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Government of Newfoundland and Labrador

Fire and Emergency Services – Newfoundland and Labrador

How to complete an

Order of Capacity Request

Attached please find an Order of Capacity request form to have on file for future Order of Capacity requests.
As you may be aware, in order to get an Order of Capacity sign issued the following must occur:

1) First, the local fire department must do a Fire Inspection of the business and complete a Fire Inspection Report (sample attached - you may have some on file at the fire hall (i.e. Original goes to Building owner/Manager, copy goes to Fire Dept as well a copy goes to  Fire and Emergency Services Office and the Town Council. )
2) Then, if the above Fire Inspection is ok, you have to complete the Order of Capacity request form (attached) which states the name of the establishment, street address etc., as well provide a detailed floor plan in the sketch area or attach a floor plan which clearly outlines, width & length of building, exits, whether there is a fire alarm system etc.  

· If more than one Capacity card is needed for a business i.e. Lounge and a Patio, please complete two (2) Order of Capacity request forms, one showing the lounge floor plan and the other showing the patio dimensions etc.  You will also need to have a Fire Inspection Report completed for both areas.
· If a Liquor License is needed please ensure you tick off Yes in the appropriate section on Pg 2 of the capacity calculation form.

3) Once the attached forms are completed please fax all forms to the Fire and Emergency Services Office in St. John’s (Fax # 729-2524).  Please state on your fax cover sheet that you want an Order of Capacity issued.  Also you must state whether or not a liquor license is required.  If this information is not stated that no liquor license will be issued.

4) Once the above is received by our office, a Fire Protection Officer will review the information you submitted and if everything is ok the Fire Commissioner will issue an Order of Capacity and Letter to the Liquor Licensing Board (if required).

5) The Order of Capacity sign is then mailed to the local Fire Department to post the Order of Capacity in the establishment. Once the attached Order is posted the Chief/Deputy Chief and Bldg Owner/Manager signs an Order of Capacity Receipt form confirming the Order was posted.  Then you return one signed copy of the Receipt form to our St. John’s office (address below) and the other signed receipt form is for the owner/manager to keep on file.

If you have any questions on the above please call our office: (709) 729-1608
50 Parade Street, P.O. Box 8700, St. John’s, NL, Canada  A1B 4J6  Telephone (709) 729-1608  Fax (709) 729-2524

