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Residential Certificate of Occupancy
Application Cover Sheet

Please complete the enclosed application and PRINT clearly.
Please note the following information:
• Certificate of Occupancy Inspections are performed during regular business hours, by appointment only.
• Someone shall be present during inspections to allow access for the inspectors. We do not accept keys to

the property.

• Appointments can be scheduled by phone, email, or in person at the borough office.
• YOU MUST SUBMIT A FLOOR PLAN FOR EACH DWELLING.
• The floor plan shall depict the number, dimensions and location of each room in the unit identifying each

room, including both its designed and actual use. No space shall be used for sleeping purposes which has
not been so designated as a sleeping area on the sketch provided by the owner and approved by the
Housing Official.

• UTILITIES MUST BE TURNED ON DURING INSPECTION.

Fee Schedule: Non-refundable

Certificate of Occupancy Fee + Fire Inspection $145.00

CCO subcode reinspection $ 50.00

Extra Fee for Expedited Application: Non-refundable

> Any request for Certificate of Occupancy made 2 - 4 business days of
completed application submission, additional $45.00

> Any request for Certificate of Occupancy made 1-2 business days of
completed application submission, additional $80.00

Other Fees:
Re-Inspection (C/O violations) $50.00
Re-reinspection of a Re-Inspection (C/O violations) $75.00
No Show at Requested Inspection, Re-Inspection Fee (15-minute wait) $80.00
No Show Re-Inspection Fee (15-minute wait) $100.00
Title Transfer $75.00
Replacement of Lost Inspection Certificate by Applicant $10.00
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BOROUGH OF HIGHLANDS CERTIFICATE OF OCCUPANCY AFFIDAVIT

Once issued, a Certificate is not transferable, nor is a fee refundable. If the change of title or change of occupancy 
does not occur within 30 days, a new application shall be required.

WHERE TO LOCATE SMOKE ALARMS:

Detectors are to be located on every level of a residence, (basement, first floor, second floor) excluding crawl spaces 
and unfinished attics, and in every separate sleeping area, between sleeping areas and living areas such as the kitchen,
garage, basement or utility room. In homes with only one sleeping area on one floor, a detector is to be placed in the 
hallway outside each sleeping areas as shown in smoke alarm document. In single floor homes with two separate 
sleeping areas, two detectors are required, outside each sleeping areas as shown in smoke alarm document. In multi¬
level homes, detectors are to be located outside sleeping areas and in each sleeping room and at every finished level of
the home as shown in smoke alarm document. Basement level detectors are to be located in close proximity to the 
bottom of basement stairwells as shown in smoke alarm document.

WHERE NOT TO LOCATE SMOKE ALARMS:

To avoid false alarms and/or improper operation, avoid installation of smoke detectors in the following areas:

Kitchens-smoke form cooking may cause nuisance alarm.
Bathrooms -excessive steam forma a shower may cause a nuisance alarm.
Near forced air ducts-used for heating or air conditioning-air movement may prevent smoke from reaching detector.
Near furnaces of any type-air and dust movement and normal combustion products may cause a nuisance alarm.
The 4 inch "Dead Air" space where the ceiling meets the wall.
The peak of an "A" frame type of ceiling-"Dead Air" at the top may prevent smoke from reaching detector.

WHERE TO LOCATE CARBON MONOXIDE ALARMS:

Carbon monoxide alarms are to be located in every separate sleeping area per NFPA 720 and manufacturer's 
recommendations.
Combination carbon monoxide alarms are acceptable as long as all requirements are met.

WHERETO LOCATE FIRE EXTINGUISHER:

Within 10 feet of the kitchen and located in the exit or travel path; and is visible and in a readily accessible location. The
top of the fire extinguisher is not more than 5 feet above the floor and is mounted using manufactures hanger or 
brackets. Minimum size of 2A:10B:C and weigh no more than 10 pounds, is accompanied with the owner's manual or 
with the proper written instructions. The extinguisher is listed, labeled, charged and operable. The extinguisher must 
have been serviced and tagged by a contractor certified by the New Jersey Division of Fire Safety within the past 12 
months or seller must provide a recent proof of purchasing receipt.
















