
CITY OF SHAWNEE
HOME BUSINSS

LICENSE APPLICATION

Receipt #
Check #

Date of Applicaon
Nam of Business

Type of Business

Address

Home Telephone

Maig Address (If different)

Lat Name

Date ofBlih
Kaas State Sales Tax #FAX E-mail Address

Effective Date of Licene

Cit/Stae/Zip Code

Business Telephone

First Name

Drver s Licene #/State Issued

Federal Employee il #
Website

Middl Intia

PLEAsE IN -EACE IT 1JLOW lNCXlG TiYOU nAVE llAb AN wnL COMPLY WI TI FOLLOWIG HOME BUSINSSRESTRC-

nONS.

Home busiesss must be conducted by pens livig:i the home. A business may emloy up to the equivalent of one full
ti emloyee (up to 40 hr. pe week coed if mor than one employee)- Employee hour shal be lited to the hour
between 8:00 AM and 7:00 PM.

Serces and/or saes to custome at the home ar prln"bted.
Home businesss collectively may not occupy more than 25% of the tota floor ara of the dwellg, not :icludig garge
or unved basnt sp.
Interal or external alterations or the use of constcton feats or mechanca equipmnt not cuoma to homes is prm"bited.

The entrce to a home business must be frm wi the hom.
Power sours ar lited to electrc motor wi a tota1ition of horwer pe dwellg unt.
Commrcia vehicles prhibited :i residenti aras. Commrcia vehicles inc1ude those vehic1es 1ager th 24-ft. in lengt,
8ft. in height, or 8 ft. in width or any vehicle licensed as a trck wit a regiered weight capacity of mo than 16 000 lbs.
or desiged to trsp 16 or more people. Fltbe trcks du trcks, tow trcks, cement miers or utilty wrker ar
cosidered commerc vehicles regaess of their regierd weight or sie.
I undersd it is my respibil to noti the cit when I am no longer coductig busiess.

COMPUTE YOUR ANAL LICENSE FEE BY REFERRNG TO THE SCHEDULE ON THE REVERSE SIDE, AND FILE TH APPLICATION

WITH YOUR REMITTANCE IN PERSON AT TH CITY CLERK S OFFICE, 11110 JOHNSON DRIVE, SHAWNEE, KASAS. CHECKS
CASH, AN VISA OR MASTERCAR AR ACCEPTED.

ANAL BUSINSS LICENSE TAX
AMOUNT PRO-RAED*
AMOUN DUEIRMITED

* Fees for new businesses are prtJratedfor theftrst year of business. See reverse for calculaton methot!

VEffCLS USED BY TH RESIDENT AN EMPLOYEES MAY NOT BE PARD IN TH STRET DURG BUSINSS HOUR.

I DECL UNER PENALTY OF FALSE STATEMENT TH TO TH BEST OF MY KNOWLEDGE AN BELIEF TH STATEMES MAE
HEREIN AR CORRCT AN TRUE.

SIGNATU
THE FILING OF THIS APPLICATION OR THE GRANG OF A BUSINESS LICENSE NEITHER CONFIRMS NOR DENIES THE USE OF

LA AS REGULATED UNDER THE PROVISIONS OF THE MUNICIPAL ZoNING CODE. HOMEocPM7.2I5/06



BUSINSS LICENSE FEE SCHEDULE
HOME OCCUPATIONS

Effectve 07/01/94

The City of Shawnee licensing year runs from October 1 to September 30. The cost of a
license depends upon the tye of business and is pro-rated throughout the licensing year.
Please refer to the categories below to identi the fee for your business tye.

To determie the fee due for the fllt year: Divide annual fee by 12. Multiply by number 
months or fracton thereof remaining unti October 

Example: $50 fee for entie year. Business begis operations on May 15. There
are 5 months remaing in licensing year. $50 divided by 12 = $4.17. $4.
multiplied by 5 months remaing equal to $20.85. Total due for business
operatig from May 15 to September 30 is $20.85.

Should you be unsure or unable to locate the fee for your type of business, please contact
the Licensing Diviion at City Hall (913) 631-2500 ext. 240.

PRo

Contractors $125
General, electrcal. Plumbing, handyman, remodeling, etc.
Insurance Ae:ents or brokers $75/Fir + 10/agent over 1

Manufacturie:. pritine:. wholesalie:. firms e:enerallv $60
All ftrms primarly in manufacturg, prting, wholesaling, and businesses engaged in
the business prily of renting and leasing.
Nurserv Schoolsav Cares $40
Ene:ineers. architects. and accountants $100
Photoe:aphers and auctioneers $75
Real estate offces $100/Fir + $lO/agent over 1
Retail Sales $50
Selling groceries, clothig, hardware, notions, fuiture, home fuishing, serces, paint
drgs , recreation, crafts, and all calling trades, and businesses not set out elsewhere.
Taxicab and bus companies $100

The following are not allowed as home businesses except with a special use permit:

Commercial repaig of automobiles, appliances, equipment or simlar items;
Commercial stable or kennel; 
Sales to customers on premses;
Veterar surger;
Animal groomig;
Barber or beauty Shops.



            Rev: 03/16/2015 

 

New Business Guide and Sign-Off Sheet 
City of Shawnee, Kansas 

A NEW BUSINESS MAY REQUIRE ALL OR PART OF THE FOLLOWING PROCEDURES 
PLEASE CHECK EACH ONE, AND HAVE THE APPROPRIATE DEPARTMENT SIGN 

 

BUSINESS NAME: __________________________________   BUSINESS TYPE: _____   DATE: ___________ 
 

STEP #1 
ZONING VERIFICATION 

Contact the Planning Department at (913) 742-6011. 

 The property on which your business will be located must be properly zoned. 

 The City Planner will discuss any/all site development and signage requirements. 

 Signatures must be obtained by the City Planner. 
 

SITE DEVELOPMENT REQUIREMENTS: 
You must complete all required site development construction such as final grading, stormwater drainage improvements, compliance with 
stormwater detention ordinance and parking lot and drive approach construction prior to opening your business. 
 

ZONING REQUIREMENTS: 
The City Planner will verify the property has proper zoning for the type of business to be opened, or if a site plan is required. 
 

          Property Address: 
 
          Zoning Classification: 

________________________________________________ 
 
________________________________________________ 

Downtown Improvement Area: 
Yes   (Area) _______  No   

75th Street Corridor: 
Yes   (Area) _______  No   

 

SIGN PERMIT REQUIREMENTS: 
I hereby acknowledge receipt of the sign requirements for the City of Shawnee. 
 
 
 

 

__________________________________________________________________________________________ __________________________________________________________________________________________ 

Applicant Signature: Date: Planning Signature: Date: 

    

If you are a home-based business, skip to Step #6. 
 

STEP #2 

PUBLIC IMPROVEMENTS 

Contact the Development Services Department at (913) 742-6012. 

 Any/all public improvements must be completed before business can open. 

 The City Engineer will discuss the requirements for a public improvement permit (if 
necessary). 

 

STEP #3 

BUILDING INSPECTIONS 

Contact the Codes Administration Division at (913) 742-6011. 

 A building permit and inspection may be required before your business can open. 

 A temporary certificate of occupancy may be required before your business can 
open. 

 

BUILDING PERMIT: 
A building permit is required for any new construction or remodeling/tenant finish, etc. 
 

BUILDING INSPECTION: 
A building inspection must be completed before your business can open.  The final inspection report will be delivered to the City Clerk’s Office 
by the Codes Administration Division. 
 

TEMPORARY CERTIFICATE OF OCCUPANCY: 
A temporary certificate of occupancy may be required before your business can open.  The fee for a temporary certificate of occupancy is: $30 
for first 30 days and $10 for each subsequent 30 day period. 
 

STEP #4 

FIRE INSPECTION 

Contact the Fire Department at (913) 631-1080. 

 A fire inspection must be completed before your business can open. 

 The inspection report will be sent to the City Clerk’s Office by the Fire Department. 

 Some business will require an annual inspection (day cares). 
 

STEP #5 

CERTIFICATE OF OCCUPANCY 

Contact the City Clerk’s Office at (913) 742-6014. 

 A final certificate of occupancy will be issued for every business located in the City. 

 Once Steps 1-4 are complete, the City Clerk’s Office will issue a Final Certificate of 
Occupancy for a one-time fee of $5.00 

 

STEP #6 

BUSINESS LICENSE 

Contact the City Clerk’s Office at (913) 742-6014. 

 A business license is required for every business operating in the City. 

 Once Steps 1-6 are complete, the City Clerk’s Office will issue a Shawnee Business 
License. 

 

BUSINESS LICENSE: 
A business license will be issued by the City Clerk’s Office.  The business license fees can be found in Title 5 of the Shawnee Municipal Code. 
The licensing year for most business is October 1 to September 30 of each year. Most fees are pro-rated based on the month in which the 
license is issued. Some businesses have additional regulations and fees. 
 

 

BEFORE YOU CAN OPEN FOR BUSINESS, A FINAL OR TEMPORARY CERTIFICATE OF OCCUPANCY, AND A 

SHAWNEE BUSINESS LICENSE, MUST BE OBTAINED FROM THE CITY CLERK’S OFFICE. 
 

KANSAS DEPARTMENT OF AGRICULTURE:  For Restaurants, Food Services 1-785-564-6767 
KANSAS STATE SALES TAX NUMBER:  Contact Kansas State Revenue and Sales Tax Office 1-877-526-7738 



Sometimes it may be necessary for the Police Department to contact authorized personnel of your 
business after normal business hours. Please list at least two (2) persons that can be contacted by the 
Police Department, should it become necessary. They should have door keys and be able to respond 
to assist offi cers if needed.

Name of Business:  ________________________________________________________________
Business Address:  ________________________________________________________________
Business Telephone:  ______________________________________________________________

First Contact Name:  ______________________________________________________________
Residence Telephone:  _____________________________________________________________
Pager/Cell Number:  _______________________________________________________________

Second Contact Name:  ___________________________________________________________
Residence Telephone:  _____________________________________________________________
Pager/Cell Number:  _______________________________________________________________

Third Contact Name:  _____________________________________________________________
Residence Telephone:  _____________________________________________________________
Pager/Cell Number:  _______________________________________________________________

Do you have an alarm system?  Yes  No
If yes, what type?  Robbery  Burglary
Alarm Company Name:  ____________________________________________________________
Alarm Company Telephone:  _________________________________________________________
Date:  ________________________  Signature: _________________________________________

If you would prefer future update requests via your business e-mail, please supply your e-mail 
address:  ________________________________________________________________________

Print this form, complete the information and return it to the City Clerk’s offi ce at City Hall.

Emergency Contact Information

11110 Johnson Drive
Shawnee, Kansas 66203

Phone: (913) 631-2500 · Fax: (913) 631-7351
www.GoodStartsHere.org




