
At  a  pre-app meet ing ,  representat ives  f rom var ious  d iv is ions  are  a l l
ava i lab le  to  d iscuss  a  proposed s i te  p lan ,  determine  i f  t here  wou ld  be  any
major  h indrances  to  t he  proposa l ,  and  c la r i fy  requ i red  approva ls  and
permi ts .  

T h o s e  re p re s e n t a t i ve s  i n c l u d e :  Deve lopment  Serv ices ,  P lann ing
(Zon ing/Land Use) ,  Tra f f ic ,  Landscape ,  Bu i ld ing  Inspect ion ,  Dra inage ,  and

F i re  Inspect ion  

N OT E :  Ot her  d isc ip l ines  w i l l  be  inv i ted  to  t he  meet ing  i f  deemed
necessary  (D IA ,  H is tor ic ,  OED,  e tc . )

 P U R P O S E  O F  T H E  M E E T I N G

A pre-app meet ing  shou ld  be  schedu led  i f  ( 1 )  you  are  in  the  beg inn ing
phases  of  a  pro ject  and  wou ld  l i ke  feedback  f rom the  c i ty  regard ing  the
s i te  des ign ,  (2 )  you  app l ied  for  a  bu i ld ing  permi t  and  were  d i rected  to
schedu le  one  by  c i ty  s ta f f ,  o r  (3 )  you  seek  c la r i f i ca t ion  on  the  requ i red
approva ls  and  permi ts  necessary  for  your  proposed scope  of  work .

W H Y  S H O U L D  I  S C H E D U L E  A  P R E - A P P L I C A T I O N  M E E T I N G
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C O M M E R C I A L  R E D E V E L O P M E N T

Addi t ion  o f  imperv ious  area
Changes  to  park ing  and  dr iv ing  a is le  layout
Cumulat ive  renovat ion  cost  i s  equa l  to  a t  least  60% of  t he
assessed va lue  o f  t he  ex is t ing  lo t  improvements  as  o f  two
years  ago
Cumulat ive  square  footage  expans ion  of  60% or  greater
The  const ruct ion/erect ion  o f  any  new s t ructure(s )

The  fo l lowing  s i tuat ions  are  t he  most  common reasons  commerc ia l
redeve lopment  m ight  requ i re  c iv i l  p lan  rev iew.  Somet imes  c iv i l  p lans  a re
not  requ i red  even  i f  one  of  t he  be low reasons  app l ies ,  as  i t  depends  on
how much t he  ex is t ing  s i te  does  or  does  not  meet  cur rent  code .



F R E Q U E N T L Y  A S K E D  Q U E S T I O N S

1 . D o  I  n e e d  a  J a x E P I C S  a c c o u n t  t o  s c h e d u l e  a  p r e - a p p l i c a t i o n  m e e t i n g ?
a . No account  i s  requ i red ,  but  you  w i l l  need  to  enter  an  ema i l  address  

2 . W h a t  i f  I  n e e d  s o m e  a d d i t i o n a l  i n fo r m a t i o n  b e fo re  s u b m i t t i n g  my  p re -
a p p l i c a t i o n  m e e t i n g  re q u e s t ?  
a . You  can  come back  to  your  request  and  schedu le  i t  l a ter  i f  you  save

the  l i nk  or  c l i ck  the  'Resend Ed i t  L ink '  but ton  once  a  contact  has  been
entered

3. W h o  a l l  s h o u l d  I  b r i n g  f o r  m y  p r e - a p p l i c a t i o n  m e e t i n g ?  
a . I t  i s  H I G H L Y  recommended that  a  c iv i l  eng ineer  or  some sor t  o f  des ign

profess iona l  i s  in  a t tendance
4. I s  t h e r e  a  c o s t  a s s o c i a t e d  w i t h  a  p r e - a p p l i c a t i o n  m e e t i n g ?  

a . There  i s  no  cost  assoc ia ted  w i th  schedu l ing  a  pre-app meet ing
5 . W h a t  i f  I  a m  h a v i n g  t r o u b l e  w i t h  s u b m i t t i n g  a  p r e - a p p l i c a t i o n  m e e t i n g ?  

a . Contact  Deve lopment  Serv ices  a t  Rev iewGRP@coj .net
6 . H o w  l o n g  d o e s  i t  t a k e  f o r  t h e  m e e t i n g  t o  t a k e  p l a c e ?  

a . That  depends  ent i re ly  on  your  schedu le  and  the  schedu le  o f  the  COJ
at tendees .  Typ ica l l y  a  pre-app can  be  schedu led  a  week  out

7 . H o w  l o n g  a r e  t h e  p r e - a p p l i c a t i o n  m e e t i n g s ?  
a . They  are  schedu led  for  25  minutes ,  but  i f  you  fee l  as  though you  need

add i t iona l  t ime ,  rep ly  to  the  ema i l  i nv i ta t ion  to  request  add i t iona l  t ime

Created 05.2026

S T E P  1 :  P roceed to  t he  JaxEP ICS webs i te :  h t tps : / / j axep ics .co j .net /

S T E P  2 :  C l i ck  on  “ A p p l i c a t i o n s ”  a t  t he  top  of  t he  screen .  Then  hover
over  “ S t a r t  M e e t i n g  A p p l i c a t i o n ”  and  t hen  c l i ck  on  “ S i t e  D e ve l o p m e n t
P re - A p p l i c a t i o n ”  

S T E P  3 :  P roceed to  fo l low t he  ins t ruct ions  t hat  pop-up  on  t he  screen  to
complete  t he  app l ica t ion  

N O T E :  Once you  schedu le  a  meet ing  t ime ,  a  ca lendar  inv i ta t ion  w i l l  be
sent  by  ema i l  to  a l l  contacts  entered  on  t he  request .  P lease  note  t hat
t h is  meet ing  i s  v i r t u a l

 I N S T R U C T I O N S
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	SITE DEVELOPMENT  PRE-APPLICATION MEETING  HANDOUT
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	PURPOSE OF THE MEETING
	At a pre-app meeting, representatives from various divisions are all available to discuss a proposed site plan, determine if there would be any major hindrances to the proposal, and clarify required approvals and permits.
	Those representatives include: Development Services, Planning (Zoning/Land Use), Traffic, Landscape, Building Inspection, Drainage, and Fire Inspection
	NOTE: Other disciplines will be invited to the meeting if deemed necessary (DIA, Historic, OED, etc.)

	WHY SHOULD I SCHEDULE A PRE-APPLICATION MEETING
	A pre-app meeting should be scheduled if (1) you are in the beginning phases of a project and would like feedback from the city regarding the site design, (2) you applied for a building permit and were directed to schedule one by city staff, or (3) you seek clarification on the required approvals and permits necessary for your proposed scope of work.

	COMMERCIAL REDEVELOPMENT
	The following situations are the most common reasons commercial redevelopment might require civil plan review. Sometimes civil plans are not required even if one of the below reasons applies, as it depends on how much the existing site does or does not meet current code.
	Addition of impervious area
	Changes to parking and driving aisle layout
	Cumulative renovation cost is equal to at least 60% of the assessed value of the existing lot improvements as of two years ago
	Cumulative square footage expansion of 60% or greater
	The construction/erection of any new structure(s)


	SITE DEVELOPMENT  PRE-APPLICATION MEETING  HANDOUT
	PUBLIC WORKS DEPARTMENT- DEVELOPMENT SERVICES DIVISION
	INSTRUCTIONS
	STEP 1: Proceed to the JaxEPICS website: https://jaxepics.coj.net/
	STEP 2: Click on “Applications” at the top of the screen. Then hover over “Start Meeting Application” and then click on “Site Development Pre-Application”
	STEP 3: Proceed to follow the instructions that pop-up on the screen to complete the application
	NOTE: Once you schedule a meeting time, a calendar invitation will be sent by email to all contacts entered on the request. Please note that this meeting is virtual

	FREQUENTLY ASKED QUESTIONS
	Do I need a JaxEPICS account to schedule a pre-application meeting?
	No account is required, but you will need to enter an email address
	What if I need some additional information before submitting my pre-application meeting request?
	You can come back to your request and schedule it later if you save the link or click the 'Resend Edit Link' button once a contact has been entered
	Who all should I bring for my pre-application meeting?
	It is HIGHLY recommended that a civil engineer or some sort of design professional is in attendance
	Is there a cost associated with a pre-application meeting?
	There is no cost associated with scheduling a pre-app meeting
	What if I am having trouble with submitting a pre-application meeting?
	Contact Development Services at ReviewGRP@coj.net
	How long does it take for the meeting to take place?
	That depends entirely on your schedule and the schedule of the COJ attendees. Typically a pre-app can be scheduled a week out
	How long are the pre-application meetings?
	They are scheduled for 25 minutes, but if you feel as though you need additional time, reply to the email invitation to request additional time


	SITE DEVELOPMENT  PRE-APPLICATION MEETING  HANDOUT
	PUBLIC WORKS DEPARTMENT- DEVELOPMENT SERVICES DIVISION
	TYPICAL NEXT STEPS - CIVIL PLANS
	Typically, after the pre-application meeting, you will do the following:
	Contact the Concurrency and Mobility Management System Office at CMMSO@coj.net or 904-255-8330 to request a City Development Number (CDN)
	After receiving the CDN, the civil engineer should submit the civil plans using the JaxEPICS website. If they don’t have a Civil Professional account in the system, they should reach out to ReviewGRP@coj.net.
	When you or your contractors are applying for permits on JaxEPICS and receive a pop-up asking if you'd like to add the permit to the project, please be sure to select yes. This helps with grouping all of the permits and approvals associated with your development within one organizing entity under JaxEPICS.

	TYPICAL NEXT STEPS - SITE WORK PERMIT
	Typically, after the pre-application meeting, you will do the following:
	Use the JaxEPICS website to submit your site work permit (AKA landscape permit). If you or your contractor don’t have accounts in the system, reach out to BIDRegistrations@coj.net.
	When you or your contractors are applying for permits on JaxEPICS and receive a pop-up asking if you'd like to add the permit to the project, please be sure to select yes. This helps with grouping all of the permits and approvals associated with your development within one organizing entity under JaxEPICS.
	The Landscape Review team will review the site work permit and provide comments as necessary.

	CONTACT US
	EMAIL: ReviewGRP@coj.net
	PHONE: (904) 255 - 8310





