HOW TO OBTAIN A BUSINESS CERTIFICATE OF OCCUPANCY

HOW TO OBTAIN A CERTIFICATE OF OCCUPANCY: FOR A BUSINESS ONLINE

Go to garfieldnj.org. > scroll down to links (yellow) second link. Click on Building Dept. Citizen Portal.

HOW TO OBTAIN A CERTIFICATE OF OCCUPANCY: FOR A BUSINESS VIA EMAIL

Please email Elizabeth Pacyga at epacyga@garfieldnj.org
1) Please email the following information:

a) address of where you want to open the new the business

b) name of the business

c) owner of the business

d) owner of business home address and phone number where you can be reached in case of an emergency

e) email address

f) type of business (must be specific details)

g) sq. ft. of location

h) Detailed Floor plan (hand drawn or digital) must provide measurements of all rooms (length, width, and
height) placement of furniture, equipment, and appliances.

i) Copy of Federal Tax ID/IRS letter (for DBA please provide copy of amendment letter)

j) Days and Hours of Operation

k) Number of employees

I) If business is a Beauty Salon or Barbershop, please provide a copy of the managers, business owner’s
cosmetology license.

m) For retail store or warehouse, please give a detailed list of what is being sold.

PLEASE SEND ALL INFORMATION AT THE SAME TIME OR IT WILL NOT BE PROCESSED
APPLICATIONS TAKE APPROXIMATELY 2 WEEKS FROM START TO FINISH, THERE IS NO EXPEDITING.
The fees are as follows: Please wait for email notifying when fees will be due.

1 to 3,000 sq. ft. $150.00
3,000 to 10,000 sq. ft. $500.00
Anything over 10,000 sq. ft. is $500.00 plus an additional $30.00 per thousand sq. ft.

If you are unsure of your fee please call or email the person you originally contacted.
CHECKS ARE MADE PAYABLE TO “CITY OF GARFIELD”
We will process your application and forward your application to the Zoning officer.

The Zoning Officer will review your application, once approved we will call you with the amount due. After fees are
submitted, we will assign an inspector. You will receive an email with the assigned inspectors name and phone number.
You will then, call or text the inspector to schedule an appointment.

Once the inspection is complete the inspector will return the signed application to the Building Dept. so that we can
issue your certificate. Once the certificate is issued, we will call you for pick up. THE BUILDING IS OPEN FROM 8:30 AM
TO 5:00 PM MONDAY-WEDNESDAY & 8:30 TO 5:30 ON THURSDAY



