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fast track certificate of occupancy Submittal Handout
Introduction:
A Fast Track Certificate of Occupancy (CO) application is an application designed for new tenants intending to occupy small tenant spaces, with no new construction and no “change of use or occupancy”, per adopted Building and Planning codes. It can also include a change of business name and/or change of ownership name. For nearly all applicants, the standard Tenant Improvement application process is applicable.
A Fast Track CO application cannot be used for the following:
· Applications that require a change of use (example: insurance company to car wash)
· Applications that require a change of occupancy (example: restaurant to bank)
· Tenant spaces that require construction or modification, to include any improvements to the existing mechanical, electrical, or plumbing systems
However, in some cases, the Fast Track CO application may be an option after discussing your project with both the Meridian Building and Planning Divisions. 
Prior to submitting a Fast Track CO application, please ensure the following steps have been completed:
1. Contact both the Meridian Building and Planning Divisions to confirm that use of a Fast Track CO application is approved
a. Building Division – (208) 887-2211 or buildingservices@meridiancity.org
b. Planning Division – (208) 884-5533 or planning@meridiancity.org
2. Contact Rick Christenson, Pretreatment Manager at (208) 985-1248 to determine any additional requirements for your new business
3. For food projects (including assisted living, daycare, and schools, where food prep occurs), contact Central District Health Department at (208) 375-5211 to determine any additional requirements for your new business
Definitions:
Certificate of Occupancy (CO) is required for every business prior to use or occupancy of any structure. This includes name changes, ownership changes, and any alteration involving construction. A CO is required prior to use or occupancy of any tenant space.
Fast Track CO is a CO application for new tenants intending to occupy small tenant spaces, with no new construction and no change of use.
Fees:
A non-refundable $110.00 application fee is required with your Fast Track CO application and plan submittal. Note: some applications may require additional inspection fees.
Online Citizen Access Portal
The Citizen Access Portal (https://citizenportal.meridiancity.org/citizenaccess/) is an electronic service offered to our citizens, businesses, and visitors 24 hours a day, 7 days a week. With a free user account, you will be able to:
· Complete an Address Verification Request
· View permit information
· Track plan review comments and permit status
· Download approved construction documents
· Pay fees
· Schedule inspections online
· Retrieve CO
Next Steps:
Once a permit has been issued, all first-round, City of Meridian required inspections will be auto-scheduled on your behalf. A CO will be issued by the City after all required inspections of the tenant space have been passed.
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