
APPLICATION FOR 
 

CERTIFICATE OF OCCUPANCY 

 
 

The procedure for approval of a Certificate of Occupancy is set forth in Section 2.02.D of the 

Unified Development Code (UDC).  Certificates of Occupancy shall be in conformance with the 

adopted Building Code, or other adopted building codes and all other supplementary building 

and fire codes adopted by the City of Villa Rica.   Generally, the process involves review by the 

Building Official, the Fire Marshall, and the Community Development Director. 

 

Please complete the blanks with the information requested.  If any of the information or 

required materials is missing or incomplete, the application will not be processed.  Also, 

please note the required information requested on the back of this page. 

 

Date of Application: _________________________________________________ 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

General Contractor Name:  ___________________________________________________________________ 

City Business License? ______________Yes _______________No         License Number:  ________________ 

Single-family homeowners may perform work on their own property without a license. 

Address: __________________________________ City: _____________ State: _______ Zip:  ____________ 

Phone:  (      ) ______-________ Fax:  (      ) ______-________ 

Owner Name:  ______________________________________________________________________________ 

Address: __________________________________ City: _____________ State: _______ Zip:  ____________ 

Phone:  (      ) ______-________ Fax:  (      ) ______-________ 

(Note:  If the owner does not sign this application, a notarized statement signed by the property owner(s) 

authorizing the Contractor to make this request shall be attached to the application.) 

 

PROJECT 

APPLICANT 

Project Name: ______________________________________________________________________________ 

Project Location (attach location map):  _________________________________________________________ 

Building Permit #:  __________________________________________________________________________ 

Square Footage of Project:  

New Residential                               Sq. Ft. Remodel Residential                               Sq. Ft. 

New Commercial                               Sq. Ft. Remodel Commercial                               Sq. Ft. 

 

Assessor’s Parcel Number: __________________________ Value of Project: __________________________ 

Description of Project (Please provide as much detail as possible.  Attach additional sheets if needed.):  

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 

 

Including Single-Family Dwellings, Residential Additions or Alterations or Duplexes 



  CASE # ________ 

  CERTIFICATE OF OCCUPANCY 

 

 

I hereby certify that I have read and examined this application and know the same to be true and 

correct.  All provisions of laws and ordinances governing this type of work have been complied 

with whether specified herein or not.  I request the City to perform a final inspection and issue a 

Certificate of Occupancy. 

 

________________________________________________________ ___________________ 

Signature of Contractor or Owner      Date 

 

Required Materials to Accompany the Application 

The Community Development Director may waive informational requirements upon finding that 

the information is not required to determine compliance with UDC requirements. 

1. Copy of deed, lease, option agreement or other evidence of ownership or applicant’s interest 

in the property.  If the applicant is not the owner, attach a notarized statement signed by the 

owner authorizing the applicant to request the amendment. 
 

 

Return Form to:        

Building Department 

City of Villa Rica 

5717 West Bankhead  

Villa Rica, GA 30180 

(770) 459-7000 

Fax: (770) 459-7003 

 

 

 

For Department Use Only 

Case No:  __________________________________ 

Filing Fee:  _________________________________ 

Date Received:  _____________________________ 

Pre-Application Conf: ________________________ 

Staff Comments/Findings:  ____________________ 

Action and Date:   ___________________________ 

 __________________________________________ 

 __________________________________________ 



  CASE # ________ 

  CERTIFICATE OF OCCUPANCY 

 

 

PROCESS 
 

 

 

DENIAL 
APPROVAL 

Staff Review 

• Consideration of staff comments and public input received 

• Compliance with adopted building and fire codes 

• Compliance with adopted city codes 

• Compliance with adopted city plans and policies 

Director’s Action  

• Within 15 days of filing of complete application  

 

Denials may be appealed 

as established in UDC 

Section 2.03.K, Appeals 

from Staff 

Determinations 

CERTIFICATE 

ISSUED 

Permit Posted at Work Site for Public 

Inspection; Application for Certificate of 

Occupancy Filed within 1 Year Unless 

Extension Granted 

Application Filed with Department 

• Staff review for completeness 

Pre-Application Conference 
(Optional) 


