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APPLICATION FOR SUBDIVISION PLAT APPROVAL CHECKLIST 

 
1.  At least thirty (30) calendar days prior to the Planning Board meeting, submit to staff: 

 Original Application. Please complete and return the Application and the Open 
Space Dedication Calculation table. 

 Five (5) copies of the plat – must be folded 

 One (1) PDF copy of the plat and supplemental information – either emailed to 
the City at PlanningApplications@CityOfPensacola.com or provided on a CD.  
Flash drive are NOT accepted. 

 Fees (cash of check made payable to the City of Pensacola) 

□ Preliminary Plat Approval: 
Upon INITIAL submittal: $1,000.00 + $25 per lot 
Each RESUBMITTAL: One-half (1/2) the initial fee 

□ Final Plat Approval: 
Upon INITIAL submittal: $1,500.00 + $25 per lot 
Each RESUBMITTAL: One-half (1/2) the initial fee 

2.  After Planning Board recommends approval of the Final Plat, the Final Plat will be 
transmitted to the City Council. 

3.  Within 180 days of City Council approval, the applicant shall: 

 Record the approval plat with Escambia County Clerk of Courts. 

 Satisfy the open space/park dedication requirement by either (A) land dedication; 
or (B) fee in lieu of dedication.  Fees are 5% of the appraised value of the land; 
checks should be made payable to the City of Pensacola. 

4.  After recording, applicant shall provide the City of Pensacola Planning Services 
Division with notice of the applicable Book and Page for the recording.  Building permits 
will not be issued until the City is notified of the recording. 
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Sec. 12-7-6. Sites for public use. 

(a) School sites. The planning board may, where necessary, require reservation of suitable sites for schools; and 
further, which sites shall be made available to the county school board for their refusal or acceptance. If 
accepted by the school board, it shall be reserved for future purchase by the school board from the date of 
acceptance for a period of one year.  

(b) Sites for park and recreation or open space. Each subdivision plat shall be reviewed by the planning and 
leisure services departments in order to assess the following: park and recreational or open space needs for 
the recreation service area within which the subdivision is located and for the city as a whole; and 
characteristics of the land to be subdivided for its capability to fulfill park, recreation or open space needs. 
Based on this review the city staff shall recommend one of the following options:  

(1) Dedication of land for park, recreation or open space needs. The subdivider or owner shall dedicate to 
the city for park and recreation or open space purposes at least five percent of the gross area of the 
residential subdivision. In no case shall the aggregate acreage donated be less than one-quarter acre.  

(2) Payment of money to an escrow account for park, recreation or open space needs in lieu of dedication 
of land. The subdivider or owner shall pay unto the city such sum of money equal in value to five 
percent of the gross area of the subdivision thereof, which sum shall be held in escrow and used by the 
city for the purpose of acquiring parks and developing playgrounds and shall be used for these 
purposes and no others. The aforementioned value shall be the value of the land subdivided without 
improvements and shall be determined jointly by the mayor and the subdivider. If the mayor and 
subdivider cannot agree on a land value, then the land value shall be established by arbitration. The 
mayor shall appoint a professional land appraiser, the subdivider shall appoint a professional land 
appraiser, and these two shall appoint a third.  

(c) Public streets. All streets delineated on all plats submitted to the city council shall be dedicated to all public 
uses including the use thereof by public utilities, unless otherwise specified herein.  

(Code 1986, § 12-8-6; Ord. No. 9-96, § 14, 1-25-1996; Ord. No. 16-10, § 223, 9-9-2010) 

 

Open Space Requirements (only applicable to residential subdivision) 

Sec. 12-7-6 requires (a) the dedication of 5% of the gross area for open space purposes, or (b) a fee in lieu of land dedication.  
Please calculate and check the preferred method of meeting the requirement: 

 (a) Total Land Area:  __________________ acres  

 5% for land dedication:  _______________ acres 

(may NOT equal less than 1/4 acre) 

 

 (b) Value of Land  
(per Escambia County Property Appraiser) 

$___________________________ 

 Fee in lieu of land dedication (5% of land value) $___________________________ 

 (Check payable to the City of Pensacola. Due after plat approval, prior to receiving signatures) 
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Sec. 12-7-3. Procedure for subdivision approval. 

(a) Procedure for subdivision requiring a plat. 
 (1)  Approval of preliminary plat by the planning board. 

a. Any person desiring to divide land into three or more lots shall first file with the planning services 
department an application and a preliminary plat of the subdivision prepared in accordance with 
the requirements of section 12-7-8 and Florida Statute § 472.027.  

b. Accompanying the application and preliminary plat shall be a general location sketch map showing 
the relationship of the proposed subdivision to existing community facilities that serve or influence 
it. On such sketch map shall show, the main traffic arteries, shopping centers, schools, parks, and 
playgrounds within one quarter (1/4) of a mile.  

c. Where the preliminary plat submitted covers only a part of the total contiguous property under the 
subdivider's ownership, a sketch of the prospective future street system of the unsubdivided part 
shall be required if not shown on a previously approved conceptual plan or plans for the entire 
property. The street system of the unplatted portion shall be planned to coordinate and connect 
with the street system of the platted portion.  

d. A master drainage plan at a scale not smaller than one inch equals 200 feet, shall be provided. The 
master drainage plan shall be for the entire property and shall be reviewed by the city engineer in 
relation to the entire drainage basin. It is the specific intent of this requirement that rights-of-way 
and easements of all drainage improvements, including, but not limited to, retention ponds, 
ditches, culverts, channels, and the like required for the drainage of the site for both on-site and 
off-site improvements, shall be provided for in the master drainage plan. Instruments shall be 
submitted fully executed in sufficient form for recording for all off-site drainage rights-of-way and 
easements not included on the final plat. These instruments shall be submitted with the final plat 
for recordation.  

e. The preliminary plat shall be submitted to the planning services department at least 30 calendar 
days prior to the meeting at which it is to be considered.  

f. Prior to the examination of the preliminary plat, the planning board shall be furnished with reports 
from the city engineer, the city traffic engineer, Pensacola Energy, Emerald Coast Utilities 
Authority, fire department, and the secretary to the planning board to the effect that said plat does 
or does not conform to the comprehensive plan, the provisions of this chapter, and with sound 
principles and practices of planning and engineering and with such other items that may affect the 
health, safety and welfare of the people.  

g. When, after examination, the planning board finds as fact that the aforementioned requirements 
have been met, the preliminary plat may be approved; however, such approval shall not constitute 
an approval of the final plat. If the preliminary plat is rejected, the planning board shall provide the 
applicant in writing a detailed list of reasons for rejection. The applicant shall resubmit revised 
documents to the planning services department with a review fee and begin the process at section 
12-7-1. 

 (2)  Approval of final plat by the planning board and city council. 
a. The final plat shall conform substantially to the preliminary plat. The applicant shall submit only 

that portion of the approved preliminary plat that he or she proposes to record and develop. Such 
portion shall conform to all requirements of this chapter. Such final plat shall be submitted within 
one-year (365 days) of the date of the approval of the preliminary plat. If more than one-year has 
elapsed since the approval of the preliminary plat, the applicant must resubmit to the planning 
services department a new application, new application fee and revised documentation and begin 
the process at section 12-7-1.  

b. The final plat and release for construction plans shall be submitted to the planning services 
department at least 30 calendar days prior to the meeting of the planning board at which it is to be 
considered. Before granting final approval of the plat, the planning board shall receive reports from 
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the secretary to the planning board, the city engineer, the city traffic engineer, Pensacola Energy, 
Emerald Coast Utilities Authority and the fire department.  

c. After approval by the planning board, the final plat shall be transmitted to the city council for 
approval. Approval of the plat shall be granted by the city council upon its finding that all the 
requirements of this chapter have been met.  
 

(b) Procedure for division of land requiring a boundary survey.  
 (1) A division of land into no more than two lots fronting on an existing public street, or an access easement 

not involving any new street or road, or the extension of governmental facilities, or the creation of any public 
improvements, and not adversely affecting the remainder of the parcel or adjoining property, and not in 
conflict with any provision of this Code or the comprehensive plan, may be reviewed and approved by the 
city engineer and planning services department..  

  (2) Submission requirements. 
a. Any person desiring to divide land into no more than two lots shall first submit a metes and bounds 

description and a boundary survey (equal to that required by Florida Statute § 472.027, pertaining 
to the Standards of Practice for surveys) of the property to the planning services department. The 
boundary survey shall depict all information required by section 12-7-8(1) through (1011).  

b. If an access easement is required for the subdivision, this document shall be attached to the 
boundary survey.  

c. Prior to development of residential properties, the owner or owner’s agent shall provide a 
proposed lot grading and erosion control plan. The plan shall be to scale and must demonstrate 
that the flow of stormwater surface drainage from the development is diverted to a storm sewer 
conveyance or other approved point of collection that does not create a hazard. The grading plan 
should clearly exhibit that the proposed development neither creates nor exacerbates flooding on 
any adjacent properties. Commercial properties shall fall under the subdivision language of the 
Land Development Code and comply with all stormwater drainage requirements set forth therein.  

d. The planning services department shall notify the applicant of the approval or disapproval of the 
metes and bounds description or the boundary survey within nine (9) working days from 
submission. 

e. If the metes and bounds description or the boundary survey is rejected the planning services 
department shall provide the applicant, in writing, a detailed list of the reasons for the rejection. 

f. The applicant shall resubmit revised documents to the planning services department with a review 
fee and begin the process at section 12-7-3(b). 

 (3) Final approval. 
a. After the survey has been approved by city staff one copy of the survey shall be filed with the 

planning services department. In addition, one copy each of any applicable recorded access 
easements shall be filed with the planning services department.  

b. No building permit shall be issued until the survey has been approved by city staff and any 
accompanying documentation has been filed in accordance with section 12-7-3(b.3.a). 

 
(Code 1986, § 12-8-3; Ord. No. 35-92, § 2, 10-22-1992; Ord. No. 21-93, § 5, 8-16-1993; Ord. No. 9-96, § 13, 1-25-

1996; Ord. No. 12-09, § 2, 4-9-2009) 
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