Open For Business
A Program to Provide Personal Assistance to
Small Business in Choosing, Building or Expanding
their Business Location
www.cityofrockhill.com/openforbusiness
CITY OF ROCK HILL PLANNING & DEVELOPMENT

We strongly advise before leasing, purchasing or otherwise commi ng to a property, you confirm that the zoning and physical layout of the building and site are
appropriate for the use intended. This includes having a clear understanding of any
Code restric ons or limita ons that may aﬀect your opera on, and any building
and site modifica ons that may be necessary to open for business.

you can. The realtor or leasing agent for your poten al
loca on should be able to provide most of the informa on
We know that running a small business is a daun ng task,
and star ng a small business can be even more in mida ng. To encourage and assist you in seeing your business
plan become a reality, the City has created the Open for
Business program, which includes a special business assistance team ready to roll up their sleeves and guide you
through the process of opening, reloca ng or expanding
your business in Rock Hill.

required about your proposed business loca on. Of course
you are the expert on your business itself and the details of
its opera on. We will help you complete any informa on
that you don’t have or that you are not sure about. Having
as much informa on as possible about your type of business as well as the building and site you are considering
helps us to make sure the informa on and guidance we
give you is accurate and applicable to your par cular business.

We’re sure government requirements, rules and regulaons may some mes overwhelm and discourage business
people, but we hope the informa on provided through this
program will get you started on the right foot in your new
venture. We encourage you to call for an appointment
with one of our team members, and we look forward to
working personally with you on your project.

Bring

your

completed

Zoning and Building Compliance form answering
as many ques ons as you
can. Again, we will help
you complete any informa on that you don’t have or that you are not sure about.

In prepara on for your appointment, we ask that you com-

At this ini al mee ng, we should be able to determine

plete the Zoning and Building Compliance form (located at

whether the property is properly zoned for your use, and

the back of this brochure) answering as many ques ons as

whether there are any major issues in mee ng basic re-

Please call to schedule your personal appointment and a free assessment of your
proposed business location.

quirements that might preclude moving forward.

(803) 329-5590
Open for Business is a program of the
Planning & Development
Department located on the
3rd floor of the East Wing of
City Hall, 155 Johnston Street,
Rock Hill, SC 29730.
2

A er we meet to discuss and complete your ques onnaire,
we will make a “feasibility inspec on” of your proposed
site. This inspec on is not intended as a construc on inspec on and in no way cer fies the overall soundness or
suitability of the building, structure, site or other elements.
The feasibility inspec on will be made to give you an idea





of any improvements or modifica ons
that may be required to meet City

stormwater/drainage improvements
addi onal landscaping
sign loca on

codes, so you can determine an cipated costs and expenses to finalize
your budget and plans.

Building Changes:








If you are

considering purchasing a building, we
would recommend securing the services of a cer fied and
licensed inspec on agency as well.
The feasibility inspec on covers the site (parking, landscap-

handicap access
addi onal restrooms
handicap accessible facili es
exit lights
emergency ligh ng
electrical changes and es mate of electrical
usage

ing, dumpster, etc.) and the building to see what changes,
if any, will be required for compliance with City and State
codes. There are basically two scenarios with diﬀering
requirements:

A er the inspec on, you will receive
a copy of the Feasibility Inspec on
Report

along

with

appropriate

checklists to help you prepare plans
If you are occupying or reloca ng to a building or space

for any necessary construc on. We will explain any re-

that was previously occupied within the past 6 months by

quired changes and the next steps in your process.

the same type business as yours, there are generally no
changes required to the building or site unless the building
has been damaged or altered without permits. There may
be some excep ons to that rule when there is a serious or
life safety code viola on, or certain maintenance needs to

If the inspec on shows that signifi-

be performed such as replacing dead landscaping, patching

cant changes or improvements are

potholes or striping parking spaces.

required, your next step would be
to prepare the site and/or building
plans. You should use the Feasibility Inspec on Report and
the checklists provided to prepare complete plans for your
specific project.

If using a design professional, provide

them with a copy of these forms. Some plans are required
to be prepared by a South Carolina registered architect
Change of use almost always requires compliance with

and/or engineer, and we will advise you if that is the case.

current codes which in turn usually requires changes to the
building and site.
Some of the things that may be required are:
Site Changes:







When your plans are complete, submit the site and building
plans to the Open for Business staﬀ. The plans will be re-

addi onal parking

viewed within 5 to 10 business days. You and your design

handicap parking and signage

professional will be no fied if the plans are approved or if

paving parking lot

the plans require revision, you will be provided a detailed

widening driveway/access
provision/screening of dumpster pad

list of review comments. While our goal is to provide
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enough informa on so that the plans can be approved

ing the permits for your signs.

upon first submi al, most plans go through one or two
revisions.

When all your building and site improvements are complete,
If you have not already done so, when your plans have
been approved you will want to begin your contractor
selec on. Having an approved set of plans to put out for
bids or es mates is helpful in avoiding costly surprises
and unexpected expenditures. It also gives your contractor a more complete picture of the work necessary,
which generally means a more accurate es mate and
be er pricing.

the general contractor will then call for the final inspec on
to secure the Cer ficate of Occupancy for you to be able to
move in. This inspec on includes the building and site work.
When everything is inspected and approved, you will be
issued a Cer ficate of Occupancy and a Zoning Compliance
Cer ficate. The Commercial Cer ficate of Occupancy Brochure will explain all of the things that must be ready for
your final inspec on.

Permits can only be obtained

Once you have obtained your Cer ficate of Occupancy and

by an appropriately licensed

your Zoning Compliance Form has been approved, you can

South Carolina general con-

secure your business license. The business license fee is

tractor who must also hold a

based on your type of business using the North American

current City business license. The general contractor

Industry Classifica on System (NAICS) and your es mate of

must also provide a list of any subcontractors that he

gross receipts for the coming year. The business license fee

plans to use, who must also be appropriately licensed.

for following years will be based on your actual gross re-

We will provide your contractor with an approved set of

ceipts from the previous year. A calculator is available online

your plans to use as his field copy. These plans must be
kept at the job site un l the project has been completed.

at www.cityofrockhill.com. You may also contact us to help
determine your license fee at (803) 329-5590.

The general contractor must call for the required inspecons of the work as it progresses. This is to avoid premature requests by others resul ng in re-inspec on fees.
During construc on, the u li es are some mes in the owner’s or contractor’s name and u lity costs are paid by them.
An important part of any business is its signs. Signs are issued
their own separate permits and

and you are ready to move in, the u li es must be transferred to your new business.

are usually handled by a dedicat-

In addi on, Rock Hill provides a

ed sign contractor, that can o en help you design the

range of commercial sanita on

most eﬀec ve signs as well as manufacture and install

op ons, including commercial recy-

them. Most area sign contractors are familiar with the

cling programs as well as conven-

Rock Hill sign regula ons, as well as the process of secur-
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But a er you have obtained your Cer ficate of Occupancy

onal trash pickup.

To have the u li es transferred to your company or name,
you will need to sign a Commercial Service Agreement and
pay a deposit. For more informa on and exact fees, contact us at (803) 329-5590.

SC Department of Labor, Licensing and
Regula on
110 Centerview Drive
Columbia SC 29210
803-896-4300
www.llr.state.sc.us
LLR administers the licensing of over 130 regulated professions and occupa ons, including such diverse groups as
contractors, cosmetologists, funeral directors and a wide

Congratula ons…..you’re ready for the Grand Opening!

range of medical providers. Most people are generally

Be sure to visit our webpage to find out about the mar-

aware if their profession is regulated. The LLR website is

ke ng opportuni es provided for businesses as part of the
sign regula ons and other allowable outdoor adver sing

also a good way to check on the license status of contractors and other professionals you might be considering for
hire.

mechanisms such as Grand Opening permits and Temporary Sign permits.

SC Secretary of State
1205 Pendleton Street
Suite 525
Columbia SC 29201
803-734-2158
www.scsos.com
There are several other agencies that you may need to
contact before you are ready to open, depending on the
type of business you have, such as:

Corpora ons, limited liability companies and limited partnerships must complete their business filings with the Secretary of State’s oﬃce. This can be done directly with the
SCSOS oﬃce, or through the South Carolina Business One

SC Department of Revenue
454 S. Anderson Road
Suite 202
Rock Hill SC 29731
803-324-7641
www.sctax.org
All new businesses will need to register with the DOR,
which administers the majority of taxes and licenses businesses will need to operate in South Carolina. You can use
the South Carolina Business One Stop (www.scbos.sc.gov)
to help determine the other types of licenses or registraons your business might need., such as sales tax licenses,
alcoholic beverage licenses and amusement and admis-

Stop (www.scbos.sc.gov).

SC Department of Social Services
2638 Two Notch Rd., Suite 220
Columbia, SC 29204
888-202-1469 (toll free) or
803-898-9001
www.dss.sc.gov
DSS provides child care registra on and licensing for all
child care businesses, including those opera ng out of a
home.

sion licenses.

York County Environmental Health Oﬃce
SC Dept. of Health and Environmental
Control
1070 Heckle Boulevard
Rock Hill SC 29732
803-909-7300

U.S. Small Business Administra on
Programs and services to help you start and grow your
business.
www.sba.gov

Restaurants and other food service businesses will need to

Internal Revenue Service

contact the County Health Department to get the appropri-

Tax informa on and Federal tax id numbers.

ate Food Service Permits.

www.irs.gov
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Open for Business Checklist
 1. Complete the Zoning and Building Compliance form. This form gives us informa on about your proposed business loca on. Answer as many ques ons as you can, we’ll help you with the rest.

 2. Bring your completed form in the Planning and Development Department. You can schedule an appointment or
just come by. A representa ve will review your proposed loca on and discuss any zoning or building code regulaons with you.

 3. We will perform a “feasibility inspec on” of your proposed business loca on, if needed. The inspec on allows
us to inform you of any code required upgrades or changes upfront so you can make an informed decision.

 4. Receive the Feasibility Inspec on Report. We will discuss requirements during the inspec on but we will also
finalize the feasibility inspec on report a erwards and send you a copy. You can refer to this when talking with
contractors, design professionals and leasing agents.

 5. Prepare and submit construc on plans for review, if needed. If your proposed business loca on will require
significant upgrades, construc on plans and permits may be needed.

 6. A er your plans are approved, select a licensed contractor and obtain your building permit. Your contractor will
complete the work and call for inspec ons as needed. You will also need to apply for a Sign Permit for any new or
replacement signs.

 7. When all work is complete and you are ready to open, call for your final inspec on. We will issue a Cer ficate of
Occupancy and approve your Zoning and Building Compliance Form.

 8. Obtain your City Business License. Your Cer ficate of Occupancy and/or Zoning and Building Compliance Form
must be approved to obtain your license. Complete the Business License Applica on and submit to OFB staﬀ.

 9. Set up your u lity account. Your business license applica on and u lity account are processed together. A deposit will due and is determined by an average of the past u lity bills at your loca on.

 10. Open for Business!

Electric, Water, Sewer, Sanita on

Gas

Phone, Cable, Internet

City of Rock Hill

York County Natural Gas

Comporium

155 Johnston St.

979 W. Main Street

332 E. Main St.

Rock Hill, SC 29730

Rock Hill, SC 29730

Rock Hill, SC 29730

803-325-2500

803-323-5304

803-326-6011

www.cityofrockhill.com

www.ycnga.com

www.comporium.com

10/11/2017
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