Apply for a Business License

Welcome to Santee’s Permitting and Licensing Portal. In this guide we will review the steps to apply for a business
license or regulatory permit. Throughout this guide, we will cover multiple steps and tips.

Log in to your account using the Log In or Register link at the top right corner of the page. If you don’t have a Santee’s
Permitting and Licensing Portal account, click the Register link at the bottom of the page and see our video outlining the
account creation process.
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Welcome to Santee's Permitting & Licensing Portal
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Apply Getting Started User Guides Pay Invoice Service Requests
Apply for a permit, plan or license Learn how te create an account and Pay an invoice Report a problem, request services,
use the Permitting & Licensing or notify code compliance
Portal
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Business Licenses Request Inspection Login or Register Contact Us

Apply for or renew a business Request an inspection far your Login or create a new account Contact the City of Santee
| license I project

Once logged in, click Apply from the menu bar across the top of the page. You can now use the application assistant to
find the service you need. You can search the license or click the licenses section to narrow results on the page.

5611‘% ONLINE SERVICES

72! PROJECT SUBMITTALS | LICENSES

Dashbcard  Home MyWork  Today'sInspections Map  FeeEstimator  Paylnvoice  SearchQ
Application Assistant

Search far application names and key
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* Show Categories Shaw My Templates
Grading Permit
Category Name; Description:

Grading Permit Apply for a Grading Permit for all projects imvolving any grading, filling, or excavating.

**See Retaining Wall application for retaining wall permits.

In City Business License
Category Name; Description:
Business Located Within Santee This license is for a business located in a brick and mortar business location. If your business is

located within your own residence, please apply for a home occupation business license.

Moving Permit - Single Trip

There are three main types of business licenses available: In-City, Out-City, and Home Occupation. Additional regulatory
permits may be required depending on your business type. Please contact the Finance Department if you have any
questions at 619-258-4100 x 146 prior to submitting your license.



Be sure to choose the correct license for your business activity. Once you’ve identified the correct license, click the apply
button next to that license to start the application process.
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Category Name: Description:
Business Locsted Within Sastee This eense It for 8 business locsted in 8 beick and mortar
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To begin, select or create the business for this application. In this example, since we don’t have a pre-existing business in
the system we’ll have to create one. Start by selecting the company organizational type from the drop menu. Then click
the plus symbol to begin creating your business.
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Select or create the business for this application

There are 7 steps in the process and we’ll cover each one individually.

In step 1 we'll need to add location details for our business. Select the plus sign to add a location.
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Locations

LOCATIONS

Please enter the physical address of the business.

s

Location

e

REQUIRED

This location should match the primary mailing address of your business or business activity. You can search for your
address automatically by typing it into the search box of the address information then clicking the search icon.
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If your address doesn’t populate in the search, you can also it manually by clicking the enter manually button. Once you
find your address on the list, click the add button either on the map or the blue button near the search bar.
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404011 FELIX DR, SANTEE. CA 72071
— Parcek 3782920500
Cramer: HOLIDAY OLVIA REVOCABLE
LIVING 2015 TRUST
D401 N MAGNOLIA AVE. SANTEE, CA 92071
10401 IRONWOOD AVE SANTEE, CA .
2071
O Parcet: 378-254-04-00
Crwmar: CASSIDH JENNIFER FAMILY
TRUST 08-22+31

10601 N MAGNOLLA AVE, SANTEE.
B CA92071
Parces 378-160-25-00

Crwmen: CITY OF SANTEE

Manual entry will need to be done for all PO boxes. Click the enter manually button and fill out the form with your PO
box information then click save. Once all addresses for your business are entered, click next.
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Lesations

LOCATIONS

Piease enter the physical address of the business.

jes with all City Toning and land use reguiations. For questions ragending zoning sna

Type: Location
10601 NMAGNOLLA AVE,
Santee. CA 52071

Main Address [
Parcel Number
378-160-25-00
Main Parcel i
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In step 2, we’ll be entering the details for your business. Fill out the form completely for all required fields. Enter the
company name and description, along with any DBA name, location, and tax information.

A sfz

Apply for License - In City Business License "REQUIRED

BUSINESS DETARS

Please provide a brlelf description of the bulsness aperations.

* Compuarsy Troe

Industry classifications are based on a pre-determined list. To find your classification, click the link that reads select
industry classification. In the search bar, enter a single word that best describes your business to start.
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Add Industry Classification(s)

Then click search from the results, choose the item that most closely matches the services your business offers. Check
the box next to that service then click add selected. (To verify the industry classification click here)


https://www.sec.gov/corpfin/division-of-corporation-finance-standard-industrial-classification-sic-code-list

Complete this section by entering a description of your business services then click next.

In step 3, we’ll enter official contacts for the business. You can add contacts for the business in the blue box by first
selecting the type of contact from the drop-down menu and then clicking the plus symbol to enter the contact

information.
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Add Industry Classification{s)

Search

Results perpage 10 ~ 1-Bol8
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Tax ID

* Industry
Classiheationsh

Category | Pubihe Adminisiration

Narme

Other Ceneral Government Suppart.
Police Brotoction

Correctional Institutions

Fire Protection

Administration of Alr and Water Resource and Solid Wanste

Management Programs
Admiistration of Housing Programa
Spate Researchand Technalagy
National Securlty

Select industry Classification

Main

m Create Template

Classification
$1%% - Dther General Gavermment Support

Romows

Public Administration
il Advminigtration
Pubilc Administration
Putilc Administration

Public Administration

Public Administration
Public Administration
Puiic Administration

— )
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Locstions tyne Contacts

CONTACTS

Enter the names of all Owners, Partners of Corprate Officers

Contact

4=

m Create Template Save Draft

Please note that the contacts entered in this section are the only people who will manage this license and any associated
permits through Santee’s permitting and licensing portal. Once all contacts have been entered, click next.
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Locations Trpe Contacts

CONTACTS

Enter the names of all Chmers. Partners or Corpeate Officers
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Contact

CityolSantes I
10401 N Magreiia Awe  Sant.
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In step 4, we’ll enter some final details about our business. Fill out this form completely including all required fields
relative to your business to avoid processing delays. Review all the fields on this form and if they are correct, click next.
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Locatier Trpe Coracts More info

MORE INFO

Piease il ot ol ks 1o the best of your knwledge.

ease note Missing. Incomplete oc Inacturate responyes misy resu’t In deliys in procesaing Ume or denisl of & business license

General Information Pt o ethon| Top | Main Mer

"Busines e -
‘Business Start Date L]

Contraciors Licerne No.

Seller's Permit Mo,

Step 5 allows you to add attachments to your business license application which could include state licensing as it
applies to your industry or occupation. After uploading any necessary documents for your business, click next.
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Locations Type ConEacts Mereinfo Anschments

Atnachmants

click or drag files

Add Attachment

+

-

D — -

In step 6, we will sign our application digitally. Begin by typing your name in the small box. Then click the toggle button
to enable type signature. Type your name a second time in the box that appears and an electronic signature will be
generated in the large box at the bottom of the page. After signing your application, click next.
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Locations Type Eoptucts M Bl Aftactenents Signature
SKGNATURE

Iteciane under penaity of tement that | huve read and comp et " e best o ey knewdedge and belief that the statements
made herein are correct and true. | s tof the fec by 4 to SMIC 5.02.160(AGE) and Issuance of the business license does not
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* Please type your name a3 consent to electronkcally sign this application. 1

In the final step, you can review all of your application details. To make any changes, use the back button at the bottom
of the page to return to the previous sections. Once you’re satisfied with the responses on your application, click submit
at the bottom of the page. You’ll then get a message confirming that your application was successfully submitted.

Wll Vapes With Nicotine be Sold?  No

B 5IC Code repulated by 5B 2057 No

[Comgnite ] o the SIC Code i 205, i licenie application.

Property Managenwent Group, i
soplicable

1 there is & Pregerty Management Geoup, sdd to Contacts

Attachements

m Create Template Save D
L]

Next to this message, a box will display the fees owed with the option to view details or add to cart.
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® Your application was successfully submitted! Fees
Vour apgation hss been sucsesstully subrstted. Pease alow 10-14 dar for l:lo(.ny« g of your businesa licerse. Pledse nate that
miccassiul ppl gustanites spproval of & busiress lcense. Cantsct the City of Santes

Finance Department for further detall $99.00

— - -

Click view details to learn more about the fees owed and the invoice number which you can use to pay an invoice. See
the Pay an Invoice video to learn more.



E SERVICES

4 Back
Trwvoice Number. INV-00000035 Ad To Cart
[

Invoice Total 9900

Statux:  Due Imvolce Date: 08242023 DueDate: 09232023
Degcription:  BLO00015-2023
MiscFeet  Papments
Primary Fees - sart
Fee Name Fee Total Amount Due Case Mumbser Case Type Motes
FN-AB 1379 Surcharge £400 £400 BLO00015-202] Busirgss FN-A 1279 Surcharge Fee (CASP)
Fee (CASP) Licerae
EN-Business Lcerse New $95.00 £95.00 BLO00015-2023 Business N Business License New
Liceivie:
Results perpage |10 v| 1-20f2 n

Selecting continue to license will take you to a page displaying the status of your business license application. You may
add the license to your cart to continue processing the fees and pay the invoice.

Licora Type: i Clty Busingss License District. _Saetee Applied Date:  DATATOTI
Actiurt Number hsedBy.  Admisistraton, Systes Prriod Start Date:
Status:  Subeitted - Oriine Dxpirstion Date: 01017059

Dwcription:  City ol Santee

Fee Summary
TotalFoex: 5900 PadFees  $0.00 UnpaldFees: 37900

Fee Comgasted Amoum Due
FN-AB 1375 Surchige Fist [CASP) V00000035 00 5400
FN-Bustins Liceras Kew INV.000X $9500 9500

Results per pinge 10 = 1-2042 n

Please note that online applications can take between 10-14 days. If you have any questions, contact the City of Santee’s

Finance Department at 619-258-4100 x 146.



