
BUSINESS LICENSE INFORMATION
CITY OF KIRKLAND

PURPOSE OF LICENSING
To license for regulation and revenue generation.

APPLICATION PROCESS
1.  A City of Kirkland Business License Application form shall be 

completed and submitted to the CAS - Licensing, 123 Fifth Avenue, 
Kirkland, WA 98033-6189, along with the license fee.

2.  All sections of the application must be completed.

3.  If more than one business is conducted, operated, engaged in, or 
practiced on a single premises, a separate registration and license will 
be required for each business.

4.  If  a business is conducted from more than one premises in the City, a 
separate registration and license will be required for each premises.

5.  If the business is a partnership, the application must be made by one 
of the partners; if a corporation, by one of the officers; if a foreign 
corporation, partnership, or nonresident individual, by the resident 
agent or local manager of the corporation, partnership, or individual.

6.  The license or refusal of license will be issued within  
fifteen (15) days.

7.  All businesses located and / or engaged in business within the City will 
be required to obtain licenses and pay all fees.

8.  Each license issued will be for one year.

9.  The City of Kirkland, in issuing a Business License, makes no 
representation that the registered business is in compliance with City 
or state laws and regulations regarding the operation of the business 
within the City of Kirkland. It is the responsibility of the business owner 
to investigate, maintain, and ensure compliance with all applicable 
laws and regulations.

EXEMPTIONS
You may be eligible to pay a registration fee of $25 in lieu of a business 
license fee under the following circumstances:
•	 Any business with less than $2,000 average annual gross receipts.

Also any business that holds a valid regulatory license or is a utility 
company that pays a utility tax to the City may take a credit for the amount 
paid for the regulatory license or utility tax up to the total amount of the 
business license fee.

REGISTRATION FEE
The following entities may claim an exemption from the basic license fee or 
registration, but if exempt under this subparagraph, such entities shall still 
register under this chapter:

1.  Certain Organizations Exempt from Federal Income Tax. An 
organization that files with the city a copy of its current IRS 501(c)(3) 
exemption certificate issued by the Internal Revenue Service.

2.  A governmental entity that engages solely in the exercise of 
governmental functions. Activities which are not exclusively 
governmental, such as some of the activities of a hospital or medical 
clinic, are not exempt under this chapter.

3.  A nonprofit business operated exclusively for a religious purpose, upon 
furnishing proof to the finance director of its nonprofit status. For the 
purposes of this chapter, the activities that are not part of the core 
religious functions are not exempt.

4.  Civic groups, service clubs, and social organizations that are not 
engaged in any profession, trade, calling, or occupation, but are 
organized to provide civic, service, or social activities in the city.

FEES
1.  Base License Fee is $100.00 for all new applicants (except for exempt 

businesses)

2.  Surcharge: The new business license fee consists of two parts: 
a base fee and a surcharge based on number of employees. A partial 
exemption is granted to businesses with gross receipts below the 
designated threshold.

# Employees 
or FTEs

More than 
$100,000

$50,000-
$100,000

$2,000-
$49,999

1 $125 $75 $0

2-5 $225 $150 $0

6-20 $750 $500 $0

21-100 $1,500 $1,000 $0

100+ $2,500 $2,000 $0

3.  Traffic Impact Fees shall be paid to the Public Works Department for 
all licenses that result in a change of use and no building permit is 
required. Failure to pay Impact Fee will cause the Business License to 
be non-compliant.

SALE OR TRANSFER OF BUSINESS
A business license terminates with the sale or transfer of any business. 
The new owner intending to continue the business must apply for a new 
business license.

LICENSE DENIAL
1.  If a business is refused a license, the reason(s) for refusal will be set 

forth in writing and mailed to the business.

2.  The business may appeal the refusal to the Finance Director by filing a 
Notice of Appeal within fourteen (14) calendar days from the mailing of 
the Notice of Refusal.

PENALTY FOR VIOLATION
A business that fails to apply and/or renew its license on time shall pay a 
penalty in addition to the amount charged for the annual license as follows:

1.  Up to 29 days late, a penalty of $25.00 or 10% of the amount of the 
license, whichever is greater;

2.  Between 30 and 59 days late, a penalty of $50.00 or 50% of the 
amount of the license, whichever is greater;

3.  60 or more days late, a penalty of $100.00 or 100% of the amount of 
the license, whichever is greater.
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For a copy of ordinance and 
further information or clarification, 

please visit our website at:
www.ci.kirkland.wa.us or call 425.587.3140



REVOCATION OR SUSPENSION
1.  The City Council may, at any time, suspend or revoke any license 

whenever the licensee or an officer or partner has been convicted, in 
any court of competent jurisdiction, of violating any criminal statute of 
the United States or the State of Washington, or any ordinance of the 
City of Kirkland, upon the business premises stated in the license or in 
connection with the business stated in the license.

2.  A hearing shall be held before the revocation or suspension.

3.  The licensee shall be notified in writing, by certified mail, fourteen (14) 
days prior to the hearing date.

DEFINITIONS

Business
Includes all activities, occupations, pursuits or professions located and/or 
engaged within the City, with the object of gain, benefit or advantage to the 
person engaging in the same, or to any other person or class, directly or 
indirectly, and includes nonprofit enterprises.

Business/Professional Office
A business which provides administrative or technical support for retail, 
wholesale, manufacturing, personal services, or medical services 
businesses.

Retail
A business which provides goods which are available for immediate 
purchase and consumption or removal from the premises by the purchaser.

Manufacturing
A business engaged in the fabrication or assembly of goods.

Medical/Dental Services
A business providing medical, dental, or veterinary health care.

Permit/License
Unless the context in which it is used clearly indicates otherwise, the words 
“license” and “permit” as used herein both mean the official approval or 
authorization of the City of Kirkland.

Person
Includes individual natural persons, any firm, corporation, association, sole 
proprietor, club, partnership, trust, receiver, administrator, executor, estate, 
company, independent contractor, society, any officer, agent, personal 
representative, any group of individuals acting as a unit, the United States 
or the State of Washington or any instrumentality thereof, and includes the 
singular and the plural.

Personal Services
All other activities or services including repair or counseling services, but 
excluding medical and dental services.

Place of Business
Place of business or office” includes, but is not limited to, the following: 
maintaining, occupying, or using a permanent building or facility, or fixed 
location as an office or location for conducting business; or a location 
where the regular business of the person is conducted and which is either 
owned by the person or over which the person exercises legal dominion and 
control; or a location which includes a business sign, mailing address, and 
permanent phone. A vehicle such as a pick-up, van, truck, boat or other 
motor vehicle will not be considered a place of business for purposes of this 
chapter.

Wholesale
A business which sells goods to retail establishments.

CHANGE IN USE
A Change in Use pertains to any or all of the following:

•	 A	change	in	“use”	as	defined	in	the	Kirkland	Zoning	Code	(KZC).	“Use	
refers to the nature of activities taking place on private property or 
within structures.  Each separate listing under the “use” column in 
the	Chapters	15-60	KZC	is	a	separate	use.		When	a	property	changes	
“use” as so defined, then different zoning regulations may apply, 
such as for parking or landscaping or the new use may not be allowed 
in that location. Prior to occupying the site, contact the Department 
of Planning and Community Development at the contact number 
provided below. 

•	 A	change	of	occupancy	classification	as	defined	in	the	International	
Building code i.e., warehouse space converted to retail space. Prior 
to making any physical changes to the site or occupying the site, a 
building permit is required when such a change occurs. 

•	 A	change	in	PM	peak	traffic	generation	as	defined	in	the	Institute	
for Traffic Engineers manual and as authorized under Title 27 of the 
Kirkland	Municipal	Code.		For	example,	retail	use	to	office	use	is	a	
Change in Use that impacts traffic.  Traffic impact fees may apply 
when such a change is proposed. Prior to occupancy of the new use 
at the location, any required fee must be paid to the City. Contact the 
Public Works Department at (425) 587-3800 to determine if a fee is 
due.

•	 A	change	in	residential	use	as	defined	in	the	Kirkland	Zoning	Code	
and	as	authorized	under	Title	27	of	the	Kirkland	Municipal	Code.	For	
example, a change from hotel to apartments is a Change in Use. In 
addition to road impact fees, park impact fees may be required when 
such a change is proposed. The fees must be paid prior to occupancy 
or change in nature of the existing use. For Park Impact Fees, contact 
the Department of Planning and Community Development at the 
contact number below before occupying the new location or changing 
the nature of the existing use.  

CITY OF KIRKLAND RULES GOVERNING BUSINESSES 
CONDUCTED WITHIN RESIDENCES
A “Home Occupation Agreement” must be completed in addition to the 
Business License Application Form.  The complete text of the Home 
Occupation	regulations	can	be	found	in	Kirkland	Zoning	Code	Section	
115.65.

For more information about the City’s home occupation regulations, 
contact:

Department of Planning and Community Development 
123 Fifth Ave
Kirkland, WA 98033
(425) 587-3225

All home occupations are required to obtain a business license, 
regardless of whether or not a zoning permit is required.

HOW TO DO BUSINESS WITH THE CITY
Businesses that are interested in doing business with the City of Kirkland 
or other local government agencies are encouraged to register on the 
appropriate roster found on the eCityGov Alliance’s Shared Procurement 
Portal at www.WaGovBiz.net.

For more Information, contact the City’s Purchasing Services at  
purchasing@ci.kirkland.wa.us , or (425) 587-3120.


