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A CERTIFICATE OF ZONING COMPLIANCE (CZC) is a permit
issued by the Zoning Administration Office that certifies
conformance with the City’s Zoning Ordinance, and is
typically required to obtain a license to operate a
business in the City of Richmond (the CZC also certifies
conformance of a business at the respective physical
location).

WHEN 10 RE-APPLY FOR A CZC PERMIT

The CZC application is typically a one-time only process that lasts for the
duration of the business, with some exceptions. You are required to apply
for a NEW CZC permit pending any changes to the following:

Address/Location/Tenancy of the business

Name of the business

Ownership of the business

Use/Function of the business

Starting a Second or Third business in addition to your
First/Primary business.

FEES
Commercial/industrial use equal to or less than 5,000sf: $150.00
Commercial/industrial use greater than 5,000sf: $300.00

WHEN CAN | EXPECT MY PERMIT?

Pending no unforeseen circumstances, you will typically receive your
approved permit within 15 business days from the date of payment. The
permit will be sent electronically (via email) or by mail. You may utilize
either copy to apply for your business license. Once approved, please
contact the City of Richmond’s Finance Department regarding your
Business License:

Finance Department/Business License Unit
City Hall, 900 East Broad St, Rm 103

Finance@rva.gov
804-646-6662

Access Portal Link HERE

https://www.rva.gov/planning-development-review/online-permit-portal

CERTIFICATE
OF ZONING
COMPLIANCE

PLAN NUMBER: CZC-100000-2022 ISSUE DATE: 1/18/2022

SITE ADDRESS: 3500 E Broad Strest PARCEL NUMBER: EQDDD175001
Richmaond VA 23219

PLAN DESCRIFTION: Retail space for ABC Store, specializing in men and women's clothing, shoes and accessories

ZONING DISTRICT:  B-4 ZONING USE: Central Business District
SQUARE FEET: 6,402 SUR/CUP ORDINANCE:

POD: PARKING REQUIRED:

ON-SITE PARKING:  6.00 OFF-PREMISES PARKING: 0.00

LOCATION OF OFF PREMISES PARKING: 900 E Broad Street, Richmond, VA 23219
BZA CASE:

BUSINESS INFORMATION

ABC Store Johny/)ane Does

900 E Broad Street 900 E Broad Street

Richmand, VA 23219 Richmond, WA 23219

OWNER INFORMATION

City of Richmond, Public Utilities
900 East Broad Street
Richmond, VA 23219
8046466430

IERMS AND CONDITIONS

Zoning: Office: Tenant change in approx. 6,402 SF of multi-tenant building (Suite 200). Mo off-street parking
required for this use in this zoning district. No structural alterations or sign permits authorized by this approval,

This Certificate acknowledges compliance with Chapter 30 (Zoning) of the Richmond City Code, and confers no
rights with respect to the Virginia Uniform Statewide Building Code [(VUSBC).

Sample Certificate

William C. Davidson, Zoning Administrator Date
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CITY OF RICHMOND

Department of Planning & Development Review
Division of Zoning Administrafion

900 East Broad Street

City Hall - Room 110

Richmond, Virginia 23219

E-mail: PDRZoningAdministrationd@RVA.gov (804) 646-6340: Office

Steps to Request a Certificate of Zoning Compliance (CZC) for Commercial Use in the OPP:

SELECT *“Apply” on the top Dashboard.

SELECT “Certificate of Zoning Compliance -Commercial’ from “Zoning” search under Application Assistant.

SELECT “Apply” from Certificate of Zoning Compliance —Commercial

Click on the “+" on "Add Location”

Input the desired address information in the “Address Information” Box. DO NOT Enter Manually.

SELECT “Search” and address choices will appear.

SELECT “Add” for the appropriate displayed Address and the Address will appear.

SELECT “Next”

Under “Plan Type®, in the “Description” field, type in the business description for the proposed business

10. Input the size of the space devoted to your business only in the “Square Feet” field.

11. SELECT *Next"

12. CLICK on the “+" on “Property Owner — Add Contact”

13. Input the desired Owner Name Information in the “Search Name, E-mail, or Company” Box

14. SELECT *Search” and Owner Name choices will appear

15. SELECT *Add" for the appropriate displayed Owner Name and the Name will appear.

16. SELECT *Next" and this will display the “More Info” screen

17. CLICK on the drop-down of “Plans”

18. SELECT *Yes™ or “No”" (If you have a floor plan, you will attach it later)the desired Contact type Information
from the drop-down

19. Input the size of the space devoted to your business only in the "Square Feet” field.

20. CLICK on the "Must Select at least ONE of the following” field and select Tenant Change or Ownership
Change, as it relates to your business

21. SELECT the appropriate business use under “Commercial/lndustrial Uses"

22, SELECT “NEXT" and it will display the “Attachments” screen

23. CLICK on the drop-down of the “Supporting Documentation” at the top of the Dashboard, then click on
“Zoning"

24, SELECT “Zoning Owner Affidavit” and the document will appear

25. Complete the information in the top half of the form and check the appropriate box for your business: “Tenant
Change”, *Ownership Change”, or “Wireless Communication”, as it relates to your business. Sign and date
the form

Z6. Scan and save the signed form as a PDF on your device.

27. CLICK on the “+" on "Please sign and attach affidavit — Add Attachment” box; available files will appear.

28. SELECT the appropriate file and SELECT *Open” OR double-click the appropriate file.

29. SELECT “Next” and the Summary Page will appear. Verify the information on these pages.

30. SELECT “Submit" and a message (in green at the top of the screen) should state that your application was

successfully submitted. No fees are due at this time and after review, you will receive another E-mail alerting

you that an invoice has been produced.

D00~ @ n b

Access Portal Link HERE

https://www.rva.gov/planning-development-review/online-permit-portal
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Step 1. CREATE new account

or

LOG into your existing account.

Access Portal Link HERE

https://www.rva.gov/planning-development-review/online-permit-portal

Step 2. Select Apply button on dashboard

Welcome to Self Service

Search Public Records
This tool can be used to search for
existing permits, plans, inspections,
code cases, requests and licenses.

o

Apply
This tool can be used to apply for a
permit, plan or license.

©

Login or Register

Login to an eX @ CTeate a new

account. You can alfo find help if you
forgot your logilf information.

Pay Invoice
Use this tool to pay for individual
invoices.

o

Map
Explore the map to see the activity
occurring in your neighborhood.

Calendar
Click here to find out about certain
events like holidays and public
hearings.

Welcome to Self Service

Q.

Search Public Records

This tool can be used to search for

permit, pln or license.

0

My Account

Click here to access your account
information.

Pay Invoice
Use this tool to pay for individual
invoices.

Map

Explore the map to see the activity
occurring inyour neighborhood.

m
)

Calendar

Click here to find out about certain
events like holidays and public
hearings.
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shhoard  Home  Other Resourcesw  Apply»  Supporting Documentation»  Frequently Asked Questions»  MyWork  Todays Inspections  Search@,  Calenda

Application Assistant

zarch for affplication names and keywords

&% Trending S0 MyHistory [ Short TermRental

Step 3. You may select ALL or you may
search for Certificate of Zoning * Show Categories
Compliance-Commercial under Plans. If

Building {Commercial) - Accessory

you are unqble_ to Io_cate_ the plan &Q, o s
submission application via this step, please Building Tobuild commercialaccessary bulding
proceed to Step 4.

Building (Commercial) - Addition
@L Category Name: Description:

Building To construct an addition to 2 commerdial building

Building (Commercial) - Demolition
@L Category Name: Description:

Building To demolish an entire commerdal structure

Building (Commercial) - Foundation Only
@L Category Mame: Description:

Building To construct only a foundation for a commercial structure

Building (Commercial) - Heavy Alteration or Remodel

Access Portal Link HERE &L Category Name: Descrption:
Building Todoa renovation or alteration to a commercial structure where over 50% of the original structure
https://www.rva.gov/planning-development-review/online-permit-portal sbengcharge

Building (Commercial)- Light Alteration or Remodel
& Category Name: Description:

Building Todoa renovation or alteration to a commercial structure where 50% or less of the original

structure s being changed

Building (Commercial) - Move/Relocate

ﬁ\ Category Name: Description:
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Step 4. If you are unable to locate the
application, you may type Zoning under
Application Assistant, then select Certificate of
Zoning Compliance - Commercial from the
prompted options.

Access Portal Link HERE

https://www.rva.gov/planning-development-review/online-permit-portal

Step 5. Select Apply button on the
dashboard.

Dashboard Hom:  Other Resources»  Apply*  Supporting Documentation*  Frequentl

< Application AssistaE
@e of Zoning Compliance - C@

- Certificate of Zoning C¢mpliance - Residential

Building (Commercial) - Accessory
& Category Name: Description:

Building To build a commercial accessory buildii

.J;\ Building (Commercial) - Addition

Catannn: hlama- Nacrrintian-:

Application Assistant

Certificate of Zoning Compliance - Commercial

# Al #* Trending 3o MyHistory [ Short Term Rental

¥ Show Categories

ommercial

CA O TOmECOMmpTant:
&3 Category Name: Description:
Certificate of Zoning Compliance The purpose s to ensure that your proposed business is allowed in the underlying zoning district and
is in compliance with zoning regulations (1.2, parking, signage, dumpster screening).
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} . ) . “REQUIRED
- Apply for Plan - Certificate of Zoning Compliance - Commercial

Step 6. The LOCATIONS screen will display o

LOCATIONS

Select Add Location ( select + icon inside blue

box)

4dd
Loc ation

+

REQUIRED

Create Template Save Draft m
Step 7. Under Add Address As Screen: Add Location
* In the search box, enter physical for YOUR
business address (e.g. 900 E Broad), then Parcel
select Search.
° Q NQT Enter address Manually. Add Address As | Sith Address

DO NOT select!!

nrormaton

Click Enter or Select

Search [900 E Broad n the Searcgfll magnifying
E T ass

https://www.rva.gov/planning-development-review/online-permit-portal Search|900 & broad B

Access Portal Link HERE

Address Information

Address

Step 8. Select correct address (including

corresponding suite or unit number), then select
A D D 900 W Broad St, Apt 2e, Richmond, VA 23220

Rmurtspﬂpage 1-50f5 <= =< >z
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Apply for Plan - Certificate of Zoning Compliance - Commercial

Step 9. Address and Parcel Number should
display IF previous step was completed
correctly (see example).

Locations

Step 10. Select Next
Site Address
900 E Broad St,, Richmond,
Add
Location

Parcel Number +

*REQUIRED

0010515_E0000175001T
Main Parcel ¥

Remove

Access Portal Link HERE

Create Template

https://www.rva.gov/planning-development-review/online-permit-portal

Apply for Plan - Certificate of Zoning Compliance - Commercial

Step 11. The Plan Details screen will
display

Locations Type
* Plan Type is automatically preset and
does not require revision

* You MUST enter a DETAILED business

R R . ifi f liance -
description for the proposed business e of kg gtz

Retail space for ABC Store, specializing
inmen and women's clothing, shoes
and accessories

* You MUST enter square feet information
(area devoted to business only)

Step 12. Select NEXT

m Create Template

..

“REQUIRED

Next
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Apply for Plan - Certificate of Zoning §ompliance - Commercial

“REQUIRED

Step 13. The CONTACT screen will display. ) ) @
The Property Owner’s information is cortct

required. conmacs

Applicant

From Add Contact under Property Owner, &

Jane Doe

select F icon inside blue box FStrom s

REQUIRED

Access Portal Link HERE

https://www.rva.gov/planning-development-review/online-permit-portal

{Back to Application

Step 14a. Required - Property Owner as listed Add Contact
by the City Assessor’s office. (Please note that
this is not the Management Company)
Add Contact As :Property Owner

* Enter property owners Name, E-mail, or
Company, then select Search.

My Faforites

Search|Name, E-mail, or Company

4Back to Application

Add Contact

Add Contact As : Property Owner

Search My Favorites

\

Search |Cit3r of Richmond
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DVA VIRTUALCITY HALL | SOCIALSPAGE | CITY NEWS

- WA WA W
RICHMOND VIRGINIA

The Diamond District

Step 14b. You may also verify the property Guaranteed Income Pilot
owner’s information via the City Assessor’s e b
office by accessing the following link:
Richmond Zoning Map.

Step 14c. You can also access the Zoning : .

Map via the City Assessor’s page by visiting 3 L LT L LT

www.rva.gov, and navigating to the Assessor
of Real Estate link under the Menu Bar.

COVID 19 Updates
Capital Impfovement
Marcus Alerfp
Special Evegt Planning

Mayor »
Council
City News
Access Portal Link H E R E 911/Emerggncy Communications 3
Adult Drug Fourt »

https://www.rva.gov/planning-development-review/online-permit-portal Ambutance fruthority

Animal Cacd 2od Control »

Assessor of Real Estate 3

Step 15. Verify the correct Property Owner’s

information, then select ADD

W RICHMOND SPRUILL-ACCTS RICHMOND
PAYBL
ﬁ CITYOF DAWESLEE - FIRE CITYOF
RICHMOND STATION11 RICHMOND
ﬁ CITYOF DEPT. OF PUBLIC CITYOF
RICHMOND UTILITIES RICHMOND
‘)} CITYOF SCHOOL CITYOF
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Step 16. Property Owner’s information should
display IF previous step was completed correctly
(see example).

Select Next.

Step 17. The More Info screen will display. At
minimum all areas indicated with (*) are required.

Under Plans, you may select No if you are not
submitting any construction or site plans for the
property (Construction/Site Plans are required if you
are physically changing the building to
accommodate your business. If no changes will be
made to building or structure, select NO).

Step 18. Enter square feet information (area
devoted to business only

Step 19. Select the choice that is most applicable
to your business (please see definitions below).

Tenant Change - Use this to apply anytime a Name Change - Use this to apply anytime
ew tenant moves into a building or an area of _the current applicant will operate the
a building to operate a business from that existing business under the previous zoning
location of the same approved use. Does not approval but has made changes to the
nclude assembly uses, including restaurants. business name only.
(Example: Jane Doe LLC has now changed to

(Example: New tenant for accounting business Jane JOERVALLC)

in existing office building in Suite 110)

Ownershig Change - Use this to apply when a commercial building or multi-

family (3 or more) dwelling units has been purchased by a new owner.
(Examplg: New owner of a multi—familé_dwellinghcontaining 3-10 units; new owner of 900 E
I C

road St - Previous Owner - City of Richmond; New Owner - Jane Doe LLC)

. Apply for Plan - Certificate of Zoning Compliance - Commercial

Locations Type Contacts
CONTACTS.
Applicant ' Property Owner Account Holder
& & —a

Contact
Jane Doe (You) City Of Richmond Dept Of...

RVALLC
900 E Broad St Room 707, Ri...
900 E Broad, Richmond, VA
23231

\ e /|
U

No. of Uniits (ownership change
only):

BZA # (if applicable)-

SUP/CUP # if applicable)-

Mext Section| Top | Main Menu

|

J

Plans: is reguired.

*Square Footage’] [
Square Footage: is required.

*Must select at least ONE of the:

1

following:

Must select at least OME of the following: is required.




Access Portal Link HERE
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Step 20. Please indicate the type of business
that will be offered at the referenced location

Example: Retail Store/Shop

Previous Section | Next Section | Tap | Main Menu

Previous Section | Top | Main Menu
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i . Apply for Plan - Certificate of Zoning Compliance - Commercial

Step 21. The Attachments screen will display. The

Owner Affidavit form is REQUIRED. A copy of the [ [ [
Owner Affidavit form would have been sent to you Lostine e s
in the initial email received with these
instructions. Please download and complete the Atachments

Please sign and attach affidavit.

form, then upload to the portal.

Select Type

To upload attachment, select “please sign and :'észfigg ::f
attach affidavit - Add Attachment” (select + icon
inside blue box).

Add Attachment

«dd Attachme ¢

-+

“oparted: pd’

-+

Supperted: pdf

Q)

Access Portal Link HERE

https://www.rva.gov/planning-development-review/online-permit-portal

More Info

Attachments

Step 22. If you do not have a copy of the form,
select Owner Affidavit under Supporting
Documentation tab at the top of the dashboard
page. Please complete and submit the FIRST PAGE

only.

¥ QPP Uler Guide

¥ STR Cowner Affivavit

b Zoning Cwmer Affidauit

oard Home OtherResources»  Apply>  Supporting Documentation®  Frequently Asked Questions*  MyWork  Today'sInspections  Search@

“REQUIRED

Dashboard  Home  OtherResources  Apriy+ | Supporting Documentation® | Frequ. ntly Asked
-,

For DPUWat

¥ Responzible

¥ PlanRaview
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OWNER AFFIDAVIT FORM

To Be Completed by Applicant

City of Richmond, Virginia

. . . . Department of Planning and Development Review, Zoning Administration Division
YELLOW P E P g
(Complete ALL items hlghllghted n ) 200 E:IS[ Brn:id Strcl.,tt Cm Hall - Room 110« erhmoml Vlrglm:i 232]9

L‘.-ﬁlce (BMJ H46-6340 » Facsimile 304 646—(:943

Important: The Property Owner is not required

to sign the document, but you are required to TO'BE COMPLETED BY THE APPLICANT
obtain the Owner’s permission prior to applying for
your Zoning permit. The City’s Zoning Ordinance
requires that our office notify the Property
Owner(s) of any potential business on their

Applicant musi complece ALL wens,

HOMESITE ADDRESS: APARTMENT MOWSUITE

APFLICANT S NAME: _ EMAIL ADDRESS

BUSINESS XAME (IF AFFLICABLE):

property, thus the Owner will receive a copy of the TRADE NAME (IF APPLICABLE):
Commercial CZC permit. If no consent was PROFERTY OWNER:
provided to you by the Property Owner prior to L.
approval, you will NOT be reimbursed for any fees
paid for your permit.
CERTIFICATION
[MUST CHECK OME]
Access Portal Link HERE [ Home Occupation (See page 2| acnowsdge that | am carlifying ard adfrming that | have rightfully racaived autharizaticn of e

rapesty caner OF agend lor prapery canar 1 cperale my homi: business, Daill comply with the hame accupation rules & ry sgaabure [biekivw)
. . . . ifirms my knawiedge and undarstanding of the conditiang of approval in the Zoning Ordirance. | further catify that | reside on the premises
https://www.rva.gov/planning-development-review/online-permit-portal riifedt andl understand the awner andior agent wil chtzin a copy of this zppraval and document

x Ownership Change (Multi Family ar Commerelal)-| ackmowledge that | am cerifying and afirming that | am rightfully the new cwner of such
iouilding- | acknowledge that | am certifying and affirming that | will comply with ALL rules and my signature (below) confirms my knowledge and

OR undarstanding of fe conditions of appraval in the Zoning Ondinance.
Please review ALL Taenant Change- | acknowladga that | am cedifying and affimming tat | hawe rightfully received authorization of the proparty cwnar OR agent
roperty cwner ta cperale: the: commercial business requested al bis sle localion a5 a new leranl. | acknowledge thal | am ceifying and

affirening it | will camply with ALL rules and my sionatun: [bekw] corfims my knewledge and understanding of the candicns af approval in th
Zoning Ondinance. | further cedify and understand the cwner andior agent will obtain a cony of this approval and decument,

Wireless Communications (Small Cell] — | acnawiedge that | am cerifying and atfrming that | have rightfuly recelved authaization of the

contents of the R
Owner Affidavit form prior D g ) et ) el on e o e s s o o

psure af no more fan s cubic faet. | acknowladga that | am cerifying and affiring that | will comply with the ALL rules and my signature
low] confirms my knowhedge and underslanding of the condfions of approval in the Zoning Ordinance, | Rurher cerily and urderstand he owner

to Se I ecti ng th e nediar agent wil citain & copy of this approval ard documen,

CO rrespo nd i ng Failure fo comply with the above rules constifutes a viclation of the Zening Ordinance subject to a revocation of approval and fine; if

convicled, of up fo one-thousand ($1,000) dollars and/or up to one (1) year in fail.
CERTIFICATION. Sign and
Date form when complete. LT Zi

Effecive TR0
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Step 23. Print/complete form, SCAN/SAVE to
computer/device, then upload/attach to plan in blue
box.

*If box has white background Select NEXT

*If background is still blue, please try again.

Access Portal Link HERE

https://www.rva.gov/planning-development-review/online-permit-portal

SearchQ,

Dashboard Home  OtherResources»  Apply~  Supporting Documentationv  Frequently Asked Questionsv  MyWork  Today’s Inspections

Apply for Plan - Certificate of Zoning Compliance - Commercial

Locations Type Contacts More Info Attachments

\ Select Type

Add Attachment
Please sign and attach

affidavit
City of Richmond - Owner +

Affidavit - Zoning pdf

Size: 36658 KB

Please review ALL
contents of the

Owner Affidavit form
prior to selecting the
corresponding
CERTIFICATION. Sign
and Date form when
complete.

“REQUIRED


https://www.rva.gov/planning-development-review/online-permit-portal

Apply for Plan - Certi ing. i i “REQUIRED

Step 24. The SUMMARY screen will display. @ © e © b
Once you have confirmed that all of the
information listed is correct, you may o
select SUBMIT. T mmen P —
sonsare Fest -
Applied Date 01/24/2022
Appiicant Johinglane Dos
General Information i Mest Section| Top | Main bl
No. of Units (ownership change
onky):
BZA# (if applicable):
. SUP/CUP # (if applicable)-
Step 25. If changes are required to the L
application, you may save the submission oo
as a draft (Select Save Draft). This will e
save your current application, and will e o
allow you to return at a later point to — ————— —
complete the process, after which you may T e B Rl
submit the application. e
Access Portal Link HERE E :w_;:.';__g__
https://www.rva.gov/planning-development-review/online-permit-portal E T::'-:':—-—v&—_
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Step 26. Upon completion, you will receive a
verified status (v'), along with a Plan Number.

Step 27. You DO NOT need to request an
inspection for your Plan. If an inspection of the
property is required, you will be contacted by the
assigned Zoning staff member regarding this
inspection.

Step 28.
No fees are due at this time.
Staff will review and begin
processing your application.
If all information is provided and
complete, you will receive an E-mail
notification regarding your INVOICE.
Please submit your payment upon
receipt of this notification.
If incomplete, staff will email you for
the additional information.

Step 29. Once you have received your APPROVED
Certificate of Zoning Compliance (CZC) permit,
please contact the City of Richmond'’s Finance

Department regarding your business license:

Finance Department/Business License Unit
City Hall, 900 East Broad St, Rm 103

Finance@rva.gov
804-646-6662

Q r plan application was submitted successfully. No fees are due at this time; we will review your application, and we will be in touch with you shortly.

Plan Number: CZC-100000-2022

Type:  Certificate of Zoning Status:  Submitted Online Project Name:
Compliance -
Residential
IVRNumber: 1092808 Applied Date:  12/03/2021 Expiration Date:
Distric:  aaRichmory AssignedTo:  Davidson, William Completion Date:

SquareFeet: 000

Description:  home occuffation

Locations Fees Reviews Inspections  Attachments Contacts Sub-Records  Wore Info

Progress Workflow Available Actions
D% O Certificate of Zoning Compliance - Started - Scheduled for B RequestInspection
1217/2021 Site Inspection - Code
offorez:
ofinFrogess .
e O Home Occupation Rules Agreement
O site Inspection-
O Issue Certificate of Zoning Compliance
Fees
View Details

Access Portal Link HERE

https://www.rva.gov/planning-development-review/online-permit-portal
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