PERTINENT INFORMATION 

REQUIREMENTS WHEN REGISTERING/LICENSING YOUR BUISINESS 

 STARTING A NEW BUSINESS IN THE CITY OF SANTA FE:

1. It is best to begin the process for starting a new business by contacting the City of Santa Fe Inspection and Enforcement division in order to obtain a certificate of occupancy. You will be able to make arrangements for your inspections, inquire on the type of inspection that will be necessary, and verify any fees that will be due. The necessary paperwork for your inspections is available on the City of Santa Fe web page.                                                                                  
                    Inspections and Enforcement: (505) 955-6646 
2. Businesses selling food item will also need to contact and acquire a food purveyor’s permit from the State environment and health division.                                             Department of environment and health  (505) 827-1840 
3. Print the business registration/license application that is on the City of Santa Fe web page. Complete the application including a CRS number and signature. 
4. The application must have a current gross receipts tax number (CRS) in order to be processed. If you do not have a CRS number connect to the following link.    http://www.state.nm.us/tax/forms/year99/crsforms.htm.                                                       Print and complete the CRS application. All information including a signature must be on the application. 

5. Keep your applications until all inspections are final. Once your inspections have been completed you may come in person or contact the business registration and licensing office.                                                                                                    NOTE: Inspections are usually signed off the following day of the actual inspection. You may want to call the accounts receivable office to confirm.                                                                                                                 

6. We are located on 200 Lincoln Ave. inside City Hall in the accounts receivable office, room 112. At this time we will process both your CRS application and your business application. The fee for the license will be $35.00.                                      Feel free to contact the accounts receivable office with any questions and or concerns.                                                                                                                 Accounts Receivable Office (505) 955-6551 
AQUIRING AN OUT OF CITY BUSINESS LICENSE:

1.  Print the business registration/license application that is on the City of Santa Fe web page. Complete the application including a CRS number and signature.
2.  The application must have a current gross receipts tax number (CRS) in order to be processed. If you do not have a CRS number connect to the following link.    http://www.state.nm.us/tax/forms/year99/crsforms.htm.                                                       Print and complete the CRS application. All information including a signature must be on the application. 

3.  You may come in person or contact the business registration and licensing office. We are located on 200 Lincoln Ave. inside City Hall in the accounts receivable office, room 112. At this time we will process both your CRS application and your business application. The fee will be $10.00
4. Feel free to contact the accounts receivable office with any questions and or concerns.                                                                                                                 Accounts Receivable Office (505) 955-6551  
SPECIAL EVENTS LICENSING:

1. We request that anyone requiring a special event license first contact the sponsor of the event you wish to participate in. This will help verify space availability, as well as, what process we are using to license the event. 

2. In most instances the sponsor will collect the applications and bring a bulk package of applications from all of their vendors to be licensed. Some of the smaller events will provide us with a list of who is allowed to be licensed for their event. 

3. Once you have contacted the event sponsor you will know who is receiving the applications. NOTE: PLEASE DO NOT FAX APPLICATIONS WITHOUT FIRST CONTACTING THE SPONSOR OR ACCOUNTS RECEIVABLE.
4. Print the special event license application that is on the City of Santa Fe web page. Complete the application including a CRS number and signature. 

5. The application must have a current gross receipts tax number (CRS) in order to be processed. If you do not have a CRS number connect to the following link.    http://www.state.nm.us/tax/forms/year99/crsforms.htm.                                                       Print and complete the CRS application. All information including a signature must be on the application. 

6. Attach the CRS application to the city business application and send it to the individual that will be collecting the applications.  
7. Feel free to contact the accounts receivable office with any questions and or concerns.                                                                                                                 Accounts Receivable Office (505) 955-6551  
OTHER TYPES OF LICENSING (Specialty Licensing): 
1. Auctions, distressed merchandise sales, carnivals, circuses, armed private detectives, armed security guards, will need to contact the accounts receivable office for further information on the requirements for such licenses.

2.  Feel free to contact the accounts receivable office with any questions and or concerns.                                                                                                                 Accounts Receivable Office (505) 955-6551  
