City of Pomona

APPLICATION FOR CERTIFICATE OF
OCCUPANCY WITH NEW BUSINESS LICENSE
ORDINANCE NO. 4341

Development Services | BUILDING & SAFETY DIVISION

Business Information:

Business Name:

(Must Match the Business License Department. This will be printed on the Certificate of Occupancy.)

DBA:

Type of Business:

Applicant Name:

Address/Suite #:

Phone Number: Email:

Property Owner Information:

Property Owners Name:

Address:

Phone Number: Email:

Building Information:

Type of Construction: Occupancy Group:
Occupant Load: Tenant Sq. Ft:
Number of Stories of Building: Sprinklers: Yes [J No [J

Is the business a food facility? Yes [J No [ If yes, provide Health Department Approval

Do you store any flammable, explosive, hazardous, or combustible material? Yes [] No |

Building & Safety

Approval - -
Pprov Print Name Signature Date




Step 1. Submit application, Site Plan & Floor plan, and payment (Total $291.18) to the Building & Safety
Department.

Site Plan:
o Minimum Size 117 x 17” (no hand-drawn plans)
o Fully dimensioned
o Location of Property Lines
o North Arrow
o All existing improvements
o Owner’s Name and Address

o Business Name and Address

Floor Plan:

o Minimum Size 117 x 17” (no hand-drawn plans)

o Fully dimensioned
o Identify all rooms in occupied space (office, storage, etc.)
o Show the square footage of each room
o Identify Exits
o Show all fixed elements of construction (walls, partitions, cabinets, etc.

o Corridors (type of construction, width, access to exits, etc.)

Step 2. The documents will be reviewed and verified.
Step 3. A permit will be issued, and an inspection will need to be scheduled.

Step 4. When the inspection passes, please return this application and the signed job card
to the Building & Safety Department.

Step 5. Certificate of Occupancy will be issued.

Step 6. Provide Certificate of Occupancy to Business License Counter.
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