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We’re Here To Help

This guide was designed as part of our
City-wide effort to help improve customer
service. This information is meant to act as
a general guide to the most commonly
asked questions about the business
licensing process. If you would like more
information, please do not hesitate to
contact our staff.

The City Clerk’s Business License
Administrator is responsible for issuing all
business licenses for Portland.

Regardless of the type of business license,

if the applicant intends to operate as a sole
proprietor or a partnership, a d/b/a (doing
business as) must be filed.

The d/b/a filing fee is $10.00.

During your site selection process, it is
important to contact the City Treasury
Division , Room 102, City Hall (207) 874-
88506, to determine any outstanding taxes
or sewer fees on the property. Any
outstanding fees will affect your ability to
obtain your business license until they are
brought current.

City of Portland

Office of the City Clerk
Room 203, City Hall

P.O. Box 17796

Portland, ME 04112-7796

Office Hours:
Monday — Friday
8:00 A.M. to 4:30 P.M.

Telephone: (207) 874-8557
Fax: (207) 874-8612
Email: axb@portlandmaine.gov
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Strengthening a Remarkable City,
Building a Community for Life

PORTLAND
MAINE

City Clerk’s Office

Business

Licensing
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Municipal Business

Licenses Required

After hours entertainment * (1:00 AM-3:00 AM)
Auditorium *
Sale of Liquor at Live performances
Beer, Wine, Spirits Takeout
Off premise consumption
Carnival
Circus
Concert
(Single) — Amplified Music
Dance
(Single)
Dance Hall
(Annual)
Farmer’s Market
Monument Square; Deering Oaks
Flea Market
Food Service Establishment
With or Without Preparation
Junk Collector/ Second Hand Dealer
Antiques, collectibles, pawnshops, etc.
Liquor *
On Premise Consumption
Lodging
Facility that houses tenants without lease agreements
Massage Establishment/Massage Therapist
Non AMTA or ABMP Members
Pushcart/Mobile FSE /Ice Cream Truck
Night Vendor
10:00 PM. to 1:00 A.M.
Scrap Metal Recycling Facilities *
Sidewalk Sale
Use of Sidewalk In Front of Establishment
Special Entertainment *
Dancing, Music, Live Performances, D]’s etc.
Street Goods Vendor
Non-food Sales; For Special Events Only
Temporary Food Service
Sold/ Given Away - For Special Events Only
Towing/Wrecker Setvice
Transient Seller- Door to Door Sales

* License type requires City Council approval

Submit a completed
business license application

Business license applications can be found
on-line at www.portlandmaine.gov under the
City Clerk’s office, or in the their office

in Room 203 at Portland City Hall, 389 Congress
Street in Portland.

Pay the required fees

All business licenses require a $30.00 application
fee. If you are applying for multiple licenses at the
same time, only one $30.00 application fee is
required. All fees, application and license, must be
paid on an annual basis. (Renewal application fees
are $20.00.)

License fees vary for each type of license.

The fee schedule can be viewed on-line at
www.portlandmaine.gov under the City Clerk’s
office, or stop by the office in Room 203 and ask
for your free copy of the City of Portland’s Doing
Business Guide.

The City Clerk’s Office urges you to
call, write or email the office with any

questions or comments you may have.
We look forward to serving you.

www.portlandmaine.gov

Obtain inspections
& approvals

Prior to receiving a city license to conduct a
business, most business types listed in this
brochure requite an inspection and/or approval
by the Fire Department, Code (Health)
Department, or Police Department. Once you
have turned in your completed application and
tee you will need to successfully complete the
following inspections and approvals. The contact
information is listed below for each department.

e Zoning Approval
Inspection Services, rm 315 City Hall, 874-8703
¢ Health and Building Inspection
Inspection Services, rm 315 City Hall, 874-8703
e Fire Prevention Inspection
Central Fire Station, Congress St., 874-8405
¢ Finance Department Approval
Verified by City Clerk’s office
e SBI/PPD Background Check
Ordered by City Clerk’s Office

These inspections/approvals vary depending on the
type of license for which you are applying. Staff
will work with you to explain what will be required
in order to obtain a license. This will help eliminate
confusion and unnecessary delays.

Please allow approximately 4 to 6 weeks from the
date of application for the issuance of your license.
If you are renovating your space or changing the
use of your establishment, this could extend the
license issuance timeframe.



