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Checklist for Application Submission 
	Project Name:
	Submission Meeting Date:

	Application Type:
	Project Address:


       All applicable items must be included for application to be accepted for processing.
	Completed
	Missing
	N/A

	Recorded Warranty Deed  
	
	
	

	Certificate of Title 
	
	
	

	Owner’s Consent Form 
	
	
	

	Certificate of Business entity (If corporation or business entity) 
	
	
	

	Owner’s Designation of Agency Form 
	
	
	

	Part One: Application           
	
	
	

	Part Two: Property Information         
	
	
	

	Part Three: Project Information / Description       
	
	
	

	      Project Data
	
	
	

	     Color Samples (Actual color chips)
	
	
	

	     Project Relief
	
	
	

	Notification of Utility Providers
	
	
	

	                 FPL
	
	
	

	                Comcast
	
	
	

	               Florida Public Utilities 
	
	
	

	               AT&T
	
	
	

	Vicinity Map (a minimum one-half mile radius of the property)
	
	
	

	Filing Fee
	
	
	

	Traffic Statement (3 copies)
	
	
	

	     PBC TPS letter or Transmittal/receipt confirmation from PBC
	
	
	

	Six (6) signed & sealed copies of each of the following plans in collated, stapled and folded sets: 
	
	
	

	a) Site Plan
	
	
	

	b) Survey (no older than 6 months)
	
	
	

	c) Landscape Plan including tree survey
	
	
	

	d) Preliminary Engineering Plan
	
	
	

	e) Composite Overlay Plan
	
	
	

	f) Building Elevations and Floor Plan
	
	
	

	g) Photometric Plan
	
	
	

	h) Colored Renderings (4 sides)
	
	
	

	i) Photos of existing property & adjacent properties (properly label each photo)
	
	
	

	j) Justification Statement (waiver or  variance)
	
	
	

	k) Additional Fee (wavier or variance)
	
	
	


	a) 1 Reduced set of plans (11’x17”)
	
	
	

	b) Digital (PDF) copy (CD or Flash drive)
	
	
	



Certificate Of Appropriateness
	Completed
	Missing
	N/A

	Historical Information
	
	
	

	NOAs/Architectural Details
	
	
	

	Photographs
	
	
	

	Demolition Reports
	
	
	

	Public Notices
	
	
	



Master & Blanket Sign Program
	Completed
	Missing
	N/A

	8 Copies of proposed Sign & Elevations
	
	
	

	Photographs of existing site
	
	
	


Variance
	Completed
	Missing
	N/A

	Survey (8 copies)
	
	
	

	Site Plan of proposed changes (8 copies)
	
	
	

	Justification Letter
	
	
	

	List of property owners within 500’ radius taken from official County tax roll
	
	
	

	Tax Map showing property within 500’ radius
	
	
	

	Standard white pre-addressed envelopes with required postages for mailed notices
	
	
	


Rezoning/Future Land Use Map Amendment 
	Completed
	Missing
	N/A

	Standard Application items section 2.4.3(A)
	
	
	

	Traffic  Study – A comparative analysis which addresses the intensity of the property under the existing and proposed zoning
	
	
	

	Statement of the reasons for which the change is being sought -Rezoning Sec. 2.4.5 (D)(2)
	
	
	

	Justification statement addressing Future Land Use Policy A-1.7 of the Comprehensive Plan – FLUM Amendments
	
	
	






Major Subdivision
	Completed
	Missing
	N/A

	Standard Application Items
	
	
	

	Standard Preliminary Plat 
	
	
	

	Preliminary engineering Plans
	
	
	

	Traffic statement, Study, Report (PBC TPS Letter or Transmittal Confirmation from PBC)
	
	
	



Final Plat & Minor Subdivision
	Completed
	Missing
	N/A

	Standard Application Items
	
	
	

	Standard Final Plat 
	
	
	

	Final Engineering Plans
	
	
	

	Receipted copies of applications for all permits (water, sewer, drainage, public street improvements)
	
	
	

	Preliminary cost estimates for the construction of public improvements 
	
	
	


Abandonments
	Completed
	Missing
	N/A

	Standard Application Items
	
	
	

	Utility Notification 
	
	
	

	       FPL
	
	
	

	       Comcast
	
	
	

	       Florida Public Utilities 
	
	
	

	       AT&T
	
	
	

	Survey specifying area to be abandoned
	
	
	

	Sketch and legend description of area to be abandoned
	
	
	


Conditional Use
	Completed
	Missing
	N/A

	Standard Application Items
	
	
	

	Utility Notification 
	
	
	

	       FPL
	
	
	

	       Comcast
	
	
	

	       Florida Public Utilities 
	
	
	

	       AT&T
	
	
	

	Survey
	
	
	

	Receipted copies of applications for all permits (water, sewer, drainage, public street improvements)
	
	
	

	Preliminary cost estimates for the construction of public improvements 
	
	
	


Amendments to the Land Development Regulations
	Completed
	Missing
	N/A

	Standard Application Items (see first page)
	
	
	

	Requirements Pursuant to Section 2.4.5(M)
	
	
	

	       Written request stating the subject LDR section and rational for the   requested amendment
	
	
	

	       A draft of the proposed ordinance with language to be amended
	
	
	

	       Analysis including potential impacts and supporting documentation such as exhibits, graphs, similar ordinances of other municipalities, etc.
	
	
	





Reviewing Planner	Sign & Date



Applicant	Sign & Date
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