TIMELINE OF PROCESS – NEW LIQUOR LICENSE APPLICATION

The attached chart shows the steps and anticipated time requirements for the process of receiving a new liquor license.  It will generally take two to three months to receive a new license.

The advisement of public hearing procedures is to inform the applicant that it is his burden of proof regarding needs of the neighborhood to be affected and desires of the adult inhabitants of that neighborhood (see comment in the Public Hearing Procedures).  The method used to prove needs and desires is at the discretion of the applicant.  Because a petition is a popular choice, sample wording is included for reference.  Because use of a petition is not specifically required by law, there is no wording that is required to use, nor is there a recommended number of signatures to obtain.  This sample is provided as a reference tool to customize for the applicant’s particular needs.

	ACTION
	RESPONSIBLE
PARTY
	TIME TO
PROCESS
	DESCRIPTION

	Preliminary conference with City Clerk
	Applicant and City Clerk
	1 hour
	The applicant schedules a meeting with the City Clerk to review the application process and documents.

	Completion and submittal of application forms
	Applicant
	Determined by the Applicant
	Applicants are encouraged to consult their attorney, tax consultant, real estate broker, and any other business advisor during this process.

	Review of documents for completeness
	City Clerk and City Attorney
	1 to 5 days
	The applicant will be notified of any insufficiencies on the documents.

	Formal acceptance of application; preliminary conference, and scheduling of the public hearing
	City Council
	2 to 3 weeks
	The neighborhood is presumed to be the City Limits unless the applicant has requested otherwise.  Council ensures that the applicant is aware of hearing procedure.  Council sets the date for the public hearing no sooner than 30 days from the date of the acceptance.

	Submittal of petitions
	Applicant
	Clerk will provide date
	Applicants to present Petition to the City Clerk Wednesday before the Public Hearing.  The Clerk will review the petition and submit a report to the Applicant and the Council at the Hearing.

	Publish legal notice and post property
	City Clerk and Police Dept.
	At least 10 days prior to the hearing
	

	Public Hearing
	Applicant, City Council, Staff, and Public.
	No sooner than 30 days from the date of acceptance
	The hearing will be conducted as described on the Written Advisement document.

	Submittal of Application to State
	City Clerk
	1 Day
	The City Clerk sends the approved application with the Findings and Order by Regular Mail to the Colorado Department of Revenue.

	State approval
	Colorado Department of Revenue
	2 - 8 weeks
	Upon approval by the Colorado Department of Revenue, the state license will be mailed to the City Clerk by regular mail.

	Issuance of licenses
	City Clerk
	1 - 5 days
	The City Clerk issues the local license and sends both licenses to the applicant by regular mail.
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