Business License Frequently Asked Questions and Resource Guide
Before you apply:
Before applying for a business license please contact our City Planning Division by calling 909-864-6861 or coming into City Hall.  A City planner will be able to tell you about City zoning requirements for your type of business and other requirements you need to follow in order to conduct business in the City of Highland.  All businesses must comply with all applicable City, County, State and Federal laws and regulations.  To find out if your business needs further licensing from State or Federal agencies, please visit the CalGold Website at www.calgold.ca.gov.  
Do I need a Business License?
Highland Municipal Code 5.04.030 states that no person shall conduct any business in the city without first having obtained a business license, paid the appropriate license fee, and complied with any and all applicable provisions of this code. Depending on the type of license, the fees vary and are listed on the City website.
How do I know if my business is allowed where I want to locate it?
Please check with the City's Planning Division to determine if your business’ use is permitted in a particular zone. The City of Highland has various land uses or zones that are defined in the City's Municipal Code that allow for various types of business uses.
How do I obtain a license?
In order to file for a business license, an application is required to be filled out and submitted along with payment. Applications are readily available for download on the city’s website, may be obtained at City Hall, or you can apply through our online business license portal.
How long will it take to receive my license?
Once City staff receives all of your required documents and payments, you should receive your license within 3-4 weeks.  Some license time frames may be sooner.
Do business licenses need to be displayed?
Yes, every business shall keep the license posted in a readily visible part of said place of business.  Every person having a license and not having a fixed place of business shall carry the license with him or her at all times while conducting business in the city of Highland.
Do I need a Fictitious Business Name Statement?
Generally, a business name that does not include the owner’s surname, if you are a sole proprietor, or if you are registered as a Corporation or a Limited Liability entity and are using another name other than the initial registered name you would be required to file a fictitious name statement with the County Clerk Division of the Recorder’s Office.  For more information please contact: San Bernardino County Clerk-Recorder Office/FBN Desk 222 W Hospitality Lane, 1st Floor San Bernardino, CA 92415 (855) 732-2575.
Do I need a Sellers Permit?
If you are engaged in business in California and intend to sell or lease tangible personal property that would ordinarily be subject to sales tax if sold at retail, a Seller’s Permit is required.  Visit the California Department of Tax and Fee Administration at www.cdtfa.ca.gov to inquire about applying for your permit and how to file and report correctly.  
Do I need a Health Permit?
A Health Permit may be required if business is any of the following: Restaurant/prepackaged food stores/wholesale food manufacturers and distributors/mobile food facilities/commissaries/vending machines/massage clinics/tattooing, body piercing, and permanent cosmetics clinics/apartments/camps/small water systems/liquid waste haulers/medical waste generators/certified farmers’ markets.  Please contact San Bernardino County Public Health at 385 N Arrowhead Ave. San Bernardino, CA (909) 387-4323 to see if this applies to your business.

What is a WDID Letter, and do I need one?
This is for Storm Water Discharge Compliance Senate Bill 205 signed by Governor Newsom and became effective on January 1, 2020. The requirements of Senate Bill 205 solely impact businesses with operating facilities with regulated industrial activities. The following are a few activities that may require a WDID Letter: Cement Manufacturing, Landfills, Manufacturing Facilities, Recycling Facilities, Transportation Facilities, Hazardous Waste Treatment, Storage or Disposal and Sewage or Wastewater Treatment Works. For additional information please click the link: Senate Bill 205 - Business License Requirements | California State Water Resources Control Board

Do I need a Federal Tax ID Number (FEIN)?
A federal tax identification number is traditionally used for partnerships, corporations, and limited-liability corporations. Typically, banks will require a FEIN to open a corporate bank account. You may obtain your FEIN from the I.R.S.  Please contact IRS at 290 North D Street San Bernardino, CA 92401 (909) 388-8108.
How does the Live-Scan process work for online applications?
Once you have submitted a business license application online and our business license desk has accepted the application, a payment link will be emailed to the email address you provided.  Once payment has been made, you will be emailed a Live-Scan form with the City’s employer code on it.  You will need to call the Highland Police Department at (909) 425-9793 to make an appointment.
Why do I have to pay Fire Inspection and Certificate of Occupancy fees?
These fees are regulated and/or mandated by Federal or State agencies, or by the City Municipal Code. 
Why do I have to pay the $4 SB-1186 State Disability Access Fee each year and on renewals?
On September 19, 2012, Governor Brown signed into law Senate Bill (SB) 1186 which adds a state fee of $1 on any applicant for a local business license, similar instrument or permit, or renewal. The purpose of this fee is to increase disability access and compliance with construction-related accessibility requirements and to develop education resources for business in order to facilitate compliance with federal and state disability laws, as specified.
On October 11, 2017, Governor Brown signed into law Assembly Bill (AB) 1379, which changed the State CASp fee starting January 1, 2018. This bill accomplishes the following:
· Removes the sunset provision for the CASp fee, establishing it as a permanent fee.
· Increases the fee to $4 for six years from January 1, 2018, through December 31, 2023. The fee then reverts back to $1 beginning January 1, 2024.
· During the six-year period of the increased fee, the municipality will retain 90% of the fees collected, remitting 10% to the State. When the fee reverts back to $1, the municipality portion will also revert to 70%, with 30% remitted to the State.
On January 1, 2024, Assembly Bill 2164 removed the sunset provision for the fee, establishing the local governments to collect the $4 and 90% retention indefinitely.
Under federal and state law, compliance with disability access is a serious and significant responsibility that applies to all California building owners and tenants with buildings open to the public. You may obtain information about your legal obligation to comply with the disability access laws at the following agencies:
The Division of the State Architect
The Department of Rehabilitation
The California Commission on Disability Access
How do I close my business license account?
In order to close out the business license, you must submit a letter with the reason and date of closure. This letter must be signed by the owner or officer of the company. This letter may either be mailed or emailed to businesslicense@cityofhighland.org	You can also close your business at the time you receive your renewal notice by filling out the appropriate section located in the center of the form.

If the business changed ownership or location, can I just cross off the old information and put my new information on the renewal form?
No, a new application or an information change application and fee will be required for changes of ownership, location, or business name. 
How do I update my mailing address or other information?
You will be able to make changes to your mailing address, phone number and email address by contacting businesslicense@cityofhighland.org	  


