
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: 

 

NEW CONSTRUCTION 
 

Follow these instructions if you are constructing a new building or altering the 
footprint of an existing building. 

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

1. PLANNING DEPARTMENT – CONCEPTUAL REVIEW 
2. PLAN SUBMITTAL 
3. TECHNICAL REVIEW OF PLANS 
4. COMMUNITY APPEARANCE BOARD 
5. BUILDING PERMITS 
6. CERTIFICATE OF OCCUPANCY 
7. BUSINESS LICENSE 
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STEP 1 - PLANNING DEPARTMENT – CONCEPTUAL REVIEW 
 

1. Make an appointment with the Zoning Administrator (Planning Department) 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 go over the steps necessary to continue you’re 
your application and answer any questions you may have. 

 
STEP 2 – PLAN SUBMITTAL 
 

1. Submit two (2) complete sets of plans to the Planning Department to initiate the 
Technical Review Process, Application (Attachment B), Request for Review of 
Intent to Develop (Attachment C), which requires an Intent to Develop Review 
Fee of $250.00 and a Commercial Plan Review fee of $100.00 

2. A complete set of plans must include the following: 
• SITE PLAN drawn to scale prepared by a design professional illustrating 

the location of all improvements and all proposed structures, including 
dumpster pads and specifications. 

• CURRENT SURVEY of the property prepared by a licensed surveyor. 
TREE SURVEY of all trees protected by the Conway Preservation 
Ordinance.  This includes all Live Oaks 8” + dbh (diameter at breast 
height – 3”), American Holly 8”+ dbh, Flowering Dogwood 4” dbh, 
Redbud 4”+dbh and all other trees 8” dbh. This survey must be prepared 
by a licensed surveyor. 

• LANDSCAPE PLAN prepared by a design professional illustrating the 
location of all areas to be landscaped; location of proposed new plant 
material; areas to remain undisturbed; material type and size at 
installation; installation specifications. 

• IRRIGATION PLAN illustrating the placement of the proposed system 
on site. 

• DRAINAGE PLAN prepared by a licensed engineer illustrating existing 
elevations, proposed finished elevations, proposed direction of surface 
flow; sub-surface piping and structures; elevations of out-falls; retention 
and detention areas; all relevant calculations and specifications. 

• NPDES GENERAL PERMIT or exemption from the South Carolina 
Department of Health and Environmental Control, Office of Ocean and 
Coastal Resource Management (DHEC-OCRM). 

• SECTION 404 PERMIT or determination of no impact from the Army 
Core of Engineers for wetland alteration. 

• UTILITY PLAN illustrating the location of all existing and proposed on-
site utilities; location of water and sewer tie-in; location of existing and 
proposed fire hydrants; all relevant calculations and specifications. 

• GRAND STRAND WATER & SEWER AUTHORITY APPROVAL 
or Bucksport Water and Sewer stating that service is available if the 
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proposed project is outside the City of Conway water and sewer service 
districts. 

 
STEP 3 – TECHNICAL REVIEW  
 

1. The Technical Review Committee is comprised of representatives from the 
Planning, Building, Fire, Public Works and Public Utilities Departments.  

2. The Committee meets every Tuesday to review plans submitted the previous 
week.   

3. The Zoning Administrator will mail a list of comments and required revisions to 
the applicant. 

4. This process will continue until the plan receives approval from the entire 
Technical Review Committee. 

 
STEP 4 – COMMUNITY APPEARANCE BOARD 
 

1. The Community Appearance Board (CAB) is appointed by City Council and is 
comprised of residents and business owners in the City of Conway with various 
backgrounds including architecture, business, sign design, artistry, real estate, etc. 

2. The CAB meets the 2nd and 4th Wednesday of every month at 4:00 p.m. in City 
Hall, 1st Floor Conference Room.  A COMPLETE application must be submitted 
to the Planning Department no later than the Thursday prior to the meeting.  
(Attachment D) 

3. A complete application to the CAB must include the following 
• ELEVATIONS of the front, sides and rear of all proposed buildings 

drawn to scale 
• ELEVATIONS of any renovations and/or additions to an existing 

structure drawn to scale 
• SITE PLAN of the project drawn to scale 
• LANDSCAPE PLAN, including irrigation 
• SIGNAGE, drawn to scale including color samples, materials, lighting 

plan and fonts 
• COLOR SAMPLES of paint, brick, siding, shingles, etc. for exterior 

finish of the building 
• LIGHTING PLAN of the site including specific proposed fixtures.  

4. A representative must be present at the meeting to have your request heard.  
The Board may approve the plans as submitted or may make suggested revisions. 

5. For new buildings, review before the CAB requires a preliminary and final 
approval.  The applicant must continue to appear before the Board until they 
receive final approval from the Board. 

6. The Zoning Administrator is available to answer any questions about the CAB 
process and to assist all applicants through this process. 
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STEP 5 – BUILDING PERMITS 
 

1. Complete the building permit application (Attachment E) and submit two (2) sets 
of engineered construction plans to the Conway Building Official for review and 
approval.  (See Appendix A for address and phone number). All construction may 
be subject to the use of an architect. 

2. Pay building permit fee (Attachment F) and utility tap fee.  Utility tap fees vary 
based on the type and size of the business.  Please contact Public Utilities Director 
Freddie DuBose to obtain a utility tap fee quote (see Appendix A for phone 
number).  Bring receipt of payment of both fees to Building Permit Clerk.  
PLEASE NOTE:  The general contractor and any subcontractors working on 
construction must obtain a business license prior to beginning work within the 
corporate limits of Conway.  They may obtain this license directly from the 
Business License office. 

3. Permit is issued and construction can begin.   
4. Commercial buildings will require building, plumbing, mechanical and electrical 

permits that must be obtained by each subcontractor.   
5. Inspections will be required as each building step is completed, i.e., footings, 

foundations, slab plumbing, floor framing, nailing, framing, rough electrical, 
mechanical and electrical, and insulation, etc.  Requests for inspections must be 
called in 24 hours in advance.  

6. In order to receive temporary power on the building, the following must be 
submitted to the Building Department:  list of subcontractors, roofing verification, 
termite pre-treatment letter and truss engineering certification. 

 
STEP 6 – CERTIFICATE OF OCCUPANCY 
 

1. On site inspections will be completed by the following Departments: 
• Building Department to ensure building completion satisfies building codes. 
• Planning Department will ensure exterior of building, parking layout and 

landscaping has been installed according to approved plans. 
• Public Works Department will ensure drainage, dumpster pads, pavement, and 

sidewalks have been installed according to approved plans. 
• Public Utilities to ensure utilities have been properly installed. 
• Fire Department will ensure building completion satisfies all applicable fire 

codes.  The Fire Department will also ensure that a key box has been installed.  
If the tenant of a newly constructed structure changes the locks to the 
building, they are required to provide updated keys to be placed in the key box 
for the Fire Department.  

 
 
STEP 7 – BUSINESS LICENSE 
 

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: 
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• Business License Application (Attachment G) 
• Business License Fee  (Attachment H) 
• Certificate of Occupancy 
 

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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