
NOTICECERTIFICATEOFOCCUPANCYREQUESTORS

PLEASEKEEPFORYOURRECORDS.  

ReadCarefully
Cityordinancerequiresthatwhenachangeismadeintheuseofanylandorbuildingorstructureortenancyoccurs,  
exceptresidential, acertificateofoccupancyshallbeobtained. Wheneverabuildingpermitisissuedfortheerectionof
anewbuildingorstructure, (apartments, commercial, industrial,) oradditionstoormajorremodeling, anOccupancy

Nobuildingshallbeoccupiedwithoutacertificateofoccupancy.  permitshallalsoberequiredpriortooccupancy.  
Firstinitialfeeis $50.00.  Atemporarycommercialorindustrialcertificateofoccupancymaybeapprovedatthe
discretionofthebuildingofficialforsixty (60) days. Attheendofthefirstsixty (60) days, thebuildingofficialshall
havetheauthoritytoextendthetemporarycommercialorindustrialcertificateofoccupancyinthirty (30) day
increments.   

Itshallbetheresponsibilityoftheapplicanttoapplyforanadditionalthirty (30) dayextensionattheendofeachthirty
30) daysfromthedateofissuanceoftheoriginaltemporarycertificateofoccupancy. Anadditionalfiftydollars
50.00) feeisdueforeachthirty (30) extensionapprovedbythebuildingofficial.  

Thebuildingofficialshallhavetheauthoritytodenyapplicationsforrenewaloftemporarycertificatesofoccupancy
andbywrittennoticetotheapplicantwithinten (10) daysofdenialofsaidcertificateofoccupancyapplication, shall
havetheauthoritytohaveutilityservicesdisconnectedtosaidpremisesifoperationshavenotceased.  

Pleaseincludeadetaileddrawingofthefloorplan
Paymentwillnotbeacceptedwithoutthis)  

two (2) workingdays1.      Youmustcallinnolessthan priortorequestingacertificate
ofoccupancyinspection. Workingdays (excludingholidays) areMondaythrough
Friday, 8:00a.m. to5:00p.m. RequestsmadeonThursdaysoftheweekwillnot
BeperformeduntilMondayofthefollowingweek.  

2. Appointmenttimescannotbescheduled. Someoneneedstobeonthepremisesor
youwillneedtomakearrangementstokeepthefacilityopenfortheinspectors. Inspections
willbemadebythefollowingpersonnel: Plansexaminers, Engineering, buildinginspections,  
firedepartment, utilitydepartment, StormWaterQuality (ifapplicable) City/CountyHealth
ifapplicable).   

Contact:   739-1210or739-1211concerningrequestsforcertificatesofoccupancyand/or
Inspections.  

Ifyourbusinessisfoodrelated, youneedtocontacttheHealthDepartmentat
425-4348or425-4319andletthemknowyouneedaninspection.  


