, approved with 
conditions or denied 
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No 

Applicant requests Subdivision 
Application to be placed on City 

Council Agenda 

 
Approved 

Approved 
with 

conditions Conditions to be resolved 

Recommendation for approval 
with conditions or denied 

Applicant to submit 

SUBDIVISION FLOW CHART 



    

    
Construction Improvement 

Agreement Subdivision Form 

    

    

    

    

    
Building Permit Application 

    
Plat  Application 

    

    

Prepare Development 
Agreement 

 
Approved 

 
Applicant provides Draft 

Construction Improvement 
Agreement 

with 
conditions 

Prepare Construction 
Improvement Agreement 

Applicant reviews and 
signs Agreements 

Agreements Executed 

Agreement to City Council on 
Consent Calendar 

Review and 
Approve Plans 
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PLAT PROCESS 

Applicant submit Plat and Surety 
Amount for Review 

CONSTRUCTION PROCESS 

Pre-Construction Meeting 

Construct Improvements 

Submit for Building Permits 

DEQ Approval, Record Drawings, 
and Engineer’s Certification 

Review Plat and Surety 

Post Performance Guarantee for Improvements 
Not Constructed or Accepted 

Applicant submits Plat Application 

Plat goes to City Council to authorize 
Mayor and City Clerk to sign 

City Engineer and Mayor to sign 

Applicant to record Plat and provide copies to City 
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Timeline is approximate and for reference only. Time will vary depending on complexity of project, completeness of submittals, P&Z and City 
Council agenda availability, applicant’s timeliness, etc. 
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Applicant to submit 
Construction Plans 

Certificate of Occupancy Available 

Warranty for Improvements 

Release Performance Guarantee 


