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PROCEDURE FOR APPLICANTS OF NEW LIQUOR/3.2 BEER LICENSES
This procedure is designed to assist you in complying with the State of Colorado and the City of Centennial licensing requirements.  If you have any questions during the application period, call the Licensing Clerk on 303-754-3371.  Correspondence should be addressed to:

Licensing Clerk,
Centennial Civic Center,
13133 E. Arapahoe Road,
Centennial, CO 80112.
Please make an appointment with the Licensing Clerk for an initial review of your application.  An additional appointment will usually be necessary for submission of application documents.  Applications will be heard by the Centennial Liquor Licensing Authority at a Public Hearing.  The date of the Public Hearing will be determined by the Licensing Clerk in accordance with the meeting schedule. 
*******

ALL REQUIRED FORMS CAN BE OBTAINED FROM THE CITY’S WEB SITE (www.centennialco.gov) OR FROM THE LICENSING CLERK.  PLEASE ALSO VISIT THE COLORADO DEPARTMENT OF REVENUE’S WEB SITE FOR ADDITIONAL HELPFUL INFORMATION FOR LIQUOR LICENSEES (https://www.colorado.gov/enforcement/liquor) 

1. Fill out State Retail License Application (DR8404 or DR8403 for 3.2 Beer).  This will be submitted to the Licensing Clerk with the following:
a. Fees to the State
i. Application Fee - $600.00 or $700.00 for Concurrent Review
ii. License Fee – varies depending upon the license type (see table at the end of this procedure)
These are payable to the Colorado Department of Revenue.

b. Fees to the City of Centennial
i. Application Fee $1,000.00 (non-refundable)
ii. License Fee – varies depending upon the license type (see table at the end of this procedure)
These are payable to the City of Centennial.

c. [bookmark: _GoBack]Individual History Record – IHR (State form DR8404_I) – Must be submitted for the owner, all partners owning 10% or more and managers.  For corporations, all officers, directors and each stockholder owning ten percent (10%) or more of the corporate stock, and the local manager must submit an IHR. The applicant must also submit the Financial Questionnaire with supporting documentation.
Also submit a copy of front of driver’s license for each person submitting an IHR.
d. Affidavit Concerning Criminal History (City required form) – because CBI/FBI reports take several weeks to obtain, the City will, initially, accept an affidavit from all the applicants (described in paragraph ‘c’ above) revealing their complete criminal history.  Failing to fully and truthfully disclose all required information could place the liquor license in jeopardy. (Refer to information later in this procedure regarding background investigation).

e. Evidence of right to property – Proof of applicant’s right to the premises must be presented.  This may be a copy of a lease or rental agreement, or if the premises are owned, a copy of the deed.  If a lease is being assigned, the assignment of lease must also be submitted.

Please note the lease or deed must be in the same name as the applicant mentioned in box two of the application form.

Lease must contain authorization for applicant to obtain liquor license, and must show an expiration date at least one year from the effective date of the license.
f. Zoning Use Permit – Provide documentation that the proposed site is zoned for the desired use (the Licensing Clerk will request this verification from the City’s Community Development department).

Pursuant to §12-47-313 (1)(D)(I) Colorado Revised Statutes – 
Measurement and Distance:
No license shall be issued to or held by any person where alcoholic liquor is sold within 500 feet from any public or parochial school, or the principal campus of any college, university or seminary; said distance to be computed by direct measurement from the nearest property line of the land used for school purposes to the nearest portion of the building in which liquor is to be sold, using a route of direct pedestrian access, measured as a person would walk safely and properly, without trespassing, with right angles at crossings and with the observance of traffic regulations and lights.

g. Layout of Building – a drawing of the layout of the building will be required.  No modifications of the licensed premises may be undertaken without the prior approval of the local and state liquor authorities.  The request should be made out on DR8442 and a before and after diagram should be provided. 
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