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Pembroke Pines Building Code Services 
Standard Operating Procedures: Change of Use & Change of Occupancy Classification 

CHANGE OF USE & CHANGE OF OCCUPANCY CLASSIFICATION GUIDELINE 

A Building Permit is required when a change of use (occupancy) occurs. For example: when a retail space 
changes into a restaurant or if an office changes into a retail space. Plan review from the Building 
Department will ensure that the minimum building and life-safety requirements are complied with.  

Once the Zoning Division determines that a change of use is required, the tenant will be required to submit 
a building permit application to the Building Department to obtain the change of use. There are two options 
for this application "Change of Use with No work" or "Change of Use with work", see below for more 
information. 

Before submitting a change of use permit, the tenant must get approval from the Broward County 
Environmental Protection and Growth Management Department, Planning and Development Management 
Division (also known as P.D.M.D.).  

Once approved, the tenant will receive a “Broward County Environmental Review Approval Certificate” 
and a “Broward County Transportation Concurrency Satisfaction Certificate”. The original approved copies 
must be submitted with the permit application. Samples of these pages are attached for reference.  

Environmental Protection and Growth Management Department 
One N. University Drive Suite 102A 
Plantation, FL 33324 
Helpline 954-357-6666 
DERPlans@broward.org 

If this is a "Change of Use with work" a "Statement of Responsibilities Regarding Asbestos" (SRRA) 
must be submitted to Broward County. Please contact: 

Natural Resources Division 
Contact info: 954-357-6666 ext. 1 
Helpline 954-519-0340 
Asbestoshelp@broward.org 

mailto:DERPlans@broward.org
mailto:Asbestoshelp@broward.org
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For all change of use permits, 2 sets of drawings must be submitted to the Building Department for review. 
See the below requirements for the proper submittal of these drawings. Certain proposed change of use may 
have additional requirements. For example: For change of use to assemblies (banquet halls, churches, 
restaurants, etc.) and educational (K-12 ed, daycare facilities) signed and sealed architectural drawings may 
be required. For additional requirements regarding plans, please contact the Building Department at 
954-435-6502.

• Two Floor Plans are required, existing and proposed. Both floor plans will have the following:
• Name of tenant, type of business, address, Use and Occupancy Classification, (with occupancy

classification and calculations).
• Layout of space with all dimensions and total square footage, (including names of all rooms, their

intended use/defined use of areas, and occupancy load).
• Life Safety Plan, (including a defined path of egress, door swings, emergency lights, exit signs, fire

extinguishers, etc.).
• Detailed description of the previous business and proposed business. Including previous business

Use and Occupancy Classification.

Notes to include on drawings: 

o Fire extinguishers mounted at 48” AFF
o Exit signs illuminated with battery back-up
o All doors in means of egress shall be single-action release and require no special
knowledge, keys, or tools from egress side

CHANGE OF USE GUIDELINES IF WORK IS BEING DONE: 

If there is a change of use with work occurring, then the permit MUST have a contractor in the discipline 
in which the work is being done. Example: Ductwork must be added to a job site (this is the only 
construction occurring). When this occurs, 1 application is required for the change of use to cover all 
disciplines in which work is not occurring, and a separate application for each discipline in which work is 
occurring.  

If work is being done, once the permit is approved and issued a final inspection is required in each of the 
disciplines listed below, plus any other inspections required, if applicable: 

• Structural
• Mechanical
• Electrical
• Plumbing
• Fire
• Engineering
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CHANGE OF USE GUIDELINES IF NO WORK IS BEING DONE: 

If there is a change of use with NO work occurring, then the permit can be pulled without a contractor.  

If NO work is being done, once the permit is approved and issued a final inspection is required in each of 
the following disciplines: 

• Structural
• Fire

PLEASE NOTE: 

**If a permit was originally opened as a change of use with no work being done and after going to the 
space, an inspector determined that certain work is required, a new application must be submitted with a 
contractor for the work.  

**There is a submittal fee due at the time of submittal for all permits. 

**For additional information, please contact the Building Department at 954-435-6502, ask to speak with 
a structural plans’ examiner regarding “Change of Use” or “Change of Occupancy Classification” permit 
application requirements. 










