Certificate of Occupancy Process Guide

This document outlines the complete Certificate of Occupancy (CO) application process for building owners, contractors, and
city planning staff. It provides a step-by-step overview of requirements, potential challenges, and best practices to ensure

successful application approval.
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Overview of Certificate of

Occupancy

A Certificate of Occupancy (CO) is a legal document issued by local government authorities that
certifies a building complies with applicable building codes and is safe for occupancy. It verifies
that the structure meets all building, zoning, fire, and safety regulations required for its intended

use.

Legal Requirement

Required for all new buildings before
occupancy and existing buildings
undergoing significant changes in use,
occupancy, or structure.

Occupancy Classification

O

Safety Verification

Confirms the building meets all health,
safety, and structural requirements for
its intended purpose.

Specifies permitted use (residential, commercial, industrial) and maximum occupancy

limits.



Application Preparation

Thorough preparation is essential before submitting your Certificate of Occupancy application. Gathering all required
documentation and ensuring compliance with regulations will streamline the process and minimize delays.

e Completed building permit applications with all required signatures

e Architectural and engineering plans stamped by licensed professionals
e Proof of compliance with zoning ordinances

e Environmental impact assessments (if applicable)

e Contractor licensing information and insurance documentation



INnspection Requirements

Foundation Inspection

Verifies proper footing depth, reinforcement, and drainage systems before pouring concrete.

Framing Inspection

Examines structural framing, sheathing, and rough-in mechanical systems.

Electrical & Plumbing

Confirms all systems meet current codes and are installed properly.

Final Inspection

W

Comprehensive review of the completed building, including safety systems, exits, and accessibility features.

Each inspection must be scheduled in sequence, with prior inspections passed before proceeding to the next phase.



Common Application Challenges

Documentation Issues Compliance Problems Process Delays
e Incomplete application forms e Fire safety code violations e Failed inspections requiring
e Missing professional stamps or e Accessibility requirements not rework

signatures met e Staff shortages in building
o Outdated or inconsistent plans e Zoning restrictions overlooked departments

e Seasonal application volume
increases

Proactively addressing these common challenges can prevent delays that typically add 2-6 weeks to the approval timeline.



Application Submission & Review

Initial Filing Revision Requests

Submit application package with all Address any identified issues and resubmit
required documents and pay filing fees. corrected documents if needed.

Plan Review Final Approval

City staff examines plans for code Application approved and scheduled for
compliance (10-15 business days). required inspections.



Final Inspection & Certificate Issuance

The final inspection is the culminating step before
certificate issuance. Building inspectors will perform a
comprehensive evaluation of the completed structure,
including verification of:

o All safety systems are operational (fire alarms,
sprinklers, emergency lighting)

e Accessibility features meet ADA requirements

e All prior inspection items have been properly addressed

e The building matches approved plans and
specifications

Upon successful completion of the final inspection, the Certificate of Occupancy will be processed within 3-5 business days.



Best Practices & Resources

Additional resources are available through the city planning department website, including application checklists, fee
schedules, and inspection preparation guides.



