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PROCEDURE FOR OBTAINING A BUILDING AND ZONING PERMIT 

FOR COMMERCIAL AND BUSINESS PROJECTS 

 

THE FOLLOWING FORMS AND INFORMATION SHALL BE SUBMITTED BY THE APPLICANT OR 

AGENT TO THE TOWN OF COLONIE BUILDING DEPARTMENT.  ALL FORMS MUST BE 

COMPLETED BY BEING TYPED OR PRINTED IN INK. 

 

1. Approval of Commercial Zoning Verification by the Building Department is required. 

 Commercial Zoning Verification Application completed 

 Two (2) copies of key plans shall be required.  The key plans must show the entire building 

along with all existing tenants and proposed tenant(s). 

 

2.  Approval from the Planning and Economic Development Department (518) 783-2741. 

 Change in tenant Application completed.  (Applicant who signs must be property owner) 

 Two (2) copies of site plans are required. 

 Application fee (Contact the Planning and Economic Development Department for fee amount) 

  

3. Town of Colonie Planning Board final site development plan approval or Town of Colonie Planning and 

Economic Development Department Written Verification of Exemption Form. 
 

4. Application for Building and Zoning Permit. 
 

5. Water permit from Latham Water District (518) 783-2750. 
 

6. Sewer permit from Town of Colonie Pure Waters Department (518) 783-2766 or Septic System 

approval from Albany County Health Department, if town sewers are not available (518) 445-7835. 
 

7. Two copies of complete plans for the proposed project.  

   Drawing sheets shall be no larger than C size (24" x 36".) 

  a. Must include all floor plans, elevations, cross sections, structurals, plumbing,  

   mechanical, H.V.A.C., electrical and sprinkler drawings complying to the New  

   York State Uniform Fire Prevention and Building Code 19NYCRR Chapter XXXIII. 

  b. Must include data showing compliance with the New York State Energy  

   Conservation Construction Code. 

  c. If the proposed project is a Commercial or Business use, all plans must bear 

   the seal and signature of a New York State Licensed Architect or Professional  

   Engineer on each sheet. 
 

8. Certificate of Insurance when required. 
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9. For Commercial and Business uses, the following also will be required: 

a. Architect or engineer’s letter, building classification and fire area form, 

    all to be completed by the supervising architect or engineer. 

b. Albany County Health Department approval where necessary (hotel, motel, 

    restaurants, bars, fast food, swimming pools, etc.) 

 

10. When the application material is approved by the Building Department and the required fee for the 

Building and Zoning permit is paid, the permit will be issued. 

 

11.  Permit must be issued BEFORE work is started. 

 

12.  The Building Department must be called so that a final inspection can be made upon completion of all 

work indicated on the approved Building and Zoning Permit application and plans. 

 

13.  Any new signs or modifications to existing signs will require separate sign permit applications. 

 

It is the responsibility of the applicant that the Building Department received written approval from the 

following prior to occupancy of this structure - 

 

 1. A certificate of final electric approval. 

 2. Town of Colonie Planning and Economic Development Department (site) 783-2741 

 3. Town of Colonie Pure Waters Department (sewer)    783-2766 

 4. Town of Colonie Department of Fire Services    783-2712 

 5. Latham Water District (meter installed)     783-2750 

 6. Albany County Health Department (if required)    447-4580 

 7. Letter - Certificate of Completion from R.A. or PE requesting a Certificate of Occupancy. 

 

The Building Department will issue a Certificate of Occupancy to the applicant for the project when all the 

above items, if required, are completed. 

 

It is illegal to occupy any building without a Certificate of Occupancy.  Violators may be subject 

to fines and/or imprisonment. 

 

1. PLANS MUST SHOW THE FOLLOWING: 

A. ALL DOORS (INCLUDING EXIT DOORS) LOCATION, SIZE, DIRECTION OF SWING 

B. ALL ROOMS IDENTIFIED AS TO THEIR INTENDED USE 

C. COMPLETE DIMENSIONS ON PLANS 

D. CORRIDOR WIDTHS 

DISTANCE OF TRAVEL TO AN EXIT  

 

2. TOILET ROOM REQUIRED 

A. VENTILATION TO THE EXTERIOR (WINDOW OR FAN) 

B. DOOR CLOSER 

C. HANDICAPPED FACILITIES SHOWN (IF REQ'D) 

  

3. EXIT AND EMERGENCY LIGHTS WITH BATTERY BACKUP SHOWN ON PLANS. 

  

4. TOTAL OCCUPANCY AND/OR NUMBER OF EMPLOYEES 


