New Business Start-Up Guide for the City of Center Point
Are you thinking of starting a business? The City of Center Point Inspection Department (205)854-4617 Option #3 is here to help you get on the right track.  The New Business Start-Up Guide is a free resource to assist business owners who desire to open a business in the City of Center Point and to help those owners who may wish to move to a new location within the city.
· Letter of Intent*- Provide a detailed letter describing the proposed business and site address.  Zoning verification is required for your proposed business location.
· Address Verification – If business location is in a shopping center and tenant spaced are being added or taken away, the property should contact Jefferson County land Development (205)325-5174, jeffconline.jccal.org for addressing of suite numbers.  This will assure the coordination of E-911 services and business licenses. 
· Building Permit – If any interior or exterior alterations, repairs or renovations are planned (including painting), please contact Inspection Department (205)854-4617 Option # 3.
· Important- You are encouraged to have your potential property reviewed by the Building Official before execution of a lease to ensure the premise meets the fire code and building code.  
· Sewer/Septic Tank – If the property is on sewer and fixtures are being added (i.e. sinks, etc.…), contact Jefferson County Environmental Services (205)325-5127 to see if additional sewer impact fees are required.  If on septic tank, contact the Jefferson County Health Department (205)933-9110.
· New Business Inspection- When the site is ready to open for business, contact Inspection Department for a Business License/Life Safety Inspection, which will be performed by the Building Official.  If approved, they will sign -off on the New Business Inspection Form and this will be submitted to the City Clerk’s office. 
· Temporary Banners – Temporary sign approval is required by Inspection Services Department.
· New businesses may utilize a banner until a permanent sign is installed, or for a period of 30 days (whichever time period is shorter).  This must be placed in the proper manner (i.e. should be placed flat against a wall.) 
Letter of Intent should include the following:
1. Name of proposed business.
2. Site Address.
3. Business owner contact information (i.e. address other than business, phone number, email address)
4. Number of Employees
5. Days and hours of operation
6. Detailed description of business (i.e. general retail, products being sold services offered business or professional office)
7. Type, Number, and storage of vehicles, if applicable
8. Storage of products (on-site/off-site)
9. Any deliveries (i.e. UPS, FedEx, Airborne)
10. Opening Date
11. Signage
Home Occupations:
Are you thinking about starting a business out of your home? The City of Center Point Inspections Department (205)854-4617 Option # 3 is here to help you get on the right track.  All Home Occupations are inspected and approved by the Building Official.  The New Business Start-Up Guide for Home occupations is a free resource to assist business owners who desire to work out of their home.  
· Letter of Intent* - Provide a detailed letter describing the proposed business and site address.  Zoning of the property will be verified to make sure a Home occupation is allowed in that zoning district.
· Check list for Home Office – These administrative review procedures must be met in its entirety whereby requests for a Home office only may be approved by the Building Official.  
· New Business Inspection – When the site is ready to open for business, contact the Inspections Department to schedule an Inspection, which will be performed by the Building Official.  If approved, they will sign off on the New Business Inspection Form and submit it to the City Clerk’s office.  
· Business License – Contact the City Clerk’s Office (205) 854-4460 Option #2 to secure your business license (Business License Application).  They can also provide you with all tax and licensing information at the local, state and federal level. 
*Letter of Intent should include the following:
1. Name of proposed business
2. Site address
3. Business owner contact information (i.e. address other than business, phone number, email address)
4. Number of employees
5. Days and hours of operation
6. Detailed description of business (i.e. general retail products being sold, services offered, business or professional office)
7. Type, number, and storage of vehicles, if applicable
8. Storage of products (on-site/off-site)
9. Any Deliveries (i.e. UPS, FedEx, Airborne)
10. Opening Date

