
Applying/Renewing Business License 

 

Visit the City of Lathrop Website at https://www.ci.lathrop.ca.us/ :  

Click on Departments -> Finance ->Business License & Tax -> Business License application 

This will open a new window (be sure to have your pop-up block off) 

 

Step 1: Log in to the Civic Access Portal  

 

*If you do not have a login, you will need to register a new profile by creating a new account. 

See link: Register for an Account 

 

Step 2: Select Apply and filter to Licenses 

 

https://www.ci.lathrop.ca.us/
https://www.ci.lathrop.ca.us/sites/default/files/fileattachments/building_department/page/27158/register_an_account-2024.pdf


Step 3: Select the applicable license to your business 

Example: Home based business in Lathrop providing professional services would be: 

Professional & Personal Services, including Arts & Crafts – Residentian in Lathrop. 

 

Example: Physical business location is outside of Lathrop that is a contractor/sub-contractor 

would be: Outside of Lathrop – Contractors and Sub-contractors 

 

Example: Commercial business doing business in a building inside of Lathrop (Jack in the Box) 

would be: Realtors, Misc. Business Retailing, Printing, Publishing – Commercial Location 

in Lathrop 

 

**Please review the template that you are applying for, we are not able to make changes to 

the type of business or location. If the incorrect application is submitted, you may be asked 

to resubmit the application with the correct template.  

 

 

 

 

 

 

 

 

 

 

 

 



Step 4: Select Type of Business Setup (Corporation, LLC, Sole Proprietorship) 

Click on the + and Select the type of business 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Step 5: Complete the Application information 

Click on the + to add the location of the physical business location. 

 

Click on Enter Manually to input the address of the Physical Business Location. 

 

 

 

 

Enter Manually the Physical 
Business Location 



Step 6: Complete the Business Information (Details)**Important*** - Estimate Receipts are the 

Gross Earnings within the City limits for the calendar year. Click Next.

 

 

 

 

 

 

 

 

 

 



Step 7: Complete Contact Information – Click on + on Owner/President/CEO 

The City of Lathrop requires the Owner/President/CEO to be listed as a contact. If you are the 

applicant and owner, you are able to add your name to the contact. When City staff reviews the 

application, we will merge the information into a single contact. 

Note: You are not able to use the same email address as your login and it can be bypassed with 

an alternate contact (i.e. business phone number). 

 

Click Next when all contacts have been added.  

 

 

 

 

 

 

 

 

 

 

 

 



Step 8: Complete the Acknowledgements. Please note depending on the type of application is 

submitted the questions may differ than the picture below.  

 

Step 9: Attachments 

Click on + to upload the required documents. 

 

Depending on the business there are required documents that must be uploaded in the 

attachments section.  

 

 

 

 



 

Step 10: Signature Page 

 

Step 11: Review and Submit 

This page will allow you to make any changes to the application before submitting for review.  

 

 

 

 

 



 

Congratulations – you have submitted your business license application.  

Next Steps includes: 

• City staff to review and invoice the license application.  

• Pay Invoice by going to the “Dashboard” 

• When the payment is confirmed the license is issued for the current calendar year.  

• You can access the license by accessing the “Dashboard” and scroll down to “My 

Licenses” 


