CITY

OF
WEST
SACRAMENTO
A Temporary
Certificate of Before you
Occupancy (TCO) begin
enables occupancy or
partial occupancy of a :
building prior to the Write a
completion of the entire Request
Letter as

building. A TCO may be
granted for a reasonable
timeframe if the Chief
Building Official finds
that no substantial
hazard will result from
such occupancy. Types
of occupancy can
include: stocking only;
stocking and/or
employee training;
portion/phase of a
building project to be
open to the public and/or
employee occupancy.
Each TCO request is
evaluated on a case-hy-
case basis.

FEE

A TCO processing fee of
$350is to be paid with
your submittal.

REQUIRED
STIPULATIONS

Your letter must stipulate
that you agree to pursue
scheduled inspections
and to resolve inspection
issues to the City's
satisfaction.

Your letter must include
an itemized list stating
the items yet to be
completed or corrected,
expected dates of
completion, and
associated costs of
items remaining.
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outlined here

See example
in back

Provide
copies of all
permits,
inspection
cards (both
sides) signed
off by all
required
departments
with
approval for
TCO

Failure to
include all
documents
will delay the
processing of
your request

Submit your
letter (not a
copy) and

copies of permit

documents to:

How long will it
take to process

my request?

= Things to note:

Temporary Certificate of Occupancy

All sign offs from any department that would be required for a full
certificate of occupancy must be obtained before you can apply for
temporary occupancy. Please check the back of your permit job
card for the departments applicable to your project.

Use your company’s official letterhead and include all the
information as noted on the example. Incomplete information will
delay processing the TCO.

1. Applicant to ensure all needed final inspections for each
inspection discipline are complete.

2. ltemized status of all revisions and deferred submittals have
been completed and all fees paid.

3. Include the stipulations as explained in the sidebar and
shown in the example letter.

4. Accept all risk and responsibility of temporary occupancy.

5. Signatures of both the business owner and construction
company.

6. Prior to submitting a request for a TCO, applicants must verify,
and schedule all needed final inspections for each inspection
discipline in the areas or portions of the project specified within
the TCO (e.g., Planning, Development Engineering, Fire, Yolo
County Environmental Health Department).

Please include copies of:

» Permit card signed off as “okay for TCO” or fully signed off
by all departments whose sign off is required.

» All fully signed off fire life safety permit job cards.

West Sacramento - Building Division
1110 West Capitol Ave. 2\P Floor
West Sacramento, CA 95691
(916) 617-4683
bldgpermits@cityofwestsacramento.org

Allow three to five business days for the application to be
processed. If approved, the TCO certificate will be endorsed, and
a copy will be emailed to the applicant. No occupancy of the
building may occur until authorized by the Building Division and a
copy of the endorsed certificate is available at the site.

Certificates of Occupancy are not issued on residential
properties, such as a new home or new duplex.

» Certificates of Occupancy or TCOs are not issued on shell
buildings or speculative tenant improvements.

» The shell building must be finaled prior to occupancy being

granted for any tenant improvement.

Community Development Department | Building Division

1110 West Capitol Ave. 2 Floor, West Sacramento, CA 95691 @ (916) 617-4683 ® www.cityofwestsacramento.org
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CITY

OF
WEST
SACRAMENTO Temporary Certificate of Occupancy

SAMPLE REQUEST LETTER SHOWING REQUIRED INFORMATION

(Letter must be on company letterhead)
Date

City of West Sacramento

Building Division

1110 West Capitol Ave. 2" Floor,

West Sacramento, CA 95691

Attn: Chief Building Official

Re: REQUEST FOR TEMPORARY CERTIFICATE OF OCCUPANCY

Project Address: Building Permit No:

Business Name:

We request that Temporary Occupancy be granted at the above location to be in effect on
(effective date) and expiring on (ending date).

The reason we need Temporary Occupancy is

The specific area(s) and/or floor(s) to be occupied is/are (clearly identify the rooms/ areas/ floors):

Reason for Temporary Occupancy request: (Check one that applies)
First Request: [J Extension: (existing TCO) [J

For extensions, provide a statement explaining the reason for the delay in completing the project
and indicate the estimated time of completion.

Signature/Date: Signature/Date:
Print Name: Print Name:
Title: Title:

Phone No.: Phone No.:
Email: Email:

Community Development Department | Building Division
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