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Sec t i o n  1 . 0  P urpo se  a n d I nten t  
 
This “Development Review Process Handbook” provides a summary of the City of Coral Gables Planning and Zoning 
Division development review processes and other administrative functions.  This Handbook is intended to provide the 
public and development community a better understanding of the “Planning Division development review processes.”  
The application requirements provided herein are required as referenced by the City’s Zoning Code and include the 
minimum application requirements.  All application submittal requirements and processing thereof is subject to the 
discretion of the Planning Director. 
 
This Handbook and all referenced documents are located on the City of Coral Gables web page - www.coralgables.com - 
under “City Departments - Development Services - Planning and Zoning Division - Documents.”  The Planning Division 
Application is available in electronic format (for insertion of information) on the web page under “City Departments - 
Development Services - Planning and Zoning Division - Applications/Forms.” 
 
 

Sec t i o n  2 . 0  T ype s  o f  a ppl i c a t i o ns  a nd  th e  re v i e w pro c ess  
 
Types of applications.  
 
The below referenced applications are under the review authority of the Planning Division.  The Division has developed one 
application form for all application review processes.  This section include an explanation of each type of application, type of 
review process required and estimated time frame to complete the review process. The time frames provided herein are 
provided as a guide and are dependent upon timely completion of all other City application review requirements and receipt 
of requested information from the applicant.  Refer to the City’s Zoning Code and City Code for specific information on each 
application. 
 

 
Type of 

Application 

 
Explanation 

Required Reviews Minimum 
estimated 
time frame 
to complete 

review 
(months)* 

Staff/ 
DRC 

Review 

Bd. of 
Arch. 

Planning 
and  

Zoning 
Board 

City 
Commission 

South 
Florida 

Regional 
Planning 
Council 

State of 
Florida 

Dept. of 
Economic 

Opportunity 
Abandonment 
and Vacations 

See both the City Code and Zoning Code for 
requirements.   Application for site plan review 
is required to be filed and processed with this 
application. Requires filing with Public Works 
Department per City Code Article VIII. Vacation, 
Abandonment and Closure of Streets, 
Easements and Alleys by Private Owners and 
the City; Application Process. 

    
2 hearings 

  4 - 5 

Annexation This application provides for the annexation 
of properties located outside the city limits 
into the City.  Applications for changes in land 
use and zoning designations should also be 
filed in association with this application.   

    
2 hearings 

 
 

 
 

9-12 

Comprehensive 
Plan Map 
Amendment 

This application is to change the 
Comprehensive Plan (CP) Future Land Use 
Map designation for a parcel/parcels of land.  
Application for site plan review is required to be 
filed and processed with this application. 

    
2 hearings 

 
large 
scale 

 
large 
scale 

5 
Small scale 
amendment 

9 - 12 
Large scale 
amendment 
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Type of 

Application 

 
Explanation 

Required Reviews Minimum 
estimated 
time frame 
to complete 

review 
(months)* 

Staff/ 
DRC 

Review 

Bd. of 
Arch. 

Planning 
and  

Zoning 
Board 

City 
Commission 

South 
Florida 

Regional 
Planning 
Council 

State of 
Florida 

Dept. of 
Economic 

Opportunity 
Comprehensive 
Plan Text 
Amendment 

This application is to add and/or modify the 
text of the Comprehensive Plan.   

    
2 hearings 

  9 - 12 

Conditional Use - 
Administrative 
Review 

This application is to allow open air dining on 
public property as an accessory use to a 
restaurant. 

      1-3 days 

Conditional Use 
- Public Hearing 
Review 

Uses identified in the Zoning Code that 
require public hearing review.  Application 
for site plan review is required to be filed and 
processed with this application. 

    
2 hearings 

  3 - 5 

Coral Gables 
Mediterranean 
Architectural 
Design Special 
Locational Site 
Plan Review 

This application is for properties seeking 
Coral Gables Mediterranean Architectural 
bonuses when adjacent to an SFR or MF1 
District.   Application for site plan review is 
required to be filed and processed with this 
application. 

    
1 hearing 

(Resolution) 

  3 - 5 

Development 
Agreement 

This is an application for a new development 
agreement or to modify an existing 
agreement. 

    
2 hearings 

  3 - 5 

Developments 
of Regional 
Impact (DRI) 

See Florida Statutes Chapter 380.06 for an 
explanation. Application for site plan review 
is required to be filed and processed with this 
application. 

    
2 hearings 

  12 - 18 

DRI -Notice of 
Proposed 
Change 

See above DRI explanation.   Application for 
site plan review is required to be filed and 
processed with this application. 

    
2 hearings 

  6 - 9 

Mixed Use Site 
Plan 

This application is for an individual mixed use 
building or amendment thereof to an existing 
or individual site plan. 

    
1 hearing 

(Resolution) 

  3 - 5 

Planned Area 
Development 
Designation and 
Site Plan or 
Major 
Amendment 

Planned Area Developments (PAD) are 
intended to provide greater opportunity for 
quality developments on large parts of land by 
providing flexible guidelines for development.   
Application for site plan review is required to 
be filed and processed with this application.   

    
2 hearings 

 
 

 
 

4 - 5 

Restrictive 
Covenants 
and/or 
Easements 

This is an application for a restrictive covenant 
and/or easement. 

    
Resolution:  
1 hearing 
Ordinance:  
2 hearings 

  3 - 5 

Separation/ 
Establishment 
of a Building 
Site 

This is the application for conditional use for 
the separation or establishment of a building 
site based upon established criteria as 
provided in Section 3-206 of the Zoning Code.  

    
2 hearings 

 
 

 
 

4 - 5 

Site Plan 
Review 

This application is required pursuant to the 
established thresholds pursuant to the 
Zoning Code.  

    
2 hearings 

  4 - 5 
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Type of 

Application 

 
Explanation 

Required Reviews Minimum 
estimated 
time frame 
to complete 

review 
(months)* 

Staff/ 
DRC 

Review 

Bd. of 
Arch. 

Planning 
and  

Zoning 
Board 

City 
Commission 

South 
Florida 

Regional 
Planning 
Council 

State of 
Florida 

Dept. of 
Economic 

Opportunity 
Subdivision 
Review for a 
Tentative Plat 
and Variance 

This is an application to subdivide or 
reconfigure a tract of land. Tentative plats 
approved by City Commission at first public 
hearing must then be approved by Miami-
Dade County prior to proceeding to final plat 
review. Final plat review is required upon 
receipt of Tentative plat approval.  
Application for final plat is filed with the City 
Clerk’s office.  

    
2 hearings 

 
 

 
 

6 - 8 

Transfer of 
Development 
Rights Receiving 
Site Plan 
Application 

This is an application for the receiving site for 
the transfer of development rights.  Historic 
Preservation Board review is required in 
addition to reviews listed. Application for site 
plan review is required to be filed and 
processed with this application.   

    
2 hearings 

 
 

 
 

4 - 5 

University 
Campus District 
Modification to 
the Adopted 
Campus Master 
Plan 

This is an application to modify the approved 
University of Miami Campus Master Plan in 
accordance with Zoning Code Section 4-202. 
Application for site plan review is required to be 
filed and processed with this application.   

    
2 hearings 

  4 - 5 

Zoning Code 
Map 
Amendment 

This application is to change the zoning for a 
parcel/ parcels of land.  Application for site 
plan review is required to be filed and 
processed with this application.   

    
2 hearings 

  4- 5 

Zoning Code Text 
Amendment 

This is an application to amend and/or 
modify the text of the Zoning Code. 

    
2 hearings 

  4 - 5 

* Time frames for review are estimated and are based upon satisfaction of all applicable Zoning Code requirements for public 
hearing consideration. 

 
 
Overview of the Planning Development Review Process.  
 
Below is a general overview of key “Steps” and general information regarding the Planning development review process.    
 

Step 1. 

Preapplication meeting.  All applicants are required to schedule an appointment for a preapplication conference with 
Planning Division Staff prior to the submittal date of an application to review the application requirements and supporting 
information as provided for in Section 10.  Staff suggests that preliminary site plans, landscape plans, elevations, etc. be 
provided at this meeting to assist staff in determining the application submittal requirements.  Contact 305.460.5211 or 
planning@coralgables.com to request a “Preapplication conference appointment.”  Includes discussion of other City 
reviews necessary including Development Review Committee, Board of Architects, Board of Adjustment, Historic 
Preservation Board, etc. 

Step 2. 

Application submittal and application completeness review.  Planning Division Staff reviews application to determine if all 
required supporting information are provided pursuant to the preapplication meeting.  To submit an application an appointment 
is required with Planning Division Staff (305.460.5211 or planning@coralgables.com).  Ten (10) hard copies and ten (10) digital 
copies of the entire application shall be submitted including all the items identified in the preapplication conference. 

mailto:planning@coralgables.com
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Step 3. 

Determination of Application completeness and sufficiency.  Planning Staff determines if the application is generally 
complete.  If the application is complete and the required application review/supplemental fees are paid, a receipt will be issued.  
Upon receipt of a complete application, the Planning Division will indicate if the application is either sufficient for review or 
insufficient for review.   A letter indicating application contents are sufficient or insufficient is provided to the applicant. 

Step 4. 

Application comments.  Planning Division Staff reviews application in conjunction with City Departments (Fire, Historical Resources, 
Parking, Parks & Recreation, Police, Public Service and Public Works) and provides applicant a City comment letter. Upon receipt of 
comments, Staff will forward all comments received to the applicant.  When necessary, Staff may request a meeting with the 
applicant to review the comments along with other Departments, depending upon the complexity of the comments. 

Step 5. Revised application.  The applicant revises application materials and resubmits requested information. 

Step 6. 

Public information meeting (mandatory).  Staff requires that all applications complete a required public information 
meeting a minimum of two (2) weeks prior to Planning and Zoning Board public hearing to advise and allow input of 
adjacent property owners, neighborhood associations and interested parties of the proposed development.  The process for 
completing a public information meeting is provided in Section 3.0. 

Step 7. Courtesy public notice.  Staff provides courtesy public notice to adjacent property owners. Applicant posts property with 
signage to identify request. 

Step 8. 

Planning and Zoning Board (PZB) and City Commission back up materials.  A minimum of ten (10) calendar days prior to 
consideration of an application for review, the applicant is required to provide fifteen (15) hard copies in 11” x 17” format/size 
and five (5) digital copies on compact disc of the applicant’s submittal package.  Staff will forward these materials to the PZB 
as part of the staff report.  Failure to provide these documents will result in postponement of the application for consideration 
by the Board.  Fifteen (15) additional copies and two (2) compact discs (if required) including all revisions required by the PZB 
shall be required a minimum of ten (10) days prior to consideration by the City Commission. 

Step 9. 

PUBLIC HEARINGS: 
Planning and Zoning Board (PZB).  The PZB meets on the second Wednesday of each month 6:00 p.m. - 9:00 p.m. in the 
City Commission Chambers (2nd floor) within City Hall, 405 Biltmore Way.  Staff reports are available to the applicant, 
public and interested parties at 4:00 p.m. on the Friday before the scheduled Planning and Zoning Board meeting on the 
City web page at www.coralgables.com.  Applicants are requested to be prepared to present the application before the PZB 
and City Commission. The order of business at the public hearings are as follows: 1) Staff presents its recommendation(s); 
2) Applicant presents the application; 3) Public comment and testimony are entertained; 4)The PZB discusses and/or asks 
questions of the applicant or staff to formulate a recommendation; and, 5) The PZB provides one of the following 
recommendations:  approval subject with staff recommendation; approval subject to staff recommendations with 
modifications or additions; denial or postponement of the application. 
City Commission.  After PZB review and recommendation, the application is typically forwarded to the first City Commission 
meeting of the next month. Generally this is within three to four weeks of the PZB’s consideration of an application.  City 
Commission meetings are the second and fourth Tuesday of each month at 9:00 a.m. within the City Commission Chambers.  
All scheduled meetings are subject to change.  A copy of the final approval in the form of a letter, ordinance, resolution etc. 
should be secured by the applicant.  This approval information will be forwarded by the Planning Division to the appropriate 
Departments to insure future implementation relative to the issuance of applicable permits and/or approvals. 

Step 10. 
Building permit process.  To begin the building permit process contact the Building Division at 305.460.5235 or 
B&Z@coralgables.com.  Approval implementation includes: 1) Restrictive covenant; 2) Final plans for certification; 3) 
Building process; and, 4) Other requirements for compliance. 

 
 

Section 3.0 Definit ions of terms and/or application requirements  
 
This section defines the terms and/or submittal requirements that are referenced within the Planning Division 
Application.  Please refer to the Zoning Code for additional definitions regarding the development review process.  All 
application submittal requirements shall be subject to the discretion of the Planning Director. 
 
The terms and/or requirements are defined as follows: 
 
Aerial.  A current aerial photograph or aerial representation of the subject property.  The subject property must be 
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outlined and labeled “Subject property.”  All major roads must be labeled and clearly identified. 
 
Additional application fees.  Additional costs in addition to the fees identified herein may be assessed for the review of 
applications.  
 
Affidavit providing for property owner’s authorization to process application.  Provide affidavit for property owner’s 
authorization when submitting an application. 
 
Annexation supporting materials. 
a. Property owners’ authorization petition.  A listing of property owners who have authorized via their signatures to 

annex their property under their control into the boundaries of the City of Coral Gables.  This petition shall include, 
as a minimum, the following information: 
1. Written narrative indicating the purpose of the request (petition) indicating the intent to annex properties 

described into the City of Coral Gables; 
2. Property owners physical addresses; 
3. Property owners mailing addresses (if other than physical address); 
4. Legal description of property; 
5. Typewritten/printed property owners name; 
6. Signatures of property owners; and 
7. Date signed by property owner. 
The original petition shall be the only petition determined to be valid or accepted as a part of an application.  The 
original petition should be labeled as “Original.”  Reproductions or copies of the petition will not be accepted for 
processing.  Annexations must have County approval and be contiguous to City of Coral Gables boundaries. 

b. Annexation study. This is a written narrative or study that is required to be prepared by the applicant that examines 
all requirements as provided within Florida Statutes, Chapter 171, entitled “Municipal Annexation and Contraction,” 
specifically 171.042, entitled “Prerequisites to annexation,” and 171.043, entitled “Character of area to be annexed.” 

 
Applicant/agent authorization.  A person or persons who have the authority to submit an application and act upon the 
behalf of the property owner(s).  The signature of the applicant/agent is required on the application in association with 
the property owners signature.  If the subject property has a valid City of Coral Gables entitlement, authorization is also 
required to join such entitlements. 
 
Application.  Planning Division applications required to be filed with the Division for various types of development review 
under the authority as outlined in the Zoning Code Section 3-202(A).   The Planning Division Development Review 
Application is available in electronic (fillable) format on the City web page, www.coralgables.com, under “City Departments 
- Development Services - Planning and Zoning Division - Applications/Forms.”  All application submittal requirements shall 
be subject to the discretion of the Planning Director. 
 
Application fees.   These are fees assessed for the review, advertising and public notification of applications processed by 
the Planning Division.  Fees required to be paid to the “City of Coral Gables” for the review of applications processed 
through the Planning Division shall be in the form of a check made payable to the “City of Coral Gables.”  Refer to the 
“Application Review Fee Schedule” in Section 4.0 for a detailed breakdown See the definition within this section of 
advertising fees, application filing fees, public hearing notification fees and additional application fees for further 
information.  A written receipt will be provided to the applicant upon receipt of check. 
 
Application representation and contact information.  A listing of all professionals who may act as a representative on an 
application.  Please indicate the expertise/discipline of each person with the person’s title, company name(s), mailing 
addresses, email addresses, telephone number(s) and telefax number(s).   
 
Application submittal requirements - number of copies.  The following number of copies are required within the 
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following time frames:  
1. Hard copies.  Ten (10) hard copies of the entire application shall be submitted including all the items identified in the 

preapplication conference. 
2. Digital media copies.  Ten (10) compact discs (CD ROMs) of the entire application including all items identified in the 

Preapplication Conference.  Each document shall be separated into PDF files (i.e., application; site plan, landscape 
plan; etc.).   Please include a “Table of Contents” identifying all PDF file name(s).  Each PDF file size shall not exceed 
10 Mb.   All discs shall be labeled with the applicant(s) name, project name and date of submittal.   

 
Appraisal.  This is an appraisal prepared, signed and sealed by a State of Florida registered and certified appraiser. 
 
Architectural/building elevations.  Exterior elevation plans of all exterior sides of the proposed structure(s) with north, 
south, east and west orientation referenced.  It is suggested if orientation is facing a street, the street name also be 
provided.  If elevation drawings depict landscaping, those elevation drawings should be an actual representation of the 
installed landscape improvements as provided on the landscape plan.  
 
Building floor plans. Drawings to scale depicting the locations of rooms, windows, doors, etc. for individual floors of a 
building. 
 
Comprehensive Plan and/or Zoning Code text amendment justification.  Requests for text amendments must be 
submitted in strikethrough and underline format with strikethroughs denoting deleted text and underlining representing 
added text.  A written summary providing justification for the request is also required 
 
Comprehensive Plan (CP) analysis.  Written evaluation and analysis of all applicable Goals, Objectives and Policies (GOP) 
of the CP with specific citation of each GOP to which the application conforms and/or complies. 
 
DRC.  This shall mean the City of Coral Gables “Development Review Committee.”  
 
Encroachments plan.  A plan showing the locations and extent to which encroachments will occur within the public 
rights-of-way and/or on the subject property. 
 
Environmental assessment.  Describe the type(s) of existing native habitat and/or environmentally sensitive lands.  The 
assessment should include any identified listed species found on or using the subject property.  The environmental 
assessment shall meet the needs of the Comprehensive Plan Natural Resources Element. 
 
Fee receipt.  The receipt provided at which time the complete application including fees is received by the Planning Division. 
 

Historic contextual study.  This study should provide in narrative form an identification and analysis of the subject 
property and/or existing structure(s) (if applicable) relative to the historical significance.  This shall include submission of 
exterior building elevations, plans, architectural details, Historic Structure Forms (Florida Master Site File), etc. of the 
following applicable items:  existing onsite historically significant structures; events or features; proposed structure(s); 
and, surrounding historically significant structures, events or features. 
 
Historical significance determination.  Historical significance determinations are provided by the Historical Resources 
Department and provide the property owner with information regarding the historical significance of the property and 
may provide a determination as to whether or not a demolition permit may be granted. 
 
Landscape plan.  Pursuant to Zoning Code Section 5-1105, the landscape plan should delineate the location of all existing 
and proposed landscaping.  The plan should include a plant material list indicating the type [botanical and common names] 
of all existing and proposed landscaping, minimum installation height, minimum installation size (caliper), spacing, 
staking/guying standards, etc. This plan should also delineate any proposed vegetation that will be removed/relocated as a 
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part of the proposed construction.  All plans must be prepared, signed and sealed by a registered State of Florida landscape 
architect.  Additional information may be requested by the Public Service Director and Planning Director.   
 
Large scale development amendment to the CP.  Pursuant to Florida Statutes, Chapter 163.3187 (as amended), entitled 
“Amendment of adopted comprehensive plan.”   
 
Lighting plan.  A scale drawing detailing the footcandles to be generated by the lighting as well as the locations and 
height of all light poles including illustrations of the style of lighting fixture to be installed.  This includes 
schematic/elevation and plan view details of all proposed light fixtures, including light contours, lighting schedules, etc.   
 
Local Planning Agency (LPA).  This is the City of Coral Gables Planning and Zoning Board which is responsible for making 
recommendations to the City Commission on applications for changes to the City’s Comprehensive Plan. 
 

Massing model and/or 3D computer model.  This is a two and/or three-dimensional representation (model) of the proposed 
structure(s) in relation to the surrounding existing buildings relative to height, bulk, mass, form, air/lighting impacts, 
architectural style, etc. in association with existing and proposed (previously approved) structures/uses.  The specific 
boundaries of the scale, type of materials, details of the model will be determined by Staff at the Preapplication conference. 
 
Miami-Dade County Conflict of Interest and Code of Ethics Lobbyist form.  Persons appearing before the Planning and 
Zoning Board and City Commission are required to register as a lobbyist with the City of Coral Gables City Clerk (305) 460-
5207.   Staff requests a copy of the completed forms be included with application submittal for all representatives of an 
application.  The provisions are provided within Section 7.0 of this handbook as a courtesy and may be amended by the 
Miami-Dade County Commission without further notice.  Applicants are advised to contact the Miami-Dade County Clerks 
office for the most up-to-date information.  Questions regarding the Ordinance should be directed to the Miami-Dade County 
Clerks Office.  These requirements apply to all municipalities and all “lobbyists” who appear before a municipal government. 
 
Ordinances, resolutions, covenants, development agreements, etc. previously granted for the property.  These are copies 
of previously granted approvals (i.e., ordinances, resolutions, covenants, easements, development agreements, 
restrictions, etc.) for the property of the application which is being processed.  This includes the City of Coral Gables, 
Miami-Dade County and any other government agency approvals. 
 
Parking study.  This is a detailed analysis of the effect of parking generated by a development proposal.  The study shall 
provide the following information: 
1. Executive summary; 
2. Study methodology/objectives; 
3. Existing parking available; 
4. Proposed parking and parking requirements; 
5. Any additional information which may be requested by the Parking Director and/or Planning Director. 
 
Photographs of property, adjacent uses and/or streetscape.  Photographs of the north, south, east and west sides of the 
property, surrounding uses or streetscape.  Planning Division Staff will advise the areas required to be photographed 
(i.e., surrounding land uses, streetscape length, both sides of the street, etc.) at the Preapplication conference.  Label 
the location/direction from which the photograph has been taken. 
 
Planned Area Development (PAD) property owners authorization.  Applicants desiring an amendment to a previously 
approved valid PAD shall provide authorization from all property owners and/or entities that currently retain the rights 
of the previously approved PAD.  This authorization is required to proceed forward with review of the application and 
authorization to partake of the approved entitlements granted pursuant to the PAD. 
 
Plat.  One (1) copy of the current-recorded plat. 
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Posting – public notice.  All properties identified within an application for development review will be posted pursuant to 
the requirements for public notice posting located in Section 3-302(B)(1) of the Zoning Code.  Planning Division Staff 
requires that the applicant post the signs on the subject property a minimum of ten (10) days prior to consideration of 
the application by the Planning and Zoning Board. 
 
Preapplication conference.  All applicants are required to schedule an appointment with Planning Division Staff prior to the 
application submittal.  Staff will review the application requirements and specifically determine what is needed for the 
application.  Presentation of preliminary site plans, landscape plans, elevations (as applicable) at this meeting would assist 
greatly in determining application submittal requirements.  Contact (305) 460-5211 to schedule a Preapplication conference. 
 
Property owners list.  To insure that adjacent property owners are notified on development application requests, some 
applications are required to include a property owner listing of all property owners within a specified area of the 
request.  The notification radius for each application is as follows: 
 

Type of Applications Courtesy Notification Radius 
Requirements* 

Abandonment and Vacations 1000 
Annexation 1500 
Comprehensive Plan Map Amendments 1000 
Conditional Use 1000 
Coral Gables Mediterranean Architectural Design Special Locational Site Plan 1000 
Development Agreement  1000 
Development of Regional Impact (DRI) 1500 
DRI – Notice of Proposed Change (DRI-NOPC) 1500 
Mixed Use Site Plan 1000 
Planned Area Development (PAD) Designation and Site Plan or Major Amendment 1000 
Separation/Establishment of a Building Site 1000 
Site Plan review and/or amendment 1000 
Site Plan review and/or amendment - North and South Industrial MXOD    1500** 
Subdivision Review for a Tentative Plat and Variances 1000 
Transfer of Development Rights Receiving Site Plan 1000 
University Campus District Modification to the Adopted Campus Master Plan 1500 
Zoning Code Map Amendments 1000 

*The above referenced notification requirements are measured in feet from the perimeter boundaries of the subject property. 
**Mailing distance shall be measured from boundary of district. 
 
To complete this, the following is required to be submitted with an applicable application: 
1. One (1) copy of a typewritten list of the most recent mailing addresses from Miami-Dade County Property Appraiser’s 

Office for all property owners within the above referenced radius of the perimeter boundaries of the subject property. 
2. One (1) copy of a typewritten list of the following: 

a. Current mailing addresses of the officer in charge of all applicable homeowners/property owners association 
including both individual and master associations within the above referenced radius of the subject property. 

b. All local government addresses (including Miami-Dade County) within one (1) mile of the subject property.  Notices 
should be addressed to the local government manager/administrator, Planning Director or Zoning Director. 

c. All property owners associations, property owners associations and presiding officer(s) and/or president. 
3. Two (2) sets of mailing labels of the above items 1 and 2; and 
4. One (1) copy of a map indicating the location of each property owner noticed with a reference number 

corresponding to the list on a Miami-Dade County Tax Map or similar scale map.  The map should delineate the 
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above referenced radius as measured from perimeter boundaries of the subject property. 
Applicants will be requested to provide additional sets of labels and provide applicable public hearing notification fees if 
an application is deferred, reconsidered or postponed. 

 
Property owners list, notification radius map and two sets of labels.  This is a notarized list of property owners in the 
form of mailing labels and accompanied by a notification radius map for the purposes of mailing public hearing 
notifications to affected individuals. 
 
Property survey and legal description.  Submission of a survey including the following: 
1. Legal description (metes and bound description); 
2. Total acreage of each parcel as well as a total amount; 
3. Subdivision names; 
4. Signed/sealed by a State of Florida registered land surveyor; 
5. Must have been completed/sealed within the past two (2) years of application submittal date; and 
6. Any additional information which may be requested by the Planning Director. 
 
Public information meeting.  This is a mandatory meeting with the surrounding property owners, neighborhoods, 
homeowners associations, interested parties, etc. that abut and/or are adjacent to a proposal. Staff requires that all 
applications requiring a public hearing before the PZB and City Commission complete a public information meeting.  As a 
minimum the following steps are required to complete this public information meeting:  
1. Notification is provided to all surrounding property owners within the identified courtesy notification radius of the 

subject property.  Record of notification should be maintained and provided to Planning Staff. 
2. The meeting is conducted on the subject property or in a location that is convenient to surrounding property owners. 
3. Attendance shall be taken with property owner addresses and telephone contact information and provided to 

Planning Staff. 
4. Meeting summary minutes and comments as a result of the meeting shall be provided to the Planning Division and 

the applicant should attempt to resolve any issues identified. 
These meetings are required after the application has undergone preliminary review by City Staff.  This will insure City 
review and comments are included as a part of the information provided to the interested parties.  
 
Public Realm Improvements Plan for mixed use projects.  A plan indicating the public realm improvements that will be 
provided in association with a mixed use project. 
 
Public school preliminary concurrency analysis (residential land use/zoning applications only).  Application/project 
information submitted to the Miami-Dade County School Board for concurrency analysis as mandated by State of Florida 
requirements to ensure that adequate student capacity will be available for public schools to meet future demands.  
Refer to F.S. Chapter 163.3180 and the City Comprehensive Plan Educational Element for further information. 
 
SFRPC.  South Florida Regional Planning Council, covering Miami-Dade County, is one of eleven regional planning 
councils in the state which review proposed amendments to local CP's for consistency with the Regional Policy Plan. 
 
Sign master plan.  A plan providing the location and examples of the types of signage that will be provided. 
 
Site plan and supporting information. 
a. Site plan. A plan, to scale, indicating uses and existing/proposed structures for a parcel of land as required by the 

regulations.  This plan should, as a minimum, include the following information: lot lines; streets; rights-of-way 
widths; open spaces; buildings; dimensions;  major land features; all major roadways must be clearly labeled; north 
to be oriented toward top of the page; date(s) prepared and any revision dates; sheet numbers; and, map name.   

b. Signage details.  Schematic/elevation and plan view details of proposed signage.  Additional information may be 
requested by the Planning Director. 



Development  Review Process Handbook 
 

City of Coral Gables, Florida Page 10 July 2012 

c. Site plan data summary table.  One or two page summary of the proposed building program or site plan data, 
including as a minimum, the following information: 
1. Total acreage of the site; 
2. Existing and proposed square footage(s) by total and by type of use;  
3. Floor area ratios (i.e., commercial, residential, etc.); 
4. Parking tabulation including required parking by type of use, parking per floor (if applicable), total parking 

provided, disabled parking, etc.; 
5. Building height(s) (stories and feet); 
6. Building square footage(s); 
7. On-street parking analysis; 
8. Permeable versus impermeable surfaces; and 
9. Total green/open space provided in square footage and percentage.  

d. Location maps.  Maps identifying the location of a subject parcel under consideration.  For the purposes of an 
application submittal this includes the following:  
1. Location of the property and the existing land use designation(s) on the Official City of Coral Gables Future Land 

Use Map; 
2. Location of the property and the existing zoning designation(s) on the Official City of Coral Gables Zoning Map; and, 

e. Pedestrian circulation plan.  This plan should outline as a minimum the following information:  
1. Existing and proposed pedestrian circulation patterns; 
2. Type of paving surfaces; 
3. Features for the protection from the elements, overhangs, location of canopies, etc.; 
4. Access points to parking, entrances, street sidewalks, etc.; 
5. Emergency access points; 
6. Location and type of pedestrian directional signage; 
7. Proposed pedestrian amenities such as benches, outdoor seating, recreational amenities, etc.; 
8. Pedestrian crosswalks, markings, etc.; and,   
9. Disabled access locations, curb ramps, etc. 

f. Traffic circulation plan.  This plan should identify all internal and external traffic patterns, including as a minimum 
the following:  
1. Existing and proposed traffic circulation patterns; 
2. Vehicle entrances/exits; 
3. Potential pedestrian and vehicle conflict areas; 
4. Vehicular directional signage; and 
5. Any additional information which may be requested by the Public Works Director.  

g. Utilities location plan.  Proposed easements for utilities, including water, power, telephone, storm sewer, sanitary 
sewer and fire lanes showing dimensions and use. 
 

Small scale development amendment to the CP.  Pursuant to Florida Statutes, Chapter 163.3187 (as amended), entitled 
“Amendment of adopted comprehensive plan.”   
 
Statement of use and/or cover letter.  This is a typewritten letter providing a detailed explanation of the purpose and 
intent of the application including the below listed (applicable) information: 
1. Detailed explanation of the request including any pertinent technical data which will clarify the proposal; 
2. Proposed use(s); 
3. Existing and proposed site conditions (i.e., vacant, structures, utilities present, etc.); 
4. Project history.  Listing of all previous development approvals granted with reference to this application.  This should 

include submission of all past resolutions, ordinances, and conditions of approval that have been granted by the City 
of Coral Gables (i.e., Board of Architects, Planning and Zoning Board, Historic Preservation Board, City Commission, 
etc.) for the subject property; 

5. Existing structure(s) located onsite indicating type of construction (i.e., frame, concrete block, etc.); 



Development  Review Process Handbook 
 

City of Coral Gables, Florida Page 11 July 2012 

6. Proposed square footage(s) of all residential and nonresidential uses; 
7. Proposed construction phasing plan; 
8. Proposed hours of operation for nonresidential uses; 
9. Existing utilities available onsite; 
10. Explanation as to how the application satisfies the applicable zoning district requirements for which the property is 

located; and 
11. Any additional information which may be requested by the Planning Director. 
 
Streetscape master plan.  Pursuant to Zoning Code Section 5-1105.A, a streetscape master plan is required.   

 
Traffic accumulation assessment.  An analysis of the effect of accumulated traffic resulting from the proposed 
development.  The assessment should provide detailed information on the accumulation of traffic in the surrounding 
area and provide alternatives for alleviating congestion when possible.  Addition information may be requested by the 
Public Works Director and/or Planning Director. 
 
Traffic impact statement.   An analysis of the effect of traffic generated by a development proposal.  This statement 
should include traffic generation rates for all proposed uses and examine, as a minimum, peak AM and PM trip 
generation rates.  Additional information may be requested by the Public Works Director and/or Planning Director. 
 
Traffic impact study.  This is a detailed analysis of the effect of traffic generated by a development proposal.  At a 
minimum, the following information shall be included within the traffic study report in the following order: 
1. Executive summary; 
2. Study methodology/objectives; 
3. Existing level of service levels of adjoining roadways;  
4. Programmed roadway improvements; 
5. Future background growth; 
6. Committed developments.  Include all recent major projects approved and issued a building permit by the City of 

Coral Gables Building Division to insure the most recent background traffic is included; 
7. Projected traffic; 
8. Surrounding intersection analysis; 
9. Special issues.  This could include but is not limited to examination of the following: weekend analysis; 24 hour 

analysis dependent upon hours of operation of facility; proposed street closures; pedestrian access, public 
transportation, etc.; 

10. Transportation demand management techniques; project access; traffic calming; directional signage; neighborhood issues;  
11. Recommended roadway improvements; and 
12. Any additional information which may be requested by the Public Works Director and/or Planning Director. 
 
Traffic stacking analysis.  An analysis of the effect of traffic stacking resulting from the proposed development.  The 
analysis should provide detailed information on the stacking of traffic in the surrounding area and provide alternatives 
for alleviating congestion when possible.  Addition information may be requested by the Public Works Director and/or 
Planning Director. 
 
Utilities consent.  Written confirmation from each of the following utilities indicating utility service is available for the 
following: 
1. Florida Power and Light Company; 
2. Local telephone provider; 
3. Local cable provider; 
4. Miami-Dade County Water and Sewer Department; and 
5. Local gas company. 
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Utilities location plan.  This is a plan that indicates the existing and proposed locations for easements for utilities, 
including water, power, telephone, storm sewer, sanitary sewer and fire lanes showing dimensions and use.   
 
Vegetation survey.  This is a plan survey of all vegetation that presently exists on a tract of land.  At a minimum, the 
survey shall include the following information: 
1. All trees, shrubs, etc. that occupy the site; 
2. Height, caliper size, spread of all vegetation; 
3. Location of all materials; 
4. Botanical name and common name of all vegetation; 
5. Exotic vegetation should be noted; and 
6. Any additional information which may be requested by the Public Service Director and/or Planning Director. 
 
Video of the subject property.  A video in digital format of the subject property and surrounding area.  The video should 
show the subject property as well as adjacent properties and properties across the street in order to provide context for 
the proposal. 
 
Warranty Deed.  This is a type of deed where the grantor (seller) guarantees that he or she holds clear title to a piece of 
real estate and has a right to sell it to the grantee (buyer). 
 
Zoning Analysis (Preliminary).  Analysis required to show compliance with applicable Zoning Code provisions.  Must be 
obtained from the Zoning Division prior to submittal of application. 
 
Zoning Code text amendment justification.  See “Comprehensive Plan and/or Zoning Code text amendment justification” 
for definition. 
 
 

Sec t i o n  4 . 0  P l a nni ng  D i v i s i o n  do c ume nts  a v a i l a b l e  o n l i ne  
 
All of the Planning Division documents are available online at the City of Coral Gables web page at www.coralgables.com 
under “Government - City Departments - Development Services - Planning and Zoning Division - Documents” and within the 
Planning Division from 8:00 a.m. to 5:00 p.m. Monday through Friday.  Documents online are most up to date 
documents. 
 
The Planning documents available online include the following: 
1. 1925 Building Code of City of Coral Gables. 
2. 1925 Charter of the City of Coral Gables. 
3. 1926 City of Coral Gables Height District Map. 
4. 1926 City of Coral Gables Use District Map. 
5. 1930 City of Coral Gables Zoning Code. 
6. 1950 Building Code of City of Coral Gables. 
7. 1951 Coral Gables Zoning Code. 
8. 1954 Charter of the City of Coral Gables. 
9. 1965 Coral Gables Zoning Code. 
10. 1983 Coral Gables Zoning Code. 
11. 1989 Coral Gables Zoning Code. 
12. 1994 Coral Gables Zoning Code. 
13. Agendas and minutes since 2004. 
14. Applications Under Review. 
15. Archived Applications Under Review. 
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16. Archived Comprehensive Land Use Plan: Data Inventory & Analysis. 
17. Archived Comprehensive Land Use Plan: Goals, Objectives & Policies. 
18. Archived Comprehensive Land Use Plan Maps. 
19. Archived Zoning Code (prior to 01.07.2007). 
20. Archived Zoning Plate Maps with footnotes (formerly known as Use and Area Maps). 
21. Attainable Housing documents. 
22. Comprehensive Plan. 
23. Comprehensive Plan Future Land Use Maps/Plates. 
24. Department of Economic Opportunity Transmittals. 
25. Development Review Process Handbook. 
26. Evaluation and Appraisal Report (EAR). 
27. Fee Schedule. 
28. Frequently Asked Questions (FAQs). 
29. North Ponce de Leon Plan. 
30. Organization Chart. 
31. Planning and Zoning Division Application. 
32. Staff Reports since 2004. 
33. Statistics and Awards. 
34. The Coral Gables Charrette Report (2002). 
35. Zoning Code. 
36. Zoning Code Rewrite Archived Information. 
37. Zoning Maps/Plates. 
 
 

Sec t i o n  5 . 0  A ppe a l s  
 
See Zoning Code Article 3, “Development Review”, Division 6, “Appeals”. 
 
 

Sec t i o n  6 . 0  Lo bby i s t  R eg i s t ra t i o n  a n d D i sc l o sure  
 
Persons appearing before the Planning and Zoning Board and City Commission are required to register as a lobbyist with 
the City of Coral Gables City Clerk (305) 460-5207.  These requirements apply to all municipalities and all “lobbyists” who 
appear before a municipal government.   
 
These provisions are provided herein as a courtesy and may be amended without further notice.  Applicants are advised 
to contact the Miami-Dade County Clerk’s office for the most up-to-date information.  Questions regarding the below 
listed information should be directed to the City Clerk’s Office on the First Floor and the Miami-Dade County Clerk’s 
Office.  A “Lobbyist” is any persons, firms or corporations employed or retained by a principal who seeks to encourage 
the passage, defeat, or modifications of (1) ordinance, resolution, action or decisions of the County Commission; (2) any 
action, decision, recommendation of County board or committee; (3) any action, decision or recommendation of County 
personnel during the time period of the entire decision-making process on such action, decision or recommendation 
which foreseeably will be heard or reviewed by the County Commission, or a County board or committee.  “Lobbyist” 
specifically includes the principal, as described above, as well as any agent, officer or employee of a principal, regardless 
of whether such lobbying activities fall within the normal scope of employment of such agent, officer or employee. 
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Sec t i o n  7 . 0  R eque sts  fo r  d o c ument s  i n  d i f feren t  fo rm  
 
Any person requiring special assistance or documents in a different format, please contact the Division at (305) 460-
5211. Persons desiring special accommodations for participation in public hearings (meetings) because of a disability, 
please contact Walter Carlson, Assistant Planning Director (305) 460-5213, no less than three (3) working days prior to 
the meeting. 
 
 

Sec t i o n  8 . 0  P l a nni ng  D i v i s i o n  c o nta c ts  
 
If you have questions regarding any information contained in this Handbook, please contact the Planning Division at 
(305) 460-5211. 
 
Name   Title  Telephone Email 

Eric Riel, Jr.  Planning Director  (305) 460-5211 eriel@coralgables.com 
Walter Carlson  Assistant Planning Director (305) 460-5213 wcarlson@coralgables.com 
Scot Bolyard  Principal Planner  (305) 460-5212 sbolyard@coralgables.com 
Jill Menendez  Administrative Assistant  (305) 460-5211 jmenendez@coralgables.com 
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