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The Developer’s Handbook
Dear Developer,

The City of Columbia
hopes to make your
work in our
community the best it
can be.

Frequent, friendly
contact is the first
goal we hope to
achieve.

As a potential developer in the City of Columbia, you have a chance to play
a critical role in our town’s continued progress. Your investment in our City
brings new opportunities to our residents. Your buildings reshape the form
of our environment. Your impact creates positive change that every City
desires.
The City of Columbia recognizes your importance and the common ground
we share. We both wish to make improvements to our City and build success one brick at a time. To help make this possible, the City of Columbia
hopes to make your work in our community the best it can be. We also
hope that our service can be the best you’ve experienced. This may be a
lofty goal but we are certain we can achieve it by providing clear, consistent communication. This is the key to our combined success. We, the
City, must communicate effectively with you. Whether it is a discussion of
our Building Code or a description of our plan review process, it is critical
that we share a collective understanding of what lies ahead as you seek
project completion.
This document has been created for that reason. In the contents ahead,
you will find charts that describe the basic process for each stage of development review. Each item will also possess an estimated timeline to help
you anticipate the duration of our involvement. Please note, however, that
this information is just the beginning of our dialogue. Some of the information may seem confusing. As you read, you may find yourself asking
questions. Should that occur, please feel free to contact our office. Frequent, friendly contact is the first goal we hope to achieve with our clients.
In closing, the City of Columbia recognizes that you, as a developer, face
many unknown variables from the start of a concept to the construction of
a site. Some of these unknowns relate to a local government’s actions.
Where these may occur, the City of Columbia will do its best to provide certainty and, in turn, give you confidence. Together, we can do wonderful
things—one brick at a time.

Sincerely,

The Department of Development Services
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Document Diagram
The following diagram illustrates the organization of content for each process page. The intent of this
format is to provide a single-page resource that will illustrate each step that will be taken as a project
moves from conceptual design to final development.

This describes the overall
process described on each
page. The process will vary
according to each specific
need of the development.

This section describes the
basic function of each step
in the process.

This section illustrates the
general purpose and
details of each associated
step.
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The Development Process

ANNEXATION AND REZONING REQUESTS
SCENARIO
You wish to develop a property that is currently outside the City of Columbia’s municipal boundary. Depending on the scope of the project, you may need wastewater service, sanitation, or the quick responsiveness of our emergency personnel. If so, an annexation will be necessary and the following process
will be used.
Here’s another scenario: you wish to develop a property that is currently zoned for a use that is different than your project. In this instance, you may need to seek a new zoning classification for the site.
This would involve a “rezoning” and this same process, as it applies to annexations, would be used.

???
Have questions? Contact the Department of Development Services at 931-560-1560.
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Annexation and
Rezoning Process

Summary of Step Actions

Attend A PreDevelopment Meeting

The most important aspect of the process is the first step. Here,
pertinent City staff meets with the applicant to discuss the details
of the proposal, gauge its feasibility, and review the process to
follow. City staff will also provide a list of other initial contacts to
further discuss details of the concept.

Submit Application

Once the applicant understands the process ahead, they are ready
to file an application.
This application lists all the important
requirements for complete submittal and also includes a
fee payment.

Attend Technical
Review

At this meeting, the applicant’s proposal is further discussed with
department representatives. The applicant is encouraged to
attend to address questions and concerns. After the meeting,
staff develops a comprehensive review of the request for Planning
Commission review

Step 4

Attend Planning
Commission

At this meeting, the Planning Commission hears the proposal,
staff’s recommendation, and comments from the applicant. The
Commission then makes a recommendation for City Council to
either approve, deny, or approve with conditions. Barring a
decision, the Commission may defer the item for later
consideration.

Step 5

Attend City Council

City Council then considers the proposal through the course of
two meetings before rendering a final decision of approval, denial,
or approval with conditions.

Next Steps

If the proposal is approved after second consideration, the
property will be successfully annexed and/or rezoned. Then, the
next step likely involves the submittal of a site plan or plat for a
proposed development.

Step 1

Step 2

Step 3

Step 6

DISCLAIMER
Timelines do not account for any possible deferments or delays resulting from actions beyond the supervision of City staff.
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The Development Process

Major Subdivision Review
SCENARIO
You have progressed through review for zoning requirements and now wish to construct a plan for the
property. The plan itself involves the subdivision of land into three or more lots. This constitutes a major subdivision and, thus, the following steps will help you accomplish this goal.

???
Have questions? Contact the Department of Development Services at 931-560-1560.
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Major Subdivision*
Review

Summary of Step Actions

Step 1

Attend A PreDevelopment Meeting

The most important aspect of the process is the first step. Here,
pertinent City staff meets with the applicant to discuss the details
of the proposal, gauge its feasibility, and review the process to
follow. City staff will also provide a list of other initial contacts to
further discuss details of the concept.

Step 2

Sketch Plat

Before Preliminary Plat can be submitted staff will review the plan
for any potential conflicts with current standards.

Step 3

Preliminary Plat

After establishing the basic details of the proposed subdivision,
the client can submit a preliminary plat in accordance to the requirements listed in the preliminary plat checklist, providing twenty-five (25) copies and digital version for staff review.

Attend Technical
review

At this meeting, the applicant’s proposal is further discussed with
department representatives. The applicant is encouraged to
attend to address questions and concerns. After the meeting,
staff develops a review of the proposal for Planning Commission
review.

Step 5

Planning Commission
Review

The staff report, along with the preliminary plat itself, is then presented to Planning Commission for review. At this meeting, the
Planning Commission hears the proposal, staff’s
recommendation, and comments from the client. The Commission
then makes a recommendation to either approve, deny, or approve with conditions. The Commission may defer the item for
later consideration.

Step 6

Submit Site Plan and
Land Disturbance
Permit Application

Once the Planning Commission grants approval (or approval with
conditions), the client can meet with Engineering staff and
provide a site construction plan with a land disturbance permit
application. I t is critical that both item s adhere to the
requirements of the submittal checklist and that the client
provides a digital version of both for review.

Step 7

Submit Final Plat for
Planning Commission
Review

After the client implements the required infrastructure, as well as
any conditions from Planning Commission, a final plat can be submitted for Planning Commission review with a surety in accordance to the submittal requirements.

Step 8

Record Final Plat

Once the Planning Commission grants approval of the Final Plat,
the client may then submit the final plat for staff signatures and
recordation within 30 days of the meeting.

Step 4

DISCLAIMER
Timelines do not account for any possible deferments or delays resulting from actions beyond the supervision of City staff.
*The term “Major Subdivision” includes any division of land into three or more lots.
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Single Lot Commercial Developments
SCENARIO
You wish to develop a single use on a single parcel of land. After discussing your concept with staff, it
appears you are within the City’s Municipal Boundary and have the property development to meet the
zoning requirements. If so, you can begin your review process by following the steps on the next page.

???
Have questions? Contact the Department of Development Services at 931-560-1560.
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Single Lot
Commercial
Developments

Summary of Step Actions

Step 1

Attend A PreDevelopment Meeting

The most important aspect of the process is the first step. Here,
pertinent City staff meets with the applicant to discuss the details
of the proposal, gauge its feasibility, and review the process to
follow. City staff will also provide a list of other initial contacts to
further discuss details of the concept.

Step 2

Submit Plan to
Engineering
Department

After the initial meeting, development plans and supporting documents are submitted to the Department. It is important that these
plans include all the required information of the Engineering Submittal Check List and Article 3.5.4 of the
Zoning Ordinance.

Step 3

Staff Review

Once plans have been submitted, staff reviews the proposal and
discuss any details or concerns with the
Engineer of Record.

Step 4

Additional Review
from Other Boards

If the proposal possesses structures that require
increased façade design requirements, elevation renderings will
need to be submitted to the
Architectural Design Review Team according to Article 6.1.6.

Step 5

Approval

After thorough review, city staff renders a decision of approval,
denial, or approval with conditions.

Step 6

Next Steps

Once final plans are approved by all City departments and
necessary boards, the applicant can then move forward with a
Pre-Construction Meeting with Engineering staff.

DISCLAIMER
Timelines do not account for any possible deferments or delays resulting from actions beyond the supervision of City staff.
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The Development Process

Residential Multifamily (RM),
Mobile Home Parks (MHP),
and Planned Unit Developments (PUD)
SCENARIO
You wish to develop an apartment complex or, perhaps, a mobile home park. Or perhaps you wish to
develop a property that is zoned for Planned Unit Developments. If this is the case, the following process will mark the beginning of your work with the City of Columbia,

???
Have questions? Contact the Department of Development Services at 931-560-1560.
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Development Review
for RM, MHP, and
PUDs*

Summary of Step Actions

Step 1

Attend A PreDevelopment Meeting

The most important aspect of the process is the first step. Here,
pertinent City staff meets with the applicant to discuss the details
of the proposal, gauge its feasibility, and review the process to
follow. City staff will also provide a list of other initial contacts to
further discuss details of the concept.

Step 2

Submit Plan to
Development
Services

Once the applicant understands the process ahead, they are ready
to develop and submit a site plan. It is important that this plan is
developed in accordance with Article 3.20 for PUDs or Article 3.5
for MHP and RM from the Zoning Ordinance. Staff w ill accept the plans, along with the appropriate fee, and begin the next
step.

Step 3

Attend Technical
Committee Meeting

At this meeting, the applicant’s proposal is considered by
department representatives. The applicant is encouraged to
attend to address questions and concerns. After the meeting,
staff develops a recommendation for the project of either
approval, denial, or approval with conditions.

Step 4

Zoning Administrator
Determination

Following the Technical Meeting, the Zoning Administrator then
makes the recommendation to either proceed the subject to
Planning Commission or to delay its submittal until necessary
revisions are completed.

Step 5

Attend Planning
Commission

At this meeting, the Planning Commission hears the proposal,
staff’s recommendation, and comments from the client. The Commission then makes a recommendation to either approve, deny,
or approve with conditions. The Commission may defer the item
for later consideration.

Step 6

Further Review

If the proposal is a PUD, it is further reviewed by City Council
according to the standard process. If the proposal is a MHP or
RM, it only needs approval from the Planning Commission.

Step 7

Next Steps

Once final plans are approved by all City departments and necessary boards, the applicant can then move forward with the site
construction plan submittal.

*RM (Residential Multifamily), MHP (Mobile Home Parks), and PUDs (Planned Unit Developments)
DISCLAIMER
Timelines do not account for any possible deferments or delays resulting from actions beyond the supervision of City staff.
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The Development Process

Engineering Review
SCENARIO
You have begun the development review process with the City and have completed the initial steps of
plan review, including any possible rezonings, annexations, or preliminary plans. The next step involves
the actual development of the project site and collaboration with the City of Columbia Engineering
staff, as shown in the steps that follow.

???
Have questions? Contact the Department of Development Services at 931-560-1560.
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Engineering Review

Summary of Step Actions

Step 1

Attend A PreApplication Meeting

The most important aspect of the process is the first step. Here,
pertinent city staff meet with the applicant to discuss the details
of the proposal, determine traffic study requirements, gauge its
feasibility, and review the process to follow.

Step 2

Submit Site Plan and
Land Disturbance
Permit Application

Applicant provides all the necessary information and site
construction plans for Engineering staff to begin their review. It is
important that all items on the checklist are provided or accounted
for.

Step 3

Engineer Review

Once Engineering staff receives the application materials, each
plan is reviewed for compliance with city regulations and codes.
Staff then provides a list of comments and required changes, if
necessary. If the plans are compliant, proceed to step 5

Step 4

Resubmit Materials

Applicant provides revised materials addressing the staff
comments.

Pre-Construction
Meeting

Once plans are found to meet city regulations and codes,
applicant will receive an invitation to set up a pre-construction
meeting. Primary permittee, engineer of record, contractors, and
erosion control inspectors should attend this meeting. At the
meeting, plans will be approved, the building timeline and
processes will be reviewed, and any other construction related
issues or specifics to the project will be discussed.

Initial Site Inspection

Prior to the start of construction, staff inspects the installation of
the project’s initial erosion/sediment control measures.
Satisfactory inspection will authorize the applicant to begin full
site development and land disturbance.

and Final Site
Step 7 Periodic
Inspections

Staff will periodically inspect the construction site for compliance
with stormwater regulations and approved plans. Staff will also
perform a final site inspection at the conclusion of construction.

Step 5

Step 6

DISCLAIMER
Timelines do not account for any possible deferments or delays resulting from actions beyond the supervision of City staff.
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Building Codes Review
SCENARIO
Site plans have now been approved, the project site has been prepared, and you now wish to construct
the buildings that will finalize your project. The following steps will guide your work with the Building
Codes Department as the development enters this crucial stage.

???
Have questions? Contact the Department of Development Services at 931-560-1560.
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Building Codes
Review

Summary of Step Actions

Step 1

Submit Permit
Application

After the basic details of the project and plans have been entered
in the City’s on-line permit system columbia.onlama.com the
applicant can submit the permit for review.

Step 2a

Viewing the Permit
Process

During the process review you can check the status of the permit
through the on-line portal and any questions or revisions needed
will be sent to you via email through the LAMA system.

Step 2b

Submit Additional
Information
(For Commercial
Projects)

In addition to the standard materials commercial developments
also requires the applicant to submit a sewer form describing the
conditions and needs of the project relative to the City’s
Wastewater Treatment System.

Step 4

Staff Review

Once submitted the Building Codes staff facilitates a review with
all other necessary staff from Planning, Engineering, Fire, and
Wastewater. At this review, staff offers necessary comments and
requirements which are then forwarded to the applicant for possible revision.

Step 5

Plan
Revisions and Permit
Issuance

Any necessary revisions are reported to the applicant by City staff.
After the revisions are implemented, the new plans can be
submitted for final review. Once received and approved, the
Codes Department issues a building permit.

Step 6

Inspections

Once a building permit is issued, Building Codes staff schedule
inspections, as required, with the contractor. Please note all
requests for inspections from the contractor much be done by
2pm the day prior to the needed inspection date.

Step 7

Certificate of
Occupancy

Once the project passes all necessary inspections, a Certificate of
Occupancy is granted by Building Codes staff.

DISCLAIMER
Timelines do not account for any possible deferments or delays resulting from actions beyond the supervision of City staff.
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Wastewater Review
SCENARIO
Your development is of a size and scope that requires sewer service. The following process can guide
you through the necessary steps to connect your development to the City of Columbia’s wastewater
service infrastructure.

???
Have questions? Contact the Department of Development Services at 931-560-1560.
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Wastewater Review

Summary of Step Actions

Step 1

Contact Wastewater
Department
931-560-1001

The most important aspect of the process is the first step. Here,
pertinent City staff meets with the applicant to discuss the details
of the proposal, gauge its feasibility, and review the process to
follow.

Step 2

Obtain The Line
Extension Information
Package

If it is determined that a sewer connection is necessary for the
applicant’s development, the first step is to obtain the information
package from the Wastewater Department. This package will include important documents necessary to complete the following
process along with a description of the process itself.

Application for
Step 2 Submit
Line Extension

One of the most important documents is the Application for Line
Extension. This docum ent has several im portant item s of
information that are submitted with the application, including Engineer-Stamped Plans and Engineer-Stamped
Hydraulic Calculations.

Step 3

Staff Review

Wastewater Staff accepts and reviews the application and related
materials. Once review is complete, the applicant is notified of
any revisions that should be made and the next steps that follow.

State Review

After staff review and any necessary revisions are made, the plans
are then submitted for review with the State of Tennessee
Department of Environment and Conservation. Materials
necessary for this review include five sets of Engineer-Stamped
Plans, Engineer-Stamped Hydraulic Calculations, and payment for
the State of Tennessee’s plan review fee.

Step 4

Step 5 Submit Final Materials

Step 6

Notice To Proceed
With Construction

Once design plans are approved by both the City and the State,
staff notifies the applicant with a final list of needed materials.
These materials typically include an executed agreement for the
sewer line extension, contractor information, payment of inspection fees, copies of additional permits, and any required surety.
With these final materials provided, staff then issues the applicant
a written notice of approval to proceed with construction. * Please
note any new public sewer line must be installed, inspected and
then accepted for ownership by City Council before the Certificate
of Occupancies can be released.

DISCLAIMER
Timelines do not account for any possible deferments or delays resulting from actions beyond the supervision of City staff.
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Contact Information
Whether you are still at the concept stage or are midway through our review process,
chances are you will need to contact one of our departments to ask questions and coordinate meetings. The following is the list of departments, department heads, and the
phone numbers at which you can contact them.

Development Services
(Building, Planning, Engineering)
Director: Paul Keltner
931-560-1560

Wastewater
Director: Donnie Boshers
931-560-1001

Office of the Fire Marshal
Fire Marshal: Billy Ring
931-560-1740

***Building permits can be applied for using the City’s on-line portal at
columbia.onlama.com
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