
How to locate C of O approvals required to get Certificate 
of Occupancy on a Commercial/Multi Family Project 
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Citizen Access 
· >ŽŐŝŶ�ŝŶƚŽ�ǇŽƵƌ�ĞǆŝƐƟŶŐ�ĂĐĐŽƵŶƚ� 
���������Žƌ�ZĞŐŝƐƚĞƌ�ĨŽƌ�ĂŶ��ĐĐŽƵŶƚ 
· EĞǁ�hƐĞƌƐ͕�ŽŶĐĞ�ƌĞŐŝƐƚĞƌĞĚ͕�ĐŚĞĐŬ�

ǇŽƵƌ�ĞŵĂŝů�ƚŽ�ĂĐƟǀĂƚĞ�ǇŽƵƌ�ĂĐĐŽƵŶƚ 
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Locate C of O approvals  
· >ŽŐŝŶ�ĂŶĚ��ůŝĐŬ��ƵŝůĚŝŶŐ�^ĞƌǀŝĐĞƐ�ƚĂď�--�

ƌĞĨĞƌ�ƚŽ�^ƚĞƉ�ϭ� 
· ^ĐƌŽůů�ĚŽǁŶ�ƚŽ�'ĞŶĞƌĂů�^ĞĂƌĐŚ�ĂƌĞĂ 
· �ŶƚĞƌ�ƉĞƌŵŝƚ�ŶƵŵďĞƌ�ĂŶĚ�ĐůŝĐŬ�ƐĞĂƌĐŚ 
· �ůŝĐŬ�ZĞĐŽƌĚ�/ŶĨŽ 
· &ƌŽŵ�ƚŚĞ�ĚƌŽƉ-ĚŽǁŶ�ŵĞŶƵ͕�ĐŚŽŽƐĞ�

/ŶƐƉĞĐƟŽŶƐ 
· sŝĞǁ�ƵŶĚĞƌ�͞hƉĐŽŵŝŶŐ͟ 
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��To Run a Report   
· >ŽŐŝŶ�ĂŶĚ��ůŝĐŬ��ƵŝůĚŝŶŐ�^ĞƌǀŝĐĞƐ�ƚĂď�--� 
���������ƌĞĨĞƌ�ƚŽ�^ƚĞƉ�ϭ� 
· �ůŝĐŬ�ŽŶ�ZĞƉŽƌƚƐ 
· �ůŝĐŬ�ŽŶ�/ŶƐƉĞĐƟŽŶ�ZĞĐŽƌĚ 
· �ŶƚĞƌ�ƉĞƌŵŝƚ�ŶƵŵďĞƌ�;�ǆ͗��-E�t-ϮϬϮϭ-ϬϬϴϮͿ 
· �ůŝĐŬ�^Ƶďŵŝƚ 
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