
BUSINESS LICENSE APPLICATION OVERVIEW 

Thank you for choosing to locate or keep your business in Canby. The City is committed to your success.  

If you have questions or need assistance with the application or permitting process please call 503.266.0734.  If you 

would like to conduct business in Canby you will need to have a business license and renew annually by your 

anniversary date.  The annual fee is $100.00. Please complete this application and return it to Canby City Hall at 

222 NE 2nd Ave, PO Box 930, Canby, OR  97013.   

• In order to avoid any delay or complications, please contact the City of Canby’s Planning and

Building Department early in your decision-making process and especially prior to signing a lease or 
purchasing property. It is important for you to ensure the zoning, and your proposed use of an existing 
building is appropriate for the business you plan to operate.  The Planning and Building Department is 
located at 222 NE 2nd or may be reached by phone at 503.266.7001.

• If your business is in a home or building within the City Limits - the Fire Department, Planning/Building, and 

Police Departments must approve your business license application.

• Please fill out your Business License form, Environmental Survey and other appropriate forms for your 
business. This can include the Home Occupancy form, and Contractors and Subcontractors form (if 
applicable). Staff can advise you on the right set of forms for your business. Next, submit the application and 
fee to City Hall.

• Once a complete application is submitted the City can process and issue your Business license within 15 
business days.

• Change of Ownership:  If a business changes ownership a new City of Canby business license application 
will need to be completed.  If the business is within the city limits, Departmental Approvals will need to be 
obtained.

• If the Federal Tax ID number changes, a new business license will be required.

• Business Relocation (Inside City Limits):  If you relocate your business inside the city limits of Canby, you 
are required to update your current City business license by completing a new City of Canby business license 
application and obtaining Departmental Approvals.

• Business Relocation (Outside City Limits):  If you relocate your business outside the city limits of Canby, 
and are actively doing business in Canby, you are required to update your current City business license by 
completing a new City of Canby business license application.  No Departmental Approvals are required.

• Canby Fire will verify occupancy and may do an inspection.



Application Instructions: 

• Enter the name under which you do business.

• Enter the physical business address.

• Enter the mailing address, if different.

• Enter the main business phone number, website address (if applicable) and email address.

• Enter the owner’s name, contact phone and address.

• Enter the nature of your business.

• Do you own or lease your building/space and if so, what is the square footage of space that is

owned/leased.

• Indicate whether your business is located within the Canby City Limits.

• Indicate whether your business is a home-based business within the Canby City Limits and how many

customers you have on a daily basis.  If home-based, return the Home Occupancy Regulation

form.

• If you lease property for your business, list information for the property owner.

• If you have an alarm system, please indicate what type.  If so, an alarm permit is required by the

Police Department.

• List two emergency contacts, with phone numbers, in addition to the Owner/Manager’s number.

Enter if you have employees, number of FTE (if applicable) or if you are self-employed.

• Sign and date the application confirming the information provided on the application is true and

complete to the best of your knowledge.  Include the business federal tax ID number which is used for

Transit Tax purposes.

• If you are a contractor, your CCB number is required.  Landscapers need to supply their LCB.  Indicate

the expiration date.  Complete the Contractor’s/Landscaper’s Board Statement of Registration and City

of Canby Contractors and Subcontractors Regulations.

• Note to Contractors and Subcontractors:  Pursuant to Canby Municipal Code Chapter 5.04, section

5.04.150 Contactors and Subcontractors responsibility states that it shall be the responsibility of all

general contractors, utility companies and subcontractors working in the city to obtain a business

license.  It shall further be the responsibility of all general contractors and utility companies

working in the city to provide a list of all names and addresses of subcontractors under their

direction.  Failure of any subcontractor to obtain a license may result in a stop work order on any

project within the City’s jurisdiction.

If you believe you are exempt from paying a business license fee, proof of exemption must be provided with 

the returned application.  For example, non-profit organizations should attach a copy of their IRS “Letter of 

Determination” or 501(c)(3). 

City Hall 

PO Box 930 

222 NE 2nd Ave 

Canby, OR  97013 

503.266.4021 

Canby Area Transit (CAT) 

195 SE Hazel Dell Way, Suite C 

Canby, OR  97013 

503.266.4022 

Fire Department 

221 S Pine  

Canby, OR 97013 

503.266.5851 

Development Services Department 

PO Box 930 

222 NE 2nd Ave 

Canby, OR 97013 

503.266.9404 (Building Department) 

503.266.7001 (Planning Department) 

Police Department 

1175 NW 3rd  

PO Box 930 

Canby, OR 97013 

503.266.1104 
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PO Box 930 
222 NE 2nd Avenue 
Canby, OR  97013 
503.266.4021 
FAX: 503.266.7961 

CITY OF CANBY BUSINESS 
LICENSE APPLICATION Annual 

Fee $100.00 

CITY LIMITS 

Date Paid: _____________ 

Amount Paid: ___________ 

Check #: _______________ 

Business License # _______ 

NAICS: _________________

 New  Change of Ownership  Business Relocation (Inside City limits) 

Please Print or Type and Fill Out the Application Completely 

Business Name DBA- Doing Business As 

Business Street Address (no PO Box) City State Zip 

Business Mailing Address (if different than above) City State Zip 

Business Phone Cell Phone FAX Owner/Manager Contact Phone 

Email Address Website Address 

Owner/Manager Name Owner/Manager Home Address (no PO Boxes) 

Please describe the type of service / goods you will provide, sell or manufacture: 

Date you began/will begin doing business in Canby:  

Do you own or lease your building/space? Own Lease Total square footage of space owned/leased: 

The following additional information is required if this is a new business located within Canby City limits: 

Is the business a Home Occupancy? Yes   No   If yes, how many customers daily on average:   

If the building is leased commercial or industrial property, give name, address and phone number of the property owner: 

Type of Alarm System: None Burglary Holdup Fire Combo Fire/Burglary 

Other Central Alarm Station Name and Phone Number 

CANBY AREA TRANSIT TAX CLASSIFICATION: 

Please note: All wages and self-employment income earned within the Canby Urban Growth Boundary are subject to Canby 
Area Transit tax. Tax return forms will be sent quarterly and/or annually as applicable and must be filed for wages/earnings in 
the Canby Transit District. 

Continued on back page 
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Please initial the following statement that applies to your business: 

I have employees and receive non-payroll income from the profits of my business (report a profit/loss on IRS 

Schedule C). (Quarterly payroll and annual self-employment returns are applicable.) 

Number of FTE (full-time equivalent):  

I have employees (myself included). (Quarterly payroll returns are applicable.) 

Number of FTE (full-time equivalent): 

I have no payroll but receive income from the profits of my business (report a profit/loss on IRS Schedule C). 

(Annual self-employment returns are applicable.) 

I am a non-profit or claim the following exemption:   

None of the above? One or the other type of forms needs to be filed unless an exemption applies. Our understanding is 

that corporate officers are paid reasonable wages for their work, but if there are no wages for a given period, a return 

certifying “0” needs to be submitted. Consultation with a tax professional is recommended. 

Accounting/Payroll Administrator Contact Information: 

Name Phone 

Address City State Zip 

E-Mail Address

The information provided on this form is true and complete to the best of my knowledge. I agree to comply with 
all ordinances of the City of Canby, including filing of Canby Area Transit Tax, and any applicable building, and 
zoning, and signage, fire and police requirements and with federal, state and municipal law: 

Applicant’s Signature Federal Tax ID Number/EIN Number 

Title Date 

DEPARTMENTAL APPROVALS REQUIRED FOR BUSINESSES LOCATED INSIDE CANBY CITY LIMITS 

City Planner/Building Official: Date   Initials   Approved_  

Comments:   

Police Department:  Date   Initials   Approved_  

Comments:   

WWTP   Date   Initials   Approved_  

Comments:   

Fire Department: Date   Initials   Approved_  

Comments:   

**Fire Inspection required when a new business or re-located business occupies a new space or building. Final inspection 
can only be made once the business is in a “ready to open” condition 

EMERGENCY CONTACT: FOR POLICE AND FIRE RECORDS 

Name   Phone 

09/29/2020 
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