INSTRUCTIONS FOR FILLING OUT THE BUSINESS LICENSE FORM

The license is for the gross receipts taken in by your business in the prior calendar year; January 1 to December 31.  The license fee and tax is due and payable before March 1.   A 10% penalty will be added to any application that is received on or after March 31.  (Postmark date will be used)  Interest at 8% will be applied from March 1 to both the license fee/tax and the penalty if not paid by March 31.
The following information is needed:
Applicant Name:


Registered Name:  The name of the business that is registered with the 



Internal Revenue Service (IRS).   (example:  Joe's Repair)

Trading As Name:  The name that the business operates under, if 



different from the Registered Name.  (example:  registered name is 

Joe's Repair, but the Trading As Name is Joe's Auto)


If you operate under more than one name or type of merchant, you may need 
to apply for more than one license.  (example:  (1)  Joe's Repair operates an auto repair shop (retail) and a parts distribution business (wholesale) under 

one name, Joe's Auto, then one application but two different taxes apply.  (2)  

Joe's Repair operates under two different names:  Joe's Auto and Joe's Parts.  


Two different applications are needed, one for each ‘trading as’ name. 
Physical Address:  The address where the business is physically located. 911 address, please.
Mailing Address:  The business mailing address if different from the physical 


address.

EIN/Fed Tax ID:  The number assigned to the business when registered with 
the Internal Revenue Service.

Phone Number:  Phone number of contact person

Contact Person:  Name of a person within your business who we may contact 
if more information is needed.

Cont’d:  Instructions for filling out the Business License form:
Title:  Title of contact person.

Gross Receipts:  The whole, entire, total receipts, of money or other 
consideration received by the taxpayer as a result of transactions with 
others, besides himself, and which are derived from the exercise of the 
licensed privilege to engage in a business or a profession in the ordinary 
course of business, without deduction or excluding, except as provided by 
law. (2000 BPOL Guidelines)

Type of License:


Retail Merchant:  (sales) means a sale of goods, wares and merchandise



for use or for consumption by the purchaser or for any purpose other 
than resale by the purchaser, but does not include sales at wholesale 
to institutional, commercial, industrial, and governmental users 
which are classified as wholesale sales.  (2000 BPOL Guidelines)


Wholesale Merchant:  (sales) means a sale of goods, wares and 
merchandise for resale by the purchaser, including sales when the 
goods, wares and merchandise will be incorporated into goods for sale, and also included sales to institutional, commercial, industrial, and governmental users which because of the facts and circumstances surrounding the sales, such as the quantity, price, or others terms, indicate that they are consistent with sales at wholesale.   (2000 BPOL Guidelines)


Professional:  means services performed by those practicing the 
professions as listed in Chapter 5, Subsection 5.4 (2000 BPOL Guidelines).  The word "professional" implies attainments in professional knowledge as distinguished from mere skill, and the application of knowledge to uses for others rather than for personal profit.  (examples:  Architects, Attorneys-at-law, certified public accountants, dentists, engineers, land surveyors, surgeons, veterinarians, practitioners of the healing arts, etc.)


Contractor:  a person who accepts contracts to perform, or regularly 
performs, or engages others to perform, any of the work in 
paragraph B of subsection 58.1-3714 on buildings, structures or real 
estate owned by him when the buildings, structures or real estate are 
Cont’d:  Instructions for filling out the Business License form:

sold upon completion of such work; or, if he regularly performs, or 
engages others to perform, any of the work described in paragraph 
B of subsection 58.1-3714 on buildings, structures or real estate 
owned by others.  This includes persons who subdivide and improve 
real estate, and speculative builders who build house or other 
buildings with the intention to offer the subdivided lots or 
completed buildings for sale. The leasing of such property before 
the sale of, shall also be subject to a license fee and license tax as a 
separate business.
This does not apply to the property owner who is doing their own 

work to build or to improve their property themselves.  (2000 BPOL Guidelines)

Signature of Applicant for License:  If applicant is a person (sole proprietor 
or a partnership) then that person or a partner signs here.

Signature of Authorized Agent:  If not a sole proprietor or partnership, then 
the signature of a person authorized to do business for the company.

There shall not be a pro-ration for any expired portion of the license year unless otherwise provided.  

No Town business license shall be transferred except for the continuation of the same business at the same location for which the license was originally issued.  The fee for such transfer shall be ten dollars ($10.00).

Failure to secure license or making a false statement:


The following may be applied:



.  Interest at 8% per annum on tax and penalty from date of 

delinquency (March 1). 



.  guilty of a misdemeanor and fined not less than $5.00 nor more 

than $100.00 for each day in default, or confined in jail for not 

more than six months, or both, at the discretion of the Mayor.

(ordinance dated Jan. 1, 1955, repealed and re-written March 3, 1983)

Fees:  (Yearly fees, January to December or any part thereof)

.  License Fee:  applies to all businesses, minimum of

     $30.00



For any receipts under $37,500.00, if over, then, as follows:

.  License Tax:



-  Retail Merchants


             

.08 per $100.00



-  Wholesale Merchants


   

.05 per $100.00



-  Professional                                            

.08 per $100.00



-  Amusement machines:




$25.00 per machine up to 10


     max $200.00


-  Peddlar/itinerant vendors



        

    $500.00


-  Contractors:






 .08 per $100.00


.  Transfer of license (same business, different operator)

      $10.00

The following applies to all Business License applicants:

Every person who is assessable with a local license tax must keep sufficient records to enable the assessor to verify the correctness of taxes paid for the license years assessable and to enable the assessor to ascertain what is the correct amount of tax that was assessable for each of those years.  All such records, books of accounts and other information must be open to inspection and examination by the assessor in order to allow the assessor to establish whether a particular receipt is directly attributable to the taxable privilege exercised within a jurisdiction.  The assessor must provide the taxpayer with the option to conduct the audit at the taxpayer's place of business if the records are maintained there.  If maintained outside the assessor's jurisdiction, copies of the appropriate books and records must be sent to the assessor's office upon demand.

A taxpayer must keep its records for the current license year and the preceding three (3) license years where it regularly files BPOL tax returns; however, a locality may review a taxpayer's records for the current license year and the six (6) preceding license years when there has been a failure on the part of the taxpayer to file BPOL tax returns or obtain a BPOL license, or where there has been fraud on the taxpayer's part relating to BPOL taxes.  For each license year under audit or for which the taxpayer must keep records, base year records provide the measure for license tax on gross receipts. (2000 BPOL Guidelines, page 45)
If you have any questions or concerns about this form or the instructions, please contact the Treasurer at 434-983-2076.
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