
                   

APPLICATION FOR HOME OCCUPANCY PERMIT
   Form #CDI113 (rev. 01/16)                                                   

Permit Fee: $60.00*

Home Occupancy Address _______________________________________________________________________    

Business Name_________________________________________________________________________________

Intended Business Use___________________________________________________________________________
     (please be specific)

Property Owner_________________________________ Applicant ____________________________________

Mailing Address ________________________________ Mailing Address ______________________________

City __________________State _____ Zip___________ City ____________________State______Zip________
                                                                 

Phone (_______)________________________________ Day Phone (_______)___________________________

Note:  Only one unrelated person may be employed.
                                                        

Will customers/clients visit your home?     Yes_____       No_____   (No more than six (6) customers at one time)

How will your home be utilized to conduct the proposed business operation? ________________________________

_________________________________________________________________________________________________

If business is sales related, list the types of products you will be selling _______________________________________

If your business is service related, list the types of services you will be providing _______________________________ 

If your business requires State licensing, provide a copy of your license with the completed application.

I have read the guidelines as set forth in the “Home Occupation” requirements.  I understand that failure to comply with 
these rules may result in revocation of my Certificate of Occupancy by the Zoning Officer and/or penalties as imposed by 
the City Attorney’s office, and that the City Clerk’s will be requested to revoke any licenses that may have been issued 
based upon my compliance with all the rules and guidelines set forth in my license.

Owner Signature ____________________________________     Date________________________________
If the applicant is not the owner of the property, signed authorization of owner required. 

Applicant Signature___________________________________     Date________________________________

Please Print Name_____________________________________

By signing this application, the applicant understands that the exterior of the property cannot be utilized for storage of 
business-related equipment/materials or to conduct business operations.

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.  

*A 2X permit fee will be assessed if business is conducted prior to the issuance of the Occupancy Permit.
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FOR OFFICE USE ONLY

Date________________________

Permit #_____________________

Needs Approval_______________

IP__________________________

Fee'd_______________________



Guide to Obtaining an Occupancy for a Home Business

What is a Home Occupation?
“Home Occupation” means any business 
profession, trade, or employment conducted in 
a person's residential dwelling which involves 
members of the immediate household who 
reside in that dwelling and/or a maximum of 
one (1) unrelated person as an employee of 
the business at any one time. A Certificate of 
Occupancy is required. A one-time processing 
fee of $60 is required for the Certificate of 
Occupancy.

 Typical professional businesses operating 
from the home include: architects, accountants, 
consultants, graphic artists and day cares.

Before approval is granted, review of the 
application by Zoning Division staff must be 
conducted to determine whether the proposed 
type of business satisfies the zoning 
requirements for the residential district. Before 
the Home Occupation Permit is issued, an 
inspection of the premises must be conducted 
that certifies compliance with applicable 
standards. 

Home Occupations are permitted accessory 
uses in residential districts when all of the 
following conditions are observed:

1. The occupation is conducted in accordance         
    with the Zoning Ordinance and Code of                
    General Ordinances.
2. The occupation is incidental and secondary         
    to the principal use of the residential                     
    building for residential purposes. No more            
    than 25% of the habitable floor area of the           
    dwelling may be used for the Home                      
    Occupation.
3. The occupation shall not require internal or          
    external alterations or involve construction           
    features not customary in a residential                 
    building in a residential district.
4. Equipment, chemicals, or processes that             
    generate any noise, vibration, odor, glare,            
    fumes, radio/TV signals, or electrical                    
    interference are not allowed in conjunction           
    with a business in a home.
5. Consumer walk-in or drive-in business is not        
     allowed.
6. No stock in trade shall be displayed,                     
    manufactured, sold or stored on the                     
   premises, except arts and crafts.
7. The operator of the business must reside at         
    the location of the Home Occupation.

Signs and advertising that draw attention to 
the property are prohibited
A one-square foot, non-illuminated name plate 
(flush mounted on the residence or visible 
through a window) is allowed.  A permit is not 
needed for for this sign.

 All activity related to the home occupation must 
be performed within the interior of the residence.

In instances whereby the applicant is leasing or 
renting, the property owner must approve and 
sign the Certificate of Occupancy for home 
occupations.

Prohibited Home Occupations
Recognizing that there are some uses which 
have serious objectionable operational 
characteristics and thereby adversely affect the 
surrounding neighborhood, the following shall 
be prohibited as home occupations:
1. Motor vehicle repair, service or painting
2. Headquarters or dispatch centers where          
    persons come to the site and are dispatched   
    to other locations
3. Sale or other transfer of explosives
4. Commercial kennels
5. All businesses which would require the use of 
    the exterior property for storage,                      
    maintenance, manufacture or repair
6. Use of residential property for the parking or   
    storage of construction equipment associated 
    with a commercial business
7. Any unlisted occupation which does not meet  
    the standards for home occupations
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