INSTRUCTIONS FOR APPLYING FOR A CITY OF TENNILLE
OCCUPATION TAX LICENSE (BUSINESS LICENSE)

PLEASE READ PRIOR TO COMPLETING APPLICATION!

We are pleased to assist you in any way possible in your new business venture and are happy you have chosen
Tennille as the location for your business. A City of Tennille Occupation Tax License is exactly what its name
implies, a city-executed document which indicates that the applicant has met all requirements to operate a
business within the city limits. It does NOT indicate the quality or quantity of services provided by said
business. Our City Code provides for an occupation tax to be paid by each business which operates within the
city limits of Tennille upon opening and annually. REMEMBER, YOUR LICENSE IS TO BE DISPLAYED IN THE
BUSINESS FOR PUBLIC VIEW AT ALL TIMES.

PLEASE NOTE: An occupation tax license does NOT give you the right to open your business. You must obtain
a Certificate of Occupancy (CO), which is a document that certifies that a building is safe and ready to be used
by verifying the structure complies with local building codes, usage regulations, and safety requirements. New
buildings must have a CO, and existing buildings must have a current or amended CO when there is a change
in use, egress, or type of occupancy.

THE APPLICATION

» Applications are available in the City Hall Office, 106 Park Street, Tennille, GA 31089, or via our website
www.tennille-ga.gov. At the home page, choose the FORMS tab and scroll down to Occupation Tax
Instructions and Application.

+ |tems which must accompany all applications are as follows (incomplete applications will increase the
processing time):

O Completed Application (PLEASE COMPLETE ALL AREAS)
O PictureID

O Tax ID Number

O

Evidence of Ownership of Site OR Signed and Dated Lease (if you do not own the property on which
you are seeking to do business, permission from the property owner must be provided in the form
of a signed and dated lease)

O

Two (2) Completed, Signed, Notarized Citizenship Affidavits (Required)

E-Verify Number. If you have an E-Verify Number, PLEASE INCLUDE THAT NUMBER ON THE
APPLICATION. If you do not have an E-Verify Number or do not know whether your business
requires one, you may obtain additional information at e-verify.gov. The Department of Homeland
Security requires that these numbers be kept on file and reported to them annually.

O

» Occupation Tax Licenses are approved and issued based on location. Existing licenses cannot be
transferred from one location to another or from one entity to another. Each application must be
approved by City Council along with Planning and Zoning. Once the application is complete and all required
items are secured, it will be scheduled for review by City Council and the Planning and Zoning Department,
which is located adjacent to City Hall.

GENERAL FEES

In addition to the license fee, there is an administrative fee of $25 which is a part of each new and/or renewed
license, each year.

ANNUAL RENEWALS



« Once the initial Occupation Tax License is received, renewals are presented to City Council and Planning
and Zoning for review. City Council meets on the 1st Monday of every month. Keep in mind that all renewal
applications must be turned in by December 31, 2026.

» Once City Council and Planning and Zoning meet, you will be notified within 7 business days of the final
decision. All approved license fees must be paid in full within 14 business days of notification of approval.
For example, if your license was approved on August 3, 2026 and you were notified on August 6, 2026,
payment must be submitted by August 26, 2026. The license is not valid until the balance is paid.

Thank you for your prompt attention to this matter.

Tanisha Ball

Assistant City Clerk

Tball@tennille-ga.gov

Office: 478-552-7875 Fax: 478-552-3470



