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Subdivision Consultation Application Walkthrough

The following guide is intended to help walk users through submitting a
Subdivision Consultation application in ezTrak. If you receive an error at any

point, try to either repeat the action or use a different browser. If problems
persist, email planning@cincinnati-oh.gov.

Step 1: Start a New Application.
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Action Tips: Payment, Amendments, Renewals

View Quick Tips

View complete help documentation at @ ezTrak Help

Step 2: Enter Project Address.

1: Identify your project location to get started

@ Quick Help: 801 PLL:lM ST, CINCINNATI
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Step 3: Select a Subdivision Consultation.

2: Select an online application service group
Location: 801 PLUM ST, CINCINNATI
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Step 4: Verify Property information. If your project includes more than one
parcel, please indicate this in the Project Description (see Step 6).

CINCINNATI | OH

Parcel

Property Project a

1 Farmaism 2 Information 3 Upload 4 Review 5 Record Issuance

Step 1:Property Information>Location Details
*indicates a required field.
Address
*Street No.: *Street Name: Direction: Street Unit No.:
[son | [Pum | [select— ~] Type:
City: State: Zip:
| 45202

*Parcel Number:

007700010001

Owner

* Parcel information and Address Information are auto-populated based on current CAGIS GIS information.

*Owner Name:
CINCINNATI CITY OF

* Owner Information is auto-populated based on the current County Auditor's Office Records.

Step 5: Enter Contact Information. Subdivision Consultations require a
Primary Contact and a Property Owner contact type. (Note: If the Primary
Contact and Property Owner are the same, enter the same contact
information twice as shown in the example below.)

Project

Property
Information

Information

Contact List

3 Upload

Step 1:Property Information>Contact Information

4 Review

5 Record Issuance

*indicates a required field.

Required Contact Type
« Primary Contact
« __Propertv Owner 1

sa.crrrow acooont | aoonew ] Looxue |

+ Contact added successfully.
Showing 1-2 of 2

Minimum
1

Business  Contact  Primary
Full Name:  \ome Type Phone E-mail Action
Emily Primary emilybumns@cincinnati- _ .
Burns Contact 0133524855 p noy Edit Delete
Emily Property emily.bums@cincinnati- _ .
Burns Owner 5133524855 oh.gov Edit Delete

At a minimum, this record requires a petitioner/applicant, primary contact and a property owner (these can be the same). To add new
contacts, click the Select from Account or Add New button. To edit a contact, click the Edit link.
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Step 6: Provide a Project Name and Description. Include the Project Address

in the Project Name.

Property Project
2 Information e

Step 2:Project Information>Project Details

Project Description

4 Review

5 Record Issuance

*indicates a required field.

*Project Name:
801 Plum St Subdivision

*Description of Project:
(Project Description)

Step 7: Enter project information to the best of your ability. (Note: If you
anticipate your proposal being a Major Subdivision, it is recommended to
apply in advance for Coordinated Site Review (CSR). Major Subdivisions
need to go through the CSR process at either the Development or Technical

Review level.)

T Property 2 Project
Information Information

Step 2:Project Information>Application Information

3 Upload

Additional Information

4 Review

5 Record Issuance

*indicates a required field.

APPLICATION INFORMATION

* Do you have an associated Coordinated Site Review?:

*Number of Proposed Lots:

*“Does this project include a Subdivision Improvement Plan?:

“Does the request include any rear or panhandle lots?:

* Does the request include any air lots?:

* Does the request involve a street and/or utility extension/opening?:

*Will the request require the of an existing structure?:

* Does the subdivision seek a variance or ather relief from the City Subdivision
Regulations?:

*Does the subdivision seek a variance or other relief from the Cincinnati Zoning
Code?:

Variance:

Use Variance:

Special Exception:

Conditional Use:

Expansion or Substitution of Non Conforming Use:

Is this property located within a Hillside Overlay District?:

Is this property located within an Urban Design Overlay District?:
DD District Phased Development Approval:

]

Yes @ No

O Yes ® No

O Yes ® No

O Yes & No

O Yes & No

O Yes & No

O Yes & No

O Yes @ No

Oooooooao
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Step 8: If you have an associated Coordinated Site Review (CSR), select “Add
a Row” to add the CSR number.

Property Project
= Gttt  pons

Step 2:Project Information>Additional Information

4 Review 5 Record Issuance

*indicates a required field.

Custom Lists

COORDINATED SITE REVIEW INFO

Showing 0-0 of O
Coordinated Site Review Number Coordinated Site Review Type
No records found.

o s

Step 9: Upload the proposed Site Plan. The Site Plan or Plat should show all
lot dimensions and, if applicable, all setbacks for existing and/or proposed
buildings. If an existing or proposed building is less than 5 feet from a
proposed lot line, please indicate any openings on the building face.

Project

2 |ntormation 3 Upload 4 Review 5 Record |ssuance

=T

Step 3:.Upload>Add Documents

Ohick a Document Type to select document(s) for upload. Required documents will have a red asterisk in the upper rght cormer (*). All other document

types are available in the "Select™ dropdown.
- Documents submitted which are identified a= *Plan -~ NOT contain multipke sheets.
« Drag-and-Drop is supporied.
» B sure you dick Next to upioad the documents!
CRITICAL INFORMATION REGARDING FILE SUBMISSION
{submissicns may be delayed if not followesd)
= Only PDF and JPEG file formats anc accepted.
= Plans/Drawings are required to be submitted as one per page per file.
= Reserve a 3inch square in the upper left-hand comer for stamping of approved plan sets at issuance.
= Strongly Recommended: File naming based on LS. National CAD Standands: - Drawing Set Protocol will expedite uploading. Link below.
= Application Plan Revisions/Post Permit bsuance Changes: At resubmission, NEVER alter the original file name in any manner when submitting new wersions
of an existing file. Changing the name will result in delays in acceptance.
- Any permit plan submissions created by designers, required by State Licensure law to be signed and sealed at time of submissicn, may be delayed for
routing until resubmission of signed/stamped documents oocurs.

=xTrak ELECTROMIC DOCUMENT STANDARDS GUIDE

*indicates a required field.

ezTrak

Document Upload

;
E * ! ndew/snestt Description Faename

! H

| Plans - Site Plan Proposed h

! | 801 Flum St = BO1FIum St *
i ! Subwvision - St Plan Subivizion - Sia

i ey Flan.pdt
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Step 10: Review application before submitting. If you want to go back to a
previous section, either click the “Edit” buttons or use click the section header
at the top of the review screen. Once you select “Continue Application,” the

application will be submitted to City Planning staff.

1 information 2 |nformation 2 Upload OLEED

Step 4:Review
Please review all information below. Click the ~Edit» buitons to make changes to sections or =Continue Application” to move on.

Record Type

5 Record Issuance

Subdivision Consultation

" Address

' Parcel

' Owner

* Contact List

* Project Description

0@

+ Additional Information

' Custom Lists

Custom Fields

and agree that | am electronically signing and filing this appllcation.

I certify that | have read and understand the Instructions that accompany this application and that the statements made as part of this rs
application are true, complete, and correct and that no material Information has been omitted. By checking the box below, | understand

-
= By checking this box, | agree to the above certification. Date: 0M13/2025
Submits Application

Save and resume later Continue Apﬁlﬂﬂol\k

Step 11: Confirmation page will appear. An email will be sent to the Primary

Contact notifying them that the application was submitted.

Step 3:Receipt/Record issuance

Confirmation

@ Your application(s) has been successfully submitted.

L
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After having the Subdivision Consultation with City Planning staff, you may be
invited to complete a Minor or Major Subdivision Application. You will receive
an email alerting you that the application is open. To access the application,
navigate to My Records and scroll down to My Record Details. On the
applicable subdivision consultation, click Submit Amendments in the Action
column.

My Record Details
£ Open Records C Renewable Records = All Records
m Search: Show 10 v entries
Showing 1to 10 of 25 entries Previous E| 2 3  Next
0 Action Opened On | Address Record Type Record Number
® sumit A’"‘*”"Kﬁ 01/13/2025 801 PLUM ST, CINCINNATI Subdivision Consultation ~ S25CIN-PLN-SUBCN-000001
W



