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PLANNING AND DEVELOPMENT SERVICES DEPARTMENT 

 

LOT DIVISION / SUBDIVISION / PLAT APPROVAL CHECKLIST 

 

Date Submitted: _____________ 

 

Owner’s Name: _____________________________ Telephone: ___________________ 

 

Subject Property Address: _____________________________________________________ 

 

Applicant Name: ____________________________ Telephone: ___________________ 
*(If Applicant is not Owner, the attached Owner’s Authorization Form must be completed)* 

 

Address: _____________________________________________________________________ 

 

Tax Map _______ Block ________ Lot Number _______  

 

Zoning _________ Parcel(s) Size ______________ (acres or square feet) 

 

FOR APPLICANT: If a lot is divided into more than 3 parcels, the review process requires a 

Preliminary and Final Plat approval as a subdivision. There is a $35.00 charge for each lot division 

approved for recording. The following procedures should be completed when reviewing plats for 

approval. 

 

 Make sure the parcel divisions and all others lots created by the divisions meet the requirements 

of the district. 

 Plat drawings should be blue line prints no larger in size than 17 inches by 22 inches, and no 

smaller than 8 ½ inches by 11 inches.  Plans consisting of two or more sheets shall be indexed 

and indicate match lines.  For lots of five (5) acres in size or less, any necessary match lines shall 

follow property lines. 

 This form, the redlined plat drawing, and any copies of zoning maps and tax maps provided by 

the staff must be returned when resubmitted revised or corrected plat drawings for approval. 

 Please make sure that at least five (5) copies of the plat submitted with the surveyors original 

signature (on all five copies in black ink), seal, firm name and address are located on the plat 

submitted for approval. 

 Please make sure that the plat contains only one uniform scale, not less than 1” = 100’. 

 Make sure all dimensions, including setbacks and/or boundary lines, are shown for each parcel 

division. 

 Make sure that a Letter of Ownership or executed deed accompanies this request and is 

submitted with the file copy of the plat. 

 Provide approval from Spalding County Environmental Health if on septic. 

 Provide a digital copy.  

 Provide approval from City of Griffin Public Works Department for water & sewer if applicable. 
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 After recording at the courthouse, return all remaining plats to Development Plan Review to be 

stamped for permitting. 

 

The following notes should be placed on each Plat Drawing or Map and checked for accuracy: 

 Owner’s name and address 

 Zoning District: ____________________________________ 

 Land Lot(s): _______________________ District(s)______________________ 

 This property is/is not a part of a subdivision. 

 This property is/is not in a flood plain. 

 This property is/is not in a wetland area. 

 This property is/is not in a watershed area. 

 This property has/does not have any bodies of water on the property. 

 Surrounding property owners and zoning districts of surrounding properties are identified on 

the plat drawing. 

 Proposed and existing easements, if applicable. 

 Map Scale, North Arrow (true, magnetic or grid) and Date. 

 Seal and signature of the land surveyor or professional engineer that prepared the plan on 

each sheet. 

 All existing structures shown. 

 

 

 

 

 

 

 

 

 

 

 

 
 

FOR OFFICE STAFF: 

 Be sure to make a copy of the current tax map and the zoning map showing those parcels affected by the 

division of land and staple with the copy of the approved plat for the file. 

 Make sure the parcel divisions and all other lots created by the divisions meet the requirements of the zoning 

district.  Please note on the drawing if district requirements are not met. 

 Make sure that either a letter of ownership or executed deed in included and attached to the plat final copy. 

 Charge $35.00 for each lot division. 

 If the plat revises the original subdivision plat, place a copy of the Final Plat in the Subdivision File. 

 Place a copy of the approved plat in the Final Plat File, according to tax map number. 

 Make sure a digital copy was provided. 
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PLANNING AND DEVELOPMENT SERVICES DEPARTMENT 

 

OWNER’S AUTHORIZATION 

 

 

This is to certify that: 

 

 

_________________________________________________ 
(Name of Applicant, Property Owner, or other Representative) 

 

The person named above is the Owner or Representative of the Owner holding interest in the 

property that is the subject of the attached application. 

 

By execution of this form, authorization is given to the person named as “Applicant” below, 

acting on behalf of the Owner, to file for and pursue a request for approval of the following: 

 
____ Rezoning Request   ____ Minor Site Plan 

 

____ Special Use Request   ____ Preliminary Site Plan 

 

____ Variance Request   ____ Final Site Plan / Subdivision Plat / Plat Approval 

 

 

Applicant: __________________________ Telephone Number: __________________ 

 

Address: ____________________________________________________________ 

 

 

 

_____________________________________________  Date: ____________ 
Signature of Owner 

 

 

_____________________________________________  Date: ____________ 
Signature of Representative 

 

 

_______________________________________________ 
Notary Signature and Seal 

Commission expiration date: _______________________________ 

 


