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This booklet is intended to serve as a starting point and reference guide to begin your
business. It is not intended to answer all questions but is meant to get you started in the
right direction. The Office of Business Development encourages those individuals interested
in starting a business to seek both legal and financial advice from professionals. The most
common permits, licenses, and taxes required by federal, state, and county government are
described within this publication. If you need more comprehensive or detailed information,
these contacts listed in this publication may give you additional assistance.

Note: This guide is available on the County’s web site www.co.northampton.va.us under Business
Devel opment/Business Guide, or the Northampton County Chamber of Commerce's web site,
www.northamptoncountychamber.com, under Business/Starting a Business.
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l. STRUCTURING YOUR BUSINESS

Listed below are some common forms of business structure. Individuals should select a
structure that best fits their needs. Legal and tax considerations enter into this decision.

A. A Sole Proprietorship is a business owned by an individual who is solely
responsible for all aspects of the business. Under a sole proprietorship the owner is
liable for the debts of the business.

B. A Partnership is a legal entity which two or more people jointly own. Each partner
is jointly and severally liable for the debts of the partnership and for the business
conduct of each partner. Formal partnership agreement is recommended.

C. A Limited Partnership is similar to a partnership, but some partners have limited
liability. The business is operated by a general partner who is liable for all debt. The
general partner can be an individual or other business such as a corporation. The
limited partner is liable only for the amount the partner has agreed to invest. Formal
written partnership agreement is required.

D. A Corporation is a legal entity formed for the purpose of engaging in business
activities for the profit of the shareholders. A corporation functions as a person
pursuant to Virginia law; therefore a corporation may own property, sue or be sued,
and enter into other agreements like an individual. S-Corporations and C-
Corporations have greatly differing tax structures.

E. A Limited Liability Company is an unincorporated association. An L.L.C. offers
the advantages of limited personal liability and in some cases, taxing benefits similar
to a partnership. Legal and accounting counsel is highly recommended in order to
establish your company to meet the specific requirements to qualify for the special
taxing benefits.

Each has advantages and disadvantages, and there are several variations of each form. It is
advisable to consult an attorney or a certified public accountant to ensure that the form of
organization you choose will best meet your needs.

If you decide to incorporate, create a limited liability company, or create a limited
partnership, it is handled through the State Corporation Commission.

For more information on business organi zation, contact the State Cor poration Commission,
Clerk’s Office, Tyler Building, 1300 East Main Street, P.O. Box 1197, Richmond, VA, 23218,
(866) 722-2551 (toll free from Virginia only), (804) 371-9967 (direct dial) or on the Internet at

WWW.SCC.Virginia.gov

Temporary County Physical Address: 7247 Young Street, Machipongo, VA 23405
NORTHAMPTON COUNTY BUSINESS GUIDE 5


www.northamptoncountychamber.com

1. EEDERAL REQUIREMENTS

A. Identification Number

Businesses must have a taxpayer identification number so the Internal Revenue Service can
process tax returns. These identification numbers are your Social Security Number (SSN)
and/or your Employer Identification Number (EIN).

When do you need an Employer Identification Number?

Proprietorships - An Employer Identification Number is needed if: 1) you pay wages to one
or more employees, or 2) you file pension or excise tax returns (Source - IRS Pub. 334 - Tax
Guide for Small Business).

Corporations, Partnerships and Limited Liability Companies by their nature will have EIN’s
assigned by the IRS upon registration.

For more information on Employer Identification Numbers, contact the I nternal Revenue
Service, Hampton Walk-in Office, Plaza East 11, Suite 105, Hampton, VA, 23666,
(800) 829-1040, (757) 262-4007 or on the Internet: www.irs.gov.

B. Business Taxes

All businesses are affected to some degree by local, state and federal tax laws. Business
activities that operate for a profit may produce a tax liability, whether the enterprise is a
sole proprietorship, a partnership, a corporation, or a limited liability company. The
assistance of an accountant may be advisable in determining which taxes your business will
be responsible for paying.

For more information on federal business taxes, contact the I nter nal Revenue Service,
(800) 829-1040 or on the Internet: www.irs.gov.
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111. STATE REQUIREMENTS

A. Unemployment Compensation and Worker’s Compensation

Businesses with employees may be required to pay State Unemployment Compensation
Taxes. For more information contact the tax representative at 757-253-4738.

For more information on unemployment compensation, contact the
Virginia Employment Commission, Customer Contact Center toll freein Virginiaat
(866) 832-2363, or on the Internet at: www.vaemploy.com

Private employers with three or more employees must carry Workers’ Compensation
insurance. Workers’ Compensation insurance is obtained from private insurance agents with
premiums regulated by law.

For more information on workers’ compensation, contact the Workers’ Compensation
Commission, (877) 664-2566 (toll freein Virginiaonly), (804) 367-8600
or on the Internet: www.vwc.state.va.us
Central Office: 1000 DMV Drive, Richmond, VA, 23220, (804) 367-8633
Regional Office: 281 Independence Blvd., Pembroke One, Suite 600, Virginia Beach, VA 23462

B. State Sales Tax, Withholding Tax, Corporate Income Tax and Other
Non Property Taxes

For businesses that are required to collect sales tax, the Virginia Department of Taxation
issues a Certificate of Registration which allows you to collect and remit sales tax to the
state.

Every corporation organized under the laws of Virginia, or having income from Virginia
sources, must file a corporation income tax return with the Virginia Department of Taxation.

State regulations also require registration with the Virginia Department of Taxation by
businesses subject to litter tax, consumer use tax, and tire tax, as well as those required to
withhold income tax from employees or to collect sales tax. In addition to the above named
taxes, there are others that pertain to specific products. Consult licensed professionals or
the Virginia Department of Taxation for more information.

For more information on State taxes, contact the Virginia Department of Taxation,
Office of Customer Services, P.O. Box 1115, Richmond, VA, 23218, (804) 367-8037
or on the Internet: www.tax.virginia.gov
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C. State Occupational Permits and Licenses

Certain businesses are regulated by the Commonwealth of Virginia. In general, businesses
regulated by licensing or permitting requirements are involved in areas relating to public
health or safety, such as engineering, architecture, health professions, environmental
hazards, building codes, and financial services such as CPA’s, real estate agents, surveyors
and employment agencies.

Tofind out if the business you intend to start is subject to licensing by the Commonwealth of
Virginia, contact the Virginia Department of Professional and Occupational Regulation,
3600 West Broad Street, 5t Floor, Richmond, VA, 23230, (804) 367-8500
or on the Internet: www.state.va.us/dpor.

1. State Contractors Tradesmen Licenses

Persons, firms, or corporations engaging in the construction of new structures or new
additions to existing structures, or those involved in remodeling, repair or demolition of
existing structures are required to be licensed in the Commonwealth of Virginia, and to be
properly registered in Northampton County (See Section IV-A of this document).

This requirement is applicable to (but not limited to) building contractors, residential
contractors, and subcontractors (electrical, plumbing, mechanical, masonry, etc).
Fees for licenses vary according to the type of license issued.

For more information on state contractors licenses, contact the Virginia Board of Contractors,
Tradesman Program, Department of Professional and Occupational Regulation,
3600 West Broad Street, Richmond, VA, 23230, (804) 367-2945
or on the Internet: www.state.va.us/dpor.
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2. Food Manufacture and Wholesale Food Distributors

Most businesses which engage in the manufacture or distribution of foods, beverages,
and/or additives of any type (whether on a seasonal basis or not) are required to be
inspected by the Virginia Department of Agriculture and Consumer Services (note: Mollusk
and shellfish shucking plants, crab-picking plants, and Grade A dairy processing facilities are
inspected by the Virginia Department of Health). Should you intend to engage in a food-
related business of this type, please contact the appropriate agency. The agency will supply
you with an informative packet containing food-related business information and regulatory
requirements. If your business involves the distribution of wholesale foods, you may also be
required to obtain permits from the Virginia Department of Motor Vehicles and the U.S.
Department of Transportation-Federal Motor Carrier Safety Administration.

For more information on manufacture or distribution of foods, etc., contact the Northampton County
Office of the Virginia Department of Health, 7114 Lankford Highway, P.O. Box 248, Nassawadox,
VA 23413, (757) 442-6228, Fax (757) 442-4307 or on the Internet: www.vdh.virginia.gov
or
the Virginia Department of Agricultureand Consumer Services, Oliver Hill Building,

102 Governor Street, Richmond, VA 23219, (804) 786-3501, Fax (804) 786-3743,
or on the Internet: www.vdacs.virginia.gov
and
the Virginia Department of Motor Vehicles, P.O. Box 27412
Richmond, VA 23269, (804) 497-7100, or on the Internet: www.dmv.state.us
and
the U.S. Department of Transportation-Federal Motor Carrier Safety Administration,
1200 New Jersey Avenue SE, Washington, DC 20590, (800) 832-5660,
or on the Internet: www.fmcsa.dot.gov

3. Liquor License

All businesses which sell alcoholic beverages are required to obtain a liquor license from the
state, as well as obtain a Food and Beverage license from the Northampton County
Commissioner of the Revenue. (See section IV-A of this document.)

For more information on liquor licenses, contact the Virginia Department of Alcoholic Beverage
Control, 2901 Hermitage Road, Richmond, VA 23220, P.O. Box 27491, Richmond, VA, 23261,
(804) 213-4400 or on the Internet: www.abc.virginia.gov
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1IV. COUNTY REQUIREMENTS

A. Business Licenses and Taxes

Northampton County requires that all businesses and contractors, including those exempt
from the fee, operating within Northampton County register with the Commissioner of the
Revenue for local taxation purposes.

Business Professional and Occupational License (BPOL) fee is a flat annual fee of thirty
dollars ($30) annually and is assessed on all non-manufacturing businesses doing business
within Northampton County. Licenses must be obtained by March 1 of the tax year or
within ten (10) days of beginning business, whichever is later. Failure to obtain a license
can result in a fine of no more than $500. APPLICATION.

Incorporated towns imposing a license are Belle Haven, Exmore, Eastville, Cheriton, and
Cape Charles.

For additional information contact:
Town of Belle Haven: 757-442-5031 or email to: townofbellehaven@verizon.net

Town of Exmore; 757-442-3114 or on the Internet: www.exmore.org
Town of Eastville: 757-678-7789 or on the Internet: www.eastville.esva.net
Town of Cheriton: 757-331-8200 or on the Internet: www.cheriton.esva.net

Town of Cape Charles.  757-331-3259 or on the Internet: www.capecharles.org

Business Tangible Personal Property tax is assessed upon the furniture, fixtures and
equipment used by a business. Returns are due no later than May 1 of the tax year.
http://www.co.northampton.va.us/gov/revenue_forms.html

Other Local Taxes administered by the Commissioner of the Revenue include transient
occupancy tax, prepared food and beverage tax, and machinery and tool tax.
http://www.co.northampton.va.us/gov/revenue_forms.html

For forms (must be typed) and additional information on licenses and taxes, contact the
Northampton County Commissioner of the Revenue, P.O. Box 65, Eastville, VA, 23347,
(757) 678-0446, Fax (757) 678-0483 or on the Internet: www.co.northampton.va.us

Incorporated towns imposing transient occupancy, food and beverage, and machinery and
tool taxes are Exmore, Eastville and Cape Charles.

For additional information contact:
Town of Exmore: 757-442-3114 or on the Internet: www.exmore.orq
Town of Eastville: 757-678-7789 or on the Internet: www.eastville.esva.net
Town of Cape Charles. 757-331-3259 or on the Internet: www.capecharles.org
Town of Nassawadox: 757-442-2694 or email to estelle.murphy@gmail.com (food &
beverage only)
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B. Assumed Names, Trade Names and DBA’s

Any business operating under an assumed name, trade name, or Doing Business As (DBA)
which does not incorporate the true legal name of the entity conducting business must
register that name with the local Clerk of the Circuit Court (Form CC-1050). No business
license can be issued, or registrations for other local taxes accepted by the Commissioner of
the Revenue, without documentation that this filing has been made.
http://www.courts.state.va.us/forms/circuit/home.html (Form 1050)

For forms (must be typed) and additional information on assumed names, trade names and DBA’s,
contact the Commissioner of the Revenue, P.O. Box 65, Eastville, VA, 23347 (757) 678-0446,
Fax (757) 678-0483 or on the Internet: www.co.northampton.va.us
or
the Clerk of Court,

5229 The Hornes, P.O. Box 36, Eastville, VA, 23347, (757)-678-0465
or on the Internet: www.co.northampton.va.us
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C. Planning and Zoning

The Planning and Zoning Department administers the County’s Zoning Ordinance, reviews
site plans, coordinates with the Building Department to review and approve projects
involving new construction or building alterations, updates the County’s Zoning Ordinance
and Comprehensive Plan, and gathers local demographic information. This department
offers detailed information about the planning, zoning, and building process. It is suggested
that you contact the Planning and Zoning Department at (757) 678-0443 to assist you in
this area of starting your own business.

1. How do I decide where to locate my business?
The Northampton County Zoning Ordinance and Map and Future Land Use Map are
important tools in determining where to locate a business. The Zoning Ordinance and Map
allows certain land uses in a district and provides for other uses with a special use permit.
The Future Land Use Map depicts the county’s vision for future development, in terms of the
types of development the County would like to see in certain areas. It is very important to
check with the Zoning Administrator to ensure that the proposed property for your business
is properly zoned. It may be necessary to obtain a Special Use Permit or rezone the
property to accommodate the proposed use. Both of these actions require Board of
Supervisors’ approval, and property taxes must be paid before applications are accepted.

2. When do | need to file a site plan and application?
If you are planning to build a new structure, build an addition, rehabilitate/convert an
existing structure, or make changes to the property (add parking, reconfigure access to the
property, etc.), you will need to file a site plan or an Engineered Site Plan/Plan of
Development application with the Planning and Zoning Department. It is recommended that
you meet with the Zoning Administrator or Planning Director to discuss the project before
submitting a formal application.

The site plan will be reviewed by all appropriate review agencies (Virginia Department of
Transportation, Virginia Department of Health, etc.). Once all comments have been
addressed, final determination will be issued. It is recommended that you consult with a
professional engineer, surveyor, or architect to assist you in the site planning process.

3. Where can | learn about Northampton County's plans for future
development?
The Northampton County Comprehensive Plan contains useful information for business
owners who are considering locating in the County, including sections on County economics
and land uses. This document can be viewed in its entirety on the County’s website:
www.co.northampton.va.us and at the Planning and Zoning Department.
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4. Where can | learn about Northampton County demographics?
Demographic information is important in determining an adequate labor force and customer
base. A variety of information on local demographics can be found on the County’s website
and in the Comprehensive Plan at www.co.northampton.va.us. Further information can be
found on the United States Census Bureau’s website at www.census.gov or the Virginia
Employment Commission’s website at www.vec.virginia.gov/vecportal.

For information on site plans, applications, and zoning requirements contact the
Planning and Zoning Department,
P.O. Box 538, Eastville, VA 23347, (757) 678-0443, Fax (757) 678-0483
or on the Internet: www.co.northampton.va.us
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D. Building Permits

Once you have confirmation that your property is properly zoned, property taxes are
current, and zoning clearance has been approved for your business, obtaining the proper
building permits is the next step. This section provides answers to many commonly asked
questions about building permits.

1. When is a building permit required?
A permit is required by the Virginia Uniform Statewide Building Code for almost all repairs,
alterations, and new work for buildings, and electrical, plumbing/mechanical (heating & air)
work. There are a few limited exceptions. Visit the Building Department section of the
County website: www.co.northampton.va.us for full code text and other related
information.

2. How long does it take to get a permit?
Permit applications undergo a review process to determine compliance with the building
codes. The initial plan review will be within a week of receipt of the application by the
building department. Please note that all property taxes must be paid before a building
permit application will be accepted.

Many factors influence the length of the review process. Submittal of complete plans that
fully address code issues including wind-resistant construction and handicapped accessibility
expedites the process. Buildings with complex uses or construction may have more code
requirements and compliance issues, and the review process may take longer than a more
basic plan. Changing the 'use’ of a building triggers building code requirements for a new
Certificate of Occupancy.

3. Who can apply for a permit?
An owner, tenant, or licensed contractor can legally apply for a permit in Virginia. It is
against State Regulations for an owner or tenant to obtain a permit and then hire an
unlicensed contractor to do the work. Northampton County encourages property owners to
have licensed contractors apply for permits for the work they are doing.

4. Where do you go and who do you see to apply for a permit?
The towns of Cheriton and Cape Charles have their own Building Departments for structures
located in their jurisdictions. The Northampton County Building Department administers the
Virginia Uniform Statewide Building Code in the rest of the County.

5. What is required if a business wants to add on to an existing building or

build a new building?
A site plan, building permit, and approval from the Virginia Department of Health-
Northampton County will be required. The site plan and Health Department approval
process may take longer than the building code plan review. Many times the building
construction plans may be reviewed simultaneously with the site plan and Health
Department review; however, a building permit for new construction cannot be issued
without approval from the Planning and Zoning Department and the Virginia Department of
Health.
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6. If I want to erect a sign, what are the requirements?

Signs are regulated by both the state building code and local zoning ordinances. There are
restrictions on the size and placement of the signs. Towns within the County have their
own zoning requirements and these may differ by jurisdiction. The building code exempts
some small signs (10 square feet or less for freestanding and 4 square feet or less for wall
mounted). The Building Department has a written policy for plan requirements for non-
exempt signs, requiring wind-resistant construction and detailed plans for larger signs. All
signs are regulated by the Zoning Ordinance even though they may be exempt from the
building code. Prior to obtaining a building permit, a separate sign permit which provides
zoning clearance must be approved by the Planning and Zoning Department.

For information on building permits and review requirements, contact the
Northampton County Building Department, P.O. Box 66, Eastville, VA, 23347,
(757) 678-0440, Fax (757) 678-0483 or by e-mail: mcline@co.northampton.va.us

or on the internet: www.co.northampton.va.us
or
Town of Cape Charles, Building Official, 2 Plum Street, Cape Charles, VA 23310,
(757) 331-3259 ext. 22 or by email: inspector2@capecharles.org
www.capecharles.org
or
Town of Cheriton, Building Official, 21334 Bayside Road, P.O. Box 188,
Cheriton, VA 23316, (757) 331-8200
or on theinternet: www.cheriton.esva.net
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E. The Local Office of the Virginia Department of Health

1. Will your business require a new or changed water supply or sewage disposal
system?

The Virginia Department of Health-Northampton County regulates water supplies and
sewage disposal systems. Additionally, some towns have municipal systems and specific
regulations related to connection to these systems. The County requires valid Health
Department operations permits as a prerequisite to issuing zoning clearance and building
code approval to operate a business.

For more information on water supply and sewage disposal systems, contact the
Northampton County Office of the Virginia Department of Health, 7114 L ankford
Highway, P.O. Box 248, Nassawadox, VA 23413, (757) 442-6228, Fax (757) 442-4307
or on the Internet: www.vdh.virginia.gov

Or inthetowns:
Town of Exmore: 757-442-3114 or on the Internet: www.exmore.org
Town of Eastville: 757-678-7789 or on the Internet: www.eastville.esva.net
Town of Cape Charles: 757-331-3259 or on the Internet: www.capecharles.org

2. Do you plan to operate a food service establishment?

The following types of businesses, including all of those engaged in food handling, are
required to obtain approval from the local office of the Virginia Department of Health and to
have periodic inspections of their facilities in order to assure safe and sanitary operations
within Northampton County; restaurants, day care kitchens, school kitchens, catering
operations, mobile food units, temporary food service events, and almost anytime food is
prepared for, or served to, the public. Any alterations, change of ownership, or new
construction may require plan review, inspection, and approval by the local office of the
Virginia Department of Health. All facilities are required to meet requirements from the
Commonwealth of Virginia, Board of Health, Food Regulation 12 VAC 5-421.

3. Are you planning on building a new food service establishment, food market,
or renovating a facility that was not previously a restaurant?

Contact the Virginia Department of Health-Northampton County (757) 442-6228 ext. 3
regarding your plans so that an Environmental Health Specialist may advise you of the
requirements and prevent any unnecessary delays in processing your application to operate
a food service establishment. Plans and specifications for the construction, remodeling, or
renovation are required. Any application fee information may also be obtained.

For more information on manufacture or distribution of foods, etc., contact the Northampton
County Office of the Virginia Department of Health, 7114 Lankford Highway, P.O. Box 248,
Nassawadox, VA 23413, (757) 442-6228, Fax (757) 442-4307
or on the Internet: www.vdh.virginia.gov
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F. Virginia Department of Transportation (VDOT)

Any new business or “"change of use" of a current business located on a state maintained
road may require improvements to the current entrance. For general information visit or call
the Planning and Zoning Department or for more detailed information call the Virginia
Department of Transportation at 1-800-367-7623.

For questions concerning VDOT requirements, contact the Planning and Zoning Department,
P.O. Box 538, Eastville, VA, 23347, (757) 678-0443, Fax (757) 678-0483
or on the Internet: www.co.northampton.va.us
or
Virginia Department of Transportation, 1221 E. Broad Street, Richmond, VA 23219,
(800) 367-7623
or on the Internet: www.virginiadot.org
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G. Home Occupation

1. Are you starting a home-based business?

Business activity within the home is limited. Always verify either in writing or in person with
the Planning and Zoning Department that your business may be operated in a residential
area without violating zoning laws. A business license cannot be obtained without a Zoning
Clearance, and for some specific types of businesses a Special Use Permit may be required.

To verify the zoning of the property you plan to use or for questions concerning zoning of a
home-based business, contact the Planning and Zoning Department,
P.O. Box 538, Eastville, VA, 23347, (757) 678-0443, Fax (757) 678-0483
or on the Internet: www.co.northampton.va.us

2. If 1 would like to erect a sign for my home occupation - what are the
limitations?

A sign for a home business is not required; however, if you desire to have one, then you
may have one sign, not to exceed four (4) square feet in size. Such sign shall not be
illuminated and the proper zoning and building permits must be obtained as described in
section 1V, D-6.

To verify the zoning of the property you plan to use or for questions concerning signs for a
home-based business, contact the Planning and Zoning Department,
P.O. Box 538, Eastville, VA, 23347, (757) 678-0443, Fax (757) 678-0483
or on the Internet: www.co.northampton.va.us

3. What kind of business may | have in my home?
The Northampton County Zoning Ordinance criteria for a home occupation require the
following:

- Use of the dwelling for the home occupation shall be clearly incidental and subordinate to
its use for residential purposes by its occupants;

- Not more than 45% of the floor area of the dwelling unit shall be used in the conduct of
the home occupation;

- There shall be no change in the outside appearance of the dwelling unit, accessory
building, or premises, or any visible or audible evidence of the conduct of such home
occupation. No equipment or process shall be used which creates noise, vibration,
glare, fumes, odor, or electrical interference detectable to the normal senses from
off the residential lot of the dwelling unit. No equipment or process shall be used
which creates visual or audible interference in any radio or television receivers off
the premises or causes fluctuations in live voltage off the premises and;

- Parking needs generated by such home occupation shall be met off the street.
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4. Can | hire people to work for me?
The business owner shall have no more than one (1) full-time employee or two (2)
equivalent part-time employees.

5. Is there anything else | should know before | start a Home Occupation?
After obtaining a Zoning Clearance from the Planning and Zoning Department, contact the
Commissioner of the Revenue’s Office to register your business.

To verify any licensing requirements of a home-based business, contact the
Commissioner of the Revenue, P.O. Box 65, Eastville, VA, 23347,
(757) 678-0446, Fax (757) 678-0483
or on the Internet: www.co.northampton.va.us

And in the towns:
Town of BelleHaven: 757-442-5031 or townofbellehaven@verizon.net
Town of Exmore: 757-442-3114 or on the Internet: www.exmore.org
Town of Nassawadox: 757-442-2694 or email to estelle.murphy@gmail.com
Town of Eastville: 757-678-7789 or on the Internet: www.eastville.esva.net
Town of Cheriton: 757-331-8200 or on the Internet: www.cheriton.esva.net
Town of Cape Charles. 757-331-3259 or on the Internet: www.capecharles.org
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