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Change of Ownership Application Documents Descriptions and 

Examples 

 

CCS Documents  

Building Certificate of Occupancy (CO)/Inspection   

Please upload an existing and valid Certificate of Occupancy (CO) for the building at the center’s 

address. The CO must be dated within the last 10 years. The CO shows that the building is safe 

and approved for use. It might also say how many people can be in the building at one time, but 

this depends on who issued the CO. 

If the building is new or has had major changes or renovations, you need a new CO for the site. If 

you can't get a new CO, you must submit a formal letter or email from the local authority that 

allows you to use the existing CO. This letter or email must include contact details. 
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Buyer/Seller Affidavit   

This is a DECAL form and must be notarized by both the seller and buyer before being uploaded.  

 

Change of Ownership Orientation Certificate 

The person filling out the application should take the course. It’s best to take the course before 

starting the application. After you finish the Change of Ownership course, you will get a certificate 

showing you have completed the orientation. 

  



  Updated October 2025 

COO Statement of Understanding  

DECAL document, new owner should complete and sign. 

 

Criminal Record Check Acknowledgement 

DECAL document, the new owner or director should complete and sign. 
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Corporate Organizational Documents (Operating Agreement and/or bylaws, partnership 

agreement) 

This is needed for all INCS/LLCS. If you don't have one, you need to create it. This is not the 

certificate or articles from the Secretary of State's website. 

You can hide any private information, but the list of members and their roles must be clearly visible. 

We can only communicate with members of the ownership or people allowed to act for them. 

These people must be listed in the document, or you need to submit a letter from a member of the 

ownership giving permission. 

The document must show the legal name registered with the Georgia Secretary of State and listed 

on the application. It must be signed and/or sealed by the members. 

 

Letter of Permission from Official Corporate Members 

Legally we can only communicate with those members listed within the ownership or those 

permitted on their behalf. 

A letter from an official member of the owning entity allowing communication as well as 

responsibility for the application for someone on their behalf would be needed.  
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Director Credential and employment application showing 10-year work history 

One person cannot be the Director at more than one licensed center. Each center must have its own 

Director. The Director must have one of the education credentials listed in rule - 591.-1.1-.31(1) (b)(2) 

Qualifications of Director to be approved. Additionally, the director’s 10-year work history showing their 

childcare experience and the 40-hour Director Training Certificate should be uploaded as one 

document. If the Director’s GaPDS is current the GaPDS profile may be used for credential and 

work history.  

Credential Type Additional Requirements 

CDA or equivalent diploma with practicum 6 months of qualifying child care experience 

TCC in Early Childhood Education or Child 
Development 6 months of qualifying child care experience 

TCC in Infant and Toddler 6 months of qualifying child care experience 

TCC in Program Administration 6 months of qualifying child care experience 

TCC in School Age and Youth Care 6 months of qualifying child care experience 

TCD in Early Childhood Education or Child 
Development 6 months of qualifying child care experience 

40-hour director training course 5 years as an on-site Child Care Learning Center Director 

Associate’s degree in Early Childhood Education or 
Child Development 6 months of qualifying child care experience 

Paraprofessional Certificate (Georgia PSC) 6 months of qualifying child care experience 

25 quarter or 15 semester hours in ECE or Child 
Development 6 months of qualifying child care experience 

Bachelor’s in unrelated field 3 months of qualifying child care experience 

Bachelor’s in Early Childhood Education or Child 
Development No additional experience required 

Master’s in Early Childhood Education or Child 
Development No additional experience required 
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Director First Aid and CPR – Document required before final licensure 

No online training accepted. Must include a hands-on skills assessment and modules for Infant 

and Child CPR. 

 

EIN Documents from the IRS 

This is the letter from the IRS with the employer identification number (EIN). It must show the 

current EIN as listed on the application. 
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Fire Certificate of Occupancy 

The Fire Certificate of Occupancy is issued by the local or state’s Fire Marshal office. It confirms a 

building, or structure meets fire and safety code requirements and is safe for occupants. 
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Floor Plan  

You need to provide a drawing of the inside of the center with all classrooms and areas labeled. 

The drawing must be updated to show all classrooms with age groups, restrooms, changing areas, 

etc. Can be hand drawn or computer generated. 

For the floor plan: 

• Restrooms and changing areas must be shown for each age group. 

• What is the distance from the classroom to the restroom? 

• Children 2 and under must have restrooms within or right next to the classroom. 

• Children 3 and up cannot have restrooms more than 40 feet away. 

 

Floor Plan checklist 

You need to complete and upload all pages of the checklist. Make sure to check off all items on the 

checklist to show you acknowledge them, and then add them to the plan as needed.   
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Form W-9 

Form should be completed with the legal owner’s information and tax ID. 

 

Most Recent Fire Inspection – Document required before final licensure 

Inspection must have a passing score and be completed within the last 12 months from the 

inspection date. The inspection must be completed by the local or state’s Fire Marshal office.  
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Operation Plan (Polices and Procedures)  

Make sure everything on the checklist is included in the operation plan. You need to create and 

include the following documents: 

• Employee Handbook 

• Emergency Plans 

• Parent Handbook 

• Menu Sample 

• Daily Schedules for each age group 

• Lesson Plans for each age group 

Operation Plan Checklist  

Each page of the checklist should be completed and uploaded.  
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Secretary of State Articles 

The LLC or INC must be listed as Active/Compliant on the Georgia Secretary of State's website. 

You need to upload a copy of the LLC or INC certificate and the articles from the Secretary of State 

website. 
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Secure and Verifiable Identification (Driver’s License, Passport, etc.)  

The ID of the Corporation Officer who completed the Verification of Lawful Presence Affidavit 

should be uploaded. Please include the front and back of the ID.  

Signed Lease Agreement  

Commercial lease agreement signed by tenant and landlord with landlord’s contact information 

(name, phone number, and address) visible. The tenant’s name must match the owner’s 

information listed in the CoO application.  
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Signed Purchase Agreement  

Legal closing documents with the signatures of both the seller and buyer. The sale date must also 

be listed.  
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Site Plan  

You need to complete the plan drawing and checklist. The drawing must be labeled according to 

the checklist and include all details. Make sure to label playgrounds, entrances, exits, etc. The 

drawing can be hand-drawn or computer-generated. 

 

Site Plan Checklist  

Each page of the checklist should be completed and uploaded.  

 

Staff Profile Sheet 
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Anyone with a background check previously ported or not within the last 12 months will require a 

new CBC and fingerprint letter. A minimum of three staff must be listed.  

 

Verification of Lawful Presence  

It should be completed by the Corporation Officer, who is approved to act on behalf of the 

corporation.  

 

Water/sewer verification - Document required before final licensure 
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A recent water bill statement that matches the actual site address is needed. If the property uses a 
septic tank (no sewer charges listed on the water bill), you need a current inspection report (within the 
last 10 years) stating the number of children the septic tank will accommodate and when it was last 
serviced. If the property has a well, please contact your local Environmental Health Department for 
testing or a referral for testing. The report must state that the water is safe for consumption. 

 

Zoning Verification Letter (issued within the last 12 months) 

You must get an official letter on letterhead with a signature, or an email from a zoning official with 
their contact information. This document must be dated within the last 12 months and shows that the 
property is zoned for daycare or childcare services. It must include the full property address, not just 
the parcel number, and list any limitations if there are any. If you can't get an updated letter and 
nothing has changed, you need written confirmation from the department saying so. 
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Pre-K Documents, (if applicable) 

GA Pre-K Online Access Agreement 

 

Preprinted voided Check  

Must have a printed address on top left-hand corner and VOID written across the check. 

 

Vendor TIN Verification 

 


