
RECORDATION DOCUMENT CHECKLIST (CITY)

For information regarding the detailed recordation submittal procedure, please refer to Plat Tracker Applicant User Guide Pg 6-11.

APPLICANT’S CHECKLIST: (All information below must be provided) 
· REQUIRED Hard Copies of Original Documents:
􀂅 Envelope (Min. size 9” x 12”)
􀂅 Mylar with contact information on the back (contact person and phone number)
􀂅 Tax Certificate(s) (Tax certificates are for the last complete calendar year)

􀂅 Plat recordation fee (Submitted on Plat Tracker)
􀂅 Lien holder’s Subordination Form (If Applicable)
􀂅 Owners Ratification Form (If Applicable)
· REQUIRED Electronic Copies of Documents: (Submitted on Plat Tracker)
􀂅 Final CPC 101 Approval Form (Automatically uploaded on Plat Tracker)
􀂅 Final markup of the plat (Automatically uploaded on Plat Tracker)
􀂅 Current title report/ City Planning Letter (CPL). (Must be less than 30 days old from the date uploaded)
􀂅 Metes and Bounds description of property (Not required if out of Lots and Blocks. Surveyor signature and seal required if not part of the title report or CPL)
􀂅 Tax Certificate(s) (Tax certificates are for the last complete calendar year)
􀂅 Ownership sheet(s) and HCAD map showing the plat boundary
· Provide Electronic Copies ONLY if applicable: (Submitted on Plat Tracker)
􀂅 Lien holder’s Subordination Form 
􀂅 Owners Ratification Form 
􀂅 Easement documents

􀂅 Approval letters /e-mails from City Departments (e.g. Wastewater capacity reservation letter)

􀂅 Outside agency release letters (e.g. Pipeline Company, center point, TxDOT)
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