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CITY DEPARTMENT APPROVAL FORM 
 

In order to obtain a business license in the City of Monterey Park, the applicant must complete the Agency 
Approval Processing Form and acquire approvals from the Planning, Fire Prevention and Building and Safety 
Divisions. This step-by-step guide is created to assist the applicant with the application process. Follow the 
steps in sequence. 

STEP 1 – PLANNING 
Obtain an Agency Approval Processing Form from the Planning counter. Complete the top portion of the 
Agency Approval Processing Form. All the required information must be filled in. Do not misplace or lose the 
Agency Approval Processing Form it serves as proof of payment of fees and securing of the required 
approvals from city departments. It is the responsibility of the applicant to ensure that the Agency Approval 
Processing Form is hand-carried through all the steps. 

STEP 2 – BUILDING 
Take the Form to the Building and Safety counter. The Building Division will determine whether an inspection is 
required based on the previous and new use of the building.  

Application Fees 

 Certificate of Occupancy (Processing) 
Verification of Occupancies/Uses requiring inspection.  
 

$326.40 Plus $35.04 per 1,000 SF 
*SF rounded up to the 1,000th 

 Certificate of Occupancy (Processing) 
Verification of Occupancies/Uses 
New Construction 
 

$130.60 

STEP 3 – FIRE 
Complete the Fire Inspection form and take the form to the Fire Prevention Counter. Pay the fire inspection fee 
and schedule an inspection. The business must be set-up (e.g., furniture, equipment, merchandise, etc.) as if 
ready to open and/or operate for business in order for a fire inspection to be conducted. 

After the fire inspection is completed, if the business is code compliant, the fire inspector will sign the Agency 
Approval Processing form. If the business is non-code compliant, a correction notice will be issued along with a 
follow-up inspection date. The Agency Approval Processing form will not be signed by the fire inspector until all 
corrections are made. 

STEP 5 – HEALTH DEPARTMENT 
Some businesses may require Los Angeles County Health Department approval (e.g., restaurants, food 
handling businesses, etc.). Contact the Health Department at (626) 430-5560 in the City of Baldwin Park. 
Businesses not requiring Health Department approval can skip to Step 5. 

STEP 4 –LICENSING 
The applicant can proceed to the Business Licensing counter to obtain a Business License Application and pay 
all required fees. Final approval of the Agency Approval Processing Form will not be issued until the applicant 
secures approval from Planning, Fire, Building and Safety, and Health (if applicable). 
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AGENCY APPROVAL PROCESSING 

 
 
 
 
 
 
 
 
 

Agency Approval Processing Form 
Completed by Applicant 

Planning Division Processing  
Approval Obtained 

Building Division Review 
Fee Entered on Form 

Inspection Forms Completed 

Applicant Pays Building, Fire Inspection,  
and Business Licensing Fees 

Building Inspection Completed 
(Supplemental Information Form 
Completed, Approval Pending) 

Fire Inspection Completed 
(Fire Clearance Approval 

Pending) 

Applicant Obtains Building and Fire Prevention Approval 

Applicant Takes Completed Agency Approval Processing Form  
To Business License Counter, Completes Business License Application and After 

Review, Processing and Approval, 
Obtains Business License 

Fire Prevention Division Processing 
Inspection Forms Completed 





CITY OF MONTEREY PARK 
Fire Prevention Division 
320 West Newmark Avenue, Monterey Park, CA 91754 
Tel. (626) 307-1308; Email: fireprevention@montereypark.ca.gov            NEW 
 
 

ATTENTION:  BUSINESS OWNER 
 
The Fire Department will conduct an inspection of your business to verify compliance with the Monterey 
Park Municipal Code. The fire safety inspection is an annual requirement necessary to ensure a safe 
working environment and is designed to address fire and life safety hazards commonly found in local 
businesses. (Resolution no. 11121) 
 
**Note:  Inspections will only be conducted Monday through Friday between 9:00am and 3:00pm** 
 
To speed up the inspection process, please remember the following: 
 
1.   Your fire extinguisher (2A10BC) must have a current State Fire Marshal tag. 
 
 2.   The business must be set-up (e.g. furniture, equipment, merchandise, etc.) as if ready to open 
       and/or operate for business in order for a fire inspection to be conducted.     

 

The amount due is based on the number of employees at your place of business. 
Please complete the information below to determine amount due. 
 

 
 
BUSINESS NAME           PHONE #     
 
BUSINESS ADDRESS _________________________________________ SUITE # _____________________ 
 
MAILING ADDRESS  
 
EMAIL                                                                                                     Sq. Ft. of Building   
 
BUSINESS OWNER’S NAME            
 
SIGNATURE             _____________   _________                            
 
 
 

 
 
 
 

0-3 employees $69.22 4-6 employees $103.83 
      

7-10 employees $138.82 11-20 employees $173.30 
 
 
 

21+ employees $208.16 
 
 
 

*IMPORTANT - Owner(s) are to be included in the count of employees 

FY 2020-2021                                              

FIRE APPLICATION 

 

     



SOME COMMON DEFICIENCIES FOUND AT THE TIME OF INSPECTION ARE: 
 

• Fire Protection Systems and Equipment are not up-to-date on their state 

certified requirements. 

 
• Occupancy (kind of business conducting and/or service provided) not in 

compliance with the Certificate of Occupancy applied for on the 

application. 

 
• Tenant improvements, modifications or alterations to the building 

without permits. 

 
• Fire extinguishers without an approved & current State Fire Marshal tag by a 

state licensee. 
 

• Fire extinguisher obstructed, not properly mounted, or wrong type of 

extinguisher for business. 

 
• Fire permits for special uses and/or hazards (certain business processes 

require an annual fire permit such as flammable or combustible liquids, 

welding, high piled storage) required for the business operation. 

 
• Blocked exits or exits that have unapproved locks or latches installed on doors. 

 
• Exit signage and or emergency exit illumination not maintained. 

 
• Improper use of extension cords or multi-plug adapters. 

 
• Stock and or merchandise piled above the allowable limits for the type of fire 

protection systems in the building or lack of fire protection systems for the 

type of storage in the business. Maximum storage height is 12 feet from 

finished floor without in-rack sprinklers. 

 
• Warehouse storage lacking aisle maintenance, width clearances, aisle 

spacing, unsafe storage heights and unsecured storage. 

 
• Rack storage 6-feet from finished floor require a Building permit. 

 
• Maintain storage 24-inches below ceilings without fire sprinklers, 18-inches 

below with fire sprinklers. 
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