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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 TO 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 I 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

HERE
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Step 1. CREATE new account 

or

LOG into your existing account.

Step 2. Select Apply button on dashboard
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Step 3. You may select ALL or you may 
search for Certificate of Zoning 

Compliance-Commercial under Plans.  If 
you are unable to locate the plan 

submission application via this step, please 
proceed to Step 4.
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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.

Step 5. Select Apply button on the 
dashboard.
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Step 6. The LOCATIONS screen will display

Select Add Location ( select + icon inside blue 

box)

Step 7. Under Add Address As Screen:

• In the search box, enter physical for YOUR
business address (e.g. 900 E Broad), then 
select Search.  

• DO NOT Enter address Manually.

Click 

Add

Step 8.   Select correct  address (including 
corresponding suite or unit number), then select

ADD

Click Enter or Select 

the search magnifying 

glass

DO NOT select!!
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Step 9. Address and Parcel Number should 

display IF previous step was completed 

correctly (see example).

Step 10. Select Next

Step 11. The Plan Details screen will 
display

• Plan Type is automatically preset and 
does not require revision

• You MUST enter a DETAILED business 
description for the proposed business

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

Step 12. Select NEXT
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Step 13. The CONTACT screen will display.  

The Property Owner’s information is 

required.

From Add Contact under Property Owner, 

select + icon inside blue box
Jane Doe

Step 14a. Required - Property Owner as listed 
by the City Assessor’s office. (Please note that 

this is not the Management Company)

• Enter property owners Name, E-mail, or
Company, then select Search.
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Step 15.  Verify the correct Property Owner’s 
information, then select ADD 

Step 14b. You may also verify the property 
owner’s information via the City Assessor’s 

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 
www.rva.gov, and navigating to the Assessor 

of Real Estate link under the Menu Bar.

Menu Bar
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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 
new tenant moves into a building or an area of 

a building to operate a business from that 
location of the same approved use. Does not
include assembly uses, including restaurants.

(Example: New tenant for accounting business

in existing office building in Suite 110)

Name Change - Use this to apply anytime 
the  current applicant will operate the 

existing  business under the previous zoning 
approval but  has made changes to the 

business name only.

(Example: Jane Doe LLC has now changed to  
Jane JOE RVA LLC)

Ownership Change - Use this to apply when a commercial building or multi-
family (3 or more)  dwelling units has been purchased by a new owner.

(Example: New owner of a multi-family dwelling  containing 3-10 units; new owner of 900 E 
Broad St – Previous Owner – City of Richmond; New Owner – Jane Doe LLC)



Step 20.  Please indicate the type of business 

that will be offered at the referenced location 

Example: Retail Store/Shop
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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 

in the initial email received with these 

instructions.  Please download and complete the 

form, then upload to the portal.

To upload attachment, select “please sign and 

attach affidavit – Add Attachment” (select + icon 

inside blue box).

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.
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OWNER AFFIDAVIT FORM

To Be Completed by Applicant

Important: The Property Owner is not required

to sign the document, but you are required to 

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 

property, thus the Owner will receive a copy of the 

Commercial CZC permit.  If no consent was 

provided to you by the Property Owner prior to 

approval, you will NOT be reimbursed for any fees 

paid for your permit.

Please review ALL

contents of the 

Owner Affidavit form prior 

to selecting the 

corresponding 

CERTIFICATION. Sign and 

Date form when complete.
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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.

Please review ALL

contents of the 

Owner Affidavit form 

prior to selecting the 

corresponding 

CERTIFICATION.  Sign 

and Date form when 

complete.
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Step 24. The SUMMARY screen will display.  

Once you have confirmed that all of the 

information listed is correct, you may 

select SUBMIT.  

Step 25. If changes are required to the 

application, you may save the submission 

as a draft (Select Save Draft).  This will 

save your current application, and will 

allow you to return at a later point to 

complete the process, after which you may 

submit the application.
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Step 26. Upon completion, you will receive a 
verified status (), along with a Plan Number.

Plan Number: CZC-100000-2022

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.
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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
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