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Checklist for Opening a Non-Home Based Business

Before opening a new business, relocating, or expanding an existing commercial (non-home based) business or upon a change of ownership of a commercial business in Cape Coral you must obtain a Certificate of Use (CU) and a Business Tax Receipt (BTR).  This checklist is intended to help you through the process and ensure no steps are missed.  If you have any questions please call (239) 574-0553. 

	 FORMCHECKBOX 

	$$$ We Want to Save You Money $$$ - Carefully review Page 5 of this document before you purchase or lease your building or property.  The Fire Department's Division of Life Safety provides a free site inspection.  As a business owner, you may not be aware that this free site inspection can help you avoid costly expenditures.  If you have any questions, please call the Division of Life Safety at (239)242-3264.  For building questions, please call the Permitting Division at (239) 574-0546.  We may be able to save you time and money.

	 FORMCHECKBOX 

	Verify with the Zoning Department that the location you have chosen is zoned properly for the business use intended and that the property has adequate parking for your business.

	 FORMCHECKBOX 

	Verify whether or not your use of the property results in a “change of use”.  If this is the case, you may be subject to payment of impact fees.  (Refer to Section “Change of Use” for more information.)

	 FORMCHECKBOX 

	Be within 30 days of moving into your space.

	 FORMCHECKBOX 

	Apply for any needed state licenses (for example: real estate, cosmetology, salon, mortgage broker, restaurant, corporate name, fictitious name) 

	 FORMCHECKBOX 

	If a Change of Occupancy, verify with the Zoning Customer Service Representative (CSR) whether you need building permits.  (Refer to Section “Change of Occupancy” for more information.)

	 FORMCHECKBOX 

	Complete Certificate of Use/Business Tax Application. (All CU’s not issued within sixty (60) days of application are considered null and void and will be charged an additional fee.) 

	 FORMCHECKBOX 

	Bring application in person to Zoning Department at City Hall

	 FORMCHECKBOX 

	Be prepared to pay $182.00 ($110 application fee and $72 fire inspection fees).  Payment can be made either by check, cash, or credit card. 


	 FORMCHECKBOX 

	The Zoning CSR will identify what inspections are necessary to open your business and will work with you to schedule the appropriate inspections. All inspections require the business owner or designee to be present during all inspections. If an inspector does not have access or a scheduled inspection does not pass, you will be charged a re-inspection fee.


	
	

	Check if Required
	Inspection Type
	Date Scheduled
	Check When Completed

	 FORMCHECKBOX 

	Fire/CU Inspection ($72) 

239-242-3264
	     
	 FORMCHECKBOX 


	
	

	
	

	 FORMCHECKBOX 

	The Licensing/Business Tax Division Customer Service Representative (CSR) will call you when your Certificate of Use/Business Tax Receipt is ready to be issued.  At that time, the CSR will notify you of the fees due for your BTR.  You will have the choice of coming in to pick up your paperwork or pay for it by phone and have it mailed to you. 

	
	

	 FORMCHECKBOX 

	Contact Lee County to apply for a County Business Tax Receipt.  You will need to bring your Cape Coral CU/BTR with you when you apply.


Checklist Information

Change of Use 
A Change of Use occurs when a new business moves into space that was previously occupied by another type of business or into a shell building that had not yet been classified as to its use. For example, you may be moving into a space that was previously classified as a business office. However, your business is a retail business.  This would be seen as a “change of use”. 

A Change of Use may result in you being assessed Road Impact Fees. 

Road Impact Fee Assessments 

Sec 2-24.26. In case of a change of use, redevelopment, or modification of an existing use, which requires the issuance of a building permit, the impact fee shall be based upon the net increase in the impact fee for the new use as compared to the previous use. 

Change of Occupancy 

Building permits will be required for a change of occupancy (existing FBC 2004 requirements apply) when the scope of work for a New or Existing Tenant involves more than paint, flooring, or partitions less than 48” tall and/or Modular Furniture. 

For questions or clarifications, please contact the Building Division, Plans Examiner at 239-573-3198. Building Permit Applications can be picked up at the Building Division or downloaded from www.capecoral.net. 
Fire/CU Inspection 

All inspections require the business owner or designee to be present during all inspections. If an inspector does not have access or a scheduled inspection does not pass, you will be charged a re-inspection fee of $73. 

Please be sure that furniture, machinery, and other items needed for conducting your business are in place at the time of the fire inspection.  See Fire Inspection requirement sheet for more information. If any questions, please call Fire at 239-242-3264. 

	CITY INSPECTION CONTACTS 
	STATE/COUNTY LICENSE CONTACT 
	

	Zoning Inspection: 
Planning Division 

P. O. Box 150027 

1015 Cultural Park Blvd. 

Cape Coral, FL 33915 

(239) 574-0553 

www.capegov.org 


	Fictitious Name: 
Dept. of State Div. of Corporations 

P. O. Box 1300 

Tallahassee, FL 32302 

(850) 245-6085 

www.sunbiz.org 


	Grocery Store/Delicatessen 
Dept. of Agriculture 

2005 Apalachee Pkwy. 

Rhodes Building 

Tallahassee, FL 32399-6500 

1-800-435-7352 

www.sunbiz.com 



	LOCAL BUSINESS TAX: 
City Clerk 

P. O. Box 150027 

1015 Cultural Park Blvd. 

Cape Coral, FL 33915 

(239) 574-0430 


	Lee County Licensing: 
Lee County Tax Collector 

Government Center 

1039 SE 9th P1 

Cape Coral, FL 33990 

(239) 339-6000 

www.leetc.com 


	Health Care Inspections: 
Agency for Health Care Administration 

P.O. Box 60127 

Ft Myers, FL 33906-0127 

(239) 338-2366 



	
	STATE INSPECTION CONTACTS
	

	Fire Inspection: 
Div. of Fire Tech. Services 

P. O. Box 150027 

815 Nicholas Pky East 

Cape Coral, FL 33915 

(239) 242-3264 


	Septic Inspection: 
Florida Dept. of Health 

N. Environmental Unit 

1039 SE 9th PL, #164 

Cape Coral, FL 33990 

(239) 458-7025 


	Dept. of Children & Family 

P.O. Box60085 

Ft. Myers, FL 33906 

(239) 338-1318 

www.800helpfla.com 



	Building Inspections: 
Building Division 

P. O. Box 150027 

1015 Cultural Park Blvd. 

Cape Coral, FL 33915 

(239) 574-0579 or 

(239) 574-0550 automated 


	Food Service Est./Hotel 
Dept. of Business & Prof. Regulations 

4100 Center Point Dr., # 107 

Ft Myers, FL 33916 

(850) 487-1395 


	Lee County Health Department 
Joseph P. D’Alessandro Office Complex 

2295 Victoria Ave., Room 206 

Ft. Myers, FL 33901 

(239) 690-2100 




*The agencies provided by the Planning Division are for informational use. 

Other state agencies may be required for a specific profession.
BASIC INSPECTION REQUIREMENTS BY THE FIRE DEPARTMENT

FOR A CERTIFICATE OF USE INSPECTION

Most code requirements can be found in detail in the Florida Fire Prevention Code.  Depending on the type of occupancy and hazards involved, additional requirements may be necessary to gain compliance for a Certificate of Use. 

1. The Fire Department’s Division of Life Safety provides a free site inspection.  If you have a question as to whether the building you intend to occupy, new or existing, meets fire code requirements, please call to make an appointment for a preliminary site inspection at 242-3264.  The property address must be visible from the street prior to our arrival. 

Once the site is approved for a specific type of occupancy, the furniture, machinery and other items needed for conducting business should be in place, At this time, the Fire Department should be called to conduct a Certificate of Use inspection at 242-3264.  Use of the premises will not be permitted prior to the Certificate of Use being issued by the Department of Community Development. 

2.
Mixed occupancies require a fire separation, sometimes referred to as firewalls, from one to four hours. This is determined by the occupancy classifications and other features of the building you intend to occupy. Check with the Cape Coral Building Department at 574-0606 or call the Division of Fire Prevention. 

3.
All commercial occupancies (business, mercantile, industrial, etc.) shall have one fire extinguisher for every 1,500 square feet of space.  The minimum size shall be a 2A10BC, and it must be certified/tagged by a State licensed service company.  Extinguishers shall be mounted no more than five (5) feet from the floor near an exit or within the path of exit travel.  The extinguisher must remain visible and unobstructed at all times.  These extinguishers shall also be serviced once a year by a State licensed service company.  These companies can be located in the yellow pages under Fire Extinguishers. 

4.
Extension cords are prohibited in commercial buildings as per NFPA 70, National Electrical Code. No extension cords shall be used in place of fixed wiring or outlets. 

5.
Exit arrangement location, emergency lighting and exit markings are often critical to gaining fire code compliance and may be required for your occupancy.  Properly sized exit signs shall have letters spelling the word “EXIT” that are a minimum of 6” in height and shall be illuminated. 

6.
All electrical work shall be performed by a licensed contractor and must comply with the current National Electrical Code.  All electrical panels shall have the breakers labeled according to their circuit location openings in the panel must be covered by blanks or approved covers. 

If you have any questions regarding your Fire Department Certificate of Use Inspection, please call the Division of Life Safety at 242-3264. 

CCFD Inspection Requirements (rev. 4/17/03) 8-31-2006 
LEE COUNTY HEALTH DEPARTMENT (CERTIFICATE OF USE INFORMATION)

The following are some of the basic requirements needed before a CU approval request from the City of Cape Coral can be obtained from the Lee County Health Department. 

1. FOOD SERVICE: 

All new construction or renovation to any food service located in a fraternal or civic organization, lounge, theater, child care center, assisted living facility, nursing home, and any other facility required to be permitted by the Lee County Health Department, must submit plans to our department for review.  This review must be made and construction plans approved by Environmental Health even before submitting construction plans to the city for permits. 

Plan review fees for food service establishments are $35.00 per hour. Once construction is complete, the applicant or agent for the applicant is to notify the health department so that a final inspection and permit for a CU approval can be released.  Environmental Health Section issues annual permits for these food establishments. 

2. BIOMEDICAL WASTE, TATTOO, MASSAGE, DENTAL LABS, TANNING, CHILD CARE FACILITIES, MOBILE HOME PARKS 

All other facilities, both new and those being renovated must have a CU request from the City of Cape Coral submitted to the health department for review. 

Establishments on public sewer will be approved, if no other requirements are needed, and sent back the City of Cape Coral. 

3. ANY BUSINESS SERVED BY AN OSTDS (SEPTIC) SYSTEM 

Establishments that are on septic systems may be required to have the existing system inspected by a registered septic system contractor and provide the original copy of the inspection report to the health department for review and approval.  This shall be at the expense of the applicant.  Additional information regarding the proposed use may also be required. 

Once determination has been made that compliance of 64E-6 is met the CU will be approved and sent back to the City of Cape Coral. 

All requests should be faxed to:  239-690-2101, Attention: Raymond Schneider 

Location of the Lee County Health Department, Ft. Myers Office: 

Joseph P. D’Alessandro Office Complex 

2295 Victoria Avenue, Room 206 

Ft. Myers, Florida 33901 

239-690-2100 

Raymond Schneider, R.S., R.E.H.S. 

Environmental Supervisor I 

Lee County Health Department 

Signage Considerations When Opening a New Business in the City Of Cape Coral

Anytime a sign is altered or changed, you are required to obtain a permit prior to the installation. 

You must have applied for your Certificate of Use (CU) or have a valid building permit prior to your sign application being submitted for permitting.  Your sign permit can be issued prior to your CU being issued. 

Your CU must be issued to apply for a Banner / Balloon permit. 

No signs may be placed in the median or any place other than the property for which it was permitted. 

All sign permit applications must be accompanied by a notarized letter from the property owner, site plan, copy of verbiage, and method of attachment.  In addition, ground signs require sealed engineering. 

The length of your business or unit will determine your building signage allowance. 

The length of your property will determine your freestanding ground signage allowance. 

Banners, Pennants other than American flag pennants, require a permit and may only be attached to the building. 

The banner permitting fee is $55.00 for 10 days, with 28 days required in between banners/balloons permits. 

Balloons I Inflatable objects do require a permit, cannot be placed in parking spaces needed to meet minimum parking requirements, and must have a site plan submitted with the application, along with permission from the property owner.  The balloon permitting fee is $55.00 for 10 days, with 28 days required in between permits. 

Window signs are allowed without a permit. 

Flagpoles are permitted but they may not advertise your business and they do require a permit.  There is a maximum qty of 3 and a maximum height of 30’ ft each. 

You may have an unlimited quantity of flag standards, i.e. “open” as long as they do not exceed 8 ft. in height. No permit is required 

Prohibited Signs: 

Animated signs / Strobe Lights 

Signs located on public property or right of ways. 

Signs attached to trees or utility poles or fences. 

Obscene signs 

Offsite site signs 

Portable signs 

Roof signs 

Vehicle signs 

This is only a guide and there are other considerations when applying for sign permits, but hopefully this will give you some guidelines to follow.  If you need further assistance, please call us at 574-0553 or check our web site at www.capecoral.net/ quick links/ city codes/ LU article 7 for the entire sign ordinance. 



APPLICANT INFORMATION




Unit Sq. Ft:  FORMTEXT 
     

Building Sq. Ft:      


Business Site Address:      


Suite/Unit #   


Legal Business Name (BN):      






DBA:     






Phone #     

Fax #     

Days of Operation:   

Hrs of Operation:      


Business Owner’s Name:      


Mailing Address:      

City     
  
State   

Zip     


E-mail Address:      





Phone #      
 


Website Address:      





Fax # 
     



Local Manager’s Name (BM):      



Manager’s Phone #:     




Owner of Building (OB):      



OB Phone #:     




Local Emergency Contact (RP):      



Emergency Phone #:     




Business Description: (Describe what you do):      









Check One (if applicable):   FORMCHECKBOX 
 New Business
 FORMCHECKBOX 
 Relocation (within the City of Cape Coral) 
 FORMCHECKBOX 
 Expansion 

Other Location in Cape Coral?   FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No 
Address:      




  CU #     


Prior Location in Cape Coral? (Check if applicable)  FORMCHECKBOX 
 Home Business

Address:      

CU # (if at commercial location)      


Has location been vacant?   FORMCHECKBOX 
Yes     FORMCHECKBOX 
No  If yes, how long?     
 
Is unit on Septic System 
 FORMCHECKBOX 
Yes   
 FORMCHECKBOX 
No

FOR OFFICE USE ONLY
*CHANGE OF BUSINESS OWNER OR EXPANSION (ADD TO EXISTING BUSINESS RECORD)*
Special Instructions: 

Fire/Zoning Inspection:  Caller’s Name 

 
Caller’s Phone # 
 Inspection Date: 
 CSR: 

 FORMCHECKBOX 
 Continued Use
 FORMCHECKBOX 
 Change of Occupancy
 FORMCHECKBOX 
  1st Tenant
 FORMCHECKBOX 
  Desk Space  
Occupancy  Type 


  to 

  per 
(initial)


Primary Business Name: 


 CU # 


Change of Business Owner   FORMCHECKBOX 
 Yes 
 FORMCHECKBOX 
 No
NAICS # 




Prior Owner/Occupant : 

Type of Business: 
   CU #


New Business Classification: 






Parking Regs. 
 Spaces Req’d 
  
Spaces on site 
  
H/C on site 

Notes/Comments


















Is any portion of your net floor area or gross annual revenue derived from sexually oriented items or activities?

 FORMCHECKBOX 
Yes     FORMCHECKBOX 
No
If yes, what percentage?     


# of Company Vehicles    

# of Employees    















Restaurant/Assembly Seating Capacity (if applicable)     

Outdoor Seating  
    (# tables) 
    
 (# seats)
Outdoor seating cannot block entrances/exits AND may not be placed in required parking spaces.
Remodeling? (Electrical/Plumbing)  FORMCHECKBOX 
Yes   FORMCHECKBOX 
No
If yes, Permit #:     

Final Inspection Date:      


The information on this application is true complete to the best of my knowledge.
Print Name/Title



Signature



Date


LOCAL BUSINESS TAX INFORMATION

FED Tax ID and/or SS#:     


Do you currently have a local business tax receipt or Competency License in the City of Cape Coral?   FORMCHECKBOX 
Yes   FORMCHECKBOX 
No

If yes, what are the receipt or license numbers?      

Coin Operated Machines: State type of machine, how many, location of machines, and amount of money to activate said machine     


Gas Stations:  Number of Pumps   

Bays   


If such business is conducted from a vehicle, state number of vehicles used:    


Do you have or have you applied for:
Fictitious Name? 
 FORMCHECKBOX 
Yes   FORMCHECKBOX 
No



Corp Papers
   
 FORMCHECKBOX 
Yes   FORMCHECKBOX 
No



State License

 FORMCHECKBOX 
Yes   FORMCHECKBOX 
No
Date Applied     

Insurance Offices:  List Companies Represented     




Upon completion of Certificate of Use and City Local Business Tax process, receipt holder must go to the County to obtain count y receipt.

SIGN PERMIT INFORMATION

Prior to erecting a sign advertising a business, and after applying for a Certificate of Use, a sign permit must be obtained through the Planning Division.  In order to submit a Sign Permit Application, the applicant must supply three (3) scaled drawings noting the text to be placed upon the sign, the construction materials being used, and any anchoring detail, if applicable; along with three (3) location plans showing the area in which the sign is to be placed.  If you are a tenant in the building, you must supply a notarized authorization from the property owner or the owner’s authorized representative. 
Zoning fee for issuance of sign permit is $55.00, plus $.55 per square foot.  Additional fees will apply for Building permit.
NOTICE
Please be advised that it is the responsibility of the applicant to advise the City Clerk’s Office of any information on the application form that is exempt from public disclosure or confidential pursuant to state or federal law.  Applicant must provide the City Clerk with information that is sufficient for the Clerk to deter mine whether the information is confidential or entitled to be exempt from disclosure.  The City of Cape Coral, its officers, employees, or agents is not liable for any unauthorized release of exempt or confidential information regarding any applicant.
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