
1.1.1 - Intake  
 

1. Ensure that the customer has a tracking number generated by OCPI. 
 

2. Ensure that the customer has completed the seven page packet of supplemental 
documents. If the customer has not completed the supplemental packet, direct 
them to complete the packet and return to the Information desk when complete. 
A complete set of the supplemental package is provided below. 
 



 



 



 



 
 



 
 



 
 



 
 

3. A plat from the DC Surveyor’s Office is required if the customer is seeking to 
create a new structure, whether for a new building, addition, or a deck or shed. 
Ensure that the customer has a DC Surveyor’s plat with the footprint of the 
structure shown on the plat. Below is an example of a DC Surveyor’s plat. 



 



4. Once the completion of all forms have been confirmed, from the Accela home 
screen, click the “OCPI to Accela” link located in the “Quicklinks” section 

 

 
 

5. Accela will now open a new OCPI window. Enter the OCPI tracking number into 
the “Enter OCPI tracking number FJ” field, and then click the “Apply by Tracking 
Number” icon button. 

 



 
 

6. OCPI has now generated a building permit number.  
 



 
 

7. Write down the newly generated building permit number at the top of either the 
printed building permit application or on the supplemental documents and 
provide the applicant a Q-Matic number to the Permit Review Coordinators. 
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1.1.2 - Permit Review Coordinator 
 

1. Ensure that customer has all required documents such as plans, Supplemental 
Forms, and Surveyors plats if necessary. 

 
2. Once you have determined that the customer’s application is complete with all 

supporting documentation, from the Accela home screen, click the “Search” icon 
button. 
 

 
 

3. Enter the permit number in the “Permit Number” field then click the “Submit” icon 
button. 

 

 
 



4. Click the “Summary” icon button. 
 

 
 

5. Accela will open a new “Edit Record by Single” window.  
 

 
 

6. Scroll down to the “General Information” section. Select the correct job 
classification from the “Job Classification” drop down menu. 

 



 
 

7. Scroll down to the “Fee Calculations” section and, if the job is classified as an 
Alteration and Repair, ensure that the alteration and repair cost in entered in the 
“Alteration and repair cost” field. 

 

 
 

8. Ensure that the total job cost in entered in the “Total valuation cost” field. 
 



 
 

9. Review the application materials to ensure consistency between the submitted 
plan set and the scope of work. 

 
10. Once review of all material is conducted, scroll down to the bottom of the window 

and click the “Submit” icon button. 
 

 
 

11. Accela will now return you to the home screen. Check the dark grey box below 
the “Record” permit entry field. If there is a Green Box here, click the “View 
Notice” link. The Green Box identifies important sister agency and property 
conditions that need to be highlighted when determining the reviews for each 
project. 



 

 
 

12. Accela will now open a new window. Take note of the information in this box, as 
you will need to ensure that the project is routed to the reviews identified in this 
field. 
 
Some common property flags that will appear in this field are: 
 

• WMATA 
• White House 
• Naval Observatory 
• HPRB 
• CFA 

 



 
 

13.  Once you have taken note of the information in this box, close the new window 
and click the “Workflow” link located in the “My Navigation” menu. 

 

 
 

14. Click the “Permit Review Coordinator” link. 
 



 
 

15. Select “Application Accepted” from the “Status” drop down menu, and then click 
the “Submit” icon button. 

 

 
 

16. Click the “Active” box to unselect all of the review disciplines. 
 



 
 

17. With all disciplines now clear, select only the review disciplines relevant to the 
project, and then click the “Save” icon button taking care to select all of the 
reviews identified in the Green Box. 

 

 
 

18. Note that the selected review disciplines are now highlighted. 
 



 
 

19. Click the “Manage Fees” link located in the “My Navigation” menu. 
 

 
 

20. Accela generates fees based on the information provided by the customer in the 
application process. 

 



 
 

21. The customer must pay a filing fee which amounts to 50% of the total permit fee, 
plus 50% of the enhancement fee. Select the entries that are identified as “Filing 
Fees” and the then click the invoice button. 

 

 
 

22. Accela has now generated a new invoice number. 
 



 
 

23. Click the “Permitting” link located in the “Reports” menu. 
 

 
 

24. Click on the “Invoice” link located in the “Reports” menu. 
 



 
 

25. Accela will now open a new window. Enter the newly generated invoice number 
in the “Invoice Number” field and then click the “Submit” icon button. 

 

 
 

26. Accela will now generate the filing fee invoice. 
 



 
 

27. Print two copies of the invoice and provide them to the customer. 
 

 
 



28. When the customer returns with the paid filing fee invoice, from the Accela home 
screen, enter the permit number in the “Permit Number” field and then click on 
the “Submit” icon button. 
 

 
 

29. Click on the “Pay Fees” link located in the “My Navigation” section. 
 

 
 

30. Click the “Pay” icon button. 
 



 
 

31. Select the correct method of payment from the “Method” drop down menu, enter 
the receipt number found on the paid invoice, and then click the “Save” icon 
button. 

 

 
 

32. The filing fees have now been applied. 
 



 
 

33. Click the “Permitting” link located in the “Reports” menu. 
 

 
 

34. With the “Permitting” menu now expanded, click the “Cover Sheet” link. 
 



 
 

35. Accela will now generate a cover sheet for the project. 
 

 
 

36. Left click on the newly generated permit window, and select “Print” from the 
menu. 

 



 
 

37. Click the “Print” button to print a copy of the cover sheet. 
 



 
 

38. Put a check mark next to each required review discipline on the printed cover 
sheet and bundle the application and all related application materials together 
and staple the package together with the cover sheet on top. 

 
39. If the project is classified as a walk-through job, transfer the customer’s number 

to the next review discipline. If the job is classified as a file job, retain the plans 
and application and place them in the designated location for transfer to the 
Plans File Room. 
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1.1.3 - Issuance 
 

1. Examine the plans. There should be at least three sets of plans – one Assessor’s 
set, one Permanent set, and one or two Official sets. Each plan set should be 
stamped accordingly. If the plans are not stamped, direct the customer to secure 
the necessary stamps. 

 
2. Examine the application. Ensure that all required disciplines have signed off on 

the cover sheet and on the back page. If the customer does not have all of the 
necessary signatures, direct the customer to secure the necessary signatures. 
 

3. Once the plans and application have been verified, from the Accela homepage, 
click the “Search” icon button. 
 

 
 

4. Enter the permit number in the “Permit Number” field then click the “Submit” icon 
button. 

 



 
 

5. Click the “Workflow” link located in the “My Navigation” menu. 
 

 
 

6. Ensure that “Issue Permit” is highlighted. If there are outstanding reviews, and 
“Issue Permit” is not highlighted, direct the customer to secure the required 
approvals. 

 



 
 

7. After confirming that all reviews have been entered in the system, open the 
application to verify that the fees have been specified by either the Fire or 
Structural divisions or one of the Division supervisors. If the fees are not 
specified, direct the customer to have the fees indicated on the application. 

 
8. After the fees have been verified, click the “Manage Fees” link located in the “My 

Navigation” menu. 
 

 
 



9. Examine the fees that are populated in the system. If the fees in the system do 
not match the fees in the application, remove all fees and enter the correct fees 
as specified in the application. If the fees in the system match with the fees 
specified in the application, click the box directly under the “Fee Calc. Factor” 
header to select all fee records, and then click the “Invoice” icon button. 

 

 
 

10. Accela has now generated a new invoice number. 
 

 
 

11. Click the “Permitting” link located in the “Reports” menu 
 



 
 

12. Once the “Permitting” menu has expanded, click the “Invoice” link. 
 

 
 

13. Clicking the “Invoice” link will open a new window. In the new window, enter the 
invoice number generated earlier in the “Invoice Number” field and click the 
“Submit” icon.  

 



 
 

14. After clicking the “Submit” icon, Accela will generate a PDF of the invoice in a 
new window. Click the printer icon located at the top left-hand corner of the 
window. 

 

 
 



15. A Print Dialogue box will now open. Change the number of copies to “2” by either 
inputting the number “2” in the “Copies” field, or by pressing the up arrow to the 
right of the “Copies” field and then click on the “OK” button. 

 

 
 

16. Two copies of the invoice will now print. Provide both copies to the customer and 
direct them towards the Cashier. If the applicant is going to pay the invoice 
immediately, keep the application package at your desk. If the applicant is not 
going to pay the invoices immediately, return the application and all supporting 
documents to the applicant. 

 
17. When the customer returns, confirm that the permit has been paid by examining 

the invoice. The invoice should now have blue printing at the top right-hand 
corner of the invoice. 
 



 
 

18. Upon confirming that the invoice has been paid, retain the copy of the invoice. 
The customer will also have either two or three small receipts from the Cashier – 
retain one of the small receipts. 

 
 



 
 

19. Once you have confirmed that the invoice has been paid, from the Accela home 
screen, click the “Search” icon button. 

 
 

 
 

20. Enter the permit number in the “Permit Number” field then click the “Submit” icon 
button. 

 



 
 

21. On the following screen, locate the “Pay Fees” link under the “My Navigation” 
menu located on the left hand side of the Accela home screen and click the “Pay 
Fees” link. 

 

 
 

22. On the “Pay Fees” page, click on the “Pay” icon located at the top left hand 
corner of the “Payment” section. 

 



 
 

23. Examine the invoice or the receipt and discern what method of payment the 
customer used. Select this method of payment from the “Method” drop down 
menu. Now, examine the invoice or the receipt, locate the receipt number, and 
enter this number in the “Receipt #” field. Once this information is entered, click 
the “Save” icon button. 

 

 
 

24. On the “Apply Fees” page, click on the box directly below the heading “Amount 
Not Applied” in order to select all of the outstanding fee entries. Next, click on the 
“Full Pay” icon in order to apply full payment for the outstanding entries. Finally, 
click on the “Submit” icon in order to complete the application of fees. 

 



 
 

25. The fees have now been applied and you may begin the finalization of the 
Issuance process. Click the “Workflow” link located on the “My Navigation” menu. 

 

 
 

26. On the “Workflow” screen, click on the “Issue Permit” link, highlighted in red. 
 



 
 

27. On the following page, select “Permit Issued” from the “Status” drop down menu, 
and then click the “Submit” icon. 

 

 
 

28. The permit is now in “Issued” status and can be printed. Click the “Permitting” link 
located in the “Reports” menu on the left side of the Accela home screen. 

 
 
 



 
 

29. Clicking on the “Permitting” link will expand the menu. Once expanded, click the 
on the “Building Permit” link. 

 

 
 

30. Accela will now generate a PDF of the Building permit. 
 



 
 

31. Review the generated permit with the customer on the computer screen to 
ensure that all information has been captured correctly. 

 
32. After reviewing the permit with the customer, click the printer icon located at the 

top left-hand corner of the window. 
 

 
 



33. A Print Dialogue box will now open. Change the number of copies to “3” by either 
inputting the number “3” in the “Copies” field, or by pressing the up arrow to the 
right of the “Copies” field twice. Place one piece of DCRA permit paper, right-side 
up, on printer’s manual load tray. When done, click the “OK” button. 

 

 
 

34. Three copies of the permit will now print - one copy on DCRA permit paper, and 
two copies on regular paper. 

 
35. Sign all three permits and provide the permit printed on DCRA permit paper and 

one of the permits printed on regular paper to the customer. 
 

36. Retain the remaining permit printed on copy paper, remove all staples from the 
remaining documents, and bundle the permit application documents together, 
signed permit on top, with a paper clip. The application package should include 
the following documents: 
 



37. Signed permit printed on copy paper (on top) 
• Application 
• Invoice 
• Receipt 
• Assessor’s Set of plans 
• Permanent Set of plans 

 
38. Provide the customer with the copy of the permit printed on permit paper and one 

of the copies printed on regular paper as well as the official sets of plans. 
 

39. Prepare labels for both sets of retained plans and place the labels on the plans, 
place the completed application package and plans in the designated storage 
areas. 
 

40. Below is a sample copy of an issued Building Permit. 
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1.2 - Certificate of Occupancy 
 
As per 11 DCMR 3203, except as provided in §§ 3203.7, 3203.8, 3203.9, or the second 
sentence of this subsection, no person shall use any structure, land, or part of any 
structure or land for any purpose until a certificate of occupancy has been issued to that 
person stating that the use complies with the provisions of this title and the D.C. 
Construction Code, Title 12 DCMR. 
 
This section provides a comprehensive step-by-step instruction guide for processing 
Certificates of Occupancy from Intake to Issuance. 
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1.2.1 - Intake 
 

1. Before processing in Accela, ensure that the customer has all required 
documents for each Certificate of Occupancy type: 

 
A. Change of Ownership or Revision 

 
• Completed application 
• Copy of the current C of O for the building or leased space 
• C of O Authorization Form (required if you are starting a business in a 

building or on a property that already has a C of O) 
• Copy of the deed or lease agreement 

 
B. New Construction, Use Change, or Load Change 

 
• Completed application 
• Copy of the current C of O for the building or leased space 
• C of O Authorization Form (required if you are starting a business in a 

building or on a property that already has a C of O) 
• Copy of the deed or lease agreement 
• If a new building or addition is constructed or there is a change of use or a 

building load change, a building permit application with plans is required to 
be approved, constructed and inspected prior to the approval of a C of O. 
Ensure that a copy of the Building Permit is provided 

 
2. Below are copies of the Certificate of Occupancy Application and Authorization 

Form. The Certificate of Occupancy form must be filled out in its entirety. If a 
customer comes to the information counter with an incomplete application, direct 
them to complete the application before allowing them to proceed. 

 
3. Take note that the Authorization Form must be notarized. 

  



 

 
 



 



 
 

4. If the customer is seeking a Certificate of Occupancy for an Eating 
Establishment, then the customer must have a copy of the “Eating Establishment 
Questionnaire” filled out. 



 



 
 

5. Once you have confirmed that all required documents have been provided, you 
may now give a Q-Matic number to the customer for the Permit Review 
Coordinators for processing. 
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1.2.2 - Plans Review Coordinators 
 

1. From the Accela home screen, click the “New” icon. 
 

 
 

2. Accela will now open a new “Record Type Select” window. 
 

 
 

3. In the newly opened “Record Select Menu” menu, observe the two drop down 
menu. The first drop down menu, labeled “Group,” is already populated with the 
“Building” permit type. Select “Certificate of Occupancy from the “Type” drop 
down menu. 

 

 
 

4. Accela will now open a new “New Record by Single” window. 
 



 
 

5. In the “Record Detail” section, capture the description of work from the 
application in the “Description of Work” field. 

 

 
 

6. Scroll down to the “Address” section, and input the complete address on the 
application, quadrant included, and then click the “Search” button.  

 

 
 

7. If the address is valid and recognized by Accela, then Accela will display that the 
record was found in red at the top of the address field. Ensure that the “ANC” 
field populates, because if this field is not populated, the applicant will not be able 



to schedule inspections via the Automated Inspection Request and Permit 
Information System, also known as IVR. 
 

8. Ensure that the “Primary” drop down menu is set to “Yes” 
 

 
 

9. If Accela does not recognize the address, refer the customer to agency’s 
coordinator for addresses, the Permit Center Manager or his/her designee for 
address verification. 
 

10. After populating the fields in the “Address” section, click “Get Parcel and Owner” 
twice to populate the Parcel and Owner information 

 

 
 

11. Ensure that the information in the “Parcel” and “Owner” sections populates. If the 
customer has provided a deed which does not match the information the “Owner” 
section, change the information in the “Owner” section to reflect the ownership 
information on the deed. If a deed was not provided, then do not alter the 
populated fields in the “Owner” section. 

 



 
 

12.  Scroll down to the “Business Owner” section. 
 

 
 

13. Capture the business ownership information from the application into these 
fields. The business entity, whether it be a sole proprietorship, Limited Liability 
Corporation, Non-Profit, etc should be captured in the “Full Name” field exactly 
as the business name appears on the business license. 

 

 
 



14. After inputting the business name information, scroll down to the “Certificate of 
Occupancy Specific” Section. 

 

 
 

15. In the “Q-Matic Number” field, enter either a number or “N/A.” 
 

 
 

16. In the “Trade name of business” and “Name of Corporation” fields, enter in the 
appropriate information from the application. If the business does not have a 
trade name, enter “N/A” in the “Trade name of business” field. If the business is a 
sole proprietorship, enter “N/A” in the “Name of corporation” field. 

 

 
 



17. If the business is a “Sole Proprietorship,” click the “Yes” radial button in the “Sole 
Proprietor” section and enter in the name of the sole proprietor in the “Name of 
sole proprietor” field. 

 

 
 

18. Populate the “Approved Building Code Use,” “Approved Zoning Use” and “Prior 
use of premises” fields by capturing the information from the previous Certificate 
of Occupancy, or if there was a building permit, populate these fields using the 
approved uses on the Building Permit. If a matching prior cannot be found in the 
drop down menus, enter the prior use in the “Other prior use” field manually. 

 

 
 

19. Capture the occupancy type identified on the application in the “Type of 
Occupancy” drop down menu. 

 

 
 

20. Capture the occupant load, if one was indicated on the application, in the 
“Proposed occupancy load” field and the load type in the “Load Type” drop down 
menu. 



 

 
 

21. Capture the number of occupied floors in the “Number of floors to be occupied” 
field, and if one of the floors is a basement, click the “Yes” radial button in the 
“Basement” section. 

 
22. Capture the square foot of the space to be occupied in the “Number of square 

feet occupied” field. 
 

 
 

23. If a Building Permit was required in order to facilitate a use change or load 
increase, enter the Building Permit number in the “Building Permit No.” field and 
click the “Yes” radial button under the “Building Permit Required” section. 

 



 
 

24. If the customers received a Board of Zoning Adjustments order in order to 
establish or modify a use, enter the B.Z.A. order number in “B.Z.A. Number” field 
and enter the B.Z.A. order expiration date in the “Expiration Date” field. 

 

 
 

25. Scroll to the bottom of the window and click the “Submit” icon button. 
 

 
 

26. Once the “Submit” button is pressed, Accela will return to the home screen. The 
newly created Certificate of Occupancy record will display at the top of the 



“Record” section. Write the newly created Certificate of Occupancy number at the 
top of the application in the indicated space. 

 

 
 

27. Click on the “Workflow” link located under the “My Navigation” Menu on the left-
hand side of the screen. 

 

 
 

28. On the resulting screen, click the “Application Review” link highlighted in red. 
 

 
 

29. On the resulting screen, select “Application Accepted” from the “Status” drop 
down menu and then click the “Submit” icon. 

 



 
 

30. On the resulting screen, note that all Certificate of Occupancy reviews are 
highlighted. Click the box directly to the right of the “Active” menu in order to 
clear all highlighted reviews. 

 

 
 

31. Once all reviews have been cleared, select the reviews that are specifically 
applicable to this job and then click the “Submit” icon. 

 
***IMPORTANT*** 

 
For simple ownership changes, Zoning will be the only review discipline that the 
customer will visit. However, more complex jobs will require that other review 
disciplines approve the application as well. For example, C of O applications for 
New Construction and Load Change (over 5,000 square feet) must be reviewed 
by District Department of the Environment (DDOE) Stormwater Management. In 
these cases you will select both “Zoning Review” and “Stormwater Verification” 
as applicable reviews. 

 



 
 

32. Notice that only reviews that you have deemed applicable are now highlighted for 
review. 

 

 
 

33. You may now transfer the customer’s Q-Matic number to Zoning for further 
review. 
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1.2.3 - Review Disciplines 
 

1. From the Accela home screen, click the “Search” icon button 
 

 
 

2. Enter the Certificate of Occupancy permit number in the “Permit Number” field, 
and then click the “Submit” icon button. 

 

 
 

3. The permit record will now display in the “Record” section. 
 

 
 

4. Click on the “Cap/Detail Summary” link located in the “My Navigation” menu on 
the left-hand side of the screen 
 



 
 

5. Click the “Summary” icon button. 
 

 
 

6. Accela will now open a new “Edit Record by Single” window 
 
 



 
 

7. Enter the correct description of work in the “Description of Work” field 
 

 
 

8. Scroll down to the “Certificate of Occupancy Specific” Section. 
 



 
 

9. Capture the zoning use on the application in the “Approved Zoning Use” drop 
down menu 

 

 



10. Capture the occupancy type identified on the application in the “Type of 
Occupancy” drop down menu. 

 

 
 

11. Capture the occupant load, if one was indicated on the application, in the 
“Proposed occupancy load” field and the load type in the “Load Type” drop down 
menu. 

 

 
 

12. Capture the number of occupied floors in the “Number of floors to be occupied” 
field, and if one of the floors is a basement, click the “Yes” radial button in the 
“Basement” section. 

 
13. Capture the square foot of the space to be occupied in the “Number of square 

feet occupied” field. 
 



 
 

14. If a Building Permit was required in order to facilitate a use change or load 
increase, enter the Building Permit number in the “Building Permit No.” field and 
click the “Yes” radial button under the “Building Permit Required” section. 

 

 
 

15. If the customers received a Board of Zoning Adjustments order in order to 
establish or modify a use, enter the B.Z.A. order number in “B.Z.A. Number” field 
and enter the B.Z.A. order expiration date in the “Expiration Date” field. 

 



 
 

16. After inputting all information in the “Certificate of Occupancy Specific” section, 
scroll to the bottom of the window and click the “Submit” icon button. 

 

 
 

17. Accela will now close the “Edit Record by Single” window and return to the 
Accela home screen. 

 



 
 

18. Click the “Workflow” link in the “My Navigation” menu stack, located on the left-
hand side of the screen. 

 

 
 

19. On the resulting screen, click the “Zoning Review” link highlighted in red. 
 



 
 

20. The technician will now perform the review and select the appropriate status from 
the “Status” drop down menu, enter comments in the “Comments” field, and click 
on the “Submit” icon. 

 

 
 
The permit has now been reviewed. If the permit has been approved, you may transfer 
the customer’s Q-Matic ticket number to Issuance. 
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1.2.4 - Issuance 
 

1. From the Accela home screen, click the “Search” icon button 
 

 
 

2. Enter the Certificate of Occupancy permit number in the “Permit Number” field, 
and then click the “Submit” icon button. 

 

 
 

3. The permit record will now display in the “Record” section. 
 

 
 

4. Click the “Manage Fees” link located in the “My Navigation” panel on the left side 
of the Accela home screen. 

 



 
 

5. The fees that Accela populates are not correct and must be removed. Click the 
box located directly under “Fee Calc. Factor” in order to select all of the fee 
entries and then click the “Delete” icon to remove the incorrect fees.  

 

 
 

6. Note that all fees have now been removed. Click the “Add” button. 
 

 
 

7. Enter the number “1” in the “Enhanced Service Fee – C of O,” “Enhanced 
Service Fee – Filing Fee” and “Certificate of Occupancy Filing Fee” fields. Enter 
the total square footage from the application in the “Certificate of Occupancy” 
Permit Fee” field. Once all four fields have been entered, click the “Submit” icon 
button. 

 



 
 

8. Now that the correct fees have been applied, click the box directly under the “Fee 
Calc. Factor” heading to select all of fee records and then click the “Invoice” icon 
button. 

 

 
 

9. Accela now generated a new Invoice number 
 

 
 

10. Navigate to the “Reports” menu located at the left hand side of the Accela home 
screen and click the “Permitting” link. 

 



 
 
 

11. Clicking on the “Permitting” link will expand the menu. Once expanded, locate the 
“Invoice” link and click the “Invoice” link.  

 

  
 

12. Clicking the “Invoice” link will open a new window. In the new window, enter the 
invoice number generated earlier in the “Invoice Number” field and click the 
“Submit” icon.  

 
 

 
 



13. After clicking the “Submit” icon, Accela will generate a PDF of the invoice in a 
new window. Click the printer icon located at the top left-hand corner of the 
window. 

 

 
  
 

14. A Print Dialogue box will now open. Change the number of copies to “2” by either 
inputting the number “2” in the “Copies” field, or by pressing the up arrow to the 
right of the “Copies” field and then click on the “OK” button. 

 



 
 

15. Two copies of the invoice will now print. Provide both copies to the customer and 
direct them towards the Cashier. If the applicant is going to pay the invoice 
immediately, keep the application package at your desk. If the applicant is not 
going to pay the invoices immediately, return the application and all supporting 
documents to the applicant. 

 
16. When the customer returns, confirm that the permit has been paid by examining 

the invoice. The invoice should now have blue printing at the top right-hand 
corner of the invoice. (see Figure 2.39) 

 



 
  

17. Upon confirming that the invoice has been paid, retain the copy of the invoice. 
The customer will also have either two or three small receipts from the Cashier – 
retain one of the small receipts. 

 



 
 

18. Once you have confirmed that the invoice has been paid, bring up the permit 
record by typing the permit number in the “Permit Number” field in the “Record” 
section. Then click the “Submit” icon.” 

 
 

 
 

19. On the following screen, locate the “Pay Fees” link under the “My Navigation” 
menu located on the left hand side of the Accela home screen and click the “Pay 
Fees” link. 

 



  
 

20. On the “Pay Fees” page, click on the “Pay” icon located at the top left hand 
corner of the “Payment” section. 

 

 
 

21. Examine the invoice or the receipt and discern what method of payment the 
customer used. Select this method of payment from the “Method” drop down 
menu. Now, examine the invoice or the receipt, locate the receipt number, and 
enter this number in the “Receipt #” field. Once this information is entered, click 
on the “Save” icon. 

 

 



 
22. On the “Apply Fees” page, click on the box directly below the phrase “Amount 

Not Applied” in order to select all of the outstanding fee entries. Next, click on the 
“Full Pay” icon in order to apply full payment for the outstanding entries. Finally, 
click on the “Submit” icon in order to complete the application of fees 

 

 
 

23. Once the fees have been applied, you may begin the finalization of the Issuance 
process. Click on the “Workflow” link which is located on the “My Navigation” 
menu on the left hand side of the Accela screen. 

 

 
 

24. On the “Workflow” screen, click on the “Issue Permit” link, highlighted in red.  
 



 
 

25. On the following page, select “Permit Issued” from the “Status” drop down menu, 
and then click the “Submit” icon. 

 

 
 

26. The permit is now in “Issued” status and can be printed. Navigate to the 
“Reports” menu located at the left hand side of the Accela home screen and click 
the “Permitting” link. 

 

 
 

27. Clicking on the “Permitting” link will expand the menu. Once expanded, click the on the 
“Certificate of Occupancy” link 

 



 
 

28. Upon clicking the “Certificate of Occupancy” link, Accela will generate a copy of 
the permit. 

 

 
 



29. Review the generated permit with the customer on the computer screen to 
ensure that all information has been captured correctly. 
 

30. After reviewing the permit with the customer, click the printer icon located at the 
top left-hand corner of the window. 
 

 
 

31. A Print Dialogue box will now open. Change the number of copies to “3” by either 
inputting the number “3” in the “Copies” field, or by pressing the up arrow to the 
right of the “Copies” field twice. Place one piece of DCRA permit paper, right-side 
up, on printer’s manual load tray. When done, click the “OK” button. 

 



 
 

32. Three copies of the permit will now print - one copy on DCRA permit paper, and 
two copies on regular paper. 

 
33. Sign all three permits and provide the permit printed on DCRA permit paper and 

one of the permits printed on regular paper to the customer. 
 

34. Retain the remaining permit printed on copy paper, remove all staples from the 
remaining documents, and bundle the permit application documents together, 
signed permit on top, with a paper clip. The application package should include 
the following documents: 
 
• Signed permit printed on copy paper (on top) 
• Application 
• Invoice 
• Receipt 



35. Building Permit (for jobs with “New” or “Remodel” as the “Type of Work,” or if the 
customer provided a Building Permit otherwise 
 

36. Place the completed application package in the designated storage area. 
 

37. Below is a copy of an issued Certificate of Occupancy. 
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1.3 - Certificate of Use 
 
As per 24 DCMR 306., except as provided in §306.2, within six (6) months of the 
issuance of a Sidewalk Cafe Permit, the applicant shall apply to the Director of 
Consumer and Regulatory Affairs for a Certificate of Use. 
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1.3.1 - Intake 
 

1. Confirm that the customer has the following documents: 
• Completed Certificate of Use application 
• Copy of Public Liability Insurance with DC Government as the rider 
• Copy of the Public Space Permit 
• Copy of the previous year’s Certificate of Use 

 
Below are sample copies of the Certificate of Use application, Public Liability 
Insurance Certificate, and a Public Space permit. 

 



 





 

 

2. Once all the documents have been verified, forward the customer to the Permit 
Center Manager or his/her designee for processing. 
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