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WELCOME FROM THE MAYOR & COUNCIL

Welcome to Miami Shores Village! On behalf
of our community, we thank you for providing
us the opportunity to grow your business. We
are excited at the prospect of having a new or

improved business in our Village. ° uum HOREs

Miami Shores Village began as a dream for \
developer, Hugh Anderson in the 1920’s. The

Village was considered “America’s Mediterranean” and incorporated in 1932 as
the Village Beautiful. Our active community of 11,200 boasts both commercial
and residential neighborhoods that include scenic waterfront properties as well as
lush landscaping that flourishes just as the pineapple plantations that once thrived
here. The architectural array of home styles varies from Spanish Mediterranean to
Art Deco.

Ideally situated on the outskirts of Miami, the small town atmosphere of the
Village lends itself to the sense of community that is shared by anyone who lives,
works or plays here. The Village Administration, staff and programs all play a vital
role in supporting the residents and businesses of the Village.

This Guide to Opening a Business in Miami Shores was prepared by staff to help
you during your new business opening. We hope it will help you better
understand the process of opening a business in our community and guide you
through the process with ease.

Opening or improving a business is an exciting venture.
The Village hopes to ensure that your experience is a
positive one. Please recognize that there are many
Federal, State and local regulatory agencies outside of
Miami Shores that will be involved in this process. The
Village will do its part in as timely a manner as possible.

Today, the community remains dedicated to preserving
the quality of life that the Village’s founders envisioned.
We hope that your business will soon become part of

the Village Beautiful, too.

SMiami Shores
dfMayor and €ouncil
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OUTSIDE AGENCIES IMPORTANT TO OPENING A BUSINESS

OPENING OR EXPANDING A BUSINESS IN MIAMI SHORES VILLAGE

OUTSIDE AGENCIES
The following outside agency approvals may be necessary
in addition to Miami Shores Village approvals:

Department of Regulatory and Economic Resources and
Department of Health Septic Systems (DERM)
701 NW 1st Court, Suite 200, Miami, FL 33136
305-372-6860 or 305-372-6633
http://www.miamidade.gov/economy/

Miami-Dade Water and Sewer Department
to start water and sewer service.
On-line at: https://www.miamidade.gov/water/bill_app/startService.asp
If leasing, check with your landlord to see if your landlord will be making
the arrangements for you.

Miami-Dade Fire Department
for compliance with the fire code.
11805 SW 26th Street, Miami, FL 33175 786-315-2771
www.miamidade.gov/mdfr

State of Florida Licenses
For Restaurants - Division of Hotels and Restaurants

For Alcohol Sales - Division of Alcoholic Beverages and Tobacco

All businesses must have the proper registrations, licenses or permits before they
can legally open for business in Miami Shores.

Businesses are subject to municipal, county, state and federal requirements.

Regulations vary by industry, so it's very important to understand the licensing
rules for your business.

No business may open in Miami Shores Village without the proper county, state
and federal, registrations, licenses or permits, in addition to all required Village

approvals.

Additional agency listings can be found on page 14.




FOUR STEPS TO OPENING A BUSINESS

STEP 1
Your first stop in establishing a new business in Miami Shores or expanding or

making improvements to an existing business is to contact the business coordina-
tor at the New Business Help Desk.

You may contact the business coordinator at the New Business Help Desk:

1. In person at 10050 NE 2 Avenue, Miami Shores, FL 33138; look for the New
Business Help Desk in the lobby. Sign in to talk to the business coordinator.
The business coordinator is a facilitator who will guide you through the pro-
cess of establishing a new business in Miami Shores Village and will put you in
contact with the right Village staff to have your questions answered.

Via email at newbusiness@miamishoresvillage.com.
Via telephone at 305-762-3111.
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FOUR STEPS TO OPENING A BUSINESS

STEP 2.
If your project complies with Planning and Zoning requirements, the Planning
Director will sign your LBTR.

If your project does N O Tomply with the Planning and Zoning requirements,
the Planning Director will go over the zoning code requirements with you
and the Planning and Zoning Board application if it is necessary for you to
apply for Planning and Zoning Board approval.

You may arrange through the business coordinator to have your zoning
application reviewed before you make the necessary copies to help
ensure a complete and accurate application is submitted.

You may submit your completed zoning application to the business
coordinator who will forward it to the Planning and Zoning department
for processing.

When your project is approved by the Planning and Zoning Board, the
Planning Director will sign your LBTR.

STEP 3.
If your project complies with Building Code requirements, the Building Official
will sign your LBTR.

If your project does N O Tcomply with Building Code requirements, the
Building Official will explain the building permit requirements with you
and go over the code issues that may arise. Submit your building permit
applications to the business coordinator for processing.

The business coordinator will remain your central point of contact throughout
the building permit process.

When your project is approved by the Building Department, the Building
Official will sign your LBTR.

STEP 4.
Check in with the business coordinator when you have all the approvals
necessary to open your business. The business coordinator will bring you
along with your signed LBTR application to the Village Clerk to obtain a
Local Business Tax Receipt.




THE FIRST STEP: BUSINESS COORDINATOR

THE BUSINESS HELP DESK

Meet with the Miami Shores Village business coordinator at
Village Hall.

Sign-in for assistance at the Business Help Desk counter in the
Village Hall Lobby located at 10050 NE 2™ Avenue, Miami
Shores, FL 33138.

Business Help Desk Hours are Monday thru Friday from 9:00
am to 1:00 pm and 2:00 pm to 4:00 pm.

For information or to schedule an appointment email the
business coordinator at newbusiness@miamishoresvillage.com
or via telephone at 305-762-3111.

The business coordinator will be your central point of contact for information
and your guide through the Village development process.

The business coordinator will help you fill out a Business Information form and
will open a file on your project to track future progress.

The business coordinator will use the information gathered to determine the
best way to guide you based on the type of request, business proposed,
and the necessary steps to follow.

The business coordinator may consult with the Planning Director to determine
if the proposed use is permitted. If the proposed use may be considered,
the business coordinator will make a preliminary determination of what
Village and other approvals may be necessary.

The business coordinator will take you to the Village Clerk’s office for a Local
Business Tax Receipt (LBTR) application. The Village Clerk will explain the
LBTR and provide a letter identifying the last business use in the space you
are considering (see Step 4 for more information).

The business coordinator will schedule a meeting for you with the Village
Building Official and Planning Director if a meeting with Village staff is
necessary or would be helpful.



STEP 2: PLANNING AND ZONING REVIEW

PLANNING AND ZONING REVIEW

The “Business Help Desk” and the business coordinator will be your central point of
contact for information and your guide through the Village development process
for new and expanding businesses.

The Planning Department is responsible for interpreting and applying the Village's
zoning code.

The business coordinator will schedule a meeting for you with the Planning Director
and will include the Building Official as the Planning and Building Departments work
closely and together they will provide a fuller picture of the process and
requirements.

The following are the three most common business scenarios. Your particular
business may also require approval from outside regulatory agencies. The business
coordinator will work with you to schedule follow-up meetings with the Planning
Director and Building Official after the initial meeting.

Scenario 1. Your proposed business is permitted in the district; it is not a new use
or intensification of existing uses; it meets the parking requirements; and it
requires no physical change to the building or site.

Your business is permitted within the zoning district in which you plan to open your
business. You meet the zoning requirements. It is not a change of use and no
additional parking is required. If you meet the above criteria, the Planning Director
will sign your LBTR application indicating zoning and planning compliance.

Scenario 2. Your proposed business meets the zoning and parking requirements,
is not a change of use, but requires physical change to the building.

The Planning Director will sign your LBTR application indicating zoning and planning
compliance. You will need to work with the Building Department to secure the
necessary building permits. All commercial building permits require review and
approval by the Miami-Dade Fire Department. Building permits for buildings on
septic system require the approval of DERM. Buildings on county sewer and water
require the approval of Miami-Dade Water and Sewer Department.



PLANNING AND ZONING REVIEW

Scenario 3. Your proposed business is a change of use or an intensification of the
existing use, does not meet the parking requirements, requires signage or
requires physical changes to the building or site.

Your initial meeting with the Planning Director will be used to determine if your
proposed business will require Planning and Zoning Board approval. The business
coordinator may schedule an additional meeting for you with the Planning Director
to go over the submittal requirements for a zoning permit and will schedule a
follow up meeting to go over your submittal with the Planning Director before you
make copies of your application and submit your application. These meetings are
conducted as a courtesy to help you submit a complete and accurate zoning permit
submittal package the first time.

The zoning application is available in the Village Hall and online at:

http://www.miamishoresvillage.com/village-department/planning-and-zoning

On the Planning and Zoning web page, click on Planning and Zoning Board for the
meeting schedule.

Once completed, you may submit your complete original application with 7 copies
to the business coordinator for processing.

Once you receive Planning Board approval, the Planning Director will sign your LBTR
application and then you may apply for the necessary building permits with our
Building Department.

Change of Use

A zoning change of use as defined for zoning and planning purposes is the
establishment of a use in a building or on a plot that is different from the previous
use established at that location, and each is carefully reviewed by the Planning
Board for compliance with zoning code requirements. All changes of use require
Planning and Zoning Board approval. A zoning change of use may also require the
approval of one or more outside regulatory agencies. Outside agencies, have their
own requirements and are outside the control of the Village.


http://www.miamishoresvillage.com/village-department/planning-and-zoning

PLANNING AND ZONING REVIEW

Parking Requirements

The parking requirement under Appendix A.
Sec. 521 of the Village Code of Ordinances
governs the number of on-site parking spaces
each business in the Village is required to
provide. A new business will not be asked to
provide new parking unless the new use that is
proposed requires more parking than the

previous tenant. In that case, the new business

would only be asked to provide parking that is the difference between the number
of spaces the previous tenant was required to provide and the requirement for the
proposed use.

Special rules apply to licensed restaurants and wine and craft beer bars and no
parking is required where the licensed restaurant or wine and craft beer bar is
located in an existing building and any modifications to that building do not
constitute a substantial improvement.

Signage

Most storefront businesses will want some
signage on outside walls, doors and/or
windows to advertise their business location.
| Signage is regulated under Appendix A. Sec.

504 of the Village Code of Ordinances The
Planning and Building Departments will administratively approve a temporary sign
that may be installed for up to 90 days without having to obtain Planning Board

approval. If the building owner has obtained a master sign agreement from the
Planning and Zoning Board, the business's permanent sign may be approved
administratively by the Planning Director if it is in compliance with the master sign
agreement. If there is no master sign agreement in place for the building, you will
need to appear before the Planning and Zoning Board for your sign approval. The
Planning Board will review your signage for compatibility with the building and
surrounding/area. You will need to complete and submit a sign permit application
along with all required information to the Planning Department.



STEP 3: BUILDING PERMIT INFORMATION

BUILDING PERMIT INFORMATION

The “Business Help Desk” and the business coordinator will be your central point of
contact for information and your guide through the Village development process
for new and expanding businesses. Look for the “Business Help Desk” sign in the
lobby, go directly to the counter and sign-in for assistance.

The Building Department is responsible for interpreting and applying the Florida
Building Code.

Building permits are required under Florida Law and are issued to insure that all
work is done in conformity to the Florida Building Code. If you are opening your
business in a space that does not require construction and is not a change of
occupancy, the Building Official will sign your LBTR application indicating building
code compliance after you have approvals from the required outside agencies.

A “change of use” under the zoning code is a change from the existing business to a
type of business that requires Planning and Zoning Board review. A change of use
must always be approved by the Planning and Zoning Board before building permits
may be issued.

A “change of occupancy” under the Florida Building Code is where there is a change
from the existing business to a type of business that changes the occupancy group
of the structure or portions of structures under the Florida Building Code. The
Florida Building Code has different requirements for different occupancies and
changing from one occupancy to another may require upgrades to the structure or
portion of the structure used.

If you are planning to do any type of remodeling to the proposed business location,
or if the business is classified as a change of occupancy under the Florida Building
Code from the previous business that occupied the space, you will need to obtain a
building permit.

The business coordinator will schedule a meeting for you with the Building Official
and will include the Planning Director as Building and Planning Departments work
closely and together they will provide a fuller picture of the process and
requirements.

Submit your completed building permit application to the business coordinator for
processing and keep in touch with the business coordinator throughout the process
for updates and questions, to schedule appointments with the Building Official or
Planning Director and help with scheduled inspections (to schedule inspections click
on “Permit Access Portal” online at http://www.miamishoresvillage.com/village-
department/building-department).
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BUILDING PERMIT INFORMATION

Many new businesses require a change of occupancy or some type of
construction.

In this instance, a letter from the building owner granting permission to make
modifications to their building must be acquired. Any alterations or construction in
excess of $100.00 requires a building permit, an application for which may be
obtained from either the Building Department in Village Hall or downloaded from
www.miamishoresvillage.com. The permit application and two (2) sets of plans
complying with the latest edition of the Florida Building Code, chapter 8-10 of the
Miami-Dade County Code and with the requirements of Miami Shores Village Code
of Ordinances signed and sealed by a registered architect or engineer shall be
submitted to the Building Department reflecting the type of remodeling,
construction, or change of occupancy you are proposing for your business. The
Building Department will Issue a process number and perforate the plans, once the
plans are perforated and a process number has been issued for your project you
will take the plans for review and approval by the outside regulatory agencies listed
on page 14.

After you obtain approval by the outside regulatory agencies, you will submit the
plans back to the business coordinator for resubmittal to the Miami Shores Village
Building Department. Your plans and application will be reviewed by the
appropriate trade disciplines, including our Building Official. If the permit
application and the plans are found to be in compliance with the minimum
requirements of the codes, the plans will be stamped approved. Once the plans are
approved and the permit fees are paid, a permit will be issued. If the permit
application or the plans are found not in compliance with the requirements of the
codes, the Building Official will provide you with a written critique indicating any
omissions or deficiencies with the plans. Should there be any omissions or
deficiencies on your plans, you must have your design professional make the
necessary corrections and resubmit the plans to the Building Department for
approval. Before a final inspection can be approved, the work must be completed,
your contractor must have passed all required inspections, and the work that is
done must match the approved set of plans that were submitted to obtain the
building permit. In the event you decide to make modifications or additions during
construction, a revised set of plans must be submitted for approval. After all
inspections have been completed, a final inspection is received, and a certificate of
completion or occupancy is obtained from the Building Department, the Building
Official will sign off on your LBTR application. Bring the completed LBTR to the
business coordinator who will take you to the Village Clerk for issuance of your
LBTR. If you have all required signatures, you may open for business!

11



BUILDING PERMIT INFORMATION

Permit Submittal Requirements
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This list is not intended to identify all
required data but to provide an outline
of the documents. Please see your plan
designer for further requirements.

Provide approval letter from owner of property allowing the change of
occupancy on the referenced property.

Obtain approval from Miami Shores Planning and Zoning Department.

Obtain all required outside agency approvals. Outside agencies may include:
Miami-Dade County Fire Department, Miami-Dade Department of Permitting,
Environment and Regulatory Affairs (PERA), Department of Health (DOH/HRS),
Miami-Dade County Water and Sewer Department (WASD), State of Florida
Hotels and Restaurants. Other agencies may be required.

Provide two (2) complete sets of plans. Plans are required to have each sheet
bear the impress seal, date and signature of the designer of record. Be sure
your designer is familiar with these requirements before drafting plans.

Plans shall be adequately identified. Address and space #.

Indicate on the building plans the business use and occupancy of all parts of the
building. Indicate the business use and occupancy of all adjoining tenants.
Indicate the type of construction for the existing structure.

Indicate fire-resistive hourly rating and the fire-resistive design number for each
rated: wall, ceiling/floor assembly, ceiling/ roof assembly and rated columns.
Provide a door schedule for all new and existing doors. Hardware must also
comply with accessibility requirements. Completely dimension the new and
existing toilet rooms and toilet stalls to meet the requirements of the "Florida
Accessibility Code for Building Construction" latest edition.

Where exterior walls are altered, provide a detail of the required wall
reconstruction (masonry repair), and indicate who will provide the Engineered
Unity Masonry Inspection Special Inspector Form.

Indicate the elevation of the exterior grade with respect to the finish floor
elevation (must have an accessible path from the parking lot and into the
tenant space).

Provide an Occupant Load Calculation for all areas of occupancy.

Provide a seating and furniture layout diagram if applicable.




STEP 4: VILLAGE CLERK: Local Business Tax Receipt

Check in with the business coordinator when you have final approval from the
Planning Department, Building Department and all outside agencies. The business
coordinator will bring you along with your signed LBTR application to the Village
Clerk to obtain a Local Business Tax Receipt. This completes the Village process.
Remember there may still be federal or state approvals necessary before actually
open your doors for business.

VILLAGE CONTACT INFORMATION

Village Hall
10050 NE 2™ Avenue, Miami Shores, FL 33138
Main Number: 305-795-2207
Village Fax: 305-756-8972
www.miamishoresvillage.com

New Business Help Desk/Business Coordinator
For information or to schedule an appointment:
Sindia Alvarez
Phone: 305-762-3111
Email: newbusiness@miamishoresvillage.com

Barbara Estep MMC, Village Clerk
Phone: 305-762-4851
Email: estepb@miamishoresvillage.com

Ismael Naranjo, CBO, Building Official
Phone: 305-762-4859
Email: naranjoi@miamishoresvillage.com

David Dacquisto, AICP, Planning Director
Phone: 305-762-4864
Email: dacquistod@ miamishoresvillage.com

Should you reach our voicemail system, please leave a message along with your
contact telephone number and your call will be returned as soon as possible.
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OUTSIDE AGENCY INFORMATION

Outside agency review is required for new or expanding businesses. Businesses
such as restaurants will require additional permits and review. The business
coordinator will be helpful in identifying outside agencies and putting you in
touch with them.

A partial list of outside agencies includes, Miami-Dade Water and Sewer, the
Miami-Dade Fire Department, the State of Florida Department of Health and the
Florida Department of Hotels and Restaurants. It is highly recommended that you
discuss your plans with these agencies and seek their preliminary approval before
you make a significant investment into your new business.

Department of Regulatory and Economic Resources
and Department of Health Septic Systems (DERM)
701 NW 1st Court, Suite 200, Miami, FL 33136
Phone: 305-372-6860 or 305-372-6633
www.miamidade.gov/economy/

Miami-Dade Water and Sewer Department—to start water and sewer service.
3071 SW 38th Avenue, Miami, FL 33146

On-line at: https://www.miamidade.gov/water/bill_app/startService.asp

Check with your landlord, if leasing, to see if your landlord will be making the
arrangements for you.

Miami-Dade Fire Department—Plan review for compliance with the fire code.
11805 SW 26th Street, Miami FL 33175

Phone: 786-315-2771

www.miamidade.gov/mdfr

Department of Business and Professional Regulation

Division of Alcoholic Beverages and Tobacco — for alcoholic beverage sales
1940 North Monroe Street, Tallahassee, FL 32399-1011

Phone: 850-487-1395

Email: dhr.Info@myfloridalicense.com

Department of Business and Professional Regulation

Division of Hotels and Restaurants—for Restaurants and Hotels
1940 North Monroe Street, Tallahassee, FL 32399-1011

Phone: 850-487-1395

Email: dhr.Info@myfloridalicense.com
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