STARTING A BUSINESS IN CONWAY,
SOUTH CAROLINA

Conway...South Carolina’s Historic Rivertown

WELCOME! We are so glad that you’ve decided to open a
business in the City of Conway!

This booklet outlines the process for:

EXISTING STRUCTURES

Follow these instructions if you are opening a business in an existing
building and no change in the building footprint is proposed.

The steps, which are detailed on the following pages, are as follows:

1. PLANNING DEPARTMENT — CONCEPTUAL REVIEW
2. BUSINESS LICENSE APPLICATION

3. COMMUNITY APPEARANCE BOARD

4. BUSINESS LICENSE ISSUED

Telephone (843) 248-1760 FAX (843) 248-1769
www.cityofconway.com
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STEP 1 - PLANNING DEPARTMENT — CONCEPTUAL REVIEW

1. Make an appointment with the Zoning Administrator to discuss your business and

intended location. (see Attachment A for address and phone number)

2. At this meeting, the Zoning Administrator will verify that the intended use of your

building meets the City’s Zoning Ordinance.

3. The Zoning Administrator will also discuss any necessary site improvements at
the location of the proposed new business. For example, if the cost of renovations
exceeds 25% of the appraised value as indicated on the Horry County Tax
Records or if the principle use of the building is changing, the parking lot and
associated landscaping and irrigation must be brought into compliance with the

Conway Zoning Ordinance.

4. Any alterations to the site, including the installation of new landscaping will
require review and approval by the Community Appearance Board. (Refer to
STEP 3 for the process and necessary submittals for getting a landscape plan

approved).

5. If you are proposing the renovation of a historic structure, the Zoning

Administrator will also review any tax incentives that are available.

STEP 2 — BUSINESS LICENSE APPLICATION

1. Apply for a Business License at the City Hall Annex located on Second Avenue.

2. The following must be submitted to apply for a business license:
e Completed Business License application. (Attachment B)

e Pay a Building Inspection fee of $25.00 upon submission of completed
application to Business License Office. No inspections will be conducted

without payment of fee.

3. The following departments will conduct on-site inspections:

e The BUILDING DEPARTMENT will check the building for building code
violations. Any code violations must be rectified prior to receiving a business

license.

e The PLANNING DEPARTMENT will ensure that the use is an allowed use
in the zone and that all parking areas, landscaping and irrigation have been
installed according to the approved plan, if necessary. (See STEP 1, Number 3

for an explanation of when improvements are necessary).

e The FIRE DEPARTMENT will ensure that the building meets current fire
codes. Any fire code violations must be rectified prior to receiving a business
license. A general list of common items that may be affected are listed below:

o All exit lights must be operational.
Additional exit lights may be needed due to planned renovations.
All emergency lights must be operational.

O OO

renovations.
o Fire extinguishers must be in place, mounted and plainly visible.
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STEP 4 — BUSINESS LICENSE ISSUED

1. Once all Departments find the building in compliance with City regulations, the
business license fee must be paid. (Attachment D)

2. All utility tap fees must be paid. Utility tap fees vary based on the type and size
of the business. Please contact Public Utilities Director Freddie DuBose (see
Attachment A for phone number) to obtain a utility tap fee quote.

3. Business License is issued.

The following attachments should include all the necessary paperwork and
application forms as well as fee structure for opening your business. Also attached
is a list of staff and contact numbers for those involved in the business license
process. Please feel free to contact any member of the staff of the City of Conway.

We look forward to working with you!
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