[bookmark: _GoBack]Renewal of Occupational Tax Registration
The license is valid January 1st and expires on December 31st of each year. Annual renewal notices are mailed out first week in November and are due and payable by December 31st.  To avoid a penalty, the license fee must be paid by January 31st of the following year.
Business license renewal information
The state required affidavits apply to all businesses and must be completed annually and notarized
· Affidavit private employer affidavit as referenced in O.C.G.A.  36-60-6 (d) confirms employer is registered and utilizes the Federal Work authorization program (E-verify number) if they employ more than 10 employees
· Affidavit verifying residency status as referenced in O.C.G.A. 50-36-1 (e) (2) require a copy of a secure and verifiable document such as a driver’s license, passport, permanent resident card, etc. For a complete list of verifiable documents, visit the official state portal at www.georgia.gov and search for the Office of the Georgia Attorney General.
· Attach copies of documents that apply to your business -MANDATORY.
· State Licensure/Professional Licensure – to include but not limited to contractors, plumbers, cosmetologists, physicians, chiropractors, dentists, lawyers, barbers, massage therapists, tattoo parlors, auto brokers/used car dealers, insurance agents, counselors, real estate agents/brokers, personal care homes, nursing homes, daycare centers, private home care providers, pest control, nurses, tax preparer, Georgia Industrial Loan License, fireworks retail facilities, , tobacco retail, DUI schools, etc..
· Non-profit Organization - Please submit a current copy of your 501(C) 3 certification letter from IRS and if you no longer qualify for the nonprofit status you are required to pay for your Occupation Tax Registration.
· SEC. 9-2-12 EXEMPTIONS 
· Mail completed, signed and notarized documents (Both Affidavits), along with payment, payment stub, and a copy of any state or professional licensure using the return envelope provided.
· Payments may be made by check, money order, (Make checks payable to City of Conyers). Visa, MasterCard, or American Express in person or over the phone (a 3% surcharge fee will be added),  Cash (in person only)
· Once received in our office, your completed renewal will then be processed and we will mail your business license/occupation tax certificate of registration. Please allow 5-7 days for the business license to be mailed to you. If the renewal process is done in person, you will receive your business license/occupation tax certificate of registration on the spot.
· Renewals submitted without payment and proper documents (Both Affidavits) will be delayed!
· There will be a $30.00 fee on all returned checks.
· Operating without a valid business license/occupation tax certificate of registration could result in a penalty and/or citation.
· IF ANY OF THE FOLLOWING INFORMATION HAS CHANGED PLEASE NOTIFY OUR OFFICE IMMEDIATELY TO UPDATE OUR RECORDS
· Business Name/phone number           
· Business location          
· Mailing address              
· Suite Number (same building)
· Owner’s Contact Information
· Business sold to new owner (must submit new business license application)
· Closing business (notify the office so the account is closed in our records)
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