
OCCUPANCY PERMIT SUBMITTAL INSTRUCTIONS 

Select ‘Submit an Application or Request’ 

 

CHOOSE A RECORD 

Select ‘Building and Construction Permits’ 

 

 



Select the ‘Move in As Is’ application  

 

RECORD INFORMATION 

Enter the following information: 

1. Project Name: The name of your business 
2. Work Type: Select Tenant of Use Change 
3. Occupancy Type: Select the appropriate type 
4. Declared Valuation:  There shouldn’t be any cost associated with an Occupancy Permit so enter $1 (If 

you are doing any construction, submit a Commercial Alterations Permit. 
5. Square Footage of the tenant space 
6. Description: Write “Move in as is” and the type of business you are operating in the space 

 

 



Select that you are the tenant 

Include additional applicants or contacts, if applicable (business partners, agents, etc.) 

 

 



 

Enter the address of your business. 

You may search by the street number, street name, or full address.  Select the appropriate address. 



 

 

 

 

ADDITIONAL INFORMATION 

Add the Property Owner (the person or company you are leasing from) by clicking on +Add Row 



 

 

 

Enter the total square footage in the Primary Structure Total Square Footage section 



 

Select the ‘Property Type’ as Non Residential.  Enter ‘No’ for ‘Other Required Permits’ 

Select the ‘Move In/No Work’ and ‘Construction Plans’ boxes 

 

Enter N/A for ‘Construction Type’ 



Enter the appropriate Occupancy Classification (Assembly, Business, Educational, Factory & Industrial, High 
Hazard, Institutional, Mercantile (Retail), etc. 

Enter the number of stories, rooms, and restrooms 

 

  



ATTACHMENTS 

Add the supplemental Occupancy Permit Form and your Driver’s License and click on Save & Continue 

 

 

 



Review your information and click ‘Submit’ 

 

 

CONFIRMATION & NEXT STEPS 

 

 
 

*** IMPORTANT: READ THE INFORMATION BELOW *** 
 

 You will receive a permit number.  Save this number because it will be needed throughout the process. 
 Once the application has been assigned to personnel and processed, you will be notified by email when 

you can pay the fees.   
 You will receive a ProjectDox email notification to upload your sketch or plan for review.   
 Once the reviews are approved, you will receive another email from ProjectDox so that the approved 

sketch or plan, and permit can be downloaded. Please print them and place them at your business 
location.  

 Schedule your Building Final and 100% Fire Marshal inspection.  If applicable, use the phone number 
on the permit card to schedule FOG and/or Backflow inspections.  

 When all inspections have passed, use the information on the permit card to request a Certificate of 
Occupancy.  This document is required to obtain a Business License.  


