
DESIGN REVIEW BOARD CHECKLIST
THESE DOCUMENTS ARE REQUIRED FOR ADDITIONS OR NEW CONSTRUCTION 

ANY INCOMPLETE SUBMISSION WILL
NOT BE PLACED ON THE AGENDA

** All other applications for exterior changes will require submission of information relating to 

the existing conditions and example of what the proposed change will be. Documents that 
may be required are photographs, renderings, site plan, product approvals, brochures, 

product samples, or any other information needed by the Town to facilitate the Design 
Review Board in making its decision. 

Please  note: Every application is different; therefore, additional submission may be necessary. 
This will be determined on a case by case basis.

SUBMITTAL REQUIREMENTS

1. ONE (1) SET OF 24x36 PLANS / DOCUMENTS

2. ALL PLANS & DOCUMENTS ON A USB

3. SURVEY SIGNED & SEALED BY FLORIDA LICENSED SURVEYOR(NOT OLDER 
THAN 6 MONTHS)

4. DRB APPLICATION FEE $350.00 PER SUBMITTAL/REWORK

ANY PROPOSED CONSTRUCTION WORK OR REVISIONS
THAT REQUIRES THE APPROVAL OF

THE DESIGN REVIEW BOARD
MUST BE SUBMITTED

FOR REVIEW AND APPROVED BY STAFF
PRIOR TO BEING PLACED ON THE
DESIGN REVIEW BOARD AGENDA.

INCOMPLETE SUBMISSIONS WILL BE RETURNED FOR CORRECTIONS

THE DESIGN REVIEW BOARD MEETINGS ARE SCHEDULED ON THE FIRST 
TUESDAY OF EACH MONTH AT 7:00 P.M.

ONCE THE PLANS ARE APPROVED YOUR ITEM WILL BE ADDED ON THE NEXT 
SCHEDULED MEETING.

20 DAYS - (PUBLIC NOTICES) PRIOR TO THE SCHEDULED MEETING.

10 DAYS - (REGULAR ITEMS) - PRIOR TO THE SCHEDULED MEETING.

APPROVALS THAT REQUIRE A QUASI-JUDICIAL HEARING WILL REQUIRE 
ADDITIONAL LEAD TIME FOR ADVERTISING AND NOTICING REQUIREMENTS.
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I acknowledge, affirm, and certify to all of the following: 

1. This request, application, application supporting materials and all future supporting materials 

complies with all provisions and regulations of the Zoning Code, Comprehensive Plan and Code of 

Ordinances of the Town of Bay Harbor Islands unless identified and approved as a part of this application 

request or other previously approved applications. Applicant understands that any violation of these 

provisions renders the application invalid. 

2. That all the information contained in this application and all documentation submitted herewith 

is true to the best of (my) (our) knowledge and belief. 

3. Understand that the application, all attachments and fees become a part of the official records of the 

Town of Bay Harbor Islands and are not returnable. 

4. Understand that under Florida Law, all the information submitted as part of the application is public 

records. 

5. Failure to provide the information required for submittal/necessary for review by the Design 

and Review Board may cause the application to be deferred without review. 

6. That application for Design and Review Board review requires the presence of the applicant 

and/or architect/engineer at the meeting. 

7. All fees shall be paid at the time of submittal. 

8. A written narrative explaining the architectural style of the proposed building or alteration. 
 

NOTE: If any application is disapproved, the Design Review Board shall detail in its findings the criterion 
or criteria that are not met. The action taken by the Board shall be reduced to writing, signed by the Chairman, 
and a copy thereof made available to the applicant upon request. Any action taken by the Design Review Board 
may be appealed to the Town Council, whose decision on appeal shall be final.

Applicant / Owner / Architect / Engineer/ Affirmation and Consent 
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Town of Bay Harbor Islands 

Design Review Board Application 

 

 

Property Address:   

 
Project Name:   

 
Legal description: Lot(s)   

 
Block(s) Section(s)  

 
Folio No.  

 

 
Owner(s):  

 
Mailing Address:   

 
Telephone:  

 
Other Email      _________________  

 

 
Architect(s)/Engineer(s):  

 
Architect(s)/Engineer(s) Mailing Address: _  

 
Telephone: Business _  

 
Other Email_   

 

 

Description of Proposed Use / Request:   
    

 

REVISIONS: 
Date(s) of Previous Submittal(s) and Action(s):   

 

 

PROPERTY INFORMATION 

PROJECT INFORMATION 
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NOTE: BOTH SIGNATURES OR AFFIRMATION/CONSENT ARE REQUIRED 

 

Owner / Representative Printed Name: Architect(s)/Engineer(s) Print Name: 

Owner / Representative Signature: Architect(s)/Engineer(s) Signature: 

I hereby attest that the information on this application 
form is, to the best of my knowledge, true and 
accurate. I understand that my plans must be 
reviewed and approved by staff prior to being placed 
on the agenda. 

Architect/Engineer Seal: 

NOTARIZATION NOTARIZATION 

STATE OF FLORIDA 
 
COUNTY OF _________________ 

STATE OF FLORIDA 

COUNTY OF _______________ 

 

Sworn to or affirm and subscribed before me 
this day of , in the year 20  
by who has taken an 
oath and is personally known to me or has produced as 
identification. 

 

Sworn to or affirm and subscribed before me 
this day of , in the year 20  
by   who has taken 
an oath and is personally known to me or has produced as 
identification. 

My Commission Expires:   My Commission Expires:   

 
 

Notary Public 

 
 

Notary Public 

 

FOR OFFICE USE ONLY: 

DRB APPLICATION FEE - $350.00 

 

APPLICATION DATE: _________________________________________ 

 

PROCESS NUMBER: __________________________________________  




