Fire Marshal Division
Information Bulletin
New Occupancy Workflow

The following information is intended to assist contractors, designers, and tenants understand the sequence of
events during the approval phase and clarify when fixtures, furnishings, and stock or merchandise may be
introduced into the space. This may be applied to new occupancies, tenant renovation or tenant changeover.

* Appropriate permits issued based on the scope of the work. )
« Exits, fire protection systems and equipment, and the job site maintained in a safe and orderly manner.

Under « The occupant may apply for their City Business License and Certificate of Occupancy (often referred to as BLCO) at any
Construction! point in the process. We encourage applicants to initiate this as soon as practical. )
\/ N

+ Non-fixed and movable fixtures, cases, racks, counters and partitions not over 5'9".
« Built-in elements identified on the approved construction plans.
Fixturing | * Job site maintained in a safe and orderly manner, exits and required fire protection maintained. J
« Subtrades (mechanical, plumbing, gas, electrical, fire, etc.) have obtained final inspections. )
« Exits, exit paths, aisles, etc. are clear and ready for use.
o » Fixed fire protection (fire-walls, fire doors, fire extinguishers, etc.)are installed.
Furnishing | . guildings equipped with fire sprinkler and/or fire alarms: passed final inspections and monitored. )
~
« All final inspections passed from Building, Fire, Planning, Zoning, DRB/BAR, Parks, Engineering, and Stormwater.
Centittate ofl * EIevation_Certifigate anc_i qll applicable FEMA_d_ocuments submitt_ed and appro_ved. _
Constructon1 « Construction project officially completed. Certificate of Construction Completion (CCC) may be issued.
. J
ompletio
» Occupant verifies the Business License and Certificate of Occupancy application has been submitted (see first step). )
« Occupant verifies with contractor, when applicable, that a Certificate of Construction Completion has been issued.
« Initiate move-in, stock and/or merchandising of the space.
Move In | . Tenant space/building is organized and setup in accordance with the submitted CO application and floorplans. )
« Zoning, Building, and Fire review the submitted Business License and Certificate of Occupancy (BLCO) application. )
« Occupant is notified when the application is approved and then requests the Certificate of Occupancy inspection.
Certificate off * Occgpant corrects any items noted during ins_pection and requests reinspection(s) as needed.
Occupancy * Certificate of Occupancy (CO) approved for issuance. )
(CO)
~
* Revenue Collections is notified by staff of the completion of the Certificate of Occupancy process.
* Occupant secures City Business License (CBL) or provides details to Revenue Collections regarding non-profit status.
City Business || « Revenue Collections issues the City Business License (CBL), when applicable, and the Certificate of Occupancy (CO).
License (CBL)
~
* The occupant frames the CBL and CO and posts in public view, within 10 feet of the primary entry.
* Ready to open for employeess and the public.
Open + Conduct operations in accordance with the Certificate of Occupancy. J
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