
2026 Renewal Application for

Business Professional and Occupational License Tax (BPOL)  
Mail to:  Town of Leesburg, 25 W Market St Leesburg, VA 20176  Phone 703-771-2723 Fax 703-771-2799 

Email: bl@leesburgva.gov 

Deadlines:  Application Filing - March 1, 2026 *
Any filing received after March 1, 2026, will be Subject: to a 10% late penalty and 10% interest, compounded monthly. 
WE ALSO REQUIRE A COPY OF YOUR FEDERAL TAX RETURN OR OTHER 
SUPPORTING DOCUMENTATION VERIFYING THE GROSS RECEIPTS REPORTED.

         

General Information : 

Applicant’s Name __________________________________________________________________________ 

Business Name ________________________________________________License # (office use only) ______ 

Current Location Address ____________________________________________________________________ 

Is this a new location ?            yes             no (if yes, Town Zoning approval required) 

Mailing Address ____________________________________________________________________________ 

Date Business BEGAN in Leesburg  - ____/____/____ Date Business CEASED in Leesburg  - ____/____/____ 

Federal ID # ______________________________     OR     Social Security # ___________________________ 

Business Type  (check one)          Corporation             Partnership              Sole Proprietor                LLC  

Tax Calculation (see instructions on back of form) 

1st Category 2nd Category 3rd Category 

1. Category Name * 

2. 2025 Actual Gross Receipts

3. Tax Rate 

4. Tax Amount 

5. Flat Tax: ABC or # of Machines 

6. Adjustment for Previous Year 

newbuss

On

7. Penalty 10% 

 
8. Interest 10% Per Annum 

9. Total Amount Due 

*Note: Most businesses only have one category, but a car dealership might have retail, wholesale and repair.
I (we) do hereby certify that the information given and amount(s) herein reported  as gross receipts from this business/profession are true and correct.

Applicant/Preparer’s Signature ____________________________________________Date _____________ 

Title of Applicant/Preparer ____________________________________ 

Telephone # __________________   E-mail address ___________________________________________ 

Zoning Permit Number: __________________________  Initials: _________________

Office Use Only

REVISED 12.16.2025



Instructions for Completion of 2026 BPOL Tax Renewal Application

Date Business Ceased in Leesburg  - Note the date your business closed or moved and your forwarding 

address.  You may be entitled to a refund or there may be a final amount due to the Town. 

Contractors - See separate instruction sheet. 

Gross receipts - The term “gross receipts” means the whole, entire, total receipts of money or other 

consideration given by a customer, as a result of transactions with others which are derived from the 

exercise of the license privilege to engage in a business or profession, without deduction or exclusion, 

except as provided by law.  Such exclusions include but are not limited to sales and use tax and gasoline 

tax. 

  

1. Category Name.  Enter the category of each type of business you operate.  Example - an automotive

repair business requires a license for labor (“Repair Service Occupation”) and sales of automotive

parts (“Retail Merchants”).  See the License Categories and Rates sheet for a list of categories.

2. Actual Gross Receipts.  Enter your actual gross receipts for 2025.  You may be entitled to a refund

or there may be a final amount due to the Town.

3. Tax Rate.  Enter the tax rate that applies to your category of license.  Some licenses require a

combination of gross receipt taxes and flat taxes (example:  coin-operated amusements).  Enter flat

rate taxes due on line 6 below.

4. Tax Amount (minimum $20.00 except contractors).   Multiply line 2 by line 3 and enter result on

this line.  If gross receipts are less than $100,000 pay minimum amount of tax, which is $20.00.

5. Flat Tax:  ABC or # of Machines.  For any business that sells alcohol and/or operates amusement

machines, enter the flat tax amount here.  For restaurants, the ABC flat tax would be listed under the

category of Retail.  Other flat rate taxes are listed on the License Categories and Rate Sheet.  If your

business begins after January 1, you are entitled to pro-rate any ABC, amusement machines or other

flat tax amounts.

6. Adjustment for Previous Year.   Only for business begun in 2025.  Please see instructions on back

of License Categories and Rate Sheet.

7. Penalty.  A 10% late penalty is assessed on any renewal that is filed after the March 1 due date.

8. Interest.  Interest is calculated at 10% per year.  Interest accruals start the month following the due

date of the business license tax.

9. Total Amount Due.  Add lines 4 through 8 and enter here.  Checks are payable to Town of

Leesburg.

If you need assistance in calculating your license fees, or have any other questions, 

please contact the Finance Department at (703) 771-2723. 



LICENSE CATEGORIES 

AND RATE SHEET 

GROSS RECEIPT TAX RATES: 

Category Rate 

Amusements 0.25% 

Builders and Developers 0.10% 

Business Service Occupations 0.20% 

Coin Operated Amusement Machines 0.10% 

Contractors 0.10% 

Health Professionals 0.20% 

Hotel/Motels, Motor Lodges and Rooming Houses 0.23% 

Massage Therapy Locations 0.20% 

Merchants Placing Vending Machines 0.10% 

Money Lenders 0.16% 

Personal Service Occupations  0.20% 

Professional Specialized Occupations/Businesses 0.20% 

Public Utilities (Except Cable TV) 0.50% 

Repair Service Occupations 0.15% 

Retail Merchants 0.10% 

Wholesale Merchants 0.075% 

FLAT TAX RATES: 

Category Rate 

Alcoholic Beverages - ABC 

Retail “on” premises wine and beer license $  37.50 

Retail “off” premises wine and beer license $  37.50 

Retail “on” premises beer license $  25.00 

Retail “on” and “off” premises wine and beer license $  75.00 

Private non-profit club operating restaurant $350.00 

Brewery License $500.00 

Mixed Beverage Licenses (Restaurants): 

50 - 100 seats $200.00 

101 - 150 seats $350.00 

Over 150 seats  $500.00 

Brewery License $500.00 

Coin Operated Amusement Machines: 

1 - 5 machines  $100.00 

6 - 9 machines  $150.00 

Over 10 machines $200.00 

Building/Savings and Loan Associations $  50.00 

Cable Television Companies    $  25.00 

Home Occupation Permits $ 50.00

Massage Therapy Permits $ 25.00 

Peddlers and Itinerant Vendors $250.00



Adjustment for Previous Year 

For business begun 2025

Every new business is required to estimate gross receipts.  The adjustment calculation on the 

Renewal Application is to adjust estimated to actual gross receipts.  The result will either be an 

increase in business license fees due (if the estimated gross receipts were less than actual gross 

receipts) or a credit against license fees due this year (if the estimated gross receipts exceeded the 

actual gross receipts).  Adjustments are made based on the difference between actual gross 

receipts and estimated gross receipts. 

Example 1:  CREDIT DUE TO BUSINESS OWNER 

An attorney opens a practice in March of 2025.  Estimated gross receipts for 2025 
were $210,000; actual gross receipts were $180,000.  The adjustment for previous 
year is the estimated gross less the actual gross times the professional rate of 
0.20%.  The resulting adjustment is a credit of $60.00 to 2025 BPOL fees.

2025 actual 180,000

2025 estimated 210,000

difference - 30,000

professional rate    0.20% 

Total credit due to Business Owner 

2026 Renewal Total Due

-60.00

300.00

Example 2:  BALANCE DUE TO TOWN OF LEESBURG 

A retail business opened February of 2025.  Estimated 2025 gross receipts were
$110,000; actual gross receipts were $120,000.  The adjustment for previous year is 
the estimated gross less the actual gross times the retail rate of 0.10%. The resulting 
adjustment is a balance of $10.00 to 2025 BPOL fees.

2025 actual 120,000 

2025 estimated 110,000 

difference   10,000 

retail rate    0.10% 

    10.00Total adjusted balance due to Town of Leesburg 

2026 Renewal Total Due  130.00

If you need assistance in calculating your license fees, or have any other questions, 

please contact the Finance Department at (703) 771-2723. 
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