
   STEP 4 Inspections
As construction occurs on your project, the Building 
Division requires that inspections of the work be 
performed to ensure compliance with the approved 
plans. To ensure the fastest completion of your 
project, a pre-construction meeting with city staff is 
recommended. At this meeting, all required inspections 
will be identified, the inspection process will be 
explained, and key staff will be introduced to the 
contractor’s personnel. 

• Free on-site inspection consultations are offered 
by the Building Division to provide an opportunity 
to ask questions and obtain information about 
inspection requirements directly from the building 
inspectors. After all work has been completed and 
passed inspection, the Building Division will issue 
a C.O. Please note that the use or occupancy of the 
building is not permitted until all work is inspected 
and passed, and a C.O. is issued. Inspection requests 
and a pre-construction meeting can be scheduled by 
calling 303.739.7420.

KEY RESOURCES

• Aurora-South Metro Small Business 
Development Center

 303.326.8690                                                                        

• Office of Development Assistance
 303.739.7345                                                                           

• Building Division 
 303.739.7420                                                                                                        

• Planning & Development Services   
303.739.7000                                                                                                 

• Aurora Water
 303.739.7370                                                                                                                                   

• Tri-County Health Department
 303.341.9370

City of Aurora Website: www.auroragov.org

changes to the public infrastructure at your project 
site. They also will be able to provide the engineering 
and grading requirements for all new construction 
projects, including plan submittal and plan review 
requirements.

LICENSING

To operate any business in the city of Aurora, 
including a retail establishment, you will need to 
apply for a business license. 

• Business license
An application for a new business license can be found 
at www.auroragov.org (search for “business license”).  
After submittal, the business license will be reviewed 
by the Planning & Development Services Department 
and the Building Division to ensure compliance with 
their requirements. Contact the Tax and Licensing 
Division at 303.739.7057 or visit www.auroragov.
org for more information about obtaining a business 
license.

 STEP 3 Building Permits

A building permit issued from the Building Division 
is required before any work, including demolition, 
can begin at your retail business. Most construction 
work, including the reuse of an existing retail space 
will require that construction drawings be submitted 
for a plan review to ensure that all new work meets 
the current building codes. After approval of your 
construction plans, a building permit will be issued. 
Only an Aurora licensed contractor can be issued the 
permit. For permit fees and a list of licensed contractors, 
call 303.739.7420 or visit www.auroragov.org.

• Sign Permits 
 To erect or replace a sign on your retail business, 

you will need to submit for a sign permit and obtain 
approval from the Building Division. Only an 
Aurora licensed contractor can be issued the permit. 
For permit fees and a list of licensed contractors, 
call 303.739.7420 or visit www.auroragov.org.
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 STEP 1 Fact Finding

In general, retail establishments are permitted in most 
business and some industrial zone districts.  Please 
confirm with the Planning & Development Services 
department at 303.739.7000 that the property in question 
is zoned for retail and whether there is sufficient parking 
according to the zoning code. Not all buildings are 
appropriate for a retail business. Furthermore, depending 
on the project, a site plan and public hearings may be 
required.

• Determine the current occupancy 
 Each address has an approved occupancy issued by 

the city’s Building Division that is described on a 
document called the Certificate of Occupancy, or 
C.O. The approved occupancy of a space is similar to 
the zoning, but is more specific in nature and relates 
solely to the building itself. A retail business requires 
a Mercantile occupancy, and other occupancies also 
may be required, depending on the activities and 
services you expect to provide.

 It is critical to contact the city’s Building Division 
at 303.739.7420 to ensure everything meets city 
requirements. If changes to the existing occupancy 
or any part of the building itself are necessary, a 
meeting with a plans examiner and your licensed 
contractor is highly recommended. 

• Schedule a Pre-Application meeting
 ODA can efficiently generate comments from the 

various city departments that will be involved 
in the review, approval and permitting for a new 
retail business. The city recommends engaging the 
services of a consultant familiar with planning, 
architecture or contracting to be able to analyze the 
requirements for approving your new retail business. 
To schedule a Pre-Application meeting, contact ODA 
at 303.739.7345 or oda@auroragov.org.

 • Contact the Aurora-South Metro SBDC
 This city office can provide a range of services, 

including classes on how to open or purchase a 
business, free one-on-one confidential business 
counseling, and information on how to negotiate a 

When considering moving or opening a new retail 
business in Aurora, there are many issues to consider.  
Regardless of your plans, it is important—and faster—to 
involve staff at the city of Aurora from the start. 

Aurora is focused on the promotion of well-planned 
growth and offering a customer-friendly environment. 
Proper planning is the key to turning a vision into the 
real thing, and this brochure offers information and 
assistance on how to acquire the necessary approvals, 
permits and licenses to open your new retail business in 
a timely manner. 

Whether you’re looking to locate in an existing 
commercial space, construct a new building, expand 
an existing space or even relocate your business, the 
city has resources available to help your process be as 
smooth as possible.  

INITIAL CONSIDERATIONS

• Before finalizing a lease or purchase of a property 
for a new retail establishment, the city recommends 
a review of this brochure to understand fully the 
requirements for operating a store in Aurora. Doing 
so will save time, money and stress.

• Contact the city of Aurora’s Office of Development 
Assistance (ODA) at oda@auroragov.org or 
303.739.7345 to discuss your proposed project and 
learn about the development process.

• Work to identify any necessary changes that you 
would like to make to the building and obtain 
estimates from reliable licensed contractors and 
architects.  

• Make sure to evaluate the total construction costs 
if you are considering building a new structure or 
thinking about converting an existing structure to 
house your new retail business. Be advised that the 
reuse of an existing structure may trigger the need for 
a “change of occupancy” from the Building Division, 
which could require additional construction costs that 
may not have been considered initially. 

lease. For more information about these services, 
contact the Aurora-South Metro Small Business 
Development Center at 303.326.8690.

• Contact Tri-County Health Department 
 For uses in your retail business that involves food 

preparation, and for rules and regulations in addition 
to the city’s requirements for retail establishments, 
contact the Tri-County Health Department at 
303.341.9370.   

   STEP 2 The Application Process

 Several different applications will need to be 
submitted to gain the necessary approvals to open 
a retail business in Aurora. Listed below are the 
descriptions of each application, and where they are 
located:

• Planning & Development Services Department: 
303.739.7000

 If constructing a new building or a building addition 
or requesting a zone change, you will need to speak 
to the Planning & Development Services Department 
for site plan submittals. The department also reviews 
those projects moving into an existing structure. 

• Building Division: 303.739.7420
 For questions about building permits, including 

identifying the current C.O. for your building, contact 
the Building Division. They also have plan review 
submittal checklists with the minimum information 
needed to review and approve any construction work 
that needs to occur. 

• Aurora Water: 303.739.7370
 Contact Aurora Water to discuss any changes to 

water and sewer services at your retail store, and 
to find out water tap fees for a new building. For 
instance, a grease interceptor (grease trap) is needed 
for all buildings that contain food preparation 
facilities. Also, the addition of more water fixtures 
(toilets, sinks, dishwashers, etc.) may require an 
increased water tap size.

• Public Works Department: 303.739.7300
 Contact the Public Works Department to discuss any 


