
W.E.B. Team (Welcoming and Enabling Business)

CITY OF NEWBERRY - PLANNING & DEVELOPMENT SERVICES

A Program to Provide Personal Assistance to Small Business 
in Choosing, Building or Expanding their Business Location

Newberry Means Business



Helping you get
“open for business”

We know that running a small business is a 
daunting task and starting a small business can be 
even more intimidating. To encourage and assist 
you in seeing your business plan become a reality, 
the City has created this brochure which will help 
you through the process of opening, relocating or 
expanding your business in Newberry.

We’re sure government requirements, rules and 
regulations may sometimes overwhelm and dis-
courage business people, but we hope the informa-
tion provided through this program will get you 
started on the right foot in your new venture. We 
encourage you to contact our department, and we 
look forward to working personally with you on 
your project.

Preparing for your appointment

In preparation for your appointment, we ask that 
you complete the Building and Zoning Compliance 
form, answering as many questions as you can. The 
realtor or leasing agent for your potential location 
should be able to provide most of the information 
required about your proposed business location. Of 
course, you are the expert on your business itself 
and the details of its operation. We will attempt 
to help you complete information that you may 
not have or that you are not sure about.  Having 
as much information as possible about your type 
of business as well as the building and site you are 
considering helps us to make sure the information 
and guidance we give you is accurate and applicable 
to your particular business.

Meeting with the W.E.B. Team

Bring your completed Building and Zoning 
Compliance form, answering as many questions as 
you can. Again, we will help you complete any in-
formation that you don’t have or that you are not 
sure about.   At this initial meeting, we should be 
able to determine whether the property is properly 
zoned for your use and whether there are any ma-
jor issues in meeting basic requirements that might 
preclude moving forward. During this meeting we 
will determine if your business will be within the 
ARCHECTURAL REVIEW BOARD’S purview. 

City Performs Inspection

After we meet to discuss and complete your 
questionnaire, we will make an inspection of your 
proposed site.  This inspection is not intended as 
a construction inspection and in no way certifies 
the overall soundness or suitability of the building, 
structure, site or other elements.  The inspection 
will be made to give you an idea of any improve-
ments or modifications that may be required to 
meet City codes, so you can determine anticipat-
ed costs and expenses to finalize your budget and 
plans.  If you are considering purchasing a building, 
we would recommend securing the services of a cer-
tified and licensed inspection agency as well.

The inspection covers the site (parking, landscap-
ing, etc.) and the building to see what changes, 
if any, will be required for compliance with city 
codes.  There are basically two scenarios with differ-
ing requirements: 

AN IMPORTANT NOTE
We strongly advise before leasing, 

purchasing or otherwise committing to 
a property you confirm that the zoning 
and physical layout of the building and 
site are appropriate for the use intended. 
This includes having a clear understand-
ing of any Code restrictions or limitations 
that may affect your operation, and any 
building and site modifications that may 
be necessary to open for business. 



1. Change of Tenant with the same type busi-
ness

If you are occupying or relocating to a building or 
space that was previously occupied within the past 
6 months by the same type business as yours, there 
are generally no changes required to the building or 
site unless the building has been damaged or altered 
without permits. There may be some exceptions to 
that rule when there is a serious or life safety code 
violation, or certain maintenance needs to be per-
formed such as:

•	 Ensuring	lighted	exit	signs	are	in	place	and
             working properly

•	 Emergency	lights	are	still	in	place	and	are
             working properly

•	 Doorways	and	exits	are	not	blocked

•	 Address	is	clearly	posted	with	numbers	or
             letters not less than 4 inches in height

•	 Replacing	dead	landscaping	

•	 Patching	potholes	or	striping	parking
             spaes. 

Of course, if you do decide that you need to do 
more extensive work to your space a permit will be 
required for the following:

•	 Changes	to	the	building,	such	as	adding	or
             removing a wall

•	 Installing	or	modifying	a	HVAC	unit

•	 Installing	any	new	electrical	wiring

•	 Installing	any	new	plumbing

2. Change the Type of Use in a Commercial 
Building or Changing a Building to Commercial 
from another Category (for example: changing a 
residence to an office)

Change of use almost always requires compliance 
with current codes which in turn usually requires 
changes to the building and site.  

Some of the things that may be required are:

 Site:

Additional parking
Handicap parking and signage
Paving	parking	lot
Driveway/access
Provision/screening	of	dumpster	pad
Stormwater/drainage improvements
Additional landscaping
Approved sign location

Building:

Handicap access 
Additional restrooms
Handicap accessible facilities
Exit lights
Emergency lighting
Electrical changes

Meet with the W.E.B. team to go 
over inspection results

After the inspection, we will meet with you again to 
go over the results, explain any required changes and 
explain the next steps in your process. 

Preparing construction Plans for 
Submittal

If the inspection shows that significant changes or 
improvements are required, your next step would be to 
prepare the site and/or building plans. Some plans are 
required to be prepared by a South Carolina registered 
architect and/or engineer, and we will advise you if that 
is the case at your results meeting and on the inspection 
form.
 



Submitting Plans for approval

When your plans are complete, submit the site 
and	building	plans	 to	 the	Planning	and	Develop-
ment Services staff.  The plans will be reviewed 
within 7 – 14 business days. You and your design 
professional will be notified if the plans are ap-
proved or if the plans require revision.

Selecting the right licensed 
Contractor

If you have not already done so, when your plans 
have been approved you will want to begin your 
contractor selection. Having an approved set of 
plans to put out for bids or estimates is helpful in 
avoiding costly surprises and unexpected expen-
ditures. It also gives your contractor a more com-
plete picture of the work necessary, which generally 
means a more accurate estimate and better pricing.

Your Contractor obtains the per-
mits and calls for inspections

Permits	can	only	be	obtained	by	an	appropriately	
licensed South Carolina general contractor who 
must also hold a current City business license.  The 
general contractor must also provide a list of any 
subcontractors that he plans to use, which must 
also be appropriately licensed.  We will provide 
your contractor with an approved set of your plans 
to use as his field copy.  These plans must be kept 
at the job site until the project has been completed.

Each contractor or sub-contractor that was re-
quired to obtain a permit must call for the required 
inspections of the work as it progresses. This is to 
avoid pre-mature requests by others resulting in re-
inspection fees. Inspections must be requested 24 
hours in advance. 

Don’t forget your signs

An important part of any business is its signs. 
Signs are issued their own separate permits and are 
usually handled by a dedicated sign contractor that 
can often help you design the most effective signs as 
well as manufacture and install them. 

Certificate of Occupancy is
issued

When all your building and site improvements 
are complete, the general contractor will then call 
for the final inspection to secure the Certificate 
of Occupancy for you to be able to move in. This 
inspection includes the building and site work.  
When everything is inspected and approved, you 
will be issued a Certificate of Occupancy. 

Get your business license

Once you have obtained your Certificate of Oc-
cupancy, you can secure your business license. The 
business license fee is based on your type of busi-
ness using the North American Industry Classifica-
tion System (NAICS) and your estimate of gross 
receipts for the coming year.  The business license 
fee for following years will be based on your actual 
gross receipts from the previous year. You may con-
tact us to help determine your license fee at (803) 
321-1007.

Set-up Utilities and sanitation 
service

During construction, the utilities are sometimes 
in the owner’s or contractor’s name and utility costs 
are paid by them.  But after you have obtained 
your Certificate of Occupancy and you are ready 
to move in, the utilities must be transferred to your 
new business.

In addition, Newberry provides commercial trash 
pickup.	Contact	Public	Works	at	803-321-1020	for	
information.

To have the utilities transferred to your company 
or name you will need to sign a Commercial Service 
contract and pay a service fee.  For more informa-
tion and exact fees, contact us at (803) 321-1007. 

Congratulations…..you’re ready 
for the Grand Opening!  



Overview of Zoning and 
Building Compliance  Process

è	 Prepare	 for	 your	 appointment	with	 the	WEB	
staff	by	completing	the	Proposed	Business	Location	
form.  

è Call 803-321-1019 to schedule a meeting.

è Meet with the WEB Team to discuss your pro-
posed location.

è The City will perform an inspection.

è Meet with the WEB Team to go over the in-
spection results.

è	Prepare	construction	plans	for	submittal,	if	
needed.

è Submit construction plans for review.

è Select a contractor to perform the work.

è Your contractor obtains the permits and calls 
for inspections.

è Certificate of Occupancy is issued.

è Obtain for your business license.

è Set up utilities and sanitation service.

è  Open for business!

Other things to take care of while 
your location is being finalized

There are several other agencies that you may need to 
contact before you are ready to open such as:

SC Department of Revenue
300A Outlet Pointe Blvd.
Columbia, SC 29210
803-898-5000
www.sctax.org

All new businesses will need to register with the DOR, 
which administers the majority of taxes and licenses 
businesses will need to operate in South Carolina. You 
can use the South Carolina Business One Stop (www.sc-
bos.sc.gov) to help determine the other types of licenses 
or registrations your business might need, such as sales 
tax licenses, alcoholic beverage licenses and amusement 
and admission licenses.

Newberry County Public Health Office
SC Dept. of Health and Environmental Control
2111 Wilson Road
Newberry, SC 29108
803-321-2170

Restaurants and other food service businesses will 
need to contact the County Health Department to get 
the	appropriate	Food	Service	Permits.

SC Department of Labor, Licensing and Regulation
110 Centerview Drive
Columbia SC 29210
803-896-4300
www.llr.state.sc.us

LLR administers the licensing of over 130 regulated 
professions and occupations, including such diverse 
groups as contractors, cosmetologists, funeral directors 
and a wide range of medical providers. Most people are 
generally aware if their profession is regulated. The LLR 
website is also a good way to check on the license sta-
tus of contractors and other professionals you might be 
considering for hire.

continued on next page



SC Secretary of State
1205 Pendleton Street 
Suite 525
Columbia SC 29201
803-734-2158
www.scsos.com

Corporations, limited liability companies and 
limited partnerships must complete their business 
filings with the Secretary of State’s office.  This can 
be done directly with the SCSOS office, or through 
the South Carolina Business One Stop (www.scbos.
sc.gov).

SC Department of Social Services
2638 Two Notch Rd., Suite 220
Columbia, SC 29204
888-202-1469 (toll free) or
803-898-9001
www.dss.sc.gov
 

DSS provides child care registration and licensing 
for all child care businesses, including those operat-
ing out of a home.

Other Resources

U.S. Small Business Administration
Programs	and	services	to	help	you	start	and	grow	
your business.  www.sba.gov

Internal Revenue Service
Tax information and Federal tax id numbers.
www.irs.gov

Other resources for starting your business in 
Newberry

Newberry Area Small 
Business Development Center
Darrow Naval Trainee House 
1814 College Street
Newberry, SC 29108
803-321-5689
www.newberrycollegesbdc.webs.com

The Newberry Area Small Business Development 
Center offers one-on-one counseling that provides 
management and technical assistance to both start-
up businesses as well as established enterprises.

Newberry County 
Chamber of Commerce 
1209 Caldwell Street
Newberry, SC 29108
803-276-4274
www.newberrycounty.org

The Newberry County Chamber of Commerce’s 
mission is to promote a positive business environ-
ment and to enhance the quality of life in Newberry 
County by fostering economic growth while meet-
ing the needs of our communities and members.

Utility Providers

-Electric, Water, Sewer    
   
City of Newberry   
1330 College St     
Newberry, SC 29108    
803-321-1018     
www.cityofnewberry.com    
  

-Gas

Clinton Newberry Natural Gas Authority
668 Wilson Road
Newberry, SC 29108
803-276-1550
www.cnnga.com



W.E.B Program Checklist

AN IMPORTANT NOTE

We strongly advise before leasing, purchasing or otherwise committing to a property you confirm that the 
zoning and physical layout of the building and site are appropriate for the use intended. This includes having 
a clear understanding of any Code restrictions or limitations that may affect your operation, and any building 
and site modifications that may be necessary to open for business.

1.  Complete the Zoning and Building Compliance form.  This form gives us information about 
your proposed business location.  Answer as many questions as you can, we’ll help you with the 
rest.

2.		Bring	your	completed	form	in	to	the	Planning	and	Development	Department.		You	can	
schedule an appointment or just come by. A representative will review your proposed location 
and discuss any zoning or building code regulations with you.

3.  We will perform an inspection of your proposed business location, if needed.  The inspection 
allows us to inform you of any code required upgrades or changes upfront so you can make an 
informed decision.

4.		Prepare	and	submit	construction	plans	for	review,	if	needed.		If	your	proposed	business	loca-
tion will require significant upgrades, construction plans and permits may be needed.

5.  After your plans are approved, select a licensed contractor and obtain your building permit.  
Your contractor will complete the work and call for inspections as needed.  You will also need to 
apply	for	a	Sign	Permit	for	any	new	or	replacement	signs.

6.  When all work is complete and you are ready to open, call for your final inspection. We will 
issue a Certificate of Occupancy and approve your Zoning and Building Compliance Form.

 7.  Obtain your City Business License.  

 8.  Set up your utility account.  

 9.  Open for Business!



Building

-Sidewalks and driveways not more than 30 inches above 
grade. 

-Papering,	 painting,	 tile,	 carpet,	 cabinets,	 counter	 tops,	
and similar finish work

-Non-fixed and moveable fixtures, cases racks, counters 
and partitions not over 5 ft 9 inches in height.

Electrical

-Electrical repairs and maintenance of a minor nature. Re-
placing lamps, installing portable electrical equipment to 
an existing approved receptacle.

-Radio and television transmitting station operating 
equipment. Electrical service and wiring to support such 
equipment does require a permit.

-Temporary testing systems for electrical equipment and 
systems.

Gas

-Portable	heating	appliances

-Replacement of minor parts that does not alter or make 
the equipment unsafe

Mechanical

-Portable	heating	appliance

-Portable	ventilation	equipment

-Portable	cooling	unit

-Steam, hot or chilled water piping within any heating or 
cooling equipment regulated by this code.

-Replacement of any part that does not alter its approval 
or make it unsafe.
-Portable	evaporative	cooler.

-Self-contained refrigeration system containing 10 pounds 
or less of refrigerant and actuated by motors of 1 horse-
power or less.

Plumbing

-Stopping of leaks of the entire plumbing systems that 
does not require fittings or piping to be replaced.

-Clearing of stoppages provided no fittings or piping is 
replaced

-Removal and reinstallation of water closets

Work Exempt from Building Permits
The following is a listing of all work that does not require a permit. All other work in the 

City of Newberry will require proper permitting. Contractors who do not currently have a 
business license for the city must obtain one prior to obtaining a permit.


