
Guide to the 
Business Licence 

Application 

Useful Telephone Numbers
At City Hall:
Licence Division.......................................604-276-4000

Health Department ................................604-233-3147
(7000 Westminster Hwy)

Inspectors...............................................604-276-4000
- Building/Property Use
- Plumbing/Gas

Permit Information..................................604-276-4000
- Building/Property Use
- Plumbing/Gas
- Occupancy
- Sign
- Zoning & Development Bylaw

Fire Department.............................. 604-278-5131
If you would like more information or if you have any 
Business Licence enquiries, please visit or call:

City of Richmond
Licence Division

6911 No. 3 Road, Richmond, BC  V6Y 2C1
604-276-4328

Disclaimer
The information is based on relevant statutes, 
regulations and bylaws in force at the time of the 
preparation of this material, which are subject to 
amendment.  Therefore, the City disclaims any liability 
arising from reliance on information contained in 
this guide.  It is suggested that the department(s) 
concerned be consulted.

City of Richmond Bylaws which regulate the 
establishment and operation of a business:

Business Licence Bylaw - requires every person 
carrying on a business in the City of Richmond to obtain 
a Business Licence.

Business Regulation Bylaw - regulates the operation 
of licenced businesses.

Vehicles for Hire Regulation Bylaw - regulates 
licenced businesses using vehicles for transporting 
passengers, including tow trucks, U-drives, driver 
training vehicles, taxi cabs, buses, limousines.

Commercial Vehicle Licencing Bylaw - requires that 
a Municipal Plate be obtained for commercial vehicles 
or other vehicles used for delivery or transport of goods 
in connection with a business.

Health Bylaw - regulates the operation of restaurants 
and food dealers, and general health conditions of 
business.

Building Bylaw - regulates the construction of and 
occupant safety in and about buildings.

Fire Prevention Bylaw - relates to the prevention 
of fire and the control and regulation of fire safety in 
buildings and premises.

Zoning Bylaw - regulates the use of land and 
buildings.

Sign Bylaw - under this bylaw signs advertising a 
place of business are required to have a sign permit.  
Alterations to an existing sign also require a permit.

Development Permit Bylaw - regulates the 
procedures for the issuance of development permits.

Some Provincial Acts which regulates certain classes of 
businesses:

	 Agricultural Land Reserve Act

	 Consumer Protection Act

	 Employment Standards Act

	 Liquor Control and Licencing Act

	 Motor Carrier Act

	 Motor Dealer Act

	 Physiotherapists Act
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City of Richmond 
6911 No. 3 Road 
Richmond, BC  V6Y 2C1 
604-276-4000

Business.Licence.Application
Business.Licence.Division

. Business.Licence.Division.604-276-4328..Fax.604-276-4157

Office.Use.Only:.
Business.Licence.Number:____________________________

New Change of Address     Change of Owner*     Change of Name     Change of Business Use 

Have you previously applied for a business licence in Richmond? Yes No

Business Type: Commercial/Industrial Premises Non-Resident Home Occupation 
 (See Appendix A & C) (See Appendix B) 

Proposed.Start.Date:_______________________ or.Effective.Date.of.Change:_______________________
 Month Day Year Month Day Year 

BUSINESS.INFORMATION (All to complete)

Sole Ownership Partnership Corporation (Reg. No._____________________ )

Business.or.Trade.Name: ____________________________________________________________________

Registered.Company.Name:__________________________________________________________________

Business.Address: _______________________________________________________ Unit.No:_________

City: __________________________________ Province: ___________ Postal.Code: ________________

Bus..Tel.:..(         ) ______________________ Fax: (         ) _______________________

Cell:..(         ) ___________________________ Email: _____________________________________________  

Mailing.Address: _________________________________________________________ Unit.No:_________
(If different from above) 

City: __________________________________ Province: ___________ Postal.Code: ________________

Describe.All.Business.Activities/Services.In.Richmond: _______________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

Number.of.Employees.(To.include.owners):. (FT): __________ (PT):__________

Contractors.TQ.No.: ______________ TQ.Holder’s.Name: ______________________________________

Gas.Contractors.Bond.No.:_______________

Commercial.&.Home.Occupation.Uses.Only
Are goods sold to the general public? Yes No

Is any part of the business sub-contracted? Yes No

Are goods, vehicles, or equipment stored on premises? Yes No If yes, please describe:

_____________________________________________________________________________________________  

* Transfer of Business Licence Appendix D to be completed and submitted with this application. 

City of Richmond
Licence Division
www.richmond.caBL-B-2 / February 15, 2006

City of Richmond
6911 No. 3 Road, Richmond, BC  V6Y 2C1
Tel: 604-276-4000
www.richmond.ca



The purpose of this guide is to assist people who 
wish to carry on business in the City of Richmond and 
therefore need to obtain a Business Licence.

How and Where to Apply
Business Licence applications are made at the Business 
Development Counter located on the ground floor of 
City Hall.  Applicants are required to:

A.	Describe the nature of the proposed business;
B.	Give the correct address;
C.	Give the correct square feet area and number of 

employees;
D.	Provide Provincial Government certificate of  

qualifications, if required;
E.	Provide payment of the appropriate fee; and
F.	 Provide a copy of the Certificate of Incorporation.

The more usual application procedures (see Example 1, 
2, 3 and 4) are outlined in this Guide.  If your situation 
is not one of those described, or you need assistance, 
contact the Licence Division of City Hall.

Required Approvals
In order to obtain a Business Licence in the City of 
Richmond, various approvals are required:

Zoning:  Depending on the zoning of the proposed 
location, your business may or may not be permitted, 
or may only be permitted after a Development Permit is 
obtained.  To determine whether your type of business 
is permitted in the chosen location, enquire at the 
Zoning HelpDesk, or telephone 604-276-4000.

Building:  To carry on any business, an occupancy 
approval of the proposed building is required.  This may 
or may not require a Building Permit.  We suggest that 
before you buy or lease any premises, you check if a 
special inspection by the Building Inspector for possible 
renovations and upgrading, etc. is required.  This may 
require the permission of the building owner.

Inspections and any required fee can be arranged by 
calling the Inspection Desk at 604-276-4000 between 
8:15 am and 3:00 pm - Monday to Friday.

Health Department and/or Fire Department:  It 
may be necessary to obtain approval from either or both 
of these departments before your Business Licence can 
be issued.  Should you encounter any difficulties during 
the application process, please contact the Licence 
Division of City Hall.

2 IF YOU ARE “TAKING OVER” 
AN EXISTING BUSINESS

Complete an application form to transfer 
the existing Business licence to your name

LICENCE HELPDESK
Return the application with the existing 

Business Licence.
Pay the Transfer fee.

Staff will advise if other approvals required, 
e.g. Fire and Health Department.

Business Licence is changed to your name 
and is mailed to you.

1 IF YOU ARE BUYING OR LEASING PROPERTY OR PREMISES

ZONING HELPDESK
Check if you need a Development Permit

DEVELOPMENT PERMIT REQUIRED
See “Zoning & Development Permits”

BUILDING HELPDESK
Check with a Plan Reviewer if you need a 

Building Permit or Special Inspection

BUILDING PERMIT or
SPECIAL INSPECTION REQUIRED

LICENCE HELPDESK
Complete Application – Pay Licence Fee.

Staff will advise if other approvals required, 
e.g. Fire and Health Department.

Business Licence is issued and mailed to you.

Development and building work completed.
May require Final Building Approval.

Permits Issued

3 IF YOU ARE OPENING A BUSINESS IN 
A “NEW OR RENOVATED” BUILDING
Before you occupy premises or start a business, 
a FINAL BUILDING APPROVAL must be 
obtained from the Urban Development Division.

LICENCE HELPDESK
Bring the Final Building Approval in and 

apply for a Business Licence.
Pay Licence Fee.

Staff will advise if other approvals required, 
e.g. Fire and Health Department.

Business Licence is issued and mailed to 
you.

4 IF YOU ARE STARTING A BUSINESS 
WHICH  DOES.NOT REQUIRE A 
COMMERCIAL OR AN INDUSTRIAL SITE

Many people want to start a business but do not want or 
need a commercially located office.  Some examples 
are contractors, gardeners, and painters.

A BUSINESS LICENCE may be issued using your 
residence as your business address, providing you 
comply with the regulations in Division 300 of the 
Zoning and Development Bylaw, which states:

Home Occupation to be used for:

a. Crafts and Teaching
b. Residential Registered Office
c. Residential Business Office
d. Child Care Programs

The use must be clearly incidental and accessory to the 
dwelling.  The residence is used as an office for 
keeping records with no storage or business conducted 
at the residence.

LICENCE HELPDESK
Apply for a Business Licence only if the 

above requirements are met.
Pay the Licence Fee.

Business Licence is issued and mailed to 
you.


