REQUIREMENTS FOR APPLICANTS OPENING BUSINESSES

Please be advised that ALL applicants must follow the same procedure and submit the same
documents whether they are buying an existing business or opening a new business.

Step #1: All applicants must submit the following documents for the zoning review:

1. A letter of intent from the business owner, which must include:
a. The business owner’s name.
The business owner’s contact phone number.
The proposed address where the business will be located.
The hours of operation.
The number of employees.
The services that will be provided to your customers.
In the case of a food service establishment, you must also indicate the number of
seats that are currently approved and the number of seats that you wish to have in
your store.
h. You must indicate the prior use of the business space you wish to occupy.
2. You must submit an architect’s Site Plan of the property. This must include any existing
off street parking available for the property.
3. You must submit an architect’s drawing of an overhead view of the store layout.
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These documents listed above MUST be submitted as a package. If you do not have all of these
documents at the time of your submittal, your package will be returned to you immediately as
incomplete.

Step 2: Variances

Once the initial package is reviewed by the Zoning Officer, it will be determined whether or not
you are required to go to one of the Boards to seek any variances. If you require variances, we
will explain that process to you in detail. If you do not require variance, please see Step 3
below.

Step 3: Applications

You will receive two applications at this point. One is the Business Certificate application, which
you are responsible for completing and paying for. The cost of this certificate is $250.00.

The second application you will receive is the Rental Certificate application, which allows the
landlord to rent the space to you. This paperwork is completed, signed, and paid for by the
landlord. The cost of this application is $75.00.



