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CERTIFICATE OF OCCUPANCY - FLOWCHART

STOP HERE u
NO FURTHER ACTION NEEDED

14

7. The Certificate of
Occupancy (C.O.)

is issued.

5. Development Services Staff review the site to determine if all the construction/improvements
match the approved documents including landscaping, open space,

recreation, utilities, fire flow, parking spaces, etc.

4. Building Department alerts the 
Development Services staff of the C.O. Request

3. Builder/developer provides the required material (including the 
As-Built Survey & certifications) & pays the outstanding fees (if any)

to the Building Department.

6. If all required documents have been received by Development Services
then the Building Department is alerted that everything is in order.

2. Builder/developer contacts the City’s Building Official
to come out and perform the final inspection/certificate of occupancy.

1. Builder/developer finishes all construction & 
receives all required/requested permits
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COMMERCIAL DEVELOPMENT
STEPS FOR APPROVAL

WITHOUT WAIVERS

4. PRE-CONSTRUCTION
CONFERENCE

6. ALL OTHER BUILDING
PERMITS

7. INSPECTIONS
OCCUR, AS NEEDED/

REQUESTED

8. CERTIFICATE OF
OCCUPANCY (C.O.)

ISSUED*

If no waivers are requested, the Site Plan & 
FECP approval may be combined into one
Development Plan step.

3. SITE PLAN/FINAL ENGINEERING 
CONSTRUCTION PLANS (FECP)

$500 + $5/lot

APPROVED

2. CONCEPT PLAN
(Optional)

$250

1. COMMUNITY
MEETING (Optional)

$150

5. SITE DEVELOPMENT 
PERMIT

2% of Construction
Cost

PLAYERS

DRC/CC

DRC

DRC

BUILDING DEPT.

BUILDING DEPT.

BUILDING DEPT.

BUILDING DEPT.

DEVELOPMENT 
SERVICES

DEPT.

STAGES

11. Business Tax 
 Receipt (BTR)

$40/yr + $50/yr 
annual fire inspection

WITHOUT WAIVERS

CC: City Commission
DRC: Development Review Committee 

If a project fully meets the City’s Land Development 
Regulations, the applicant doesn’t have any waivers 
or variances to be reviewed by the City Commission.
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INSPECTIONS OCCUR, AS NEEDED/REQUESTED

PROTECTED 
SPECIES

PROJECT 
APPLICANT/

PLAT

LAKE COUNTY

CITY OF EUSTIS

FDEP

FDOT

FISH & GAME

LSMPO

ACORE

SJRWMD

ROW/DRIVEWAY
MOT

UTILITY
DRAINAGE

SIDEWALK CONNECT

WETLANDS

R.O.W. UTILIZATION
MOT

COMM DRIVEWAY CONNECT
SEPTIC TANK

FIRE LANES
LANDSCAPING

TREE REMOVAL
FIRE FLOW

FIRE HYDRANT
ROADWAYS

SANITARY SEWER
POTABLE WATER

STORMWATER 
IRRIGATION

INFRASTRUCTURE
UNDERGROUND

NPDES NOI
COMPACTION

WATER
SEWER

NPDES NOI

STORMWATER
WETLANDS

NEXT STEP u
CERTIFICATE OF OCCUPANCY REQUESTED
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COMMERCIAL DEVELOPMENT
STEPS FOR APPROVAL

WITH WAIVERS

STAGES                                            

2. CONCEPT PLAN
(Optional)

$250

1. COMMUNITY
MEETING (Optional)

$150

6. PRE-CONSTRUCTION
CONFERENCE

7. SITE DEVELOPMENT 
PERMIT

2% of Construction Costs

8. ALL OTHER BUILDING
PERMITS

9. INSPECTIONS
OCCUR, AS NEEDED/

REQUESTED
Multiple Fees

10. CERTIFICATE OF
OCCUPANCY (C.O.)

ISSUED*

If waivers will be requested, then the City
Commission approval is required, which is 
only one meeting/reading.  

4. SITE PLAN 
APPROVAL

$1100

3. CC REVIEWS
WAIVER(S) REQUESTS &

MAKES DECISION
$800

WITH WAIVERS

5. FINAL ENGINEERING &
CONSTRUCTION PLANS 

(FECP)
$500 + $5/LOT

CC: City Commission
DRC: Development Review Committee 

PLAYERS

DRC/CC

CC

DRC

DRC

DRC

BUILDING DEPT.

BUILDING DEPT.

BUILDING DEPT.

BUILDING DEPT.

DEVELOPMENT 
SERVICES

DEPT.

11. Business Tax 
 Receipt (BTR)

$40/yr + $50/yr 
annual fire inspection

When a project does not entirely meet the City’s 
Land Development Regulations, the applicant may 
request a waiver/waivers from the City Commission 
as part of the approval process. The City Commission
does not have to grant any waivers but has the 
discretion if it deems the request has merit.  
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ALL OTHER PERMITS & APPROVALS

PROTECTED 
SPECIES

PROJECT 
APPLICANT/

PLAT

LAKE COUNTY

CITY OF EUSTIS

FDEP

FDOT

FISH & GAME

LSMPO

ACORE

SJRWMD

TIS EXEMPTION 
LETTER

ROW/DRIVEWAY
MOT

UTILITY
DRAINAGE

SIDEWALK CONNECT

WETLANDS

R.O.W. UTILIZATION
MOT

COMM DRIVEWAY CONNECT
SEPTIC TANK

SCHOOL CONCURRENCY/EXCEPTION

DEVELOPMENT APPROVAL
SITE DEVELOPMENT

BUILDING PERMIT
TREE REMOVAL

MOT
FLOODPLAIN

R/W USE/DRIVEWAY

WATER
SEWER

NPDES NOI

STORMWATER
WETLANDS

NEXT STEP u

(APPROVED) INSPECTIONS OCCUR

OTHERS

FORESTRY
BACTERIOLOGICAL TESTING

(PRELIMINARY & FINAL) 
SUBDIVISION APPROVAL STAGES

3. PRELIMINARY
SUBDIVISION PLAT

(PSP) 
$1100 + $5/lot

2. CONCEPT PLAN
(Optional)

$250

1. COMMUNITY
MEETING (Optional)

$150

PUD APPROVAL
(if necessary)

$1300

4. FINAL ENGINEERING &
CONSTRUCTION PLANS 

(FECP)
$500 + $5/lot

5. FINAL 
SUBDIVISION PLAT

$875 + $5/lot +
Consultant Fees**

6. PRE-CONSTRUCTION
CONFERENCE

7. SITE DEVELOPMENT 
PERMIT

2% of Construction
Cost

8. ALL OTHER BUILDING
PERMITS

9. INSPECTIONS
OCCUR, AS NEEDED/

REQUESTED

10. CERTIFICATE OF
OCCUPANCY (C.O.)

ISSUED*

*FOR EACH DWELLING UNIT
UPON PASSING FINAL INSPECTIONS

& ALL ITEMS SATISFIED FOR BP’S

**CONSULTANT REVIEW TIME IS
BILLED AT COST + 2%.
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SITE DEVELOPMENT PERMIT (SDP) - FLOWCHART

Bldg.: Building
SDP: Site Development Permit
Staff: Building Dept. Staff

9. Fees are calculated:
2% of construction costs

6. Applicant/their representative 
revise plan to address the 

comments/concerns 

5. Staff alert applicant
of comments/issues.

4. Review staff issue 
comments/concerns

3. Plan forwarded to
technical review staff

for comments 

2. Staff conducts 
completeness review

1. SDP application
submitted to Building Dept.

7. If plan(s) need to be revised, then
steps 1 to 6 repeat until Bldg. Official satisfied

10. Fees are paid

11. Permit issued

8. Building Official
approves

IF APPROVED, NEXT STEP u

ALL OTHER PERMITS RECEIVED

12. Inspections occur

COMMUNITY MEETING (OPTIONAL) - FLOWCHART

4
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1. Applicant meets with 
City Staff

2. Applicant determines to
conduct community meeting

3. Applicant pays the 
application fee: $150

4. Applicant determines date & 
location of meeting & informs 

the staff

5. Staff approve the 
date/location

7. Staff run newspaper advertisement & 
sign gets posted on property.

8. The meeting is held with
staff members in attendance.

9. Staff take notes/thoughts/comments 
and collect the list of attendees.

10. Staff prepare a report summarizing the 
meeting’s discussions/sentiments.

11. Staff submit the report to the CC.

12. CC Members discuss the report and submit their 
comments/thoughts/concerns/action to the staff for the next step.

13. Staff inform the applicant of the actions
of the CC Meeting.

NEXT STEP u
FINAL ENG. & CONSTRUCTION PLANS

6. Applicant notifies the community 
within 500’

of the subject property
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PRE-CONSTRUCTION CONFERENCE - FLOWCHART

ITEMS DISCUSSED

3. Agreements & other
documents

2. Utility Companies 
Contacts

1. City Inspections 
& Contacts 

4. Inspections & testings
to be provided

5. Fees & Surety Bonds

6. Important Milestones

7. Important Issues

9. Building Permitting

10. Plan Revisions

11. Fire Dept. Requirements

12. Water & Sewer 
System Requirements

13. Project Completion

6. Site & Building Issues

8. Personnel Info./Contact List

Pre-Construction Meeting must take place 
before submittal of Site Development Permit
or other Building Permits.  

Pre-Construction Meeting may be scheduled 
anytime after FECP approval.

NEXT STEP u

SITE DEVELOPMENT PERMIT

CONCEPT PLAN (OPTIONAL) - FLOWCHART

5
PAGE

1. Applicant meets with 
City Staff

2. Applicant determines to
prepare a Concept Plan.

3. Applicant pays the application fee: $250 
and submits the Concept Plan to staff

4. Applicant decides to move 
forward to the CC

4. Applicant decides to move 
forward to the DRC

11. DRC approves the plan(s)

9. Applicant/their representative 
revise plan to address the 
DRC comments/concerns 

8. Applicant/their representative 
meet with DRC to discuss 

comments 

7. Plan placed on DRC Agenda

6. Plan forwarded to
technical review sta ff
for DRC comments 

5. Staff conducts 
completeness review

10. If plan(s) need to be revised, then
steps 5 to 9 repeat until DRC satisfied

9. CC review the plan(s)

8. Advertisment is run in 
newspaper & sign is posted 

on the property

6. Plan placed on CC
Meeting Agenda

5. Staff conducts 
completeness review

11. If plan(s) need to be 
revised, then

steps 5 to 7 repeat 
until CC satisfied

10. Applicant/their representative 
revise plan to address the 
CC comments/concerns 

12. CC approves the plan(s)

NEXT STEP u
FINAL ENG. & CONSTRUCTION PLANS

 Applicant decides path forward Applicant decides path forward  to DRC  or  to CC

7. Applicant/their representative 
notify adjacent property owners 

within 500’ of the meeting



NEXT STEP u
FINAL ENG. & CONSTRUCTION PLANS

SITE PLAN APPROVAL - FLOWCHART

TIMELINE

DAY 1

DAY 5

DAY 15 TO 20
FOR REVIEW

DRC MEETS EACH TUESDAY
AT 9:00 A.M.

CC: City Commission 
DRC: Development Review Committee  
Staff: Development Services Dept. Staff

CC review, discuss & vote

Plan submitted to CC from staff

11. Staff report/presentation completed

10. Sign posted and letter sent out to 
surrounding property owners within 500’

9. Meeting advertised in newspaper 

8. If the applicant wants waivers then 
it is placed on a upcoming CC Meeting 

7. DRC approves the plan(s)

6. Applicant/their representative 
revise plan to address the 
DRC comments/concerns 

5. Applicant/their representative 
meet with DRC to discuss 

comments 

4. Plan placed on DRC Agenda

3. Plan forwarded to
technical review staff
for DRC comments 

2. Staff conducts 
completeness review

12. Submittal to CC via network & 
reports published on City Web 

FRIDAY BEFORE 
CC MTG.

If plan(s) need to be revised, then
steps 1 to 6 repeat until DRC satisfied

CC MEET 1ST & 3RD
THURSDAY

MUST BE AT LEAST
10 DAYS PRIOR TO CC MTG.
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IF NO WAIVERS ARE 
SOUGHT THE

PLANS CAN MOVE TO 
FECP STAGE

IF WAIVERS ARE 
SOUGHT THEN THE

PLANS CAN MOVE TO 
CC FOR ACTION

Community Meeting 
(Optional) 

Concept Plan
(Optional) 

Application fee: $150

Application fee: $250

1. Site Plan
submitted &

fee of $1,100 is collected 

FINAL SUBDIVISION PLAT APPROVAL - FLOWCHART

TIMELINE

DAY 1

DAY 5

DAY 15 TO 20
FOR REVIEW

DRC MEETS EACH TUESDAY
AT 9:00 A.M.

CC: City Commission 
DRC: Development Review Committee  
Staff: Development Services Dept. Staff

CC review, discuss & vote

Plat submitted to CC from Development Services staff

10. Staff report/presentation completed

9. Sign posted and letter sent out to 
surrounding property owners within 500’

8. Meeting advertised in newspaper 

7. Item placed on a upcoming 
CC Meeting 

6. DRC approves the plan(s)

5. Applicant/their representative 
revise plan to address the 
DRC comments/concerns 

4. Applicant/their representative 
meet with DRC to discuss 

comments 

3. Plat forwarded to
DRC comments 

2. Staff conducts 
completeness review

1. Final Plat
submitted & fees paid

11. Submittal to CC  & 
report published on City Web 

FRIDAY BEFORE 
CC MTG.

If plat needs to be revised, then
steps 1 to 5 repeat until DRC satisfied

CC MEET 1ST & 3RD
THURSDAY

MUST BE AT LEAST
10 DAYS PRIOR TO CC MTG.

IF APPROVED, NEXT STEP u

PRE-CONSTRUCTION CONFERENCE
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Final Plat fee: 
$875 + $5/lot +

Consultant Fees**

** Consultant review time 
is billed out at cost

plus 2%



PRELIMINARY SUBDIVISION PLAT APPROVAL - FLOWCHART

TIMELINE

DAY 1

DAY 5

DAY 15 TO 20
FOR REVIEW

DRC MEETS EACH TUESDAY
AT 9:00 A.M.

CC: City Commission 
DRC: Development Review Committee  
Staff: Development Services Dept. Staff

CC review, discuss & vote

Plan submitted to CC from staff

11. Staff report/presentation completed

10. Sign posted and letter sent out to 
surrounding property owners within 500’

9. Meeting advertised in newspaper 

8. Item placed on a upcoming 
CC Meeting 

7. DRC approves the plan(s)

6. Applicant/their representative 
revise plan to address the 
DRC comments/concerns 

5. Applicant/their representative 
meet with DRC to discuss 

comments 

4. Plan placed on DRC Agenda

3. Plan forwarded to
technical review staff
for DRC comments 

2. Staff conducts 
completeness review

1. PSP Plan
submitted &

fee of $1,100 + 
$5/lot collected

Community Meeting 
(Optional) 

Concept Plan
(Optional) 

12. Submittal to CC; reports 
published on City Web 

FRIDAY BEFORE 
CC MTG.

If plan(s) need to be revised, then
steps 1 to 6 repeat until DRC satisfied

CC MEET 1ST & 3RD
THURSDAY

MUST BE AT LEAST
10 DAYS PRIOR TO CC MTG.

NEXT STEP u

FECP APPROVED
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Application fee: $150

Application fee: $250

FINAL ENGINEERING & CONSTRUCTION PLANS (FECP) 
APPROVAL - FLOWCHART

TIMELINE

DAY 1

DAY 5

DAY 15 TO 20
FOR REVIEW

DRC MEETS EACH TUESDAY
AT 9:00 A.M.

CC: City Commission 
DRC: Development Review Committee  
Staff: Development Services Dept. Staff

7. DRC approves the plan(s)

6. Applicant/their representative 
revise plan(s) to address the 

DRC comments/concerns 

5. Applicant/their representative 
meet with DRC to discuss 

comments 

4. Plans placed on DRC Agenda

3. Plans forwarded to
technical review staff
for DRC comments 

2. Staff conducts 
completeness review

1. FECP
submitted & fees paid

If plan needs to be revised, then
steps 1 to 6 repeat until DRC satisfied

NEXT STEP u

FINAL PLAT APPROVED
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FECP review fee: 
$750
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