City of South San Francisco
Business License Site Clearance Process

The City of South San Francisco is prepared to help you establish your business properly. Please take the
following step:

1. Read, complete and sign the attached application form. EACH BUSINESS LOCATION REQUIRES A
SEPARATE FORM AND A SEPARATE BUSINESS LICENSE APPLICATION.

2. Submit the completed application to the Finance Department located in City Hall, 400 Grand Ave.
(lower level) South San Francisco (650) 877-8505. Mailed applications will be forwarded to the
Finance Department. Applicable fees are to be paid and additional documentation to be provided
when the application is submitted.

a. Individual — Letterhead stationery or other documentation verifying your name and business
address and personal identification, such as a California Driver’s License. A Fictitious Business
Name Statement issued by the San Mateo County Clerk in Redwood City many also required.

b. Partnership or Corporation — Appropriate legal documentation, such as Articles of
Incorporation.

3. Once the application and fees are accepted by Finance Dept., the application will be forwarded to
Planning for their review and approval.

4. Contact the Fire Prevention Division after planning approves your application at (650) 829-6645.
A $125 INSPECTION FEE IS REQUIRED BY FIRE PREVENTION IN ADDITION TO YOUR LICENSE FEE.

Each city division will process your application separately. Upon approval by all divisions, the Finance
Department will issue a Business License Site Clearance Certificate. Remember: YOUR BUSINESS IS NOT
AUTHORIZED FOR OCCUPANCY UNTIL YOU RECEIVE YOUR BUSINESS LICENSE SITE CLEARANCE
CERTIFICATE.

You can check the status of your business license application by going to our website at:
https://permits.ssf.net/search/license.aspx and enter license number. When your license number and
address are displayed, double click the row and your application information will be displayed. Click on the
“reviews” tab to see whether each division has completed their review. If nothing is displayed next to a
particular review then that review is not complete. If “more info needed” is displayed contact the

department requesting additional information. To see any existing inspections or scheduled inspections,
click the “Inspections” tab within the license application.

If you have any questions, contact the Planning Department at (650) 877-8535.

Sales or used tax may apply to your business activities. You may seek written advice regarding the
application of tax to your particular business by contacting the nearest State Board of Equalization office
(415) 703-5400.



