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Local Requirements
●City Business License: Most municipalities in South Carolina require you to obtain a business license in order to conduct business.  License fees vary and are based on sales revenues.  If you do not see the municipality where you plan to conduct business below, call their town hall for information regarding business licenses.  For some types of businesses, multiple licenses will be required.
Charleston
N. Charleston
Mt Pleasant
Hanahan
75 Calhoun
2500 City Hall Ln
100 Ann Edwards Lane
1255 Yeamans Hall Rd.
843-724-3711
843-740-2634
843-849-2786
843-554-4211 Ext: 133
Summerville
Sullivan’s Island
Isle of Palms
Goose Creek

200 S. Main St.
2056 Middle St.

1207 Palm Blvd.               519 N. Goose Creek Blvd.                                                  
851-4215
843-883-3198

843-886-9912

       843-797-6220 Ext: 100        
James Island

1122 Dills Bluff Road
843-795-4141
Other Municipalities in Berkeley, Dorchester, and Charleston Counties
(Contact these offices for licensing requirements in their areas)

Awendaw


928-3100

Bonneau


825-3385

Edisto Beach


869-2667

Folly Beach


588-2447

Harleyville


462-7676

Hollywood


889-3222

Jamestown


257-2233

Kiawah Island


768-9166

Lincolnville


873-3261

McClellanville


887-3712

Meggett


889-3622

Moncks Corner

719-7900
Ravenel


889-8732

Reevesville


563-9128

Ridgeville


871-7960

Seabrook Island

768-9121

St. George


563-3032

St. Stephen


567-4480
●County Business License: If you plan to conduct business outside city limits but within the county you must obtain a license from the entities listed below.

Charleston County

Dorchester County

Berkeley County

843-202-6080


843-832-0018


Not required

4045 Bridge View Dr. 
500 N. Main St #3 
●Boards of Architectural Review:  

 If you plan to do physical renovation to your facility, a board in the following communities must first approve them:

Downtown Charleston: 

Preservation Planner, 75 Calhoun St, Charleston - 724-3779

Mt Pleasant: 

Commercial Design & Review Board, 100 Ann Edwards Lane, Mt Pleasant - 884-1229

●Planning & Zoning: For information pertaining to whether your business can operate in the chosen location you must check your local zoning ordinances.  This can be done at the addresses given below.  This includes Home Business Requirements.  

Charleston

N. Charleston

Mt Pleasant


Hanahan
75 Calhoun St.
2500 City Hall Ln
100 Ann Edwards Lane
1255 Yeamans Hall Rd. 
843-724-3781 

843-740-2571

843-884-1229


843-529-3409 
Summerville

Sullivan’s Island
Isle of Palms


Goose Creek                          
200 S. Main St.
2056 Middle St
843-1207 Palm Blvd

519 N. Goose Creek Blvd.
843-871-6000

843-883-3198

843-886-9912


843-797-6220
●Building & Fire Inspections:  Before you can operate in a specific business location you must obtain a certificate of occupancy issued by the local building inspections department.  Application is made through the Business License Office.  Building Inspector and Fire Inspector will come and look at the business location. 

Charleston

N. Charleston

Mt Pleasant


Hanahan
80 Broad St

4900 La Cross Rd
100 Ann Edwards Ln

1255 Yeamans Hall Rd.
843-724-7433

843-740-2569

843-884-5184


843-529-3409 Ext. 122
Summerville

Sullivan’s Island
Isle of Palms


Goose Creek

200 S. Main St.
2056 Middle St
1207 Palm Blvd     

519 N. Goose Creek Blvd.
843-871-6000

843-883-3198

843-886-9912


843-863-5213

●SCDHEC:  If your business will be involved in food handling you must contact the county health department in the county where you will do business for requirements on permits.

Charleston County


Berkeley County

Dorchester County

4050 Bridge View Dr. 

Main St, Moncks Corner
2885 W 5th St, Summerville

843-856-1210


843-719-4649

843-832-0041
Charleston Water System

City of Charleston
103 St Philips St
City Sanitation Dept.
843-727-6800


2150 Milford St






843-724-7364

●Signage:  Must be approved by local zoning and building inspection divisions.
●Construction of a building for business:  requires a construction Certificate of Occupancy that differs from a Certificate of Occupancy.

●Restaurants:  Must submit a seating layout to building inspections for Certificate of Occupancy Approval.

●Minority Business Enterprise Manager: 
City of Charleston


Minority Business Enterprise Manager

2 George St




Ruth Jordan

843- 973-7247
State Requirements

●SC Government General Information Number: To find phone numbers for State of South Carolina government offices call:………………………………..
(866) 340-7105
●Secretary of State: If you plan to incorporate your business, operate as a partnership, or as a limited liability company you will need to notify the Secretary of State to file your assumed name or the name you will be doing business under.  An Attorney must do filing for incorporation in South Carolina.
Corporate Charter………………………………………………   
(803) 898-5690
Trademarks/Service Marks..................................................
(803) 734-2170

· The Secretary of State Office -  conduct business Name searches  

and download  LLC forms        
   

 www.scbos.sc.gov   

· Trademark Searches can be done at


 www.uspto.gov
· Trademark Assistance Center ………………………… (803) 308-9000

●Sales and Use Tax Permit: Issued by the Dept of Revenue and Taxation, required if collecting sales tax.  www.sctax.org  Form SCTC-111 (One time $50.00 fee)
Charleston Office..........................................................
(843) 852-3600

Initial Licensing............................................................

(803) 898-8542
Quarterly Returns......................................................…
(803) 898-8542
●SC State Retail License:  enable a retailer to purchase tax-free.  Anyone selling any kind of product needs to obtain this license when securing your sales and use tax permit.  Form SCTC-111
Charleston Office......................................................... 
(843) 953-8379
Tax Commission...........................................................
(803) 898-8542
(You can register your business online at https://mydorway.dor.sc.gov )
●Dept of Revenue:  

For information on State Income Tax regulations…………………

 (844) 898-8542
Employers are typically responsible for state collections & payments:
· State income tax withheld from employees wages.  Proprietorships, partnerships, and corporations with employees are required to file state tax reports.

· State Unemployment Tax (SUTA).

Contact the department of Revenue on-line at www.dor.sc.gov
●SC Works:  If you will be hiring anyone in your business you must notify the ESC.  They will inform you of what forms you need to file with their agency. www.sces.org
Charleston......................................................................
(866) 831-1724
Columbia, 1550 Gadsen St, Columbia, SC 29201.......

(803) 737-2400

●Workman’s Compensation:  Contact your local insurance agent or www.wcc.state.sc.us
SC Workman’s Compensation Office..........................
(803) 737-5700

●Alcohol Beverage Service:  If you will be serving or selling alcoholic beverages in the course of doing business you must contact these agencies: www.sctax.org
Dept of Revenue & Taxation (formerly Alcoholic Beverage Control)......
(803) 898-5864
Federal Bureau of Alcohol, Tobacco and Firearms, U.S. Treasury Dept

   1835 Assembly St, Room 1410, Columbia, SC 29201

   Permits.................................................................................

(803) 765-5722

●Day Care Licensing:  Anyone conducting business involving groups of seniors or children must contact this office to satisfy State requirements. www.state.sc.us/dss
SC Dept of Social Services (Charleston office)......................

(843) 953-9678
●Food or Cosmetic Related Businesses:  If your business will involve the production or packaging of food or cosmetics you must contact (Also how you get your product labeled Certified SC Grown):
Dept of Agriculture

PO Box 11280 

Columbia, SC 29211............................................................

(803) 734-2210
Food & Drug Administration

334 Meeting Street

Charleston, SC 29403.........................................................

(843) 896-0640

State of South Carolina

Occupational & Professional Licensing Boards

www.llr.state.sc.us
All numbers are in the (803) Area Code.

· General Information


896-4300

· Accountancy



896-4492

· Architectural Examiners


896-4408

· Audiologists



896-4650

· Chiropractic Examiners


896-4587

· Construction Contractors (Commercial)
896-4686

· Cosmetology



896-4494

· Counselors & Family Therapists

734-4244

· Dentistry



896-4599

· Engineers & Land Surveyors

896-4422

· Environmental Certification Board
896-4430

· Funeral Service



896-4497

· Long Term Residential Care

896-4544

· Nursing




896-4550

· Optometry



896-4679

· Pharmacy



896-4700

· Physical Therapy


896-4655

· Pyrotechnic Safety Board

896-4420

· Real Estate



896-4400
· Residential Builders Commission 
896-4696




(Includes specialty contractors)

Federal Requirements

●Internal Revenue Service:

For information on federal tax regulations call 1-800-829-1040 or visit their website at www.irs.gov
Internal Revenue Service - Charleston Office

1 Poston Road

Charleston, SC  29407 . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
(843)-566-0209

Employers are typically responsible for three types of federal collections & payments:
· Income tax withheld from employees wages.  Proprietorships, partnerships, and corporations with employees are required to file federal tax reports.

· (FICA) Employer and Employee Social Security Taxes.  Every business with one or more employees is required by law to withhold Federal Income tax as well as Social Security Taxes from the wages paid to employees.

· (FUTA) Federal Unemployment Tax.

Employer Identification Number: To obtain an EIN call the IRS at 1-800-829-4933. Customer Service Representatives are available Monday through Friday from 7:30 a.m. – 5:30 p.m. or go to www.irs.gov.  Direct link to online application: https://sa2.www4.irs.gov/modiein/individual/index.jsp 
●Immigration and Naturalization Service: Every employer must have an eligibility Verification Form (I-9) completed and on file for each employee.  For assistance or copies of the I-9 form call the INS at 1-800-870-3676 or go to www.uscis.gov 

Direct link to form http://www.uscis.gov/files/form/i-9.pdf 
· http://www.uscis.gov/everify  E-Verify is an Internet-based system that allows businesses to determine the eligibility of their employees to work in the United States. E-Verify is fast, free and easy to use – and it’s the best way employers can ensure a legal workforce.
●U.S. Dept of Labor: Minimum wage is currently $7.25 per hour. For additional information on covered employees, child labor, training, wages, tipped employees, polygraph testing, substance abuse, or hiring & Firing contact:  www.dol.gov
Employment Standards Division

U.S. Labor Dept

Landmark Center, 3600 Forest Drive

PO Box 11329

Columbia, SC 29211......................................................................... (803) 896-4300
●Social Security Administration: To verify your employees have valid Social Security Numbers, log on at http://www.socialsecurity.gov/bso/bsowelcome.htm and check out the SSA’s ‘Business Services Online’. 
●Occupational Safety & Health (OSHA):
OSHA requires that if your firm employs more than 10 people, you maintain a record of on the job injuries on OSHA Form 200, which must be available for inspection and retained for five years.  For more information contact: www.osha.gov
OSHA, US Dept of Labor, 200 Constitution Ave, NW, Room S1212, Washington, DC 20210

Columbia, S.C. office: 803-734-9631
General Business Information
●Personal Credit:

Before approaching a bank or investor for a loan it is advisable to know the condition of your credit report.  To check on your personal credit, use one of the telephone numbers listed below.

Experian (TRW)
1-888-397-3742


Trans Union 
1-800-888-4213

www.experian.com





www.transunion.com
Equifax

1-800-685-1111



www.equifax.com







Free Credit Report (No Score): www.annualcreditreport.com or call 1–877–322–8228
●Credit Card Merchants:

If you are interested in accepting credit cards from your customers you begin by contacting your bank’s Merchant Bankcard Services which will show you what options you have through them.  You can also check the yellow pages under “Credit Cards – Equipment & Supplies” for private companies that perform this service. Another option is the Merchant Services offered by Sam’s Club and COSCO.  Many sales are lost each year by small retailers who do not accept credit cards because they have few transactions. If you will be accepting a minimal number of credit cards per week, you may want to check into using the services of PayPal at www.paypal.com, Google Checkout at http://checkout.google.com/sell or you can do a search for ‘online merchant services’ to see other options.
●Obtaining a barcode or 
Universal Product Code (UPC):  www.uc-council.org
· To obtain an application contact the UNIFORM CODE COUNCIL at (937) 435-3870.
· Fill out the application completely and return to the Uniform Code Council with the required fee.

· The fee is dependent on your annual sales.  Minimum fee for new products is $300.

· Processing the application takes approximately 10 - 15 days upon their receipt of application and fee.

· You will be issued a bar code and instructions for getting the bar code on your product.

●Better Business Bureau, Inc: provides reports on Businesses and Charities to help consumers and donors make informed decisions, helps resolve consumer complaints, and promotes ethics in business.  For more Information you may go online at www.bbb.org or contact them at:

P.O. Box 8326, Columbia, SC 29202 ……………….. Ph: (803) 254-2525 Fax: (803) 779-3117
Charleston Area

Business Assistance Programs
USC Small Business Development Center




740-6160

6296 Rivers Ave #300, North Charleston, SC 29406
171 Moultrie St, Charleston, SC 29409 (Bond Hall 2nd Floor)

http://www.charlestonsbdc.com 
Service Corps of Retired Executives (SCORE)



727-4778

4045 Bridge View Dr., B151 N. Charleston, SC 29405

https://charlestonsc.score.org/
Charleston Metro Chamber of Commerce




577-2510

4500 Leeds Avenue, North Charleston, SC  29405
http://charlestonchamber.net
Local Development Corporation (LDC)




973-7298
2 Race St., Charleston, SC 29403
www.charlestonldc.com
BCD Council of Governments (COG)





529-0333
362 McMillan Ave #100, N. Charleston, SC 29405
http://www.bcdcog.com/
Greater Summerville Dorchester County Chamber of Commerce
873-2931

402 North Main Street, Summerville, SC 29484
http://www.greatersummerville.org
Berkeley County Chamber of Commerce




761-8238

P.O. Box 968, Moncks Corner, S.C. 29461
http://berkleysc.org 
Business Reference Desk
Charleston Public Library, Calhoun Street, Charleston


805-6930 http://www.ccpl.org
Small Business Administration – Charleston 



225-7430

3294 Ashley Phosphate Rd, Suite 1 D North Charleston, SC 29418
https://www.sba.gov/
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University of South Carolina Components of a Business Plan

EXECUTIVE SUMMARY

THE INDUSTRY, THE COMPANY, AND ITS PRODUCT

The Industry

The Company

The Product or Service

MARKET RESEARCH AND ANALYSIS
Customers

Market Size and Trends

Competition

Market Share and Sales

MARKETING PLAN

Overall Market Strategy

Pricing

Sales Tactics

Advertising and Promotion

OPERATING PLAN

Location

Facilities and Improvements

Strategy and Plans

Labor Force

MANAGEMENT TEAM

Organization

Key Personnel

Management Compensation and Ownership

Board of Directors

THE FINANCIAL PLAN

Sources and Users of Funds

Pro Forma Cash Flow Analysis

Profit and Loss Forecasts

Pro Forma Balance Sheets
Reading the entire text of this document is the first step in preparing your business plan.
Small Business Development Center

Phone: (843) 740-6160

         Fax: (843) 740-1607

   

Essential Business Planning Documents

If You Need To Borrow Money…

…You Will Need To:
1. Description of the use of loan proceeds.

2. Personal financial statements (less than 90 days old & signed) for all owners of the business.

3. Latest fiscal year-end financial statements on the business.

4. Interim financial statement on the business (balance sheet and income statement) within 60 days.

5. Business projections for two years (should include both balance sheet and income statement).

6. Management Resume(s).

7. Business Plan

8. Three years of complete signed and dated tax returns on the business.

9. Three years of complete year-end statements on the business (balance sheets and income statements).

10. Monthly cash flow projections for two years on the business.

11. Signed and dated individual tax returns must be provided on each holder of 20% or more of the business.

12. Complete collateral description.

13. Franchise agreements and leases, if applicable 
�
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 The South Carolina SBDC is partially funded under Cooperative Agreement 9-603001-Z-0043-29 by the U.S. Small Business Administration." "The Small Business Development Center (SBDC) operates in partnership with the US Small Business Administration.  The support given by the US Small Business Administration through such funding does not constitute an express or implied endorsement of the co-sponsor(s) or participants' opinions, findings, conclusions, recommendations, products or services."  All SBDC programs are non discriminatory and   available to individuals with disabilities.
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