
This is an applicaTion only. iT is noT auThorizaTion for use of premise. 
no use shall sTarT unTil a cerTificaTe is issued.
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b ProPerty Address (Street & Number)

e ProPerty owner’s Address/ZiP

d ProPerty owner’s nAme (PriNt Clearly)

f ProPerty owner’s or AuthoriZed Agent signAture

c Floor/room no.

g ProPerty owner’s dAytime telePhone no.

h describe current structure use (iN detail)  iF currently vAcAnt, indicAte lAst use & yeAr it wAs lAst used.

I describe ProPosed structure use (iN detail)
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M one FAmily
M two FAmily
M three or more FAmily
  no. oF units _________________
M condo unit
  unit _________________________
M bAby sitting

M bAnk/loAn oFFice
M beAuty/bArber shoP
M clinic (medicAl/dentAl)
M contrActor shoP/storAge
M Furniture store
M grocery/convenience store
  M w/Fuel service 
M hArdwAre or APPliAnce store 
M lAundry/lAundromAt/dry cleAner
M mAnuFActuring FAcility
  no. oF emPloyees ___________
M motor vehicle rePAir/sAles/service
M oFFice
  whAt tyPe __________________

M PArking AreA, lot or deck
M PAwn shoP/PAydAy/Auto loAns
M Pet shoP/veterinAry clinic
M rePAir shoP
  whAt tyPe __________________
M retAil store/shoP
M shoPPing center
M trAvel Agency
M wArehouse/storAge FAcility
  no. oF emPloyees ___________
  no. oF comPAny vehicles ____
M other (SPeCify): _______________
  _______________________________
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Department of planning anD Development review
Division of Zoning aDministration

room 110 City Hall
900 e. BroaD street

riCHmonD, virginia 23219
pHone (804) 646-6340

fax (804) 646-6948

Pdr02Z (rev. 07/18)
807531-1
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tenAnt chAnge

M

home occuPAtion
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nAme chAnge
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n 1@ squAre FootAge to be used

__________ squAre Feet

1# Are Floor PlAns AttAched?

M yes     M no M yes     M no

M yes     M no

is A site PlAn AttAched?

__________ PArking sPAces
iF yes, AttAch leAse & site PlAn

1$ no. oF on-site PArking sPAces

__________ PArking sPAces

1% Are PArking sPAces leAsed oFF-site?
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1* APPlicAnt’s Address

1^ APPlicAnt’s nAme (PriNt Clearly)

1( APPlicAnt’s dAytime Phone no. 2) APPlicAnt’s FAx no. 2! APPlicAnt’s emAil

2# contAct Person (if differeNt thaN aPPliCaNt) 2$ contAct Person dAytime Phone no.

2@  APPlicAnt’s signAture

1& business And/or trAde nAme

ZiP code

2% contAct Person Address ZiP code

2^  do you wAnt to be cAlled to 
Pick uP Permit when issued?

nAme Phone no.
M yes
M no

This applicaTion is noT a cerTificaTe of occupancy. 
This applicaTion only cerTifies compliance wiTh zoning regulaTions as required by secTion 30-1020 of The ciTy code.
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Arts district historicAl district

APPlicAtion APProved on dAte

conditions

APPlicAtion disAPProved on dAte

reAson For deniAl

violAtion on ProPerty cAse number corresPonding co

Permit Fee Fee received

existing use grouP

receiPt no.

ProPosed use grouP

M cAsh     M check     M credit cArd

M yes     M no M yes     M no M yes     M no
delinquent tAxes due? Amount owed $ tAx mAP no.

M yes     M no

 ZoNiNg admiNiStrator ZoNiNg admiNiStrator

Zoning district
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agency review 
Item desCrIptIOn

district/suP/cuP/ 
mAsterPlAn/ 
nonconForming

PlAn oF 
develoPment

historic APProvAl/
urbAn design

roAd Access

chesAPeAke bAy

Fire mArshAll

other

Zoning

lAnd use

comPrehensive

dPw

P & e s

Fire

agenCy apprOval 
nUmber

aCtIOn 
taken

revIewer 
& date COmments

home occupation ........................................... $75.00
single-or-two-family dwelling(s) ..................... $75.00
Private elementary or secondary school ........ $75.00
church or other place of worship ................... $75.00
day nursery or Adult day care facility ............. $75.00
multi-family dwelling (3-10 units) .................. $150.00
multi-family dwelling (11-50 units) ................ $300.00

multi-family dwelling (more than 50 units) .............................................  $500.00
commercial or industrial use (equal to or less than 5,000 sq. ft.) ........  $150.00
commercial or industrial use (greater to or more than 5,000 sq. ft.) ...  $300.00
Adult care residence or lodging house .................................................  $300.00
uses not specified .................................................................................  $200.00
building or structure which no building permit is required .......................  $25.00
Portable storage unit................................................................................  $10.00
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reCOrd Of aCtUal fInal On-sIte COndItIOns

At the top right hand corner of the application are the capital letters “cZc”. in this space your permit number will be hand-written by intake 
personnel after you have paid the application fee.

InstrUCtIOns On COmpletIng a CertIfICate Of ZOnIng COmplIanCe (CZC) applICatIOn

box #1 - Provide the address (number & 
street name) for the location of the use or 
business.
box #2 - Provide the space within the 
building where the use or business is 
going to be located. (note: to be used 
on applications where more than a single 
tenant/space/apt. exists.)
box #3 - Provide the name of the owner 
of the property. (note: this may require 
the submittal of a recorded deed from 
the Circuit Court record room for newly 
purchased property.
box #4 - Provide the property owner’s 
address, including zip code. 
box #5 - Provide the property owner’s, 
or owner’s authorized agent’s signature 
certifying the applicant’s request is 
authorized.
box #6 - Provide the property owner’s 
daytime telephone number.
box #7 - indicate the current/existing 
use(s) of the property (i.e. - office, 2-family, 
restaurant, single-family, etc.)
box #8 - indicate the proposed use(s) of the 
property (i.e. - office, 2-family, restaurant, 
single-family, etc.)
box #9 - OffICe Use Only

box #10-11 - check the appropriate box 
that most closely indicates the use, including 
any additional information (i.e. – no. of units, 
no. of seats, type, etc.) requested.
box #12 - Provide the size of the space (in 
square feet) being used/occupied by the 
applicant.
box #13 - check the appropriate box 
indicating if floor or site plans are provided, 
as applicable.
box #14 - Provide the number of parking 
spaces existing On the site. (note: do not 
include spaces provided off of the site, either 
on-the-street spaces or leased spaces.)
box #15 - check the appropriate box, as 
applicable, regarding leased parking spaces 
and include a lease and site plan for the 
leased spaces.
box #16 - Provide the applicant’s name 
requesting the permit.
box #17 - Provide the business or trade 
name, if applicable. (note: this may 
require the filing of a trade name approval 
with the Circuit Court.)
box #18 - Provide the address of the 
applicant(s) where the permit is to be 
mailed.

box #19 - Provide the applicant’s daytime 
phone number in order that they may be 
contacted, if necessary.
box #20 - Provide the applicant’s facsimile 
(FAx) number (if exists) in order that they 
may be contacted, if necessary.
box #21 - Provide the applicant’s e-mail 
address (if exists) in order that they may be 
contacted, if necessary.
box #22 - Provide the applicant’s, or 
applicant’s authorized agent’s signature.
box #23 - Provide the contact person’s 
name, if different than the applicant.
box #24 - Provide the contact person’s 
daytime phone number, if different than the 
applicant.
box #25 - Provide the contact person’s 
complete address and zip code, if different 
than the applicant.
box #26 - check the appropriate box 
whether or not you would like to be called to 
pick up the permit upon completion.  if you 
check, “yes”, provide the name and daytime 
phone number for the person wanting to 
pick-up the permit.
fees for the CZC application are provided 
at the top of the page. If your proposed 
use is not listed, or if you are unsure 
as to the fee, please contact the Zoning 
administration Office.


