
Thank you for doing business in Colleyville! 
For Questions regarding zoning and permits: Community Development Department | 817.503.1050 

For Questions regarding doing business in Colleyville: Economic Development and Business Programs | Chelsea Rose | 817.503.1328 

 

 

 

STEP 1: SET UP BUSINESS 

 Incorporate New Business 
Must file with the Texas Secretary of State office. 

sos.state.tx.us | 512-463-5555 

 Obtain Employer Identification Number 

(EIN) 
All employers who have employees must be assigned 

an EIN from the United States Internal Revenue 

Service (Form SS-4).   IRS.gov/ein 

 Obtain Business Name/DBA 
This establishes the sales tax collection process with 

the State of Texas. 

Tarrant County Clerk 817-884-1195 

TarrantCountyTX.gov 

 Obtain Lease from Landlord  
Lease terms should be negotiated prior to application 

for Certificate of Occupancy (CO). 

 Write a Business Plan 
A business plan outlines how the business intends to 

grow and sustain revenues and is required for 

obtaining a Certificate of Occupancy (CO) from the 

City.   https://shorturl.at/amoYk 

 Texas Sales & Use Tax Permit 
A Sales Tax Permit is required if selling taxable 

services or selling/leasing personal property and is 

required for obtaining a Certificate of Occupancy (CO) 

from the City. 

comptroller.texas.gov/taxes/permit 

STEP 2: PREPARE THE SPACE 

 Confirm Business Use Zoning and/or 

Special Use Permit requirements 
Review the Zoning Map and the Land Development 

Code at https://shorturl.at/RAmyF. 
 

 Submit Application for Construction 

Permits/ Tenant Improvements 
Prior to any construction, demo, alteration, or 

improvement, review Community Development 

webpage to determine permits required and apply.  

 Submit Application for Fire Protection  
Depending on building use, occupant load, or other 

factors, additional life-safety systems may be 

required. Must receive approval before application of 

Certificate of Occupancy. 

 

 

 

 

STEP 3: PREPARE TO OPEN 

 Apply for a Certificate of Occupancy 
Apply online at https://shorturl.at/tCObV. 

 Apply for a Food Service Permit 
Tarrant County Operator 817-884-1111 

TarrantCountyTX.gov 

 Apply for TABC license, for businesses 

selling or serving alcohol 
tabc.state.tx.us | 817-652-5912 

The sale of alcoholic beverages is under the 

requisition of the state’s Texas Alcoholic Beverages 

Commission (TABC). 
 

 Submit Application for Sign Permit 
A permit is required prior to installation of any signs, 

including temporary signs, in accordance with Ch. 7 of 

Land Development Code. 

STEP 4: SET UP SERVICES 

 Apply for water service 
Utility Billing Customer Service 817-503-1020 

https://shorturl.at/qCdDh.  

 Apply for gas service 
Gas service is provided by Atmos Energy. 

AtmosEnergy.com. 

 Choose an electrical provider 
Learn more at PowerToChoose.org. 

 Apply for mail service 
USPS will require a copy of the Certificate of 

Occupancy in order to begin mail service at your new 

address. 

usps.com | 800-275-8777 

STEP 5: CITY PROGRAMS & GRANTS 

 Review City Grants https://shorturl.at/sgSV1. 

 Participate in Gift Card Program 
https://shorturl.at/JV9uN. 

 Support Colleyville non-profit groups 
https://shorturl.at/2WHeW. 

 

 

https://shorturl.at/RAmyF
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