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B. Certificate of Occupancy:  Commercial 
TYPE OF SUBMITTAL / 

PERMIT 
Which Application do I 

use? 
BS&A Menu Option:  "What would you like to do?" Video Example 

Certificate of 
Occupancy - 
Commercial 

Certificate of Occupancy - 
Commercial  

Apply for CERTIFCATE OF OCCUPANCY or 
COMPLETION. → Com Certificate of Occupancy 

See Video 

 

1. When is a Commercial CO Required? 
Commercial COs are issued for documenting erection of new commercial structure or alteration, its proper use in 

relation to Zoning, tracking ownership of commercial property, tracking tenant business occupancy and use and safety 

compliance for employees and/or public for business use at property. So, any of the below requires an issuance of a 

Commercial CO: 

• New construction of commercial building or any accessory structures 

• Alteration of commercial building, such as removing a wall that changes occupied square footage 

• An expansion of the commercial building 

• An expansion / combing of tenant spaces or reduction / consolidation of tenant spaces 

• A tenant buildout to accommodate business use of tenant 

• New ownership of single commercial building acting as landlord 

• New ownership of apartment complex acting as landlord 

• New business tenant in building or suite renting from landlord 

Note!  All commercial business entities within the City of Eastpoint must be issued a commercial Certificate of 

Occupancy.  The landlord of a commercial location and each individual business tenant must have a CO and 

business license - one for the landlord showing ownership of building and one for each tenant doing business in 

the City of East Point. 

If two separate business entities share one business suite, each business still must be issued it’s own CO and 

business license. 

https://www.eastpointcity.org/applications-forms/#planning-community-development
https://www.eastpointcity.org/applications-forms/#planning-community-development
https://eastpointcity-my.sharepoint.com/:v:/g/personal/tharris_eastpointcity_org/ESoOP9wZG81HhNgeP0_SvxAB3GPgn3ROFA30ldtwunhfKw


2. How To Apply for a Commercial CO Online 
 

1. Download and complete Commercial CO application, which can 
be found at www.eastpointcity.org → Applications and Forms → 
Planning and Community Development. 

2. Go to www.bsaonline.com/?uid=2757.  If you have setup a 
“Contractor” account, sign In before step 3 below. 

3. Under Building Department Heading to the left of screen, Click 
Apply for a Permit. 

4. Step 1:  Select a Property: 
a. In “Search For” line, put in street number of address 
b. Click Search 

5. Find correct address and click on address to Highlight.  Click on 
Next at bottom of screen. 

6. Step 2:  Enter Permit Details: 
a. Select “Apply for CERTIFICATE OF OCCUPANCY or 

COMPLETION” under question “What would you like to 
do?” 

b. Select “Com Certificate of Occupancy” under question 
“Enter the permit type for which you wish to apply:” 

c. Please READ information concerning submitting for 
Commercial Certificate of Occupancy. 

d. In the description box, put in detail all the services that 
will be provided at location. 

e. Under the Application Details section: 
i. Set Basic Usage to Commercial 

ii. Put in the # of Floors at your location. 
iii. Put in Total Square Footage of your space 
iv. Put in the Total Number of Employees that will 

be at the location. 
v. Put in Name of Business as it will appear on 

Certificate of Occupancy 
vi. Click Next at bottom of screen. 

7. Step 3:  Enter Applicant Information: 
a. If you have not setup a Contractor’s account for your 

business, you can still move forward at this point.   
 
Check the box:  I certify that I am the owner of the 
property listed above even if you are not the owner.  
This will allow you to move forward with this submittal.   
 
The Permit department will use the information on the 
application to confirm the owner of the property. 
 

b. Input all required Contact Information. 
c. Click Next at bottom of screen. 

8. Step 4:  Estimate Fees: 
a. Click Next at bottom of Screen. 
b. CO applications are a flat fee of $115.00.  An invoice will 

be emailed after application has been processed. 
9. Step 5:  Attach Documents: 

a. Attach the Completed Certificate of Occupancy 
Application.  The Link to the application is provided. 

b. Attach ID of applicant. 
c. Attach all necessary supporting documents. 
d. Click Next at bottom of screen. 

10. Step 6:  Submit Application: 

a. Review information to confirm correct 

  
 

 
 

 

 
 

http://www.eastpointcity.org/
https://www.eastpointcity.org/applications-forms/#planning-community-development
http://www.bsaonline.com/?uid=2757
https://www.eastpointcity.org/applications-forms/#planning-community-development


b. Click Submit at the bottom of screen. 

 

 

 
 

 

3. The Commercial CO Process 

a) Acceptance of Application and Request for Payment 

• The application will be reviewed for acceptance of submittal.  If accepted, an email will be sent to applicant with request for 

$115.00 payment: 

 

b) Confirmation Email of CO Review Sent 

• After payment, a 3 day review process will begin.  The following is an example of a Confirmation Email Sent: 

 

c) Approval from Zoning and 60 Day Temp Power Letter Emailed 

• Only after Zoning has approved of use can 60 Days of Temp Power be granted. (See sample below) 



 

d) Instructions on How to Schedule Inspection Emailed 

• Also, after Zoning approves CO application, applicant will be emailed instructions on how to schedule the CO 

Inspection for the Building Official and Fire Marshall to do inspection (see sample below) 

 

e) A CO Inspection Has been Requested and Confirmed 

When a CO Inspection has been scheduled and Confirmed, the applicant will receive the following CO Confirmation 

Email: 

To Whom It May Concern, 

 

Your Business has been scheduled for a CO Inspection on [Confirmed Date]. You received an email saying that this CO Inspection Request Only has been 

partially approved, meaning that the inspection request has been confirmed. This is your confirmation of the Inspection Date.  

 

I. BEFORE INSPECTION DAY: 

All permits (if applicable) related to location must have been finaled. The location must be setup as if ready for business and utilities must be on. PLEASE 

EMAIL permits@eastpointcity.org AS SOON AS POSSIBLE IF YOU NEED TO RESCHEDULE THE INSPECTION. 

 

II. ON INSPECTION DAY: 

The inspectors(s) - the Building Official and/or Fire Marshall - may arrive at separate times between the hours 9:00 AM and 3:00 PM. Address and suite 

must be clearly labeled so that inspectors can locate business, and utilities must be on. The inspectors must have access to enter location and do complete 

inspection. 

 

III. AFTER INSPECTION: 

A. Failed Inspection by CBO, Fire Marshal or Both: 

A write up should be given to Business so that corrections can be made. Any concerns or violations by either the Building Official and/or Fire Marshall will 

have to be corrected and another inspection date must be requested and scheduled.  

 

TO REQUEST ANOTHER CO inspection: 

1. Log into BS&A with your account 

2. Click on Schedule an Inspection 

3. Locate your CO and request for next available Tuesday or Thursday. Permits will review the request, confirm availability date and another email 

confirmation of the ACTUAL DATE OF THE INSPECTION will sent. 

 

B. Passed Inspections by both CBO, Fire Marshall (and Commercial Pre-Treatment Inspector, if applicable): 

Al approvals will be confirmed and if no other requirements need to be met, the CO will be typed and emailed to the applicant after 2 business days of 

confirmed approval. If the CO has not been received after two business days of passed inspections, please contact Permits - permits@eastpointcity.org, 

404.270.7212 - to inquire about delay.  

 

Remember, you must receive an official issued CERTIFICATE OF OCCUPANCY before opening for business. Once again, if you have not received your 

CERTIFICATE OF OCCUPANCY after approved inspections, please contact the Permits department. 

 



C. Business License 

Before opening for business, A Business License must also be issued; a Business License must be applied for and obtained no later than 30 days after the 

issuance of the CO, otherwise the CO will become invalid. If you have not already submitted a Business License application, please submit for a New 

Business License - Commercial via the BS&A portal as soon possible. If you have any questions about the Business License process, email 

bl@eastpointcity.org 

 

IV. OTHER CONSIDERATIONS BEFORE A CO CAN BE ISSUED: 

*Food Serving Locations (must submit Fulton County Health Service Report and proof of issued Grease Trap Certificate from the City of East Point if not 

already approved. 

* Other Grease Trap and/or Oil-Water Separator Locations such as Vehicle Maintenance and/or Washing, Etc..., must submit proof of issued Grease Trap 

Certificate from the City of East Point. 

 

If your location requires a Grease Trap or previously had a Grease Trap, an inspection and/or approval must be done by the City of East Point Commercial 

Pre-Treatment department before the CO can be issued. Please contact Tanya Kebe at 404-669-4313, tkebe@eastpointcity.org. 

 

Sincerely, 

 

Permits 

City of East Point 

 

 

As explained in email above, if inspection passes, the CO will be issued via email within 2 business days.  If the inspection fails, after 

making whatever adjustments requested by Inspectors, the applicant requests another CO inspection. (Instructions in email also) 


