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Business Registration and Specialty Licenses 
Audience 

 Businesses new to the City of Bend 

Purpose 

 Register a new business or apply for a specialty license 

Required 

 Online Permit Center Portal account 

Background 

In this walk through we will go over the steps involved in applying for a new business 

registration or specialty operating license. 

Steps 

First, sign in.  

 



 

Business Registration and Specialty Licenses 
710 NW Wall Street | Bend, Oregon | 97703 

Page 2 

 

From the portal 

homepage, navigate to 

the Business 

Registration, Licensing & 

Temporary Signs service 

area and click Apply. 

 

Fill in your business 

name and specify the 

license type. 

Any business that 

physically conducts 

business inside the city, 

regardless of whether or 

not it has a physical 

structure in Bend, must 

self-register for a 

business registration.  
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Depending on what a 

business does, it may 

also need to apply for an 

operating license by 

choosing Specialty 

License and Programs. 

Examples of Specialty 

Licenses and Programs 

include: 

 Short Term 

Rentals 

 Marijuana 

operations 

 Vehicle for Hire 

 Sidewalk Vendors 

 others.  

For businesses that 

need to apply for both a 

business registration 

and a specialty license, 

we recommend starting 

with the business 

registration, and then 

following up with your 

specialty operating 

license. 
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In this example, we will 

register a business. 

Provide a brief 

description of your 

business, then complete 

the Business Details 

section. 

 

All fields require an entry 

– for fields with no 

applicable response, fill 

in NA.  

In the Additional 

Business Owners field, 

separate contact info 

fields by a comma and 

separate multiple 

contacts with 

parenthesis. 

Use the same format for 

the Emergency Contact. 

Click Next Step. 
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The Classifications page 

refers to NAICs codes. 

Type keywords in the 

search bar to find a 

NAICS code or click the 

blue question mark next 

to any classification for a 

link to the NAICS 

Association website to 

find your code. 

Click Next Step. 
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Depending on your 

classification, you may 

need to fill in additional 

details. 

 

On the Owner step, 

always choose Use My 

Name and Address. 

Verify the Business 

Owner. 

If you are registering a 

business for someone 

else, you will be able to 

enter the appropriate 

contact information on 

the Contact Information 

step later. 

Click Next Step. 
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Fill in the primary 

contact information. This 

is where all 

correspondence with the 

business will be sent. 

Click Copy from 

Business Owner to 

import that contact 

information and mailing 

address, or if the 

business has a different 

set of contact 

information, that can be 

manually filled in below.  

Include any suite 

numbers/PO Box in the 

Street Address field, and 

any C/O information in 

the lines below. 

 

 

 

We recommend 

selecting email as the 

Preferred Contact 

Method as it allows 

communication updates 

to be automated. This 

will make sure you get 

notified of any changes 

to your projects as soon 

as possible. 

Click Next Step. 
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If you would like to add 

another business as a 

contact for your 

application, click Add 

Business From Address 

Book. 

Click Next Step. 

 

Take a moment to 

review the special 

instructions at the top of 

the page. 

 

To set your business 

location, click in the 

Search for Address field, 

begin typing and select 

from the list, or click Find 

location in Map. 

If you cannot locate the 

address, click Can't Find 

Address and enter it 

manually. 

Click Next Step. 
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Take a moment to 

review your registration 

and then complete the 

acknowledgment and 

captcha at the bottom of 

the page. 

Click Submit Application. 

 

The confirmation page 

displays any fees 

associated with your 

registration. Fees must 

be paid before your 

registration is complete. 
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You will pay your fees 

using My Shopping Cart. 

 

Click Make Payment to 

move to the secure 

payment portal to 

complete your 

application.  
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