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DEPARTMENT OF PERMITS AND INSPECTIONS

CERTIFICATE OF OCCUPANCY ISSUANCE PROCEDURE
Purpose:  The Certificate of Occupancy (C.O.) is one of the most important pieces of documentation prepared by the Department of Permits and Inspections.  It indicates that the Building Official has deemed the building to be in compliance with the building code and is therefore suitable for occupancy.  Contractors will often want the C.O. immediately following the final inspection, and due to the complexity of issuance, this practice should be discouraged. 

Review of Files Prior to Issuance

It is incumbent upon the Building Official/designee and Zoning Administrator/designee to review the file of the project in order to make sure the C.O. is not issued prematurely or in error.  All required permits for the project must have been issued and have received final approval.  All other required documentation for the project must be submitted and approved prior to issuance such as Final Statement of Special Inspections, Health Department Approval, Flood Elevation Certificate, EIFS Installation Certificate, Third Party Elevator Inspections, Water Quality Certificate, and Backflow Prevention Certificate.  

Issuance after Final Inspection

A Certificate of Occupancy (C.O.) shall be issued after completion of the final inspection and when the building or structure is in compliance with the Uniform Statewide Building Code (USBC).  There is no fee for a C.O. issued as part of a building permit. A Certificate of Occupancy must be issued before a building maybe occupied.  The Code Official or his designee shall issue a Certificate of Occupancy within five (5) working days after being requested to do so, provided the building is eligible to receive it.  The Certificate shall include the following:

1. The edition of the USBC under which the permit is issued.

2. The group classification and occupancy in accordance with provisions of the Use and Occupancy Chapter of the USBC.

3. The type of construction as defined in the USBC.

4. Flood Zone

5. Zoning District

6. If an automatic sprinkler system is provided and whether or not such system was required.

7. Use Permit Conditions/ Proffers

8. Any special stipulations, and conditions of use or proffers of the building permit and if any modifications were issued under the permit, there shall be a notation on the certificate that modifications were issued.

Temporary Certificate of Occupancy

Upon the request of the permit holder, a Temporary Certificate of Occupancy (T.C.O.) may be issued before the completion of the work covered by a permit, provided that such portions of a building or structure may be occupied safely prior to full completion of the building or structure.  The Temporary Certificate of Occupancy is good for thirty days.  When all the work is done that is covered by the permit, the permit holder may call for a Final Certificate of Occupancy.  (Refer to Certificate of Occupancy)

Temporary Certificates of Occupancy may only be issued after the following are in place as applicable:

Erosion and Sedimentation Control:

·  A surety shall be in place to cover all incomplete Erosion and Sedimentation Control measures.  All fees shall be paid, reinspection or otherwise. 

· All necessary BMP agreements must be signed and approved by the City Attorney.

· A time line as to the completion of all items must also be submitted.

Site Work and/or Right of Way Improvements:

· A surety shall be in place to cover all incomplete site work improvements, right of way improvements, streetscape improvements, landscaping (including trees and plants), storm water management measures, or proffers.   

· All road widening, onsite drive lanes, and parking surfaces shall, as a minimum, be paved with a base course paving.   

· A time line as to the completion of all items must also be submitted.

Accessibility:

· Accessible entrances and exits shall be in place and approved.  

· All ramps shall be in place and approved.

· Accessible parking places shall be installed in such numbers as approved on the site plan.

Life Safety:

· All life safety features shall be in place and approved. This includes fire sprinkler, alarms, range hood suppression, standpipes, smoke control, fire resistance rated assemblies, guardrail systems, handrails, stairs, ramps, panic door hardware, etc.

Electrical Permits

· All final electrical inspections shall be approved

Plumbing Permits

· All plumbing inspections dealing with water distribution, sanitary systems backflow prevention, water quality tests, and required sanitary fixtures shall be approved.

Mechanical Permits

· All final HVAC and gas inspections shall be approved.  

Flood Proofing or Flood Resistance Measures:

· All flood proofing or flood resistance measures must be installed and approved, elevation certificate submitted and approved.
Right of Entry

· A notarized agreement shall be in place that allows the city access to the property for the purpose of performing all necessary final measures for which the surety was intended.

· The City shall have the right to enter the property to determine the status of all repairs

Special Inspections-Structural Integrity:

· Any required special inspections reports or other engineering reports requested shall be submitted and approved by the Building Official.

Health Dept. 

· Health Department approvals as applicable shall be provided to the Building Official.

 All Fees Paid:

· All fees, including permit fees, reinspection fees, review fees, utility fees, taxes, storm water, etc. shall be paid prior to issuance of the TCO. 

Certificate of Occupancy Where No Permit Is Issued

A homeowner or commercial business owner may desire a Certificate of Occupancy for an existing building.  The Code Official or his designee may issue a Certificate of Occupancy for that structure if all applicable codes are complied with or a permit is not otherwise required.  There is a processing fee of $50 for issuing the Certificate of Occupancy where no permit was issued. 
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