
                

APPLICATION FOR BUSINESS OCCUPANCY PERMIT
Form #CDI116 (rev. 01/16)

Permit Fee: $180.00*

Please print all information, with the exception of signatures.
You will be notified when your permit is ready; please do not submit payment with permit application.

*A 5X permit fee will be assessed if business is conducted prior to the issuance of the Occupancy Permit.

Address of Business______________________________________________ Suite #___________________________

Business Name (this name will appear on the Certificate of Occupancy)_______________________________________

Intended Business Use______________________________________________________________(please be specific)

Property Owner___________________________________   Tenant/Lessee___________________________________
  

Owner's Mailing Address____________________________   Home Address___________________________________

City_______________________State ______ Zip________    City ________________________State______Zip______

Phone (______)___________________________________   Phone (_______)_________________________________

Fax Number/E-mail________________________________    Fax Number/E-mail_______________________________

I understand that pursuant to Section 8.04 of the Zoning Ordinance for the City of Kenosha, Wisconsin, the building may 
not be occupied and/or business conducted until all requirements for the Certificate of Occupancy, including all applicable 
inspections, have been met and the Certificate has been issued by the City Department of Community Development and 
Inspections.

______________________________________________   _______________________________________________
Signature of Property Owner (Required)     Signature of Tenant/Lessee (Required)

IMPORTANT INFORMATION:

➢ Building permits are required for additions and most alterations.
➢ A separate sign permit is required for all new signs or alterations to existing signs.
➢ No commercial alterations or signs are authorized by this application. 
➢ Any change in use, owner, or occupancy type shall require a new certificate of occupancy.
➢ Applicant is responsible for obtaining all applicable Federal, State, and/or City Licenses prior to 
    opening.

After Approval/Processing of this Permit Application:

If you do not intend to proceed with this project, please contact our office at 262.653.4263 to avoid paying the entire cost
of the permit.  Administrative and/or plan review fees will be charged.  Any/all unpaid permit fees, along with an 
additional $100.00 Administrative Fee, will be processed as a special charge against the real estate upon which the 
service was performed.  

Community Development & Inspections ǀ 625 52nd St. Rm 100 Kenosha, WI 53140 ǀ T: 262.653.4263 ǀ F: 262.653.4254 | Email: bldgpermits@kenosha.org | kenosha.org

FOR OFFICE USE ONLY

Date________________________

Permit #_____________________

Needs Approval_______________

IP__________________________

Fee'd_______________________

mailto:bldginsp@kenosha.org


 

Kenosha Police Department Crime Prevention Unit 

Emergency Contact Business Information 
Business and Building Information 

• Business Name: __________________________________Business Phone:_______________________ 

 

• Business Type: ( for example, retail, office, food service) _______________________________________________ 

 
• Building Name: (if different) ___________________________________________________________ 

 
• Building Type: (for example, multi-unit, factory, office complex, strip mall, 

etc.)____________________________________________________________ 

 
• Address:________________________________________________________ Suite #___________ 

Owners Information 
• Business Owner______________________________________________________________ 

 
Address____________________ City__________________State______________Zip Code_____________ 

 

Home Phone: ____________________Cell Phone: _____________________ Pager #:_______________________  

 

Business E-Mail:__________________________________Personal E-Mail:__________________________________ 

 
• Building Owner (if different)______________________________________________________________ 

 

Address____________________ City__________________ State_____________ Zip Code______________ 

 

Building Phone: _____________________ Home Phone: ___________________ Cell Phone: _________________________ 

 

Pager #:_______________________ E-Mail Address _____________________________________________ 

Business Practice Information 
(This information will allow us to better protect your business from crime. Please circle the appropriate answer.) 

• Hours of Operation_____________________________________________________________ 

 

• Times employees (prep-work, or Cleaning service) expected to be on 

scene_________________________________________________________________________ 

 

• Do you have an ALARM?    YES          NO  If  yes, your ALARM COMPANY____________________________________ 

 

• Do you have SECURITY STAFF during operating hours?     YES          NO    

 

• Do you have a SECURITY STAFF or COMPANY after hours?    YES          NO      

 

• Name of SECURITY COMPANY_________________________________________________ 

 

• Do you have a CLEANING SERVICE?     YES          NO     If yes, their days and hours on scene at your 

business________________________________________________________________ 

 

• Are there any DOGS on the premises?     YES          NO 

 

• Do you have a SAFE?    YES          NO 



 

• Do you have any WEAPONS on the premises?     YES          NO     If yes, please explain______________________________ 

 

• Do you have any HAZARDOUS MATERIALS on the premises?     YES          NO 

If yes, what kind________________________________________________________________________ 

Further 

Explanation______________________________________________________________________________________________

________________________________________________________________________________________________________ 

 

• Do you keep any vehicles on the premises?    YES    NO   If  yes, vehicle (s) information: 

________________________________________________________________________________________________________ 

 

• Any other BUSINESS PRACTICES you would like to share with the POLICE or that you think are important, like lights left on, 

radio or TV’s left on, Secondary entrances used, 

etc._____________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________ 

Key Holder Information 
(please list in the preferred order of contact) 

1. Name:________________________________ Address: ____________________________________ 

 

City: ___________________________ State: ___________________________ Zip Code: ______________ 

 

Home Phone: ________________________Cell Phone: ____________________Pager:_________________ 

 

E-Mail:___________________________________________________________________________________ 

 

2. Name:__________________________________Address: ___________________________________ 

 

City: ___________________________ State: ___________________________ Zip Code: ______________ 

 

Home Phone: ________________________Cell Phone: ____________________Pager:_________________ 

 

E-Mail:___________________________________________________________________________________ 

 

3. Name:_____________________________________Address: ______________________________________ 

 

City: ___________________________ State: ___________________________ Zip Code: ______________ 

 

Home Phone: ________________________Cell Phone: ____________________Pager:_________________ 

 

E-Mail:___________________________________________________________________________________ 

 

4. Name:_____________________________Address: ______________________________ 

 

City: ___________________________ State: ___________________________ Zip Code: ______________ 

 

Home Phone: ________________________Cell Phone: ____________________Pager:_________________ 

 

E-Mail:___________________________________________________________________________________ 

 

If any of the above information changes, please contact the Crime Prevention 

Unit at (262)-657-3937, or e-mail us at watch@kenoshapolice.com  



Guide to Obtaining a Commercial Business Occupancy
What is the purpose of obtaining a Certificate of 
Occupancy?
The purpose of obtaining a Certificate of 
Occupancy is to ensure that the building is safe for 
you and the general public; and, that the property 
complies with all local and State building, fire and 
zoning codes.

When do I need a Certificate of Occupancy?
You will need a Certificate of Occupancy when:
· You are opening your business in a previously               
  occupied store or office
· You change the type of occupancy of a previously         
  occupied facility (retail store or office to a place of          
  assembly)
· You open a retail store or office in a new                        
  shopping center or new office building
· You are constructing a building addition or for                
  certain types of alterations

Certificate of Occupancy Checklist:
The following steps should be taken when 
applying for a Certificate of Occupancy:
1. Check with Community Development and         
    Inspections to verify the property is zoned         
    appropriately for the new business
2. Complete the Certificate of Occupancy             
    application and submit to Community                
    Development and Inspections, Room 100,        
    for review and processing
3. Obtain a Seller's Permit (if required).                 
    Contact the Wisconsin Department of               
    Revenue at 608.266.2776
4. If a restaurant or retail food                                
    establishment, contact the Health                      
    Department at 262.605.6700 for                        
    additional licensing requirements
5. For alcohol (liquor, wine, beer) licensing,           
    contact the City Clerk's Office at                        
    262.653.4020
6. Additional local licensing requirements              
    can be accessed at kenosha.org (Guide           
    to license/Permits)

What happens after I apply for my Certificate of 
Occupancy?
After applying for a Certificate of Occupancy, the 
application is reviewed by zoning staff to verify 
application information and that the proposed use is  in 
accordance with Zoning Ordinance standards. 

The proposed use is also evaluated to ascertain 
additional licensing requirements (secondhand dealer, 
jewelry dealer, amusement operator, etc.)
The application is then processed and an invoice is 
mailed to the applicant. Upon payment of the application 
fee, the applicant is provided a permit number and 
authorization to proceed with the inspection process.

Related Inspections:
· Building Inspection
   ·Address numbers
   ·Security locks for bathrooms
   ·Stairs/handrails/guardrails/treads/risers/headroom
   ·Vent fans or operable window in bathrooms
   ·Kitchen/bathroom flooring
   ·HVAC dampers and grilles
   ·Gas shut off valves
   ·Furnace and water heater venting
   ·Check for unsafe conditions of plumbing and                    
electric
   ·Exit lights and emergency lighting
   ·Bathroom signage
   ·Combustion air for furnace and water heater
·Fire Department
   ·Compliance with fire codes
·Zoning
   ·Compliance with zoning code requirements
·Assessor
   ·Update building records
   ·Personal property account information
·Water Utility
   ·Compliance with State/Local regulations
·Property Maintenance
   ·Compliance with codes (exterior condition of building,            
    yards free of nuisance materials, weeds)
After all inspections have been conducted and approved, 
the Certificate of Occupancy will be issued.

A copy of the Certificate of Occupancy 
must be issued and in your possession 
prior to operating the business.

Verbal permission does not constitute 
approval to operate your business

Community Development and Inspections
625 52nd Street, Room 100

262.653.4263
Kenosha.org

How can I check on the progress of the 
inspections before opening my business?
1. Log on to kenosha.org
2. In the “Quick Links” category, click on Building 
    Permit Search
3. Enter the Permit Number
4. The information displayed will apprise you of the     
    required departmental inspections, and verifies       
    when inspections are approved
5. An “X” in the Final Status category from all              
    departments fulfills all requirements for the              
    Certificate of Occupancy and it may be issued
6. Contact the Department of Community         
    Development and Inspections, Room 100, to          
    obtain a copy of the approved Certificate of             
    Occupancy.
7. Once you have possession of the Certificate of       
    Occupancy, you may legally operate your                
    business.
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