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POLICY OBJECTIVE 
 
To establish procedures to coordinate the issuance of business licenses with City 
regulatory procedures. 
 
ASSIGNED RESPONSIBILITY 
 
Departments of Finance, Community Development, Public Works, Fire, and Police. 
 
APPLICABILITY 
 
Applicable to all issuances of business licenses. 
  
PROCEDURES 
 

1. Applications for business licenses shall be issued by the Department of Finance. 
 
2.  The Finance Department shall obtain the following information from the 

applicant: 
 

a. The exact nature and type of business for which the business license is 
requested. 

b. The place where the business is to be carried on, and if it is not to be 
carried on at any permanent place, the places of residence of the owners of 
the business. 

c. Any further information, which the Director of Finance may require to 
enable him to issue the type of license, requested. 

 
3. A copy of each application shall be sent to the Departments of Public Works, 

Community Development, Fire and Police.   
 
4. If a violation is found by an inspecting department, it is the responsibility of the 

department to notify the license applicant of the nature of the problem and of the 
necessary corrective measures to be taken. 

 
5. The Finance Department will hold the license in abeyance until final clearance is 

received from the inspecting departments. 
 

6. When the applicant fills out his license application and pays his license fee, he 
shall be provided with a letter which shall state that the abovementioned 
inspections shall be made within ten (10) working days and that the business 
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license will be sent to the applicant within that time providing all requirements are 
met.  The letter shall further state that the City does not authorize the operation of 
the business until conformance with the City’s regulatory ordinances has been 
established. 

 
7. It shall be the responsibility of the inspecting departments to notify the Finance 

Department if approval is to be delayed so that the business license application 
can be placed in a suspense file. 
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