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INTRODUCTION

“The City’s mission, and that of its many partners, is to provide valuable resources and
assistance to those seeking to open or expand businesses in Boston. We view this guide as
another valuable resource for entrepreneurs, one that will guide them through the regulatory
process thus saving time and money.”
— Andre M. Porter, Deputy Director
City of Boston's Office of Business Development

“A licensing and regulations guide will be an invaluable tool for entrepreneurs starting
up new businesses. A roadmap, laying out where to go and which forms to fill out with the
assurance they are meeting state and local obligations of their operation, will save time and
money during the crucial start-up phase when many varied demands are upon them.”
— Timothy Caplice, Program Manager
Allston Brighton Community Development Corp.

Navigating through Regulations and Licensing Requirements: A Guide for Boston
Entrepreneurs in 20 Business Types is designed to provide a quick grasp of the requirements
for starting a business in the city of Boston. Pioneer Institute has researched city, state and
federal regulations and produced the findings in this how-to, step-by-step guide.

This publication will be a useful resource to a variety of groups:

Individuals who would like to start a sole proprietorship in Boston
Agencies, both public and private, that advise and assist entrepreneurs
Government officials interested in streamlining the business start-up process
Financial institutions that provide technical services to entrepreneurs
Research organizations involved in business development

The guide provides a roadmap for starting 20 different businesses in Boston. For each profession,
the Checklist walks the user through a brief overview of the steps involved in the process. The
Detailed Steps take the reader through a comprehensive listing of permits, licenses, and forms
necessary for meeting local, state, and federal requirements. The information is organized into
various sections: business plan, licensing, location, zoning and permitting, business certificate,
taxes, and insurance. Users will find that the sections are similarly numbered in both the Checklist
and Detailed Steps to produce an easy-to-follow guide.

We recommend that the user also refer to the two appendices, which contain additional valuable
information for the entrepreneur.
e Appendix 1 summarizes in tabular form the various regulations with which a entrepreneur
must comply to start a business in Boston.
e Appendix 2 lists organizations that offer business assistance, accounting, financial,
technical and other services to entrepreneurs.

The Center for Urban Entrepreneurship team at Pioneer Institute has dedicated much time and
effort to produce an entrepreneur-friendly tool. Your feedback is welcomed and appreciated.

Please send your comments and suggestions to:
Alla Yakovlev
ayakovlev(@pioneerinstitute.org


mailto:ayakovlev@pioneerinstitute.org

vi

Disclaimer

The information contained in this guide is limited to the procedures and
requirements for entrepreneurs starting sole proprietorships. Hiring other
individuals will require additional steps.

Cities and towns outside Boston may have similar regulations. However,
this guide only addresses those regulations in effect in Boston and should
not be used as a resource for starting small businesses elsewhere. This guide
is also unable to reflect changes in federal, state, or municipal laws, rules, or
regulations that occur following its publication.

June 2005
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BUSINESS PLAN

Draft a business plan

LICENSING

Obtain all necessary licenses and permits
‘A File for the appropriate permits from the Massachusetts Department of
Environmental Protection
(1 Obtain any other additional applicable licenses

LOCATION

Choose a location and draft a detailed floor plan

ZONING AND PERMITTING

Visit the Building Division of the City of Boston’s Inspectional Services Department
A Complete zoning check and get location approved
(A Obtain a Building Permit for any planned renovation or construction on the property
(A Obtain a Garage Permit
(A Obtain a Certificate of Occupancy, if applicable

BUSINESS CERTIFICATE

Visit the Boston City Clerk’s Office
A File for a City of Boston business certificate (d/b/a)
A Get form notarized
(A Submit notarized form with a check or money order in the amount of the filing fee

TAXES

Visit the City of Boston Assessing Department
A File a Form of List

For more information, see “Detailed Steps’ beginning on page 3
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/CHECKLIST

l:l 7 Contact the Massachusetts Department of Revenue
A File Massachusetts state tax forms for your business
(A Get a Sales Tax Registration Number and Certificate

d 8 Call the Internal Revenue Service office in Boston

A File federal tax forms for your business
(d Get a federal tax identification number

INSURANCE

l:l 9 Do a risk assessment and inventory of your business’s facility and property

For more information, see “Detailed Steps” beginning on next page



/ DETAILED STEPS

BUSINESS PLAN

1 Draft a business plan. Business plans are part of a continuous process to define your business concept,
understand your market, set goals, and effectively meet client needs. Typically, plans encompass
operational issues including, but not limited to, the following: What services and products will your
business provide and what needs do these fulfill? Who is your target market and how will you reach

them? How will your company secure and repay financing? This guide contains information for
sole proprietors only. Hiring other individuals complicates your tax filing and requires additional
steps. For more guidance on business planning, visit the Boston Office of Business Development’s
online Business Resource Guide:

D http://www.cityofboston.gov/dnd/OBD/BRG/A_intro.asp

LICENSING

2 Obtain all necessary licenses and permits

2a.

Operating an auto repair shop requires that you deal properly with hazardous wastes such
as waste oil, waste gasoline, and waste generated from degreasing auto parts. You must
file the appropriate forms with the Massachusetts Department of Environmental
Protection (DEP).

D Massachusetts Department of Environmental Protection
One Winter Street
Boston, MA 02108

@) 617-292-5500

I: http://www.state.ma.us/dep

You will also need to register with the DEP as a generator of hazardous waste and/or
waste oil. Complete the Hazardous Waste Generator Registration Form for Very Small
Quantity Generators (VSQG) if your business generates less than 220 pounds of hazard-
ous waste and/or 27 gallons of waste oil per month. You can download the form from the
DEP website:

I;] http://www.mass.gov/dep/bwp/dhm/hwforms.htm

If your business will be a Small Quantity Generator (SQG) of hazardous waste and/or waste
oil (220-2,200 pounds or 27 to 270 gallons per month) or a Large Quantity Generator of
hazardous waste and/or waste oil (more than 2,200 pounds and/or 270 gallons per month),
you need to file a Notification of Hazardous Waste Activity Form. Go to DEP’s website:

I:] http://www.mass.gov/dep

Click on the e-DEP icon, and register with e-DEP. Log in, then click online forms. The
Notification of Waste Activity is in the drop down list. You will be prompted for your
EPA ID number and your Tax ID number.

dOHS AdO4d OLNV /dIVddd OLNV
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2b.

If DEP does not have this information on file for your facility, or if you do not have an
EPA ID number, you should submit the “RCRA Notification of HW Activity Preliminary
Form.” DEP will use the information from the preliminary form to set up your facility,
and will send back an email with the code needed to complete the notification.

As a Boston business owner, you will need to return the completed form to the DEP
Northeastern Office (Attn: BWP).

D Massachusetts Department of Environmental Protection
Northeastern Regional Office
1 Winter Street
Boston, MA 02108

@) 617- 654-6500

D http://www.state.ma.us/dep/nero

If spray painting will be performed on site, DEP requires auto body/repair businesses
with the potential to emit more than 1 ton of volatile organic compounds (VOCs) into

the air to obtain plan approval. To estimate your business’s VOC emissions, you have

to consider the VOC content of the product(s) you will be using, the total amount of the
product(s) that will be applied, and any additional reducers, thinners, or hardeners that
may be required. Chemicals used to clean equipment or prep surfaces for coating, poor
transfer efficiency of spray equipment, and improper paint application can also be sources
of VOCs. Permit exemptions are granted to spray paint booths operating pursuant to 310
CMR 7.03(16), which is available online at:

I:] http://www.mass.gov/dep/bwp/daqc/files/regs/7a.htm#03

For additional information on technical compliance, vendors, pollution prevention, and
cost reduction at your shop, download the EPA’s publication “Auto refinishing best
practices kit~ available at:

D http://www.epa.gov/opptintr/dfe/pubs/auto/trainers/index.htm

Additional licenses are required through the Massachusetts Division of Standards

if you plan to sell antifreeze, motor fuel and/or lubricating oil. Applications for these
permits can be downloaded at the Division of Standards website. Alternatively, you may
also call the Division of Standards to request a paper copy. You will be instructed to leave
a message with your name and mailing address.

D Massachusetts Division of Standards
One Ashburton Place, Room 1115
Boston, MA 02108

@) 617-727-3480

I:] http://www.state.ma.us/standards/license.htm



http://www.state.ma.us/dep/nero
http://www.mass.gov/dep/bwp/daqc/files/regs/7a.htm#03
http://www.epa.gov/opptintr/dfe/pubs/auto/trainers/index.htm
http://www.state.ma.us/standards/license.htm
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2c.

2d.

If auto body or glasswork will be done, a license is also required through the Division of

Standards. The completed application must include the following:
* two letters of recommendation from individuals who are either Registered Motor Vehicle Repair
Shop operators, elected public officials, or members of the Massachusetts Bar

* aregistration fee of $450 payable by business check or money order to the Commonwealth of
Massachusetts

* asurety bond or letter of credit for $10,000.

If your business will include the sale of salvaged auto parts or used cars, you must also
obtain a Junk Shopkeeper’s License and/or a Secondhand Dealer’s License. For more
information call the Licensing Division of the Boston Police Department.

D Licensing Division
Boston Police Department
1 Schroeder Plaza
Boston, MA 02120

@) 617-343-4425

Snack or soda machines in your shop require permits from the Massachusetts Food
Protection Program (FPP). Applications are available for download at the FPP website
or you can contact the FPP directly:

D Food Protection Program
Massachusetts Department of Public Health
305 South Street
Jamaica Plain, MA 02130

@) 617-983-6700

I;] http://www.mass.gov/dph/fpp/vendinglic.htm

LOCATION

3 Draft a detailed floor plan for submission to Inspectional Services. If you plan to make repairs or do
renovations, the floor plan should show what the property will look like when the work is complete.
The floor plan does not need to be prepared professionally, but must show all planned furniture,
doors, windows, equipment, plumbing and electrical outlets.

ZONING AND PERMITTING

4 Visit the Building Division of the Inspectional Services Department (ISD) of the City of Boston
to run a zoning check on the location where you want to start your business. Provide information
about the type of business you plan to open and the address. If your proposed facility is within 100
feet of a park, on or near a wetland, or in a historic district or redevelopment zone, you could be
subject to additional permitting requirements.

dOHS AdO4d OLNV /dIVddd OLNV
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4a.

4b.

4c.

Do Inspectional Services Department
1010 Massachusetts Avenue, 5" Floor
Boston, MA 02118

@) 617-635-5300

If your location is approved, move on to the next step. Otherwise, you can begin the
appeal process by filing a Legal Occupancy/Use Application with the Zoning Board of
Appeals. If you are renting your facility, you will need the permission of the owner of the
building to submit your appeal.

D Zoning Board of Appeals
City Hall, Room 204
Boston, MA 02201

@) 617-635-4775

It is recommended that you have a 15-minute zoning clinic at ISD. This clinic will help
answer your questions about zoning approval and any further permitting requirements.
Zoning clinics are held every Tuesday from 9 AM to 12 PM at Plans and Zoning, ISD,
5% Floor, Counter Two. Translators are available if you call ahead. For more information,
call 617-635-5300, ext. 1348.

If you are performing renovations, you will be required to file for and obtain a building
permit from the Building Division. Permits for construction and other alterations you
intend to make to the property may include, but are not limited to the following:

* gasfitting

* electrical work

* plumbing and sprinkler systems

* non-structural demolition

* installation of fire prevention system(s)
* construction

* renovation.

For more information on building permits, visit:

D http://www.cityofboston.gov/isd/BOA/bldgdefault.asp

Submit your floor plan to the Building Division. At this time, ISD may request other
documents, depending on the nature of your project. All auto-related businesses are
required to file for a Garage Permit before they will be permitted to store vehicles and/or
flammable liquids (such as gasoline) on their premises. Completed applications must be
submitted to the Secretary on the Committee of Licenses at ISD. More information can
be found at the following link:

D http://www.cityofboston.gov/isd/BOA/bldgdefault.asp

ISD may also inspect your property during and after any construction or alteration. It is
your responsibility to ensure that the necessary inspections are arranged.


http://www.cityofboston.gov/isd/BOA/bldgdefault.asp
http://www.cityofboston.gov/isd/BOA/bldgdefault.asp
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4d. If your facility is located in one of Boston’s seven historic districts and you intend to
perform any exterior work, you will likely need a Certificate of Appropriateness before a
building permit will be issued. For more information on design guidelines and regulations
in historic districts or to find out whether your property is affected, see the City of Boston
Environment Department website:

I:] http://www.cityofboston.gov/environment/downloads.asp#historic

Direct consultation with a Preservation Planner is recommended to discuss specific
district guidelines, documentation requirements, and potential fees.

Ded Environment Department
City Hall, Room 805
Boston, MA 02201

@) 617-635-3850

4e.  After construction is completed you may need a Certificate of Occupancy from ISD.
A Certificate of Occupancy is required when there has been a substantial change to the
building (e.g. the use of the structure, floor plan reconfigurations, increased/decreased
capacity) or if the building is new. For more information on filing for a Certificate of
Occupancy and the associated fees, go to:

I:] http://www.cityofboston.gov/isd/BOA/coo.asp

BUSINESS CERTIFICATE

5 You must file with the Boston City Clerk’s Office for a Business Certificate (d/b/a).

D] City Clerk
City Hall, Room 601
Boston, MA 02201
@) 617-635-4600

Call or write for an application, or print it from the website:
http://www.cityofboston.gov/cityclerk/forms.asp

Sa.  After filling out the form, sign where indicated and then have the form notarized. To find
a notary public, call the Commissions Section of the Secretary of the Commonwealth’s
Office at 617-727-2836.

5b.  Mail or deliver the notarized form to the City Clerk along with a business check or money
order made out to the City of Boston in the amount of the filing fee. To receive an official
copy of your Business Certificate, you should also include a self-addressed, stamped
envelope with your registration packet. Business Certificates are good for four years from
the date registered with the City Clerk’s Office.

dOHS AdO4d OLNV /dIVddd OLNV
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Tip: Open a business account with your local bank or credit union.

A separate business account spares you the hassle of untangling personal and business
transactions when you file taxes, decreases the likelihood of a missed deduction, and
facilitates transparent recordkeeping in the event of an audit. Business accounts also
increase credibility with potential lenders and clients and accommodate business growth.

TAXES

Visit the City of Boston Assessing Department to file a Form of List for your business. A Form of List
is used to document the property owned by your business, so that it may be assessed and taxed by the city.

D Assessing Department
City Hall, Room 301
Boston, MA 02201

@) 617-635-4287

You must also file tax forms with the Massachusetts Department of Revenue (DOR). Most sole
proprietors file a Schedule C form with their income taxes. If you plan to sell tangible goods, you
must file a Form TA-1 to pay Massachusetts’ sales tax.

D Massachusetts Department of Revenue
Data Integration Bureau
PO Box 7022
Boston, MA 02204

I:] http://www.dor.state.ma.us

7a. Call the DOR’s Customer Service Office at 617-887-MDOR (6367) or toll free at 1-800-
6089 to request the forms by mail. Forms and filing instructions are available on the DOR
website; however, it is still recommended that you speak to a DOR representative to
ensure you are in full compliance with the law.

D http://www.dor.state.ma.us/forms/formlist.htm

7b.  After you have completed the forms, either file online or mail the printed forms. Once
you file Form TA-1, you will receive your Massachusetts Sales Tax Registration Number.

You must also file all necessary tax forms with the United States Internal Revenue Service. Once
you file these forms, the IRS will give you a tax identification number and provide instructions on
compliance with federal regulations.


http://www.dor.state.ma.us
http://www.dor.state.ma.us/forms/formlist.htm
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D Internal Revenue Service
JFK Federal Building
15 New Sudbury St.
Boston, MA 02203

@) 617-316-2850

I:] http://www.irs.gov

INSURANCE

9 Do a thorough risk assessment and determine what coverage best suits your business’s needs.
9a. Most forms of insurance are not required. However, business insurance protects you and
your business in the event of fire, theft, or other losses. The most common coverage types
include liability, property, business interruption, ‘“key man,” automobile, and home office.
For more information on these and other types of insurance, visit the City of Boston
website:

Q http://www.cityofboston.gov/dnd/OBD/BRG/C4_Obtain_Insurance.asp

9b. If you get insurance, it is recommended that you assess and inventory your business
facility and assets every two years. This will ensure replacement costs are up to date,
enable you to settle claims faster, and help you explain business losses on your tax
returns.

dOHS AdO4d OLNV /dIVddd OLNV
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BUSINESS PLAN

l:l 1 Draft a business plan

LOCATION
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l:l 2 Choose a location and draft a detailed floor plan

LICENSING

l:l 3 Become (or hire) a registered master barber and obtain a barber shop license

ZONING AND PERMITTING

d 4 Visit the Building Division of Boston’s Inspectional Services Department
(A Complete zoning check and get location approved
A Obtain a Building Permit for any planned renovation or construction on the property
(A Obtain a Certificate of Occupancy, if applicable

BUSINESS CERTIFICATE

d 5 Visit the Boston City Clerk’s Office
(A File for a City of Boston business certificate (d/b/a)
(A Get form notarized
(A Submit notarized form with a check or money order in the amount of the filing fee

TAXES

d 6 Visit the City of Boston Assessing Department
(1 File a Form of List

l:l 7 Contact the Massachusetts Department of Revenue

A File Massachusetts state tax forms for your business
(A Get a Sales Tax Registration Number and Certificate

For more information, see “Detailed Steps” beginning on page 13 11
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/CHECKLIST

d 8 Call the Internal Revenue Service office in Boston
A File federal tax forms for your business
[ Get a federal tax identification number

INSURANCE

d 9 Do a risk assessment and inventory of your business’s facility and property

For more information, see “Detailed Steps” beginning on next page
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BUSINESS PLAN

Draft a business plan. Business plans are part of a continuous process to define your business concept,
understand your market, set goals, and effectively meet client needs. Typically, plans encompass
operational issues including, but not limited to, the following: What services and products will your
business provide and what needs do these fulfill? Who is your target market and how will you reach
them? How will your company secure and repay financing? This guide contains information for
sole proprietors only. Hiring other individuals complicates your tax filing and requires additional
steps. For more guidance on business planning, visit the Boston Office of Business Development’s
online Business Resource Guide:

dOHS dHIIVd

D http://www.cityofboston.gov/dnd/OBD/BRG/A _intro.asp

LOCATION

Draft a detailed floor plan for submission to the Board of Registration of Barbers. If you plan to
make repairs or do renovations, the floor plan should show what the property will look like when
the work is complete. The floor plan does not need to be prepared professionally, but must show all
planned rooms, equipment, both front and back doors, bathrooms and sinks, and shop set-up. You
must also indicate where the barber pole or decal will be located (legally required to be on a window
or door that is clearly visible to the public). Don’t forget to include your name, two numbers where
you can be contacted, the shop address (not a post office box), and the anticipated opening date. If
you are purchasing an already licensed shop you will either need to submit a copy of the original
license or the name and license number of the previous shop owner with your floor plan.

D Board of Registration of Barbers
Massachusetts Division of Professional Licensure
239 Causeway Street, Suite 500
Boston, MA 02114

@) 617-727-7367

LICENSING

Every barber shop must be under the supervision of a licensed master barber during hours of operation
and have a barber shop license.
3a. To become a master barber, you must be a licensed apprentice for at least 18 months.
Then you may request an application from the Board of Registration of Barbers. Visit the
office in person to present a copy of your apprentice license and discuss the application
process. Before you can become a Master Barber, you will also be required to take a

13
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3b.

3c.

computer based assessment test and a practical examination. After pre-approval by the
Board or your school, call Promissor to schedule an appointment at 1-800-274-2021. For
further information contact the Board of Barbers or visit their website:

D http://www.state.ma.us/reg/boards/br/default.htm

To apply for a license for your shop from the Board of Registration of Barbers, submit
two copies of your shop floor plan, a new shop application, a copy of your occupancy
permit, and the non-refundable application and license fee to the Board, attn: New Shop.
After your application has been reviewed, the shop-opening investigator will contact you.
If your floor plan is approved, the investigator will schedule an inspection appointment
with you. If you miss this inspection appointment, your shop application will automatically
be denied and you will have to reapply and re-pay the fee. On the day of your inspection
appointment, you will need a driver’s license or photo ID and a current copy of 232 CMR,
the Board of Barbers Rules and Regulations. The rules and regulations can be obtained
from the Statehouse Bookstore, 617-727-2834, or online at:

D http://www.mass.gov/dpl/boards/br/cmr/232201.htm

The shop inspector will look for several critical things in your shop:

* hot and cold running water

* a sink or sinks capable of disposing of all wastewater

* an available bathroom, with a toilet and an adequate sink for hand washing
* a sink for hand washing in addition to the bathroom sink

* proper lighting and ventilation.

If the inspector finds the facility up to code, then he/she will allow the shop to open and
the registration board will issue a license for the barber shop. Licenses for barber shops
are renewed biennially.

ZONING AND PERMITTING

Visit the Building Division of the Inspectional Services Department (ISD) of the City of Boston
to run a zoning check on the location where you want to start your business. Provide information
about the type of business you plan to open and the address. If your proposed facility is within 100
feet of a park, on or near a wetland, or in a historic district or redevelopment zone, you could be
subject to additional permitting requirements.

4a.

Do Inspectional Services Department
1010 Massachusetts Avenue, 5" Floor
Boston, MA 02118

@) 617-635-5300

If your location is approved, move on to the next step. Otherwise, you can begin the
appeal process by filing a Legal Occupancy/Use Application with the Zoning Board of
Appeals. If you are renting your facility, you will need the permission of the owner of the
building to submit your appeal.


http://www.state.ma.us/reg/boards/br/default.htm
http://www.mass.gov/dpl/boards/br/cmr/232201.htm
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4b.

4c.

4d.

de.

D Zoning Board of Appeals
City Hall, Room 204
Boston, MA 02201

@) 617-635-4775

It is recommended that you have a 15-minute zoning clinic at ISD. This clinic will help
answer your questions about zoning approval and any further permitting requirements.
Zoning clinics are held every Tuesday from 9 AM to 12 PM at Plans and Zoning, ISD,
5% Floor, Counter Two. Translators are available if you call ahead. For more information,
call 617-635-5300, ext. 1348.

If you are performing renovations, you will be required to file for and obtain a building
permit from the Building Division. Permits for construction and other alterations you
intend to make to the property may include, but are not limited to the following:

dOHS d49dVvd

* gasfitting

* electrical work

* plumbing and sprinkler systems

* non-structural demolition

* installation of fire prevention system(s)
* construction

* renovation.

For more information on building permits, visit:

D http://www.cityofboston.gov/isd/BOA/bldgdefault.asp

Submit your floor plan to the Building Division. At this time, ISD may request other
documents depending on the nature of your project. ISD may also inspect your property
during and after any construction or alteration. It is your responsibility to ensure that the
necessary inspections are arranged.

If your facility is located in one of Boston’s seven historic districts and you intend to
perform any exterior work, you will likely need a Certificate of Appropriateness before a
building permit will be issued. For more information on design guidelines and regulations
in historic districts or to find out whether your property is affected, see the City of Boston
Environment Department website:

I:] http://www.cityofboston.gov/environment/downloads.asp#historic

Direct consultation with a Preservation Planner is recommended to discuss specific
district guidelines, documentation requirements, and potential fees.

D Environment Department
City Hall, Room 805
Boston, MA 02201

@) 617-635-3850

After construction is completed you may need a Certificate of Occupancy from ISD.
A Certificate of Occupancy is required when there has been a substantial change to the
building (e.g. the use of the structure, floor plan reconfigurations, increased/decreased

15
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capacity) or if the building is new. For more information on filing for a Certificate of
Occupancy and the associated fees, go to:

I:] http://www.cityofboston.gov/isd/BOA/coo.asp

BUSINESS CERTIFICATE

5 You must file with the Boston City Clerk’s Office for a Business Certificate (d/b/a).

D City Clerk
City Hall, Room 601
Boston, MA 02201
@) 617-635-4600

Call or write for an application, or print it from the website:

http://www.cityofboston.gov/cityclerk/forms.asp

S5a.  After filling out the form, sign where indicated and then have the form notarized. To find
a notary public, call the Commissions Section of the Secretary of the Commonwealth’s
Office at 617-727-2836.

5b.  Mail or deliver the notarized form to the City Clerk along with a business check or money
order made out to the City of Boston in the amount of the filing fee. To receive an official
copy of your Business Certificate, you should also include a self-addressed, stamped
envelope with your registration packet. Business Certificates are good for four years from
the date registered with the City Clerk’s Office.

Tip: Open a business account with your local bank or credit union.

A separate business account spares you the hassle of untangling personal and business
transactions when you file taxes, decreases the likelihood of a missed deduction, and
facilitates transparent recordkeeping in the event of an audit. Business accounts also
increase credibility with potential lenders and clients and accommodate business growth.

TAXES

6 Visit the City of Boston Assessing Department to file a Form of List for your business. A Form of List
is used to document the property owned by your business, so that it may be assessed and taxed by the city.

D Assessing Department
City Hall, Room 301
Boston, MA 02201

@) 617-635-4287


http://www.cityofboston.gov/isd/BOA/coo.asp
http://www.cityofboston.gov/cityclerk/forms.asp
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7 You must also file tax forms with the Massachusetts Department of Revenue (DOR). Most sole
proprietors file a Schedule C form with their income taxes. If you plan to sell tangible goods, you
must file a Form TA-1 to pay Massachusetts’ sales tax.

D Massachusetts Department of Revenue
Data Integration Bureau
PO Box 7022
Boston, MA 02204

l:] http://www.dor.state.ma.us

7a. Call the DOR’s Customer Service Office at 617-887-MDOR (6367) or toll free at 1-800-
6089 to request the forms by mail. Forms and filing instructions are available on the DOR
website; however, it is still recommended that you speak to a DOR representative to
ensure you are in full compliance with the law.

D http://www.dor.state.ma.us/forms/formlist.htm

7b.  After you have completed the forms, either file online or mail the printed forms. Once
you file Form TA-1, you will receive your Massachusetts Sales Tax Registration Number.

8 You must also file all necessary tax forms with the United States Internal Revenue Service. Once
you file these forms, the IRS will give you a tax identification number and provide instructions on
compliance with federal regulations.

Ded Internal Revenue Service
JFK Federal Building
15 New Sudbury St.
Boston, MA 02203

@) 617-316-2850

D http://www.irs.gov

INSURANCE

9 Do a thorough risk assessment and determine what coverage best suits your business’s needs.
9a. Most forms of insurance are not required. However, business insurance protects you and
your business in the event of fire, theft, or other losses. The most common coverage types
include liability, property, business interruption, “key man,” automobile, and home office.
For more information on these and other types of insurance, visit the City of Boston
website.

I:] http://www.cityofboston.gov/dnd/OBD/BRG/C4_Obtain_Insurance.asp

dOHS d49dVvd
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9b. If you get insurance, it is recommended that you assess and inventory your business
facility and assets every two years. This will ensure replacement costs are up to date,
enable you to settle claims faster, and help you explain business losses on your tax returns.



/CHECKLIST

BUSINESS PLAN

l:l 1 Draft a business plan

LOCATION

NO'TVS ALOVHL

l:l 2 Choose a location and draft a detailed floor plan. Submit the floor plan to the Board of
Cosmetologists, Massachusetts Division of Professional Licensure for review and
approval.

LICENSING

l:l 3 Become (or hire) a licensed cosmetologist and obtain an operating license

ZONING AND PERMITTING

d 4 Visit the Building Division of Boston’s Inspectional Services Department
(A Complete zoning check and get location approved
A Obtain a Building Permit for any planned renovation or construction on the property
(A Obtain a Certificate of Occupancy, if applicable

BUSINESS CERTIFICATE

d 5 Visit the Boston City Clerk’s Office
(A File for a City of Boston business certificate (d/b/a)
(A Get form notarized
(A Submit notarized form with a check or money order in the amount of the filing fee

TAXES

d 6 Visit the City of Boston Assessing Department
(1 File a Form of List

For more information, see “Detailed Steps” beginning on page 21 19
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/CHECKLIST

l:l 7 Contact the Massachusetts Department of Revenue
A File Massachusetts state tax forms for your business
(A Get a Sales Tax Registration Number and Certificate

d 8 Call the Internal Revenue Service office in Boston

A File federal tax forms for your business
[ Get a federal tax identification number

INSURANCE

l:l 9 Do a risk assessment and inventory of your business’s facility and property

For more information, see “Detailed Steps” beginning on next page
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BUSINESS PLAN

Draft a business plan. Business plans are part of a continuous process to define your business concept,
understand your market, set goals, and effectively meet client needs. Typically, plans encompass
operational issues including, but not limited to, the following: What services and products will your
business provide and what needs do these fulfill? Who is your target market and how will you reach
them? How will your company secure and repay financing? This guide contains information for
sole proprietors only. Hiring other individuals complicates your tax filing and requires additional
steps. For more guidance on business planning, visit the Boston Office of Business Development’s
online Business Resource Guide:

D http://www.cityofboston.gov/dnd/OBD/BRG/A_intro.asp

LOCATION

Select a location for your shop and draft a detailed floor plan for submission to the Board of
Registration of Cosmetologists. If you plan to make repairs or do renovations, the floor plan
should show what the property will look like when the work is complete. The floor plan does need
not to be prepared professionally, but must show all planned rooms/equipment, front door/back
door, bathroom location, and salon set-up on an 8.5" x 11" sheet of paper. Each room must be
labeled with its specific use. The floor plan should also include your name, two numbers where you
can be contacted, the shop address (not a post office box), and the anticipated opening date. If you
are purchasing an already licensed shop you will also need to submit a copy of the original license
or the name and license number of the previous shop owner with your floor plan.

Ded Board of Registration of Cosmetologists
Massachusetts Division of Professional Licensure
239 Causeway Street, Suite 500
Boston, MA 02114

@) 617-727-9940

I:] http://www.state.ma.us/reg/boards/hd/default.htm

2a. If this property is attached to your home, the shop and home must comply with the
regulations of the Board of Registration of Cosmetologists.
* Home operation requires licensure from the Division of Professional Licensure.

* You must have a room or rooms separated from the living quarters in the house, and there must
be an available bathroom facility for employees and customers that is separate from the facility
used by residents of the home.

* The door leading into the salon must be visible from the street and must not require customers to
pass through the living quarters of the residence.

For more information on facility and sanitation requirements (e.g. signage, presence of
animals, and smoking) see Salon Rules & Regulations at the Board of Registration of
Cosmetologists website.

NOTVS ALOVHL
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LICENSING

3 Become (or hire) a licensed cosmetologist and obtain an operating license.

3a.

3b.

3c.

3d.

In order to become a licensed cosmetologist, you must complete several levels of instruc-
tion and certification. The full listing of cosmetology licenses is available on the Board of
Registration of Cosmetologists’ website.

I:] http://www.mass.gov/dpl/boards/hd/cmr/24002.htm

To get your shop/salon licensed, mail a completed application package to the Board of
Cosmetology, Attn: New Salon. Your completed application should include:

* two copies of the floor plan

* original and one copy of completed application

* the non-refundable application and license fee (currently $113, in a cashier’s check or money
order made payable to the Commonwealth of Massachusetts)

* apassport photo (2" x 2")
* a copy of your driver’s license or photo ID

* a copy of the Business Certificate and/or an Occupancy Permit (if an occupancy permit cannot
be obtained, then you may submit either the plumbing and electrical forms or the “no work
required” form instead).

When applying for a new salon operating license, every owner also has the option of
applying for a Booth Renter’s license. A Booth Renter’s license allows you to rent salon
space to other licensed cosmetologists. If you do not intend to rent space initially but
think you will do so in the future, the Board of Cosmologists still recommends that you
apply for this supplemental license. Otherwise when you do decide to rent, you will have
to complete a new application for a shop license and repay the associated fees.

Once your application form has been received and approved, a salon investigator will
contact you to schedule an inspection appointment. Processing generally takes 3-4 weeks.
At the time of the inspection, you will need the following documents:

* your driver’s license or photo ID

* manager’s (if not the owner) driver’s license or photo ID and current cosmetology license

* current copy of the CMR 240, Board of Cosmetology Rules and Regulations, available at the
Statehouse Bookstore, 617-727-2834, or online at:

, http://www.mass.gov/dpl/boards/hd/cmr/24003.htm

ZONING AND PERMITTING

4 Visit the Building Division of the Inspectional Services Department (ISD) of the City of Boston
to run a zoning check on the location where you want to start your business. Provide information
about the type of business you plan to open and the address. If your proposed facility is within 100
feet of a park, on or near a wetland, or in a historic district or redevelopment zone, you could be
subject to additional permitting requirements.


http://www.mass.gov/dpl/boards/hd/cmr/24002.htm
http://www.mass.gov/dpl/boards/hd/cmr/24003.htm

@

DETAILED STEPS

7

4a.

4b.

4c.

4d.

D& Inspectional Services Department
1010 Massachusetts Avenue, 5" Floor
Boston, MA 02118

@) 617-635-5300

If your location is approved, move on to the next step. Otherwise, you can begin the
appeal process by filing a Legal Occupancy/Use Application with the Zoning Board of
Appeals. If you are renting your facility, you will need the permission of the owner of the
building to submit your appeal.

D Zoning Board of Appeals
City Hall, Room 204
Boston, MA 02201

@) 617-635-4775

It is recommended that you have a 15-minute zoning clinic at ISD. This clinic will help
answer your questions about zoning approval and any further permitting requirements.
Zoning clinics are held every Tuesday from 9 AM to 12 PM at Plans and Zoning, ISD,
5% Floor, Counter Two. Translators are available if you call ahead. For more information,
call 617-635-5300, ext. 1348.

If you are performing renovations, you will be required to file for and obtain a building
permit from the Building Division. Permits for construction and other alterations you
intend to make to the property may include, but are not limited to the following:

* gasfitting

* electrical work

* plumbing and sprinkler systems

* non-structural demolition

* installation of fire prevention system(s)
* construction

* renovation.

For more information on building permits, visit:

D http://www.cityofboston.gov/isd/BOA/bldgdefault.asp

Submit your floor plan to the Building Division. At this time, ISD may request other
documents depending on the nature of your project. ISD may also inspect your property
during and after any construction or alteration. It is your responsibility to ensure that the
necessary inspections are arranged.

If your facility is located in one of Boston’s seven historic districts and you intend to
perform any exterior work, you will likely need a Certificate of Appropriateness before a
building permit will be issued. For more information on design guidelines and regulations
in historic districts or to find out whether your property is affected, see the City of Boston
Environment Department website:

I:] http://www.cityofboston.gov/environment/downloads.asp#historic

Direct consultation with a Preservation Planner is recommended to discuss specific
district guidelines, documentation requirements, and potential fees.

NO'TVS ALOVHL
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D Environment Department
City Hall, Room 805
Boston, MA 02201

@) 617-635-3850

4e.  After construction is completed you may need a Certificate of Occupancy from ISD.
A Certificate of Occupancy is required when there has been a substantial change to the
building (e.g. the use of the structure, floor plan reconfigurations, increased/decreased
capacity) or if the building is new. For more information on filing for a Certificate of
Occupancy and the associated fees, go to:

I:] http://www.cityofboston.gov/isd/BOA/coo.asp

BUSINESS CERTIFICATE

5 You must file with the Boston City Clerk’s Office for a Business Certificate (d/b/a).

DI City Clerk
City Hall, Room 601
Boston, MA 02201
@) 617-635-4600

Call or write for an application, or print it from the website:

http://www.cityofboston.gov/cityclerk/forms.asp

Sa.  After filling out the form, sign where indicated and then have the form notarized. To find
a notary public, call the Commissions Section of the Secretary of the Commonwealth’s
Office at 617-727-2836.

5b.  Mail or deliver the notarized form to the City Clerk along with a business check or money
order made out to the City of Boston in the amount of the filing fee. To receive an official
copy of your Business Certificate, you should also include a self-addressed, stamped
envelope with your registration packet. Business Certificates are good for four years from
the date registered with the City Clerk’s Office.

Tip: Open a business account with your local bank or credit union.

A separate business account spares you the hassle of untangling personal and business
transactions when you file taxes, decreases the likelihood of a missed deduction, and
facilitates transparent recordkeeping in the event of an audit. Business accounts also
increase credibility with potential lenders and clients and accommodate business growth.


http://www.cityofboston.gov/isd/BOA/coo.asp
http://www.cityofboston.gov/cityclerk/forms.asp
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TAXES

6 Visit the City of Boston Assessing Department to file a Form of List for your business. A Form of List
is used to document the property owned by your business, so that it may be assessed and taxed by the city.

D Assessing Department
City Hall, Room 301
Boston, MA 02201

@) 617-635-4287

7 You must also file tax forms with the Massachusetts Department of Revenue (DOR). Most sole
proprietors file a Schedule C form with their income taxes. If you plan to sell tangible goods, you
must file a Form TA-1 to pay Massachusetts’ sales tax.

D Massachusetts Department of Revenue
Data Integration Bureau
PO Box 7022
Boston, MA 02204

I:] http://www.dor.state.ma.us

7a. Call the DOR’s Customer Service Office at 617-887-MDOR (6367) or toll free at 1-800-
6089 to request the forms by mail. Forms and filing instructions are available on the DOR
website; however, it is still recommended that you speak to a DOR representative to
ensure you are in full compliance with the law.

D http://www.dor.state.ma.us/forms/formlist.htm

7b.  After you have completed the forms, either file online or mail the printed forms. Once
you file Form TA-1, you will receive your Massachusetts Sales Tax Registration Number.

8 You must also file all necessary tax forms with the United States Internal Revenue Service. Once
you file these forms, the IRS will give you a tax identification number and provide instructions on
compliance with federal regulations.

D& Internal Revenue Service
JFK Federal Building
15 New Sudbury St.
Boston, MA 02203

@) 617-316-2850

D http://www.irs.gov

NO'TVS ALOVHL
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INSURANCE

9 Do a thorough risk assessment and determine what coverage best suits your business’s needs.

9a.

9b.

Most forms of insurance are not required. However, business insurance protects you and
your business in the event of fire, theft, or other losses. The most common coverage types
include liability, property, business interruption, ‘“key man,” automobile, and home office.
For more information on these and other types of insurance, visit the City of Boston
website:

D http://www.cityofboston.gov/dnd/OBD/BRG/C4_Obtain_Insurance.asp

If you get insurance, it is recommended that you assess and inventory your business
facility and assets every two years. This will ensure replacement costs are up to date,
enable you to settle claims faster, and help you explain business losses on your tax
returns.


http://www.cityofboston.gov/dnd/OBD/BRG/C4_Obtain_Insurance.asp

CHECKLIST

v

BUSINESS PLAN

l:l 1 Draft a business plan

LOCATION

l:l 2 Choose a location and draft a detailed floor plan

a3

LICENSING AND FOOD SAFETY CERTIFICATION

Obtain all necessary licenses and certifications
(A File for appropriate licenses with the Health Division of the City of Boston’s
Inspectional Services Department
A File for the appropriate alcohol license (if applicable) with the City of Boston
Licensing Board
(A File for appropriate Entertainment Licenses with the City of Boston’s Consumer
Affairs and Licensing Department

ZONING AND PERMITTING

d 4 Visit the Building Division of Boston’s Inspectional Services Department

=)

(A Complete zoning check and get location approved
A Obtain a Building Permit for any planned renovation or construction on the property
(A Obtain a Certificate of Occupancy, if applicable

BUSINESS CERTIFICATE

Visit the Boston City Clerk’s Office
(A File for a City of Boston business certificate (d/b/a)
(A Get form notarized
(A Submit notarized form with a check or money order in the amount of the filing fee

TAXES

d 6 Visit the City of Boston Assessing Department

(d File a Form of List

For more information, see “Detailed Steps” beginning on page 29

IONITIHLVO
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/CHECKLIST

l:l 7 Contact the Massachusetts Department of Revenue
A File Massachusetts state tax forms for your business
(A Get a Sales Tax Registration Number and Certificate

d 8 Call the Internal Revenue Service office in Boston

A File federal tax forms for your business
[ Get a federal tax identification number

INSURANCE

l:l 9 Do a risk assessment and inventory of your business’s facility and property

For more information, see “Detailed Steps” beginning on next page
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BUSINESS PLAN

Draft a business plan. Business plans are part of a continuous process to define your business concept,
understand your market, set goals, and effectively meet client needs. Typically, plans encompass
operational issues including, but not limited to, the following: What services and products will your
business provide and what needs do these fulfill? Who is your target market and how will you reach
them? How will your company secure and repay financing? This guide contains information for
sole proprietors only. Hiring other individuals complicates your tax filing and requires additional
steps. For more guidance on business planning, visit the Boston Office of Business Development’s
online Business Resource Guide:

D http://www.cityofboston.gov/dnd/OBD/BRG/A_intro.asp

LOCATION

Select a location and draft a detailed floor plan. Your facility should conform to the standards of the
Federal Food Code. If you plan to make repairs or do renovations, the floor plan should show what
the property will look like when the work is complete. The floor plan does not need to be prepared
professionally, but must show all planned rooms, equipment, doors, windows, bathrooms and sinks,
and electrical outlets. You must also include your name, two numbers where you can be contacted,
and the business address (not a post office box).

Note: A catering business cannot be operated from a residential kitchen; you must have a
licensed food service establishment as your base of operations. It is possible to rent a
commercial kitchen, which may be less expensive then owning your own. Some social
clubs rent their kitchens specifically for this purpose.

LICENSING AND FOOD SAFETY CERTIFICATION

Obtain all necessary licenses and certifications.
3a. Become or hire a certified Food Safety Manager. For more information on the certifica-
tion process, visit the City of Boston Inspectional Services Department (ISD) website:

D http://www.cityofboston.gov/isd/newfrontend/fmcert.asp

Note: Massachusetts currently does not require training for certification. It is, however, strongly
recommended. Call the ISD Health Division to request a list of training courses available
in your area.

D& Inspectional Services Department Health Division
1010 Massachusetts Avenue
Boston, MA 02118

@) 617-635-5300

IONIAHLYVO
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3b. Call the ISD Health Division or visit their website to obtain a Food Services Permit Form:

D http://www.cityofboston.gov/isd/newfrontend/forms.asp

Before your application will be approved you also need to do the following:

* Submit a copy of your Certificate of Occupancy for intended use.

* Submit your proposed floor plan and schedule a plan review with ISD.

* Submit copy of your Food Safety Manager Certification or evidence that you have applied for
certification.

* Pay the appropriate licensing fee. There are additional permits and fees, if you intend to serve
frozen desserts or milk products.

* Schedule your initial appointment with a Health Inspector. The inspector will either award a
Food Service permit and tell you that you are free to open or he/she will indicate the changes
that must be made.

3c.  Visit the City of Boston Licensing Board to file a Pouring License if you intend to serve
or sell alcohol.

D Boston Licensing Board
City Hall, Room 809
Boston, MA 02201

@) 17-635-4170

Retail liquor licenses are issued by the city; however, the State Alcoholic Beverage
Control Commission (ABCC) must approve them. For more information contact the
ABCC or go to their website:

D Massachusetts Alcoholic Beverage Control Commission
239 Causeway St.
Boston, MA 02114

@) 617-727-3040

I:] http://www.mass.gov/abcc/licensing/licensing.htm

3d. Your catering business may also require additional licenses for various forms of entertain-
ment, including but not limited to: automatic amusement devices (coin-controlled
games), public dances, non-live entertainment (jukeboxes, radios, or televisions), and
live entertainment. Contact the Boston Consumer Affairs and Licensing Division at
617-635-3834 for applications.

ZONING AND PERMITTING

Visit the Building Division of the Inspectional Services Department (ISD) of the City of Boston
to run a zoning check on the location where you want to start your business. Provide information
about the type of business you plan to open and the address. If your proposed facility is within 100
feet of a park, on or near a wetland, or in a historic district or redevelopment zone, you could be
subject to additional permitting requirements.


http://www.cityofboston.gov/isd/newfrontend/forms.asp
http://www.mass.gov/abcc/licensing/licensing.htm
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4a.

4b.

4c.

4d.

D Inspectional Services Department
1010 Massachusetts Avenue, 5" Floor
Boston, MA 02118

@) 617-635-5300

If your location is approved, move on to the next step. Otherwise, you can begin the
appeal process by filing a Legal Occupancy/Use Application with the Zoning Board of
Appeals. If you are renting your facility, you will need the permission of the owner of the
building to submit your appeal.

D Zoning Board of Appeals
City Hall, Room 204
Boston, MA 02201

@) 617-635-4775

It is recommended that you have a 15-minute zoning clinic at ISD. This clinic will help
answer your questions about zoning approval and any further permitting requirements.
Zoning clinics are held every Tuesday from 9 AM to 12 PM at Plans and Zoning, ISD,
5% Floor, Counter Two. Translators are available if you call ahead. For more information,
call 617-635-5300, ext. 1348.

If you are performing renovations, you will be required to file for and obtain a building
permit from the Building Division. Permits for construction and other alterations you
intend to make to the property may include, but are not limited to the following:

* gasfitting

* electrical work

* plumbing and sprinkler systems

* non-structural demolition

* installation of fire prevention system(s)

* construction

* renovation.

For more information on building permits, visit:

D http://www.cityofboston.gov/isd/BOA/bldgdefault.asp

Submit your floor plan to the Building Division. At this time, ISD may request other
documents depending on the nature of your project. ISD may also inspect your property
during and after any construction or alteration. It is your responsibility to ensure that the
necessary inspections are arranged.

If your facility is located in one of Boston’s seven historic districts and you intend to
perform any exterior work, you will likely need a Certificate of Appropriateness before a
building permit will be issued. For more information on design guidelines and regulations
in historic districts or to find out whether your property is affected, see the City of Boston
Environment Department website:

D http://www.cityofboston.gov/environment/downloads.asp#historic

IONITIHLVO
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Direct consultation with a Preservation Planner is recommended to discuss specific
district guidelines, documentation requirements, and potential fees.

D Environment Department
City Hall, Room 805
Boston, MA 02201

@) 617-635-3850

After construction is completed you may need a Certificate of Occupancy from ISD.

A Certificate of Occupancy is required when there has been a substantial change to the
building (e.g. the use of the structure, floor plan reconfigurations, increased/decreased
capacity) or if the building is new. For more information on filing for a Certificate of
Occupancy and the associated fees, go to:

D http://www.cityofboston.gov/isd/BOA/coo.asp

BUSINESS CERTIFICATE

5 You must file with the Boston City Clerk’s Office for a Business Certificate (d/b/a).

5a.

5b.

Tip:

32

D City Clerk
City Hall, Room 601
Boston, MA 02201
@) 617-635-4600

Call or write for an application, or print it from the website:

http://www.cityofboston.gov/cityclerk/forms.asp

After filling out the form, sign where indicated and then have the form notarized. To find

a notary public, call the Commissions Section of the Secretary of the Commonwealth’s

Office at 617-727-2836.

Mail or deliver the notarized form to the City Clerk along with a business check or money

order made out to the City of Boston in the amount of the filing fee. To receive an official
copy of your Business Certificate, you should also include a self-addressed, stamped

envelope with your registration packet. Business Certificates are good for four years from

the date registered with the City Clerk’s Office.
Open a business account with your local bank or credit union.

A separate business account spares you the hassle of untangling personal and business
transactions when you file taxes, decreases the likelihood of a missed deduction, and
facilitates transparent recordkeeping in the event of an audit. Business accounts also
increase credibility with potential lenders and clients and accommodate business growth.


http://www.cityofboston.gov/isd/BOA/coo.asp
http://www.cityofboston.gov/cityclerk/forms.asp
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TAXES

6 Visit the City of Boston Assessing Department to file a Form of List for your business. A Form of List
is used to document the property owned by your business, so that it may be assessed and taxed by the city.

Do Assessing Department
City Hall, Room 301
Boston, MA 02201

@) 617-635-4287

7 You must also file tax forms with the Massachusetts Department of Revenue (DOR). Most sole
proprietors file a Schedule C form with their income taxes. If you plan to sell tangible goods, you
must file a Form TA-1 to pay Massachusetts’ sales tax.

D Massachusetts Department of Revenue
Data Integration Bureau
PO Box 7022
Boston, MA 02204

I:] http://www.dor.state.ma.us

7a. Call the DOR’s Customer Service Office at 617-887-MDOR (6367) or toll free at 1-800-
6089 to request the forms by mail. Forms and filing instructions are available on the DOR
website; however, it is still recommended that you speak to a DOR representative to
ensure you are in full compliance with the law.

I:] http://www.dor.state.ma.us/forms/formlist.htm

7b.  After you have completed the forms, either file online or mail the printed forms. Once
you file Form TA-1, you will receive your Massachusetts Sales Tax Registration Number.

8 You must also file all necessary tax forms with the United States Internal Revenue Service. Once
you file these forms, the IRS will give you a tax identification number and provide instructions on
compliance with federal regulations.

D Internal Revenue Service
JFK Federal Building
15 New Sudbury St.
Boston, MA 02203

@) 617-316-2850

I:] http://www.irs.gov
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33


http://www.dor.state.ma.us
http://www.dor.state.ma.us/forms/formlist.htm
http://www.irs.gov

CATERING

34

QDETAILED STEPS
7

INSURANCE

9 Do a thorough risk assessment and determine what coverage best suits your business’s needs.

9a.

9b.

Most forms of insurance are not required. However, business insurance protects you and
your business in the event of fire, theft, or other losses. The most common coverage types
include liability, property, business interruption, ‘“key man,” automobile, and home office.
For more information on these and other types of insurance, visit the City of Boston
website:

I;] http://www.cityofboston.gov/dnd/OBD/BRG/C4_Obtain_Insurance.asp

If you get insurance, it is recommended that you assess and inventory your business
facility and assets every two years. This will ensure replacement costs are up to date,
enable you to settle claims faster, and help you explain business losses on your tax
returns.



http://www.cityofboston.gov/dnd/OBD/BRG/C4_Obtain_Insurance.asp

/CHECKLIST

BUSINESS PLAN

l:l 1 Draft a business plan

LICENSING

l:l 2 Become a licensed child care provider
A Complete the Massachusetts Office of Child Care Services (OCCS) New
Provider Orientation Program
(A Obtain the Massachusetts Child Care Provider’s License application from OCCS
(A Before submitting the application, fulfill medical and information requirements as
outlined in “Detailed Steps”
(A Submit the application along with a signed check or money order to OCCS

LOCATION

l:l 3 Have your proposed child care facility inspected by OCCS to ensure that it conforms to
state standards

ZONING AND PERMITTING

l:l 4 Visit the Building Division of Boston’s Inspectional Services Department
A Complete zoning check and get location approved
(A Obtain a Building Permit for any planned renovation or construction on the property
A Obtain a Certificate of Occupancy, if applicable

BUSINESS CERTIFICATE

l:l 5 Visit the Boston City Clerk’s Office
A File for a City of Boston business certificate (d/b/a)
A Get form notarized
(A Submit notarized form with a check or money order in the amount of the filing fee

For more information, see “Detailed Steps” beginning on page 37
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/CHECKLIST

TAXES

d 6 Visit the City of Boston Assessing Department
(1 File a Form of List

l:l 7 Contact the Massachusetts Department of Revenue
A File Massachusetts state tax forms for your business
(A Get a Sales Tax Registration Number and Certificate

d 8 Call the Internal Revenue Service office in Boston

A File federal tax forms for your business
[ Get a federal tax identification number

INSURANCE

d 9 Do a risk assessment and inventory of your business’s facility and property

For more information, see “Detailed Steps” beginning on next page



DETAILED STEPS

BUSINESS PLAN

Draft a business plan. Business plans are part of a continuous process to define your business concept,
understand your market, set goals, and effectively meet client needs. Typically, plans encompass
operational issues including, but not limited to, the following: What services and products will your
business provide and what needs do these fulfill? Who is your target market and how will you reach
them? How will your company secure and repay financing? This guide contains information for
sole proprietors only. Hiring other individuals complicates your tax filing and requires additional
steps. For more guidance on business planning, visit the Boston Office of Business Development’s
online Business Resource Guide:

D http://www.cityofboston.gov/dnd/OBD/BRG/A_intro.asp

LICENSING

Before you begin providing child care services, you must be licensed by the Massachusetts Office
of Child Care Services (OCCS) as a child care provider.

D Massachusetts Office of Child Care Services Central Office
600 Washington Street, Suite 6100
Boston, MA 02111

@) 617-988-6600

D http://www.qualitychildcare.org

Call the Boston Regional Office to learn more about becoming a licensed child care
provider.

D Massachusetts Office of Child Care Services Boston Regional Offfice
1250 Hancock Street, Suite 120-S
Quincy, MA 02169

@) 617-472-2881

2a. Complete the OCCS New Provider Orientation Program. OCCS has a number of Child
Care Resource and Referral agencies (CCR&R) throughout Massachusetts. These organi-
zations offer information, referral, education, training, technical assistance, and resource
development to parents, child care providers, employers, and community groups.

Ded Child Care Choices of Boston
105 Chauncy Street
Boston, MA 02111

@ 617-542-KIDS or 542-5437

I:] http://www.bostonabced.org/ccch
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2b.

2c.

2d.

2e.

For additional CCR&R locations in and around Boston, call 617-626-6000 or visit:
D http://www.qualitychildcare.org/childcare_randr.shtml

Request a copy of the Massachusetts Child Care Provider’s License for Home Providers
application from OCCS or download the forms online:

D http://www.qualitychildcare.org/licensing_forms.shtml

The child care license application you should obtain will depend on the number and ages
of children that you intend to watch in your home.
* Regular Family Child Care License: up to six children.

* Family Child Care Plus License: up to six children under the age of 7 and two children over
the age of 7.

* Large Family Child Care: up to 10 children.

Before you submit the application to open your facility, there are number of requirements
you will have to meet. For additional guidance, call the OCCS or read their electronic
guide online:

D http://www.qualitychildcare.org/pdf/FCCLicensingGuide.pdf

Medical requirements:

* Obtain current certification in basic first aid and CPR for infants and children.

* Obtain measles, mumps, and rubella immunizations.

* Have a recent, negative test on record for tuberculosis (TB) on a Mantoux TB test.

* Receive a complete physical.

* Have your physician fill out the medical form in the application packet.

Information requirements:

* Submit a list of persons living in your household and detail any physical, mental, or emotional
problems that could affect your provision of day care.

* Submit a Criminal Offender Record Information (CORI) Form. Every individual 17 or older who
regularly visits or lives in the house must undergo this background check. Certain criminal
offenses may disqualify a home for a Family Child Care license. You can file CORI forms elec-
tronically. For further information. contact your regional OCCS representative at 617-472-2881.

* Compile a list of references.

* Compile a list of child care jobs that you have held in the past.

* Find two persons who live within ten minutes of your day care location who could help you in
case of an emergency.

* Submit a written activities plan in compliance with the requirements of the state law listed under
Section 102 CMR 8.12 to your OCCS inspector.

Submit the application and a signed check or money order in the amount of the licensing
fee to OCCS as specified in the application packet.

Note: You will be required to maintain health and attendance records for each child that you or

an assistant supervises. For more information on licensing and operating regulations, visit
the OCCS website:

D http://www.qualitychildcare.org/regulations.shtml
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LOCATION

Draft a detailed floor plan, ensuring that your property conforms to OCCS guidelines. If you plan
to make repairs or do renovations, the floor plan should show what the property will look like when
the work has been completed. The floor plan does need not be prepared professionally, but must
show all planned furniture, doors, windows, equipment, plumbing, and electrical outlets. You must
have a minimum of 150 square feet of usable indoor space if caring for one or two children and a
minimum of 225 square feet of approved usable floor space if caring for three to six children.
Bathroom, hallways, and adult only zones do not count for square footage requirements.

3a. The following home safety questions need to be addressed in your child care providers’

license application and should be taken into consideration as you draft a floor plan.

Outdoor Space

* Are you using your own yard for an outdoor play area? Do you have at least 75 square feet per
child? (required)

* Is the yard fenced, and, if so, how high is the fence? Is it on a busy street?

* Do you have a porch that is more than three feet high?

* Do you own a swimming pool (not a wading pool)? How is this pool kept safe for children?

* Do you have a private well? (Well water must pass State purity and quality tests)

* Is there standing water, steep drop offs, railroad tracks or other hazards on or near your property?

Indoor Space

* How many exits are in your home? Where are they located?

* Do you have smoke and carbon monoxide detectors on each floor of the establishment?
* Do you have a written evacuation plan in case of fire, gas leak, or other emergency?

* Do you have locks on all bathroom and closet doors? Are these locks easily opened from inside
and out?

* Do you have to pass through someone else’s living space to leave the facility?
* Are all accessible windows securely screened, barricaded, or do they open only from the top?
* Is there a working flashlight on each floor of the home?

* Is there peeling, flaking, or chipped paint on the premises? Do you have broken plaster? (Must
be addressed before you may operate a child care center.)

* Was your property constructed prior to 1978? Have you checked for lead paint? (Must be
professionally removed before you may operate a child care center.)

* Do you keep firearms or ammunition in your home? How do you store these firearms and
ammunition so they are inaccessible to children?

* Are all potentially hazardous materials (cleaning supplies, razors, cosmetics, medications, etc.)
stored so they are inaccessible? The state will inspect the facility room by room to ensure this,
particularly bathrooms and kitchens.

* Are all heating sources (e.g. radiators, hot water pipes, fuel-burning stoves, and fireplaces)
inaccessible to children?

¢ Are all accessible unused electrical outlets covered?

* Are all stairways of four or more stairs barricaded? (Required when caring for children under
three.) Do you have pressure gates? Where will they be located? (Not allowed at the top of stairs.)

3b.  Your child care facility must have an operable telephone. Next to the telephone a list of
emergency telephone numbers (including Fire, Police, Ambulance, Poison Control
Center, and the nearest emergency health care facility), the names and numbers of two
emergency contacts, and your name, address, and phone number must be posted.
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3c.

Before you are permitted to open for business, OCCS will inspect your facility to deter-
mine if it meets state standards. The inspector will indicate any changes that need to be
made to the property, or certifications you must obtain before you can open for business.
Ask for copies of any paperwork from the inspection(s). If you are certified, your license
will be valid for up to three years.

ZONING AND PERMITTING

Visit the Building Division of the Inspectional Services Department (ISD) of the City of Boston
to run a zoning check on the location where you want to start your business. Provide information
about the type of business you plan to open and the address. If your proposed facility is within 100
feet of a park, on or near a wetland, or in a historic district or redevelopment zone, you could be
subject to additional permitting requirements.

4a.

4b.

4c.

Ded Inspectional Services Department
1010 Massachusetts Avenue, 5" Floor
Boston, MA 02118

@) 617-635-5300

If your location is approved, move on to the next step. Otherwise, you can begin the
appeal process by filing a Legal Occupancy/Use Application with the Zoning Board of
Appeals. If you are renting your facility, you will need the permission of the owner of the
building to submit your appeal.

Ded Zoning Board of Appeals
City Hall, Room 204
Boston, MA 02201

@) 617-635-4775

It is recommended that you have a 15-minute zoning clinic at ISD. This clinic will help
answer your questions about zoning approval and any further permitting requirements.
Zoning clinics are held every Tuesday from 9 AM to 12 PM at Plans and Zoning, ISD,
5% Floor, Counter Two. Translators are available if you call ahead. For more information,
call 617-635-5300, ext. 1348.

If you are performing renovations, you will be required to file for and obtain a building
permit from the Building Division. Permits for construction and other alterations you
intend to make to the property may include, but are not limited to the following:

* gasfitting

* electrical work

* plumbing and sprinkler systems

* non-structural demolition

* installation of fire prevention system(s)
* construction

* renovation.

For more information on building permits, visit:

I:] http://www.cityofboston.gov/isd/BOA/bldgdefault.asp
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4d.

de.

Submit your floor plan to the Building Division. At this time, ISD may request other
documents depending on the nature of your project. ISD may also inspect your property
during and after any construction or alteration. It is your responsibility to ensure that the
necessary inspections are arranged.

If your facility is located in one of Boston’s seven historic districts and you intend to
perform any exterior work, you will likely need a Certificate of Appropriateness before a
building permit will be issued. For more information on design guidelines and regulations
in historic districts or to find out whether your property is affected, see the City of Boston
Environment Department website:

D http://www.cityofboston.gov/environment/downloads.asp#historic

Direct consultation with a Preservation Planner is recommended to discuss specific
district guidelines, documentation requirements, and potential fees.

Ded Environment Department
City Hall, Room 805
Boston, MA 02201

@) 617-635-3850

After construction is completed you may need a Certificate of Occupancy from ISD.

A Certificate of Occupancy is required when there has been a substantial change to the
building (e.g. the use of the structure, floor plan reconfigurations, increased/decreased
capacity) or if the building is new. For more information on filing for a Certificate of
Occupancy and the associated fees, go to:

I:] http://www.cityofboston.gov/isd/BOA/coo.asp

BUSINESS CERTIFICATE

5 You must file with the Boston City Clerk’s Office for a Business Certificate (d/b/a).

5a.

5b.

DI City Clerk
City Hall, Room 601
Boston, MA 02201
@) 617-635-4600

Call or write for an application, or print it from the website:

D http://www.cityofboston.gov/cityclerk/forms.asp

After filling out the form, sign where indicated and then have the form notarized. To find
a notary public, call the Commissions Section of the Secretary of the Commonwealth’s
Office at 617-727-2836.

Mail or deliver the notarized form to the City Clerk along with a business check or money
order made out to the City of Boston in the amount of the filing fee. To receive an official
copy of your Business Certificate, you should also include a self-addressed, stamped
envelope with your registration packet. Business Certificates are good for four years from
the date registered with the City Clerk’s Office.

HAV) A'TIHD

41


http://www.cityofboston.gov/environment/downloads.asp#historic
http://www.cityofboston.gov/isd/BOA/coo.asp
http://www.cityofboston.gov/cityclerk/forms.asp

CHILD CARE

42

QDETAILED STEPS
7

Tip: Open a business account with your local bank or credit union.

A separate business account spares you the hassle of untangling personal and business
transactions when you file taxes, decreases the likelihood of a missed deduction, and
facilitates transparent recordkeeping in the event of an audit. Business accounts also
increase credibility with potential lenders and clients and accommodate business growth.

TAXES

Visit the City of Boston Assessing Department to file a Form of List for your business. A Form of List
is used to document the property owned by your business, so that it may be assessed and taxed by the city.

Ded Assessing Department
City Hall, Room 301
Boston, MA 02201

@) 617-635-4287

You must also file tax forms with the Massachusetts Department of Revenue (DOR). Most sole
proprietors file a Schedule C form with their income taxes. If you plan to sell tangible goods, you
must file a Form TA-1 to pay Massachusetts’ sales tax.

D Massachusetts Department of Revenue
Data Integration Bureau
PO Box 7022
Boston, MA 02204

I:] http://www.dor.state.ma.us

7a. Call the DOR’s Customer Service Office at 617-887-MDOR (6367) or toll free at 1-800-
6089 to request the forms by mail. Forms and filing instructions are available on the DOR
website; however, it is still recommended that you speak to a DOR representative to
ensure you are in full compliance with the law.

D http://www.dor.state.ma.us/forms/formlist.htm

7b.  After you have completed the forms, either file online or mail the printed forms. Once
you file Form TA-1, you will receive your Massachusetts Sales Tax Registration Number.

You must also file all necessary tax forms with the United States Internal Revenue Service. Once
you file these forms, the IRS will give you a tax identification number and provide instructions on
compliance with federal regulations.
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Do Internal Revenue Service
JFK Federal Building
15 New Sudbury St.
Boston, MA 02203

@) 617-316-2850

I:] http://www.irs.gov

INSURANCE

9 Do a thorough risk assessment and determine what coverage best suits your business’s needs.
9a. Most forms of insurance are not required. However, business insurance protects you and
your business in the event of fire, theft, or other losses. The most common coverage types
include liability, property, business interruption, “key man,” automobile, and home office.
For more information on these and other types of insurance, visit the City of Boston
website:

D http://www.cityofboston.gov/dnd/OBD/BRG/C4_Obtain_Insurance.asp

9b. If you get insurance, it is recommended that you assess and inventory your business
facility and assets every two years. This will ensure replacement costs are up to date,
enable you to settle claims faster, and help you explain business losses on your tax
returns.
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/CHECKLIST

BUSINESS PLAN

l:l 1 Draft a business plan

LICENSING

l:l 2 There are no unique licensing requirements for operating a cleaning service, sewing shop,
or shoe repair shop

LOCATION

l:l 3 Choose a location and draft a detailed floor plan

ZONING AND PERMITTING

l:l 4 Visit the Building Division of Boston’s Inspectional Services Department
A Complete zoning check and get location approved
(A Obtain a Building Permit for any planned renovation or construction on the property
A Obtain a Certificate of Occupancy, if applicable

BUSINESS CERTIFICATE

l:l 5 Visit the Boston City Clerk’s Office
A File for a City of Boston business certificate (d/b/a)
A Get form notarized
(A Submit notarized form with a check or money order in the amount of the filing fee

TAXES

l:l 6 Visit the City of Boston Assessing Department
(A File a Form of List

d 7 Contact the Massachusetts Department of Revenue

(A File Massachusetts state tax forms for your business
(A Get a Sales Tax Registration Number and Certificate

For more information, see “Detailed Steps” beginning on page 47
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d 8 Call the Internal Revenue Service office in Boston
A File federal tax forms for your business
[ Get a federal tax identification number

INSURANCE

l:l 9 Do a risk assessment and inventory of your business’s facility and property

CLEANING SERVICE/

SEWING SHOP / SHOE REPAIR SHOP

46 For more information, see “Detailed Steps” beginning on next page
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BUSINESS PLAN

Draft a business plan. Business plans are part of a continuous process to define your business concept,
understand your market, set goals, and effectively meet client needs. Typically, plans encompass
operational issues including, but not limited to, the following: What services and products will your
business provide and what needs do these fulfill? Who is your target market and how will you reach
them? How will your company secure and repay financing? This guide contains information for
sole proprietors only. Hiring other individuals complicates your tax filing and requires additional
steps. For more guidance on business planning, visit the Boston Office of Business Development’s
online Business Resource Guide:

D http://www.cityofboston.gov/dnd/OBD/BRG/A_intro.asp

LICENSING

There are no unique licensing requirements for operating a cleaning service, sewing shop, or shoe
repair shop in Boston.

LOCATION

Select a location and draft a detailed floor plan. If you plan to make repairs or do renovations, the
floor plan should show what the property will look like when the work is complete. The floor plan
does not need to be prepared professionally, but must show all planned rooms, equipment, doors,
windows, bathrooms and sinks, and electrical outlets. You must also include your name, two
numbers where you can be contacted, and the business address (not a post office box).

ZONING AND PERMITTING

Visit the Building Division of the Inspectional Services Department (ISD) of the City of Boston
to run a zoning check on the location where you want to start your business. Provide information
about the type of business you plan to open and the address. If your proposed facility is within 100
feet of a park, on or near a wetland, or in a historic district or redevelopment zone, you could be
subject to additional permitting requirements.

Ded Inspectional Services Department
1010 Massachusetts Avenue, 5" Floor
Boston, MA 02118

@) 617-635-5300

4a. If your location is approved, move on to the next step. Otherwise, you can begin the
appeal process by filing a Legal Occupancy/Use Application with the Zoning Board of
Appeals. If you are renting your facility, you will need the permission of the owner of the
building to submit your appeal.

[ HOTATHAS ININVHTI
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4b.

4c.

4d.

de.

D Zoning Board of Appeals
City Hall, Room 204
Boston, MA 02201

@) 617-635-4775

It is recommended that you have a 15-minute zoning clinic at ISD. This clinic will help
answer your questions about zoning approval and any further permitting requirements.
Zoning clinics are held every Tuesday from 9 AM to 12 PM at Plans and Zoning, ISD,
5% Floor, Counter Two. Translators are available if you call ahead. For more information,
call 617-635-5300, ext. 1348.

If you are performing renovations, you will be required to file for and obtain a building
permit from the Building Division. Permits for construction and other alterations you
intend to make to the property may include, but are not limited to the following:

* gasfitting

* electrical work

* plumbing and sprinkler systems

* non-structural demolition

* installation of fire prevention system(s)
* construction

* renovation.

For more information on building permits, visit:

I:] http://www.cityofboston.gov/isd/BOA/bldgdefault.asp

Submit your floor plan to the Building Division. At this time, ISD may request other
documents depending on the nature of your project. ISD may also inspect your property
during and after any construction or alteration. It is your responsibility to ensure that the
necessary inspections are arranged.

If your facility is located in one of Boston’s seven historic districts and you intend to
perform any exterior work, you will likely need a Certificate of Appropriateness before a
building permit will be issued. For more information on design guidelines and regulations
in historic districts or to find out whether your property is affected, see the City of Boston
Environment Department website:

I:] http://www.cityofboston.gov/environment/downloads.asp#historic

Direct consultation with a Preservation Planner is recommended to discuss specific
district guidelines, documentation requirements, and potential fees.

Ded Environment Department
City Hall, Room 805
Boston, MA 02201

@) 617-635-3850

After construction is completed you may need a Certificate of Occupancy from ISD.
A Certificate of Occupancy is required when there has been a substantial change to the
building (e.g. the use of the structure, floor plan reconfigurations, increased/decreased
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capacity) or if the building is new. For more information on filing for a Certificate of
Occupancy and the associated fees, go to:

l:] http://www.cityofboston.gov/isd/BOA/coo.asp

BUSINESS CERTIFICATE

5 You must file with the Boston City Clerk’s Office for a Business Certificate (d/b/a).

D City Clerk
City Hall, Room 601
Boston, MA 02201
@) 617-635-4600

Call or write for an application, or print it from the website:

D http://www.cityofboston.gov/cityclerk/forms.asp

Sa.  After filling out the form, sign where indicated and then have the form notarized. To find
a notary public, call the Commissions Section of the Secretary of the Commonwealth’s

Office at 617-727-2836.

5b.  Mail or deliver the notarized form to the City Clerk along with a business check or money
order made out to the City of Boston in the amount of the filing fee. To receive an official

copy of your Business Certificate, you should also include a self-addressed, stamped

envelope with your registration packet. Business Certificates are good for four years from

the date registered with the City Clerk’s Office.
Tip: Open a business account with your local bank or credit union.

A separate business account spares you the hassle of untangling personal and business
transactions when you file taxes, decreases the likelihood of a missed deduction, and
facilitates transparent recordkeeping in the event of an audit. Business accounts also

increase credibility with potential lenders and clients and accommodate business growth.

TAXES

6 Visit the City of Boston Assessing Department to file a Form of List for your business. A Form of List
is used to document the property owned by your business, so that it may be assessed and taxed by the city.

D Assessing Department
City Hall, Room 301
Boston, MA 02201

@) 617-635-4287

7 You must also file tax forms with the Massachusetts Department of Revenue (DOR). Most sole
proprietors file a Schedule C form with their income taxes. If you plan to sell tangible goods, you

must file a Form TA-1 to pay Massachusetts’ sales tax.
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7Ta.

7b.

D Massachusetts Department of Revenue
Data Integration Bureau
PO Box 7022
Boston, MA 02204

D http://www.dor.state.ma.us

Call the DOR’s Customer Service Office at 617-887-MDOR (6367) or toll free at 1-800-
6089 to request the forms by mail. Forms and filing instructions are available on the DOR
website; however, it is still recommended that speak to a MA DOR representative to
ensure you are in full compliance with the law.

l:] http://www.dor.state.ma.us/forms/formlist.htm

After you have completed the forms, either file online or mail the printed forms. Once
you file Form TA-1, you will receive your Massachusetts Sales Tax Registration Number.

You must also file all necessary tax forms with the United States Internal Revenue Service. Once
you file these forms, the IRS will give you a tax identification number and provide instructions on
compliance with federal regulations.

Ded Internal Revenue Service
JFK Federal Building
15 New Sudbury St.
Boston, MA 02203

@) 617-316-2850

l;] http://www.irs.gov

INSURANCE

Do a thorough risk assessment and determine what coverage best suits your business’s needs.

9a.

9b.

Most forms of insurance are not required. However, business insurance protects you and
your business in the event of fire, theft, or other losses. The most common coverage types
include liability, property, business interruption, ‘“key man,” automobile, and home office.
For more information on these and other types of insurance, visit the City of Boston
website:

I:] http://www.cityofboston.gov/dnd/OBD/BRG/C4_Obtain_Insurance.asp

If you get insurance, it is recommended that you assess and inventory your business
facility and assets every two years. This will ensure replacement costs are up to date,
enable you to settle claims faster, and help you explain business losses on your tax
returns.
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/CHECKLIST

BUSINESS PLAN

l:l 1 Draft a business plan

LICENSING AND CERTIFICATION

dANVHTO Add

l:l 2 Obtain the appropriate permits from the Massachusetts Department of Environmen-
tal Protection and, if applicable, receive ERP Compliance Certification.

LOCATION

l:l 3 Choose a location and draft a detailed floor plan

ZONING AND PERMITTING

l:l 4 Visit the Building Division of Boston’s Inspectional Services Department
A Complete zoning check and get location approved
(A Obtain a Building Permit for any planned renovation or construction on the property
A Obtain a Certificate of Occupancy, if applicable

d 5 Visit the Boston Fire Department Fire Prevention Division to apply for a Special
Hazards Permit

BUSINESS CERTIFICATE

d 6 Visit the Boston City Clerk’s Office
(A File for a City of Boston business certificate (d/b/a)
(A Get form notarized
(A Submit notarized form with a check or money order in the amount of the filing fee

TAXES

d 7 Visit the City of Boston Assessing Department
(1 File a Form of List

For more information, see “Detailed Steps” beginning on page 53 51



DRY CLEANER

52

/CHECKLIST

l:l 8 Contact the Massachusetts Department of Revenue
A File Massachusetts state tax forms for your business
(A Get a Sales Tax Registration Number and Certificate

d 9 Call the Internal Revenue Service office in Boston

A File federal tax forms for your business
[ Get a federal tax identification number

INSURANCE

l:l 9 Do a risk assessment and inventory of your business’s facility and property

For more information, see “Detailed Steps” beginning on next page



/ DETAILED STEPS

BUSINESS PLAN

1 Draft a business plan. Business plans are part of a continuous process to define your business concept,
understand your market, set goals, and effectively meet client needs. Typically, plans encompass
operational issues including, but not limited to, the following: What services and products will your
business provide and what needs do these fulfill? Who is your target market and how will you reach
them? How will your company secure and repay financing? This guide contains information for
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sole proprietors only. Hiring other individuals complicates your tax filing and requires additional
steps. For more guidance on business planning, visit the Boston Office of Business Development’s
online Business Resource Guide:

D http://www.cityofboston.gov/dnd/OBD/BRG/A_intro.asp

LICENSING

2 File the appropriate forms with the Massachusetts Department of Environmental Protection (DEP).

D Massachusetts Department of Environmental Protection
One Winter Street
Boston, MA 02108

@) 617-292-5500

Q http://www.state.ma.us/dep

2a, Operating a dry cleaning facility requires that you deal properly with potential pollutants
such as:
* industrial wastewaters from your separator, vacuum, washing machine or boiler;
* air contaminants from the perchloroethylene, dry cleaning machines, boilers, or spotting solvents;
* hazardous waste including waste perchloroethylene, muck, used filters, saturated rags, lint, or wipes.

You will also need to register with the DEP as a generator of hazardous waste. Complete
the Hazardous Waste Generator Registration Form if your business is a Very Small
Quantity Generator (VSQG) of hazardous waste (less than 220 pounds per month). You
can download the form from the DEP website:

I:] http://www.mass.gov/dep/bwp/dhm/hwforms.htm

If your business will be a Small Quantity Generator (SQG) of hazardous waste (220-2,200
pounds per month) or a Large Quantity Generator of hazardous waste (more than 2,200
pounds per month), you need to file a Notification of Hazardous Waste Activity Form.

Go to DEP’s website:

D http://www.mass.gov/dep

Click on the e-DEP icon, and register with e-DEP. Log in, then click online forms. The
Notification of Waste Activity is in the drop down list. You will be prompted for your
EPA ID number and your Tax ID number.
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2b.

2c.

Note:

If DEP does not have this information on file for your facility, or if you do not have an
EPA ID number, you should submit the “RCRA Notification of HW Activity Preliminary
Form.” DEP will use the information from the preliminary form to set up your facility,
and will send back an email with the code needed to complete the notification.

As a Boston business owner, you will need to return the completed form to the DEP
Northeastern Office (Attn: BWP).

D Massachusetts Department of Environmental Protection
Northeastern Regional Office
1 Winter Street
Boston, MA 02108

@) 617- 654-6500

D http://www.state.ma.us/dep/nero

Obtain Environmental Results Program (ERP) Certification from the Massachusetts DEP
unless your dry cleaning business will not conduct cleaning operations onsite, will not
use perchloroethylene, or will use only coin operated dry cleaning machines. ERP is an
annual certification process covering air pollution, industrial waste, and hazardous waste
management requirements.

In some cases, your facility could require additional permitting beyond ERP to comply
with federal, state, or local environmental regulations. This may include (but is not
limited to) the following:

* industrial wastewater from your facility, including wet laundry wastewater, will discharge into a
storm drain, waterbody, waterway, certified wetland, the ground, or sewer;

* in a year, your facility will use more than 2,100 gallons of perchloroethylene in dry-to-dry
machines or 1,800 gallons of perchloroethylene facility-wide where transfer machines are in use.

* in a year, your facility will use more than 10,000 pounds of toxic chemicals on the federal
CERCLA or EPCRA chemical lists.

The use of alternative cleaning methods (e.g. wet cleaning) provides cleaning profession-
als some relief from environmental regulations and generally poses fewer health risks.
For information, contact the Toxic Use Reduction Institute (TURI) at UMass-Lowell.
TURI offers a number of educational and instructional products for the small business
owner on toxic pollution prevention and mitigation and can help you make an informed
decision about the most effective way to operate your business.

Do TURI/University of Massachusetts at Lowell
One University Avenue
Lowell, MA 01854-2866

@) 978-934-3346

I:] http://community.turi.org/smallbusiness/resourcelinks.shtml#2
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LOCATION

Select a location and draft a detailed floor plan. If you plan to make repairs or do renovations, the
floor plan should show what the property will look like when the work is complete. The floor plan
does not need to be prepared professionally, but must show all planned rooms, equipment, doors,
windows, bathrooms and sinks, and electrical outlets. Depending on the nature of your intended dry
cleaning operation, your floor plan should have adequate aisle space, a clear path to all exits in the
event of an emergency, and an area designated for hazardous waste storage that is securely away
from the public. You must also include you name, two numbers where you can be contacted, and
the business address (not a post office box).

ZONING AND PERMITTING

Visit the Building Division of the Inspectional Services Department (ISD) of the City of Boston
to run a zoning check on the location where you want to start your business. Provide information
about the type of business you plan to open and the address. If your proposed facility is within 100
feet of a park, on or near a wetland, or in a historic district or redevelopment zone, you could be
subject to additional permitting requirements.

Ded Inspectional Services Department
1010 Massachusetts Avenue, 5" Floor
Boston, MA 02118

@) 617-635-5300

4a. If your location is approved, move on to the next step. Otherwise, you can begin the
appeal process by filing a Legal Occupancy/Use Application with the Zoning Board of
Appeals. If you are renting your facility, you will need the permission of the owner of the
building to submit your appeal.

D Zoning Board of Appeals
City Hall, Room 204
Boston, MA 02201

@) 617-635-4775

4b. Itis recommended that you have a 15-minute zoning clinic at ISD. This clinic will help
answer your questions about zoning approval and any further permitting requirements.
Zoning clinics are held every Tuesday from 9 AM to 12 PM at Plans and Zoning, ISD,
5% Floor, Counter Two. Translators are available if you call ahead. For more information,
call 617-635-5300, ext. 1348.

4c. If you are performing renovations, you will be required to file for and obtain a building
permit from the Building Division. Permits for construction and other alterations you
intend to make to the property may include, but are not limited to the following:

* gasfitting
* electrical work
* plumbing and sprinkler systems

dANVHTO Add
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¢ non-structural demolition

* installation of fire prevention system(s)
¢ construction

e renovation.

For more information on building permits, visit:

D http://www.cityofboston.gov/isd/BOA/bldgdefault.asp

Submit your floor plan to the Building Division. At this time, ISD may request other
documents depending on the nature of your project. ISD may also inspect your property
during and after any construction or alteration. It is your responsibility to ensure that the
necessary inspections are arranged.

If your facility is located in one of Boston’s seven historic districts and you intend to
perform any exterior work, you will likely need a Certificate of Appropriateness before a
building permit will be issued. For more information on design guidelines and regulations
in historic districts or to find out whether your property is affected, see the City of Boston
Environment Department website:

I:] http://www.cityofboston.gov/environment/downloads.asp#historic

Direct consultation with a Preservation Planner is recommended to discuss specific
district guidelines, documentation requirements, and potential fees.

D Environment Department
City Hall, Room 805
Boston, MA 02201

@) 617-635-3850

After construction is completed you may need a Certificate of Occupancy from ISD.

A Certificate of Occupancy is required when there has been a substantial change to the
building (e.g. the use of the structure, floor plan reconfigurations, increased/decreased
capacity) or if the building is new. For more information on filing for a Certificate of
Occupancy and the associated fees, go to:

I:] http://www.cityofboston.gov/isd/BOA/coo.asp

5 Visit Boston Fire Department Fire Prevention Division to apply for a Special Hazards Permit.
You will need to bring information on every chemical your business will be using as well as the
forms given to you by your supplier.
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D& Fire Prevention Division
Boston Fire Department
115 Southampton St.
Boston, MA 021118

@) 617- 343-3447

To obtain a copy of the fire codes affecting Dry Cleaners, call the National Fire Protection
Association’s Customer Sales line at 1-800-344-3555 or visit their website:

D http://www.nfpa.org/Catalog
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BUSINESS CERTIFICATE

6 You must file with the Boston City Clerk’s Office for a Business Certificate (d/b/a).

DI City Clerk
City Hall, Room 601
Boston, MA 02201
@) 617-635-4600

dANVHTO Add

Call or write for an application, or print it from the website:

D http://www.cityofboston.gov/cityclerk/forms.asp

6a. After filling out the form, sign where indicated and then have the form notarized. To find
a notary public, call the Commissions Section of the Secretary of the Commonwealth’s
Office at 617-727-2836.

6b.  Mail or deliver the notarized form to the City Clerk along with a business check or money
order made out to the City of Boston in the amount of the filing fee. To receive an official
copy of your Business Certificate, you should also include a self-addressed, stamped
envelope with your registration packet. Business Certificates are good for four years from
the date registered with the City Clerk’s Office.

Tip: Open a business account with your local bank or credit union.

A separate business account spares you the hassle of untangling personal and business
transactions when you file taxes, decreases the likelihood of a missed deduction, and
facilitates transparent recordkeeping in the event of an audit. Business accounts also
increase credibility with potential lenders and clients and accommodate business growth.

TAXES

7 Visit the City of Boston Assessing Department to file a Form of List for your business. A Form of List
is used to document the property owned by your business, so that it may be assessed and taxed by the city.

D Assessing Department
City Hall, Room 301
Boston, MA 02201

@) 617-635-4287

8 You must also file tax forms with the Massachusetts Department of Revenue (DOR). Most sole
proprietors file a Schedule C form with their income taxes. If you plan to sell tangible goods, you
must file a Form TA-1 to pay Massachusetts’ sales tax.

D Massachusetts Department of Revenue
Data Integration Bureau
PO Box 7022

Boston, MA 02204 -


http://www.cityofboston.gov/cityclerk/forms.asp

DRY CLEANER

58

QDETAILED STEPS
7

D http://www.dor.state.ma.us

8a. Call the DOR’s Customer Service Office at 617-887-MDOR (6367) or toll free at 1-800-
6089 to request the forms by mail. Forms and filing instructions are available on the DOR
website; however, it is still recommended that you speak to a DOR representative to
ensure you are in full compliance with the law.

I:] http://www.dor.state.ma.us/forms/formlist.htm

8b.  After you have completed the forms, either file online or mail the printed forms. Once
you file Form TA-1, you will receive your Massachusetts Sales Tax Registration Number.

9 You must also file all necessary tax forms with the United States Internal Revenue Service. Once
you file these forms, the IRS will give you a tax identification number and provide instructions on
compliance with federal regulations.

D Internal Revenue Service
JFK Federal Building
15 New Sudbury St.
Boston, MA 02203

@) 617-316-2850

I:] http://www.irs.gov

INSURANCE

9 Do a thorough risk assessment and determine what coverage best suits your business’s needs.
9a. Most forms of insurance are not required. However,