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Final Site Plan Application Information 
 

General Information for the Final Site Plan Application 
 

• Complete Application Requirement 
The applicant (owner) bears the responsibility to submit a complete application by the application 

submittal deadline. If all required materials/documents are not submitted to and received by the 
Planning Division of the Development Department by the noon deadline, the application will not 
be accepted or posted on the Planning Commission agenda. All required materials/documents are 

listed in the application form.  See the meeting and submission deadline calendar posted on the 

development page of the Town’s website at www.collierville.com. 

 

A final determination of whether the application is complete will be based on the appropriateness, 

applicability, and thoroughness of the drawings, calculations, written text, or other materials based on 

accepted practices or principles within the applicable professional field. 

 

The application is considered the application form and all accompanying documents, exhibits 
and fees required of an application by the Town for development review and approval purposes.  
 
The applicant is any person(s), firm or corporation requesting approval of any land use, 
development or improvement application or similar activity regulated by the Town Code, or 
any other regulations. 

 

• Attendance at Planning Commission Meeting 
The applicant (owner), or its designated design professional, must be present at the Planning 

Commission meeting in order for the item to be heard and discussed.  Failure to attend the meeting 

will delay the item to a future meeting date, as determined by the Planning Commission or staff. 

 

The Planning Commission meets monthly, generally the first Thursday of the month in the 
Board Chambers of the Collierville Town Hall, at 500 Poplar View Parkway.  Refer to the 
calendar of meetings and submittal dates for specific information on the development page of 
the Town’s website at www.collierville.com. 
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Final Site Plan Application Information 
 

• Effective Period of Site Plans 
The Final Site Plan approval granted by the Planning Commission, including such conditions as may 

be a part of the record, shall be effective for a period of one (1) year from the date of approval granted 

by the Planning Commission.  The applicant may request in writing a one-time/one-year extension to 

the Development Director (or his/her designee), which may be able to be approved administratively.  

If unable to be approved administratively, the request will be forwarded to the Planning Commission 

and/or Board of Mayor and Aldermen. 

 

The project may be subject to minor modifications to the Final Site Plan, if an extension is requested, 

to bring the site into compliance with design standards and/or Town Codes and Regulations if adopted 

by the Town since the initial approval of the Final Site Plan had been granted by the Planning 

Commission.  Any modification of the Final Site Plan may require reconsideration of approval by the 

Development Staff, Planning Commission, Design Review Commission, Historic District 

Commission, and/or Board of Mayor and Aldermen.  

 

• Development Agreement 
Where public improvements are required as part of site plan approval or where fees are to be assessed 

by the Town of Collierville in relation to a development project, the developer(s) shall enter into a 

Development Agreement upon final approval of the project with the Town of Collierville for all 

required public improvements and/or fees assessed for development of a project. 

 

The Development Agreement may also include any required private improvements given 

consideration as part of the approval of the site plan including such financial guaranty or surety as 

may be required for such improvements.  The Board of Mayor and Aldermen shall authorize the 

Mayor to execute the Development Agreement between the Town and the applicant.  A Development 

Agreement shall not be executed by the Town until after the Final Site Plan has been approved by the 

Planning Commission, Design Review Commission, Historic District Commission, and/or Board of 

Mayor and Aldermen as required by the Town Code.  Refer to the deadline schedule, information 

sheet and submittal form for detailed information. 
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Final Site Plan Application Form 
 

Submittal Date: _______________________________ 

 

Meeting date for which application is submitted: _______________________________ 

 

NOTE:  All information is required to be filled-in, or noted “NA” if not applicable. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Name of Project: ______________________________________________________________________ 

 

Phase ______________ of _______________ 

 

Site Location: _________________________________________________________________________ 

 

Date of Preliminary Site Plan Approval:  ____________________________________________________ 

 

Name of Applicant:  ___________________________________________________________________ 

 

Name of Business (if applicable): _________________________________________________________ 

 

Mailing Address: ______________________________________________________________________ 

 

Daytime Telephone Number: ________________________   Fax Number: ________________________ 

 

E-mail Address: _______________________________________________________________________ 

 

Name of Property Owner (if different from applicant): _________________________________________ 

 

Contact Person:  _______________________________________________________________________ 

 

Mailing Address: ______________________________________________________________________ 

 

Daytime Telephone Number: ________________________   Fax Number: ________________________ 

 

E-mail Address: _______________________________________________________________________ 
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Final Site Plan Application Form 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Name of Design Professional: ___________________________________________________________ 

 

Name of Contact Person: _______________________________________________________________ 

 

Mailing Address: ______________________________________________________________________ 

 

Daytime Telephone Number: ________________________   Fax Number: ________________________ 

 

E-mail Address: _______________________________________________________________________ 

 

Name of Business (if applicable): _________________________________________________________ 

General Site Data / Information 
 

Date of PC Preliminary Approval, if applicable: _________________________________________ 

 

Site Acreage: _________________________         Zoning Classification: ________________________ 

 

Proposed Uses(s): ____________________________________________________________________ 

 

Building size: _________________________         Building height: _____________________________ 

 

Percentage of open space provided on site: ____________________ 

 

Parking: 

 Spaces Required: _______________________ 

 

 Spaces Provided:   Regular - ______________  Handicap - ______________ 

 

Tree plan: 

 Number of trees existing on site (8” in diameter or larger):  ______________ 

 

 Number of trees to be preserved: ____________  Number of trees to be removed: ____________ 
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Final Site Plan Application Form 
 

Acknowledgement 
It is understood that approval of the proposed development is conditioned upon full compliance with 

all applicable regulations and ordinances of the Town of Collierville and conditions imposed by the 

applicable Boards and/or Commissions of the Town. In cases where the applicant is not the property 

owner, it is also hereby acknowledged by the property owner that he or she is in full agreement with 

the content of this application. 

 

It is understood that: 

1. The applicant and owner bear the responsibility to submit a complete application package 

by the application submittal deadline. 

 

2. If all required materials/documents are not submitted to and received by the Planning 

Division of the Development Services Department by the deadline, the application will 

NOT be accepted or posted on the Planning Commission Agenda. 

 

3. By signing this document, the applicant and owner accept the above conditions. 

 
Copy and use additional pages if necessary. 

Applicant: Owner*  (If different from applicant.   

                If same, note “same”): 

 *Owner information is required. 
If an Entity If an Entity 

Name of Entity _________________________ Name of Entity ________________________ 

 

By (Signature)__________________________ 

 

By (Signature) _________________________ 

 

Print Name ____________________________ 

 

Title _________________________________ 

 

Print Name ____________________________ 

 

Title _________________________________ 

  

If an Individual(s) If an Individual(s) 

 

Signature ______________________________ 

 

Signature ______________________________ 

 

Print Name ____________________________ 

 

Print Name _____________________________ 

 

 

Signature ______________________________ 

 

 

Signature ______________________________ 

 

Print Name ____________________________ 

 

Print Name _____________________________ 
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Final Site Plan Application Form 
 

Submission Requirement Checklist 
The following information is required for a complete application submittal/package.  Refer to submittal 

deadline calendar for submittal dates. 

 

Check each item that is completed/provided. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Final Site Plan Application – The following information/documentation is required for a Final Site Plan 

application, in addition to the documents listed above: 

� Final Plat – See Final Plat document requirements (page 7). 

� Final Site Plan – See Final Site Plan document requirements (pages 8-9). 

� Final Tree Survey and Protection Plan – See Tree Survey and Protection Plan requirements (page 9). 

� Environmental Impacts – See Environmental Impacts requirements (page 10). 

� Final Grading and Drainage Plan – See Final Grading and Drainage requirements (page 10). 

� Final Sewer Plan – See Final Sewer Plan document (page 11). 

� Final Water Plan – See Final Water Plan document (page 12).  
� Additional Information deemed necessary by the Town of Collierville to satisfy the analysis and 

evaluation of the request to review the character and impact of the proposed site development, 

including but not limited to, specific requirements of subdivision or planned development conditions, 

clarification of information submitted, etc. (page 12). 
 

All Applications – The following information is required for all applications. 

� Completed application form.  Form must be completed and signed by appropriate individuals. 

� Cover letter explain, in sufficient detail, the nature of the request.  This letter shall summarize each 

plan or document submitted with this application form.  The letter must address any changes to the 

plan that have occurred since preliminary site plan approval, and must clearly state how each condition 

of approval has been addressed in the final site plan documents. 

� One (1) set of mailing labels (adhesive) including the names and mailing addresses of all property 

owners within five hundred (500) feet the site’s property boundaries. 

� Application fee. This is a non-refundable fee.  Make check payable to the Town of Collierville.  See 

fee schedule posted on the Development Department page of the Town’s website at 

www.collierville.com. 

� Color site plan, (11” x 17” or larger) showing, building area, green/open spaces, parking areas, 
adjacent roadways, etc. 

� Twelve (12) copies for initial submittal of the application form, cover letter, color site plan and all 

required document/plans (listed below).  All plans shall be folded and collated into sets. 
o Following initial staff review, and any revisions or additions requested by staff, 20 copies of 

each will be required. 
� Electronic copy of all drawings and color renderings submitted.  This must be in JPEG format with a 

dpi no greater than 96, and submitted on a CD.  Drawings shall be scaled or sized to 8 ½ x 11 in 

landscape orientation. 
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Final Site Plan Application Form 
 

Check each item that is completed/provided. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Final Plat Requirements:  The final plat will be recorded at the appropriate time.  The final plat shall 

contain the following information. 

� All Final Plats shall be prepared on a 20”x24” sheet. 

� The final plat shall be prepared by a registered Land Surveyor 

� Property boundary lines 

� Bearings and distances 

� Lot area, both acres and square feet 

� All existing easements both public & private (utility, sewer, water, drainage, etc.), streams and buffer 

zones 

� North arrow 

� Graphic scale 

� Lot number and name of subdivision (if applicable) 

� Date 

� Tie down to centerline of nearest street 

� Benchmark reference 

� 100-yr. flood elevation, floodway/floodplain shown graphically (if applicable) 

� Adjacent property owners 

� Vicinity map 

� Zoning 

� All setback information (front, rear, side yard, etc.) 

� Name of adjoining streets (private or public) with right-of-way widths 

� Standard plat title block 
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Final Site Plan Application Form 
 

Check each item that is completed/provided. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Final Site Plan Requirements – The site plan shall be prepared by a registered professional engineer and 
shall conform, at a minimum, to the following requirements and shall include: 

� Be drawn to a scale between 1” = 10’ through 1” = 60’.  Show graphic scale. 

� North arrow 

� Site plan shall be prepared on 24” x 36” sheet.  All other plans shall be on sheets no larger than         

24” x 36” and numbered sequentially if submitted in multiple pages (including a sheet index).  All 

lettering shall be at least 0.1 in size relative to drawing scale and shall be mechanically drawn (no hand 

lettering permitted). 

� A Master Index Sheet may be required for larger projects 

� Show existing and proposed public and private greenbelts, trails and parklands within or immediately 

adjacent to the proposed development 
� Site plan 

� Gross site area expressed in acreage and square feet 

� Existing and proposed (public and private) rights-of-way and roads 

� Geometry of site (foot print of building both existing and proposed, location of building, curb layout, 

parking spaces, location of islands, etc.) 

� Typical dimensions (building to property lines, curb to property lines, drive aisle, etc.) 

� Public and private ingress and egress easements 

� Public and private utility and drainage easements 

� Outline of existing and proposed outdoor display and/or storage areas 

� Landscape areas and easements/buffers 

� Flood elevation with graphic limits denoted on plan document for base flood elevation, floodplain, and 

floodway 

� Name of property owner and property tax map I.D. number of all adjoining property parcels 

� Zoning classification and land use of all adjoining tracts of land 

� Vicinity map depicting a minimum 1-mile radius in all directions around site including major roads 

and notable landmarks 

� Show area reserved for storm water detention, label and dimension (Include final calculations to show 

that area is large enough to accommodate pond.) 

� Pretreatment requirements for sanitary waste (if required) 

� Setback information both graphic and table form (front, rear and side yards) 

� Proposed location of sewer tie-in 
� Proposed location of water tie-in 
� Include the following information in the title block: 

o Site plan name including proper phase number, if applicable 

o Project design firm, address, phone number and fax number. 

o Name and address of property owner and/or applicant/developer 
o Scale 

(Final Site Plan Requirement continued on next page.) 
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Final Site Plan Application Form 
 

Check each item that is completed/provided. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Final Site Plan Requirements – Cont’d 
� A Site Data Block is required.  The following Site Data Block example shall be used as a guide: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

� If existing buildings are located on the site and will remain, information regarding those buildings 

should also be noted in the site data block for FAR, total building area, etc. 

Final Tree Preservation / Replacement Requirements – The following information shall be provided: 

� A tree preservation plan shall be provided, which identifies tree species, caliper size, and location of all 

trees eight (8) inches in diameter or larger in accordance with the Town Code requirements.  Include 

the total number of trees proposed for preservation and total proposed for removal.  All trees to be 

removed shall be marked with an “X” on the plan. 

� A tree plan shall be overlaid a grading and drainage plan, showing the trees proposed to be preserved 

and removed, and showing the protection zone. 

� A tree replacement plan illustrating proposed location of all mitigation trees on site, OR a letter 
requesting that an alternative mitigation measure be considered.  The letter must provide justification 

for the Planning Commission to consider alternative replacement measures.  The Design Review 

Commission will approve the exact location, species and size of on site replacement trees 

           Example only 
Site Data 

Zoning District - SCC (Shopping Center Commercial) 

Proposed Use – Multi-Tenant Retail Building 

Site Area – 0.79 acres (34,397 s.f.) 

Proposed Building – 6.650 s.f. 

Maximum FAR Permitted – 25% (8,599 s.f.) 

Proposed FAR – 19.3% (6,650 s.f.) 

Required Building Setbacks: 

 Front – 40 feet 

 Rear – 30 feet 

 Side – 15 feet 

Open Space: 

 Minimum Required – 30% (10,319.1 s.f.) 

 Provided – 32% (11,007.04 s.f.) 

Parking: 

 Required – 33 spaces 

 Provided – 33 spaces (including 2 handicap) 

Loading berths: 

 Required – 1 space 

 Provided – 1 space 



TOWN OF COLLIERVILLE 
Planning Commission 

Planning Division • Development Department 

500 Poplar View Parkway • Collierville, Tennessee  38017 • Telephone (901) 457-2360 • Fax (901) 457-2354 
  

     Last updated:  3-7-07                                                                                 page 10 of 12 

Final Site Plan Application Form 
 

Check each item that is completed/provided. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Final Grading and Drainage Plan Requirements – The grading and drainage plan shall be prepared by a 
registered professional engineer and shall conform, at a minimum, to the following requirements and 

contain the following information: 

� Be drawn to a scale between 1” = 10’ through 1” = 60’. Show graphic scale. 

� A Master Index Sheet may be required for larger sites. 

� Grading and Drainage plan shall be prepared on 24” x 36” sheet.    All lettering shall be at least 0.1 in 

size relative to drawing scale and shall be mechanically drawn (no hand lettering permitted). 

� Show existing and proposed public and private greenbelts, trails and parklands within or immediately 

adjacent to the proposed development.   

� Site Layout 

� Existing contours are to extend 100 feet beyond property line for currently developed properties, and 

200 feet for currently undeveloped properties 

� Existing contours are to be dashed line type, and proposed contours to be a continuous line type 

� Final finish floor elevation  

� Ridgelines of existing contours 

� Existing and proposed drainage areas 

� Drainage areas entering and leaving site 

� Final location and dimensions of detention pond (with calculations to support the size) 

� Final easement 20-foot minimum which varies with structure type 

� Final pipe layout (do not need to include size at this time) 

� Off-site drainage easements 

� Vicinity map (same as used for site plan) 

� 100-yr flood elevation, floodway/floodplain limits shown graphically (if applicable) 

� Final proposed contours 

� North arrow 

� Date 

� Adjacent property owners 

� Benchmark reference 

Environmental Impacts – If applicable, environmental impacts shall be noted on the Site Plan or as a 

separate drawing.  Such impacts include, but are not limited to: 

� Aquatic Resource Alteration Permit designations 

� Base flood elevation, floodplain, and floodway delineation 

� Wetlands 

� Wellhead protection zone(s) 

� Abandoned wells and septic fields 

� Underground storage tanks 

� Archeological features including cemeteries, historic monuments, etc. 
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Final Site Plan Application Form 
 

Check each item that is completed/provided. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

Final Sewer Plan Requirements – The Sewer Plan shall be prepared by a registered professional engineer 
and shall conform, at a minimum, to the following requirements: 

� Be drawn to a scale between 1” = 10’ through 1” = 60’ 

� A Master Index Sheet may be required for larger sites. 

� Sewer plan shall be prepared on 24” x 36” sheet.    All lettering shall be at least 0.1 in size and shall be 

mechanically drawn (no hand lettering permitted). 

� Final Sewer Plan to have the following information:   
o Site Layout 

o Location of existing and proposed sewer system (sewer man holes, inverts, sewer lines, size 

and service locations) existing to be shown with a hidden line type 

o Show any pre-treatment (if necessary) 

o Any existing or proposed private on site disposal system 

o Final finished floor elevation of building 

o Town of Collierville sewer notes 

o Vicinity map 

o 100-yr flood elevation, flood zone limits 

o North arrow 

o Graphic scale 

o Lot number and name of subdivision 

o Date  

o Benchmark reference 

o Adjacent property owners 

o Standard title block/signature block 
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Final Site Plan Application Form 
 

Check each item that is completed/provided. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Final Water Plan Requirements – The Water Plan shall be prepared by a registered professional 

engineer and shall conform, at a minimum, to the following requirements: 

� Be drawn to a scale between 1” = 10’ through 1” = 60’ 

� A Master Index Sheet may be required for larger sites. 

� Water plan shall be prepared on 24” x 36” sheet.    All lettering shall be at least 0.1 in size and shall be 

mechanically drawn (no hand lettering permitted). 

� Final Water Plan to have the following information:   
o Site layout 

o Location of existing and proposed water system (water mains, fire hydrants, water valves, 

water services, etc.) existing to be shown with a hidden line type 

o Location of any existing private wells either in service or abandon 

o Town of Collierville standard water notes 

o Design of water lines that would include location and size 

o Vicinity map 

o North arrow 

o Graphic scale 

o Lot number and name of subdivision 

o Date 

o Benchmark reference 

o Adjacent property owners 

o Standard title/signature block 

 

Additional Information – The following information shall be required with application submittal.  Any 
of these requirements may be waived by the Town Engineer. 
� Infrastructure Impacts – the following information will be required: 

o Traffic Flow  – Results of an analysis of impact that this proposed development has on 

existing roads and intersections.  The analysis shall look at the traffic within 1-air mile of 

the closest part of the development. 

o Any offsite sewer, water, drainage and ingress/egress easement that may be necessary to 

provide service to the site.  The developer is to provide a letter from property owner 

granting any required easement. 

o Off-site improvements such as roads, traffic signals, etc. 

o Permit required if applicable: 

� Any TDOT permit 

� TDEC ARAP permit 

� Corps of Engineers permit 

� Railroad permit 

� Any additional information deemed necessary by the Town Engineer to evaluate the proposed 

development or clarify information provided. 


