
this which generally has the 

combined submittal and review 

requirements for both plats. 

For more information on the 

Preliminary/Final Plat, please 

see the corresponding 

application packet or contact 

the Planning Department. 

The final plat is the legal 

document that is recorded with 

the County Recorder’s office.  

The sale of subdivided lots can 

only proceed after this 

recording.  The primary purpose 

of the final plat is to delineate 

property boundaries and to 

describe and dedicate rights-of-

way and easements.   

Although not shown on the face 

of the final plat, public 

improvements are shown 

through separate design 

documents such as 

construction plans, stormwater 

management plans, subsidiary 

drainage plats, etc.  These 

separate design documents  

and any required bonding need 

to be approved by the City 

Engineer before the final plat is 

approved.   

The final plat is typically only 

reviewed by City Staff and 

reviewed and approved by the 

City Council.  Plan Commission 

review, although typically not 

required, is required if new 

waivers are being requested.   

In special cases and with the 

approval of the Planning 

Director, the preliminary and 

final plats can be combined 

into a plat document called a 

“Preliminary/Final Plat”.  There 

is a separate application for 

F I N A L  P L A T  

R E Q U I R E M E N T S  F O R  T H E  F I N A L  P L A T  
A P P L I C A T I O N  

Final plats are submitted in the 

form and with the contents 

specified in Chapter 3 of the 

Manual of Practice (see Final 

Plat Application Worksheet for 

additional information). The 

Manual of Practice also 

specifies the number and size 

of plats and copies for review 

at the different stages of the 

review process.  The subdivider 

will submit a complete 

application for review of the 

final plat to the Planning 

Director. The application will 

include a written request for 

any new waivers and 

justification for those waivers 

based on the criteria contained 

in the City of Champaign 

Municipal Code Sec. 31-106. 
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The Development Services 

Team (DST) reviews the final 

plat and new waiver requests 

for conformity to the 

Subdivision Regulations and 

consistency with the 

Comprehensive Plan, Zoning 

Ordinance, building code, 

and other applicable City 

laws and regulations.  

Currently, DST conducts the 

majority of the subdivision 

review. DST consists of the 

Planning Director,  Assistant 

Planning Director, two other 

Planners, Public Works 

Director, Assistant City 

Engineer for Development, 

Civil Engineer, Deputy City 

Attorney, and Deputy City 

Manager for Development. 

The Planning Director 

forwards copies of the 

preliminary plat to 

designated agencies. Outside 

agencies submit written 

comments concerning the 

final plat to the Planning 

Director within 10 days of 

receipt unless granted a 

longer period by statute or by 

the Planning Director.   

Additional copies of the final 

plat will need to be submitted 

if any part of the subdivision 

is located outside the City 

limits but within the City’s 

extra-territorial jurisdiction 

(ETJ)  or if any part of the 

subdivision is  adjacent to an 

IDOT right-of-way.   

Additionally, if the proposed 

agenda.  The City Council will 

accept or reject the final plat 

within 30 days after their 

next regularly scheduled 

meeting.  Only final plats 

which have been specifically 

approved by specific action of 

the City Council will be 

approved and eligible for 

recording. 

Within 15 working days of 

receipt of the final plat or the 

date of the Plan 

Commission’s 

recommendation on waiver 

requests, the Planning 

Director will transmit the final 

plat and supporting material 

to the City Manager for 

inclusion on the City Council 

If City Council disapproves a 

final plat, the Planning 

Director will send a written 

explanation to the subdivider 

containing reasons why the 

final plat was disapproved. 

S T A F F  &  O U T S I D E  A G E N C Y  R E V I E W  O F  T H E  F I N A L  P L A T  

C I T Y  C O U N C I L ’ S  R O L E  

A P P R O V A L  I N  P H A S E S  

The final plat phasing plan 

should include the date by 

which the applicant needs to 

record final plats for the 

entire tract, the dates by 

which infrastructure will be 

extended to the boundaries 

of the entire tract, and the 

approximate number of the 

proposed final plats and 

general location of each 

phase. 

City Council can approve the 

final plat phasing plan if they 

find that the approval will not 

impede the orderly growth of 

public services and 

infrastructure necessary to 

efficiently serve the tract 

included in the approved 

preliminary plat and the 

areas adjacent to the tract 

served by the same public 

infrastructure.   

The Council may condition a 

phasing plan on the  

The applicant can request 

final plat approval of part of 

the tract contained in the 

preliminary plat if a final plat 

phasing plan was approved 

as a waiver in the City Council 

approval of the preliminary 

plat or if a final plat phasing 

plan is approved as a waiver 

in the Council approval of the 

first phased final plat of any 

part of the tract contained in 

the preliminary plat. 

Approval of the final 

plat will be valid for 

180 days following 

approval by City 

Council.  If the final 

plat has not been 

recorded within that 

time, approval will 

be null and void 

unless the City 

Council approves a 

written application 

for an extension of 

time or the Planning 

Director has 

approved an 

administrative 

extension. 

F I N A L  P L A T  

subdivision within the City’s 

ETJ and also within the area 

designated to be annexed to 

the Village of Savoy under the 

Champaign-Savoy Boundary 

Agreement, the plat will need 

to be referred to Savoy for 

review. 

submission of an agreement 

to dedicate easements or 

rights-of-way. 

If the owner fails to record 

complete final plats of the 

entire tract, the City may 

seek a fine for the violation. 
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F I N A L  P L A T  A P P L I C A T I O N  
W O R K S H E E T  

Please use this worksheet as a guide when filling out your Final Plat Application.  If applications are not 
complete, they will not be reviewed by Planning Staff.  If you have additional questions not answered by 
this worksheet, please contact the Planning Department. 

SECTION & INSTRUCTIONS COMPLETE 
NOT  

NEEDED 

1. APPLICANT & CONTACT INFORMATION   

2. OWNER INFORMATION 

 Provide the full name, address, phone number, and email address for the owner. 

 Please also check the box whether the owner is a Trust, Corporation, LLC, Not-for-Profit, or Partnership.  If 
“yes” is checked, provide the following information for the applicable type of ownership: 

 For trusts, please disclose beneficial interest on bank or trust stationery.  The disclosure should 
include all beneficial owners, as well as anyone with the power of direction over the land trust.  
Provide full names including middle initial, address, and phone number. 

 For partnerships, please provide full names including middle initial, address, and phone number 
for all partners and state whether they are general or limited. 

 For limited liability corporations, please provide full names including middle initial, address, and 
phone number for all managers and members of the limited liability corporation. 

 For corporations, please provide full names including middle initial, address, and phone number 
for all shareholders if the stock is NOT publicly held.  If the stock is publicly held, please provide 
full names including middle initial, address, and phone number for those persons owning or con-
trolling 5% or more stock. 

 For not-for-profit corporations, please provide full names including middle initial, address, and 
phone number for all members of the board (or controlling entity) and the manager (or head of 

  
 
 
 
This information 
will not be 
needed because 
the owner is/are 
individuals not 
requiring addi-
tional submis-
sions. 

3. PROPERTY INFORMATION 

 Indicate the name of the proposed subdivision. 

 Indicate the subdivision’s common address.  If no address, list closest cross streets. 

 Indicate the Parcel ID Number.  This number can be determined by contacting the Champaign County As-
sessor’s Office. 

 Indicate the property’s gross acreage. 

 Indicate the total number of proposed lots. 

 Indicate the property’s current zoning classification. 

 Indicate the property’s current land use. 

  

4. CONSULTANT INFORMATION 

 Provide the name, firm name, address, phone number, and email address of consultants used in this project.  
If additional consultants were used, please provide the additional information on a separate sheet titled 
“Consultant Information”. 
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SECTION & INSTRUCTIONS COMPLETE 
NOT 

NEEDED 

5. LEGAL DESCRIPTION OF PROPERTY 

 Please include the complete property description as set forth in a deed, mortgage, or other similar legal docu-
ment.  If additional space is needed, please attach a separate sheet.  Indicate this sheet by titling the page 
“Legal Description of Property”. 

  

6. ADDITIONAL INFORMATION 

A. Indicate the requested title company. 

B. Indicate whether the subject property is within a 100-year flood plain. 

C. If the proposed subdivision is within the City’s Extra-Territorial Jurisdiction, indicate whether it is also within 
the area designated to be annexed to the Village of Savoy under the Champaign-Savoy Boundary Agreement. 

D. Indicate whether any part of the subdivision is adjacent to an IDOT right-of-way. 

  

7. APPLICANT SIGNATURE 

 By signing this petition, you are certifying that you have read the application, have provided the necessary 
documentation as listed under the Application Checklist, and that you understand the information listed under 
the Notice to Applicant section. 

  

NOTICE TO APPLICANT 

 This section provides information that applicants and other interested parties should be aware of, including 
the recommendation of a pre-application meeting with City staff, submittal deadlines, and other pertinent 
information. 

  

ATTACHMENTS 

A. If you are seeking ADDITIONAL waivers, please attach a waiver request letter including only NEW waiver 
requests and justification for the waiver items in accordance with regulations and standards. 

B. Please attach a final plat phasing plan indicating the estimated time frame that each phase of development will 
be submitted for final plat approval. 

C. Please attach 7 copies of the final plat in the form of full-size (24 in. x 36 in.) or half-size (11 in. x 17 in.) cop-
ies.  Exact size of the drawings may vary somewhat due to office production facilities. 

D. Please attach electronic files containing property lot line, roadway, bike path, sidewalk, and other general lay-
out layers in GIS Shapefile, AutoCAD, or similar GIS-compatible medium.  This will allow the Planning De-
partment to see how the proposed subdivision layouts will impact adjacent properties.  See Manual of Practice 
Chapter 1.11 for full electronic file submission information. 

E. Recording Agent Designation Letter. 

  

OWNER AUTHORIZATION FORM 

 If the applicant is NOT the owner of the property, please have the owner or owners’ agent sign the appropri-
ate section and have the signatures notarized to authorize said applicant to process the application. 

 Please refer to the specific sections on the application for information required. 

 Please refer to the opposite side of this form for additional submission requirements if owner is NOT an indi-
vidual. 

  
 
This section is 
not needed if the 
applicant is the 
owner of the 
property. 

Please fully review the application and make sure that any and all applicable documentation has been made and all supplemental materials 
are attached prior to submission to the City of Champaign Planning Department.  The Planning Department will not review incomplete 
applications. 
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Among other information, the 

completed application must 

include the names of owners 

including a Statement of 

Beneficial Interest, review 

fees as required in the City of 

Champaign Municipal Code, 

Chapter 26, Sections 17 and 

17.1, a Waiver Request Letter 

for all new waivers including 

justification for the waiver 

items in accordance with the 

Subdivision Regulations, a 

Final Plat Phasing Plan if 

requested or required, the 

number of copies and the 

sheet size for final submittals 

as required by Section 3.03 

of the Manual of Practice, 

and identification of the 

owner’s representatives. 

The subdivider or developer 

will submit 7 copies of the 

preliminary plat together with 

the required application items 

for review to the Planning 

Director. The submittal copies 

shall be in the form of full-size 

(24 in. x 36 in.) or half-size 

(11 in. x 17 in.) copies of the 

final plat. Exact size of the 

drawings may vary somewhat 

due to office production 

facilities. 

F I N A L  P L A T  A P P L I C A T I O N  

F I N A L  P L A T  R E Q U I R E M E N T S  

surveyor; standard 

engineering scale; North 

arrow; date of preparation 

including most recent 

revision; the location of the 

subdivision; the description 

and location of all survey 

monuments; survey data 

sufficient to reproduce any 

line or reestablish any 

monument in the subdivision; 

all highways, streets, alleys, 

blocks, lots, parcels, public 

grounds, easements, rights-of-

way and the associated 

required access control 

zones; the length of all 

boundary lines of all streets, 

blocks, lots, public grounds, 

easements, rights-of-way, and 

information sufficient to 

derive the length of these 

lines by simple calculation; 

the width of all rights-of-way  

The final plat should show 

reasonable conformity to the 

preliminary plat.  A final plat 

should include, but is not 

limited to, the following 

information: 

General Provisions 

Name of subdivision; names, 

signatures, and addresses of 

property owner, developer/ 

subdivider, engineer and land 

For additional 

information, 

please see City 

of Champaign 

Municipal Code 

Chapter 31, 

Article IV, 

Division I. 

F I N A L  P L A T  

Plan Commission Submittal 

Final plats are not reviewed 

by Plan Commission unless 

there is a new waiver 

request.  If new waivers are 

requested, 15 additional half-

size (11 in. x 17 in.) copies of 

the signed Final Plat shall be 

submitted. 

City Council Submittal 

Following the formal 

recommendation of the DST, 

the subdivider will submit 13 

half-size (11 in. x 17 in.) 

signed copies of the Final 

Plat for 

consideration 

Following the review by DST 

and other agencies, and 

notification from the Planning 

Director that the final plat 

has been approved by City 

Staff, additional copies of the 

final plat shall be submitted 

for Plan Commission action 

(as necessary) and for City 

Council final approval. After 

approval by the City Council, 

additional copies of the 

original signed Final Plat will 

be submitted to the Planning 

Department for distribution 

and recording. 

 

by the City Council.  No final 

plat will be approved until the 

City Engineer has given 

written approval of the 

Engineering Plans and 

Specifications, the Subsidiary 

Drainage Plat, Stormwater 

Management Plan and 

Design and the Subdivision 

Improvement Performance 

Bond (as applicable). 

Submittal for Signature & 

Distribution 

Following approval by the City 

Council, the subdivider will 

submit 1 full-size (24 in. x 36 

in.) (Mylar or high quality 

D I S T R I B U T I O N  O F  P L A T S  F O R  F I N A L  A P P R O V A L  

and one additional half-size 

(11 in. x 17 in.) signed copy 

for distribution.  After 

signature of Mayor, the 

signed original will be 

recorded by City staff or its 

agent.  Signed copies will be 

distributed as necessary to 

the subdivider, various City 

departments, and any 

applicable outside agencies. 

and easements; floodplain 

information in accordance 

with Chapter 9 of the City 

Code; all lots numbered; a 

proposed addressing scheme; 

conditions or restrictions 

imposed by the City Council in 

approving waiver requests; an 

Owner’s Certificate; the 

Surveyor’s Certificate; and a 

City Council signature block. 
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