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Subdivision Consultation Application Walkthrough

Step 1: Start a New Application.

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 2: Enter Project Address.
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Step 3: Select a Subdivision Consultation.
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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).

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.)
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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.)

Step 6: Provide a Project Name and Description. Include the Project Address 
in the Project Name.
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Step 8: If you have an associated Coordinated Site Review (CSR), select “Add 
a Row” to add the CSR number.

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.
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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.

Step 11: Confirmation page will appear. An email will be sent to the Primary 
Contact notifying them that the application was submitted.

Submits Application
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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.


