
 

 

CITY OF ALBANY 
DEPARTMENT OF BUILDINGS & REGULATORY COMPLIANCE 
200 Henry Johnson Boulevard 
Albany, NY 12210 
Phone (518) 434-5995 
codes@albanyny.gov 
 

CHANGE OF USE OR TENANT APPLICATION 
A change of use or tenant application must be submitted wherever there is a change in the nature or extent of the use at a property. This includes cases 
where one business is replacing another, even if the use itself remains the same. Use types are set out in the City and State code. Approval of this 
application does not authorize that any work that must comply with State or City laws be performed at the property. 
 

 

STAFF USE ONLY 
 

PERMIT NO.: ___________________     
 

DATE: ____________ 
 

REC’D BY: __________________   

PROPOSED CITY CODE USE:______________________________________________________ BUILDING CODE OCCUPANCY CLASS: _______ 
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NOTE: IF THIS APPLICATION IS BEING SUBMITTED AS AN ATTACHMENT TO ANOTHER APPLICATION, YOU DO NOT NEED TO COMPLETE BOXES 1 THROUGH 4. 
 

JOB SITE ADDRESS: _______________________________________________________________ 
 

ZIP: _____________________ 
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PROPERTY ACCT #: ________________________________ 
 

ZONE: ___________________ 
 

OVERLAYS: ________________ 
THIS INFORMATION IS AVAILABLE AT HTTPS://ALBANYNY.MAPGEO.IO  
 

APPLICANT: ________________________________________________________________________________________________ 
2 

ADDRESS: _______________________________________________________________________ ZIP: _____________________ 

EMAIL: _________________________________________________________ PHONE:   (_____)__________________________ 
THE APPLICANT WILL BE NOTIFIED BY EMAIL WHEN THE PERMIT IS READY FOR DELIVERY. 
HOW WOULD YOU LIKE TO RECEIVE YOUR PERMIT? (PLEASE CHOOSE ONE):      PICK-UP     MAIL      OR  EMAIL     3 

WHERE “PICK-UP” IS SELECTED, PERMITS THAT ARE NOT PICKED UP AT OUR OFFICE WITHIN 6 MONTHS OF ISSUANCE WILL BE MARKED “VOID”. 
IF YOU WOULD LIKE TO RECEIVE YOU PERMIT BY MAIL, PLEASE INCLUDE A STAMPED, SELF-ADDRESSED ENVELOPE WITH THIS APPLICATION. 
 

OWNER (IF DIFFERENT): ___________________________________________________________________________________________ 
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ADDRESS: _______________________________________________________________________ ZIP: _______________________ 

EMAIL: __________________________________________________________ PHONE: (_____)_____________________________ 

WORK: WILL ANY WORK BE DONE TO THE BUILDING CONTAINING THE PROPOSED USE AS A RESULT OF THE 

PROPOSED CHANGE OF USE? IF “YES”, A BUILDING PERMIT APPLICATION WILL LIKELY BE REQUIRED IN ADDITION TO THIS FORM. 
 

YES    NO    
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VACANCY: IS THIS PROPERTY CURRENTLY VACANT?   YES       NO   
 

IF SO, HOW LONG HAS IT BEEN VACANT? __________ 
6 

 

CURRENT USE: ___________________________________________________________________________________ 
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_________________________________________________________________________________________________ 
 

_________________________________________________________________________________________________  

CURRENT BUSINESS/ENTITY NAME (IF APPLICABLE): ___________________________________________________________________________ 

CURRENT HOURS OF OPERATION (IF APPLICABLE): ____________________________________ 

LENGTH OF USE: HOW LONG HAS THE PROPERTY BEEN USED THIS WAY?: ______________________________________________________ 
NOT REQUIRED UNLESS APPLICANT SEEKS TO “GRANDFATHER” EXISTING NON-CONFORMING USE. 
 

PROPOSED USE (PROVIDE A DETAILED DESCRIPTION OF THE PROPOSED USE): ___________________________________________________ 
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_________________________________________________________________________________________________ 
 

_________________________________________________________________________________________________ 
 

_________________________________________________________________________________________________ 

PROPOSED BUSINESS/ENTITY NAME (IF APPLICABLE): __________________________________________________________________________ 

PROPOSED HOURS (IF APPLICABLE): ___________________________________ DETAILED USE PROPOSAL ATTACHED (RECOMMENDED): YES  NO     
 APPLICATIONS MUST BE ACCOMPANIED BY A DETAILED LAYOUT OF THE SPACE IN QUESTION, INCLUDING THE LOCATION, WIDTH & HEIGHT OF ALL EXITS, WALLS, 

ROOMS, AND WINDOWS AS WELL AS EXIT SIGNS, WHERE EXITS LEAD TO, FIRE SAFETY SYSTEM INFORMATION, AND FIRE-RATING OF ALL WALLS WHERE KNOWN. 
DRAWINGS MUST ALSO INDICATE ON WHICH STORY THE SPACE IS LOCATED AND COMPLIANCE WITH USE-SPECIFIC BUILDING CODE REQUIREMENTS, IF ANY. 
ADDITIONAL INFORMATION, INCLUDING STAMPED PLANS, MAY BE REQUIRED DEPENDING ON THE SPACE OR THE USE CHANGE IN QUESTION. 

 DETAILED USE PROPOSALS SHOULD INCLUDE A FULL DESCRIPTION OF THE PROPOSED USE, THE NATURE OF THE PROPOSED USE, AND EXISTING USES SIMILAR TO 

THE PROPOSED CHANGE OF USE. PLEASE CONSULT THE BACK OF THIS FORM AND THE ALBANY CITY CODE FOR MORE INFORMATION ON USE DEFINITIONS. 
PERMIT FEE: $125 (THIS FEE ONLY APPLIES WHEN NOT ACCOMPANIED BY A PERMIT APPLICATION FOR WORK ASSOCIATED WITH THE CHANGE OF USE OR TENANCY) 

https://albanyny.mapgeo.io/


 

 

Change of Use Information 
 

Uses are defined in the City Code. This definition will govern the specifics of your proposed new use, including hours of operations and where you can 
and cannot conduct the business. The State Building Code also has “occupancy classifications” which govern what activities may be performed in what 
kinds of structures. Both the City Code use definition and the State Building code occupancy classification must be considered when evaluating a 
proposed change of use at a property.  Below we’ve included the most commonly used City Code use definitions along with their State Building code 
occupancy classifications for your convenience. For a full listing of all the defined uses in the City Code see Section 375-6. For a full listing of the State 
Building Code occupancy classifications see Chapter 3 of the NYS Building Code. 
 

When a change of use is permitted, the permission will be tied to one of the definitions below. If your operation expands or changes so that it no longer 
meets that definition, you may be subject to a “stop work” or “cease and desist” order. 
 

Approval of this application does not authorize that any work that must comply with State or City laws be performed at the 
property. For that you must apply for and obtain a building or other permit. 
 

A building permit is needed to erect or post signs. 
 
After this application is approved, it is the responsibility of the applicant to call for an inspection when the new use is ready. When this final 
inspection is passed, a certificate of occupancy or completion will be issued confirming that the new use has been approved. 
 
Bar or Tavern: An establishment where alcoholic beverages are sold to 
be consumed on the premises, &  where the any sale of food is secondary to 
the sale of alcoholic beverages. This definition includes but is not limited to 
a bar, grill, saloon, pub, public house, beer garden, brewpub, or similar 
establishment. Does not include a banquet facility. Occupancy Class: A-2.  
 

Restaurant: [A]ny establishment that prepares and serves meals for 
consumption on premises or to take away, and where any sale of alcohol 
permitted by the State of New York is secondary to the sale of food. This 
use includes a Banquet Facility. Occupancy Class: A-2. 
 

Personal or Business Service: Any business that primarily performs a 
support service for an individual or business, including but not limited to a 
shoe repair shop, dry-cleaning establishment, laundromat, barber shop, 
beauty parlor, photocopying (either self-service or full-service), design, 
printing and binding of documents, presentations, desktop publishing, 
packaging, and/or mailing, makerspace, collaborative work space, and sign 
shop. This use does not include a . . .  Methadone Dispensary. Accessory 
sales of goods may occupy no more than 25 percent of the gross floor area 
of the establishment. Occupancy Class: B (typically) 
 

Convenience Retail: A retail store selling a limited selection of 
groceries, beverages, snacks, lottery tickets, newspapers, magazines, 
tobacco products, household products and personal items to be consumed 
primarily off the premises. This use designed to attract customers who 
purchase a relatively few items and depends upon a large volume of stop-
and-go traffic. Occupancy Class: M 
 

General Retail: Establishments engaged in selling goods or merchandise 
to the general public for personal or household consumption & rendering 
services incidental to the sale of such goods, including auction houses, that 
do not meet the definition of any other retail use, a restaurant use, or any 
other use listed in Table 375-3-1. Occupancy Class: M 
 

Specialty Retail: A retailer concentrating on selling a limited or select 
merchandise line of goods and having a narrow but extensive selection in 
their specialty. Examples are bicycle shops, music stores, florists, bagel 
shops, photo supply stores and antique shops. Occupancy Class: M 
 
Single Family Detached: A detached building, designated for or 
occupied exclusively by one household and containing not more than one 
primary dwelling unit. Occupancy Class: R-3 
 
Two Family Detached: A detached or semidetached building with not 
more than two dwelling units that are entirely separated by vertical walls 
or horizontal floors, unpierced except for access to the outside or to a 
common hallway or cellar. Side-by-side or duplex dwellings are considered 
a "two-family dwelling" regardless of individual ownership of either half of 
its structure, provided that they are on the same zoned lot of record. 
Occupancy Class: R 
 
Townhouse: A dwelling structure containing three or fewer dwelling 
units, constructed side-by-side with another dwelling structure, and either 
(1) connected by vertical walls that extend from grade level or below to the 
top of the structure, or (2) separated from a similar structure on an 
adjacent lot by no more than four feet between the two dwelling structure’s 
sidewalls, each of which has entrances to its dwelling unit(s) from outside 

on the ground or first floor, whether located on a single lot or on individual 
lots. Occupancy Class: Depends 
 
Multi-Family: A building containing three or more dwelling units located 
side-to-side, or above-and-below, and accessed by common hallways or 
walkways, that does not meet the definition of a Dwelling, Townhouse. 
Occupancy Class: R or I 
 
Community Residential Facility: Any building, structure, home, 
facility or place operated by person(s) other than the residents themselves, 
in which persons reside for a period of more than 24 hours, and that is 
used or intended to be used for the purpose of letting rooms, providing 
meals and/or providing personal assistance, personal services, personal 
care and protective care to persons meeting the definition of a handicapped 
person or another person protected against housing discrimination under 
the federal Fair Housing Act and court decisions interpreting that Act. For 
purposes of this definition, the term handicapped does not include persons 
currently using or addicted to alcohol or controlled substances who are not 
in a recognized recovery program, nor shall it include half-way houses for 
individuals in the criminal justice system, or residential facilities to divert 
persons from the criminal justice system. Occupancy Class: R or I 
 
Group Living, Other: A place of residence in which a group of persons 
who do not meet the definition of a family live together in rooms or areas 
that do not constitute individual dwelling units, and that does not meet the 
definition of a hotel, rooming house, dormitory, or community residential 
facility. This use includes but is not limited to fraternity and sorority 
houses, homeless shelters, domestic violence shelters, and halfway houses. 
Occupancy Class: R or I 
 
Rooming Houses: A building containing a single dwelling unit and 
rooms for the rooming and/or boarding of at least three persons by 
prearrangement for definite periods of not less than one week. This use 
also includes a building containing multiple single room dwelling units, 
with each unit for occupancy by no more than two individuals and with a 
maximum square footage of 450 square feet. Occupancy Class: R or I. 
 
Community Center: A not-for-profit or publicly owned facility providing 
recreational programs and meeting rooms that are open to the public and 
designed to accommodate and serve significant segments of the 
community. Occupancy Class: A-3 (typically) 
 
Cultural Facility: An establishment used for the purposes of preserving, 
exhibiting, demonstrating or interpreting art, history, culture or nature or 
scientific objects or ideas. Cultural facilities shall be interpreted to include, 
but not be limited to, museums, libraries, zoos, art galleries, aquariums, 
planetarium, botanical gardens and nature centers. Occupancy Class: A-3 
(typically) 
 
Club: A facility operated by a corporation, association or group of people 
for the social, educational or recreational intent of the dues-paying 
members and their guests, but not primarily for profit nor to render a 
service that customarily is carried on as a business. This definition includes 
lodges as defined herein. Occupancy Class: A-3 (often) 
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