BUSINESS LICENSES
Administrative Policy #

PURPOSE

To clarify how business licenses will be handled under Chapter 6 of the Municipal Code
— Business License Tax.

POLICY
The Finance Director, is responsible for administering the Business License Tax under
the Municipal Code and may assign an outside contractor to handle the day to day

responsibilities of administering Business Licenses and/or arrange for periodic audits,
subject to the approval of the City Manager.

A. Periodic Audits:

1. The Finance Director shall arrange for periodic audits by a qualified contractor
to determine compliance with the Business License Tax Ordinance.

2. Such audits may include discovery of businesses without licenses.

3. For the 2018 audit and any subsequent audit thereafter, whenever an audit results in
discovery of a business without a license, or a business without a license otherwise
becomes known to the City, the Finance Director or his/her designee may grant an
amnesty to waive payment of penalties and past due business license tax amounts
owed, provided that the business acquires a license within 180 days of notification of
the amount due.

4. Audits for compliance may go back three (3) years, as provided by law.

B. Licenses Required for all Rental Units:

1. An owner who rents a single family house or one or more apartment or
condominium rental units in the City of Hercules is considered to be a person
“doing business” under the City’s Business License Tax Ordinance and is
required to obtain a business license.

2. An owner of commercial property who rents units in a commercial building or a
landowner who rents vacant land is required to obtain a business license for the
building or the land being rented. Each business unit rented in the building must
also have a business license. If however, a business location is owner occupied
only one license is required.



C. Proration of Business Licenses;

1. The due date for issuance of an annual Business License is January 1%. Licenses
issued during the year will be prorated on a quarterly basis.

D. Penalties:

1. Penalties shall be calculated as required by Section 8-6.403 of the Business
License Tax Ordinance.

E. Interpretation:

1. In the event there is a need for interpretation in a specific situation the Business
License Administrator shall render the decision with the assistance of the City
Attorney.
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