
Procedure to obtain a CO for Multi-Family Complexes 

Step 1: Pre-Certificate of Occupancy (CO) Inspection 
If ownership has changed, customer must contact Code Compliance at 817-392-1234 and request Multi-Family Inspections 
in order to get a Pre-CO inspection completed. Apartments only changing the name do not require a Pre-CO check. 

The customer has 60 days from the date of the Pre-CO inspection to come in and apply for the Certificates of Occupancy 
(CO). If it has been longer than 60 days, the customer will need to schedule for a new Pre-CO inspection. 

Step 2: Apply for Certificate(s) of Occupancy 
To apply for the Multi-Family Certificate of Occupancy the customer will need to have: 

• The year the apartments were built
• Warranty Deed
• Site plan or map showing all of the buildings and structures on site
• Addresses for each building along with the number of units in each

Non-habitable structures, i.e. carports, gazebos, and mail kiosks will require a Certificate of Occupancy. 
Any non-residential structure, i.e. Clubhouse, laundry room, maintenance, will need a floor plan to scale or with 
dimensions in order to determine an occupanct load (if no previous CO is on file). 

Fees: Fees for the habitable structures (offices, apartment buildings, maintenance rooms, etc.) are $243 
($28 Application Fee, $15 Technology Fee, $200 Ordinance Inspection fee) 
 Fees for any non-habitable structures, i.e carports, gazebos, mail kiosks, will be $143. 
($28 Application Fee, $15 Technology Fee, $100 Ordinance Inspection fee) 

Once your Certificate of Occupancy application has been processed, you will have access to your permits through the 
Online Permitting system to make payment here; https://aca-prod.accela.com/CFW/Default.aspx 

Step 3: Inspections 
Once the permits have been issued, the inspections will need to be scheduled. Building, Mechanical, Electrical & 
Plumbing Ordinance inspections will be required for habitable structures. Building & Electrical Ordinance inspections 
will be required for non-habitable structures. No more than five (5) buildings/structures may be scheduled for 
inspections in a single day. Inspections may be scheduled online at https://aca-prod.accela.com/CFW/Default.aspx or 
by calling Development Support Services at 817-392-2222. 
Inspections will include Life & Safety checks. This involves inspecting to see that there is no loose wiring, proper heating 
and ventilation, and adequate plumbing. The inspectors may enter occupied or non-occupied units at their discretion.
Electrical releases will be made for the house lights for each building if needed. 

Step 4: Receive Certificate(s) of Occupancy 
The Development Support Services Department will e-mail your Certificates of Occupancy after the inspections have 
been completed. If you have not received your Certificate of Occupancy within 48 hours of the finaled inspections, 
please contact the permitting department at 817-392-2222 to receive your Certificates of Occupancy. Please have your 
permit number(s) readily available. 

https://aca-prod.accela.com/CFW/Default.aspx
https://aca-prod.accela.com/CFW/Default.aspx


City of Fort Worth 
Development Services Department 

Certificate of Occupancy Application for Apartment Only 

Property Address:  

Name of Apartments Complex: _____________________________________________________________________________________ 

Electricity Release: (Y / N) 

Previous Certificate of Occupancy # (if known): ______________________________________________________________________ 

Site Contact Name: _________________________________________________________________________________________________________ 

Phone Number:  *E-Mail Address: _________________________________________________________
********************************************************************************************************* 

Required Documents 

o Year the apartments were built

o Warranty Deed

o Site plan or map showing all of the buildings and structures on site (Readable if possible)

o Addresses for each building along with the number of units in each. Must include all
buildings and structures on the property, INCLUDING CARPORTS (if applicable).

o Please use second page to list all buildings and structures.

o Any non-residential structure, i.e. Clubhouse/Office, laundry room, maintenance, will
need a floor plan to scale with dimensions in order to determine occupancy load.
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City of Fort Worth 
Development Services Department 

Certificate of Occupancy Application for Apartment Only 

Building Address Building numbers Number of Units 

I.E. 300 Example Dr Bldg. 1 4 Units 
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EXAMPLE ONLY
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NOTICE OF CONFIDENTIALITY RIGHTS: IF YOU ARE A NATURAL 
PERSON, YOU MAY REMOVE OR STRIKE ANY OF THE FOLLOWING 
INFORMATION FROM THIS INSTRUMENT BEFORE IT IS FILED FOR 
RECORD IN THE PUBLIC RECORDS: YOUR SOCIAL SECURITY 
NUMBER OR YOUR DRIVER'S LICENSE NUMBER 

SPECIAL WARRANTY DEED 

STATE OF TEXAS § 
KNOW ALL MEN BY THESE PRESENTS THAT: 

a Texas limited partnership (whether one or more, "Grantor"), 
for and in consideration of the sum of TEN AND NO/100 DOLLARS ($10.00), and other good 
and valuable consideration paid by , a Delaware limited partnership 
(whether one or more, "Grantee"), the receipt and sufficiency of which are hereby acknowledged 
and confessed, subject to the exceptions, liens, encumbrances, terms and provisions hereinafter set 
forth and described, has GRANTED, BARGAINED, SOLD and CONVEYED, and by these 
presents does hereby GRANT, BARGAIN, SELL and CONVEY, unto Grantee all of that certain 
lot, tract or parcel ofland situated in Tarrant County, Texas, and being more pa11icularly described 
in Exhibit "A" attached hereto and incorporated herein by reference for all purposes. 

TOGETHER WITH, all and singular, the rights, benefits, privileges, easements, tenements, 
hereditaments, appurtenances and interests thereon or in anywise appertaining thereto and with all 
improvements located thereon (said land, tights, benefits, privileges, easements, tenements, 
hereditaments, appurtenances, improvements and interests being hereinafter referreed to as the 
"Property"). 

For the same consideration recited above, Grantor hereby BARGAINS, SELLS and 
TRANSFERS, without warranty, express or implied, all interest, if any, of Grantor in (i) strips or 
gores, if any, between the Property and abutting 01ꞏ immediately adjacent properties, and (ii) any 
land lying in or under the bed of any street, alley, road or right-of-way, opened or proposed, 
abutting or immediately adjacent to the Property. 

This conveyance is made subject and subordinate to the encumbrances and exceptions 
("Permitted Exceptions") described in Exhibit "B" attached hereto and incorporated herein by 
reference for all purposes. 

TO HAVE AND TO HOLD the Propetty, subject to the Permitted Exceptions as aforesaid, 
unto Grantee, and Grantee's successors and assigns, forever; and Grantor does hereby bind 
Grantor, and Grantor's successors and assigns, to WARRANT and FOREVER DEFEND, all and 
singular, the Property, subject to the Permitted Exceptions unto Grantee, and Grantee's successors 
and assigns, against every person whomsoever lawfully claiming or to claim the same or any part 
thereof by, through or under Granter, but not otherwise. 

Except as specifically stated herein or in the Purchase and Sale Agreement between Grantor 
and Grantee (or its predecessor-in-interest), Grantor hereby specifically disclaims any warranty, 

§
§ 
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