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The goal of the Aurora Building Division is to assist you in understanding our offices responsibility in ensuring that your 
proposed change of use within an existing structure is in compliance with the currently adopted codes of our jurisdiction. 
The tool that the building official utilizes to control the uses and occupancies of the various buildings and structures 
within the jurisdiction is the certificate of occupancy. The International Building Code (IBC) makes it unlawful to use or 
occupy a building or structure unless a certificate of occupancy has been issued for that use.

Because each occupancy group contemplates a different level of hazard to the building and its occupants, the IBC 
intends that when a use is changed, and particularly when the change in use increases the level of hazard, the building 
must be brought to conform to the requirements of the code for the new proposed occupancy.

Change of Occupancy (Revised 05/2016)

What is a certificate of 
occupancy (C of O)?

A Certificate of Occupancy (CO) is an 
official record stating that a building 
or tenant space has been constructed 
and inspected in compliance with 
applicable building codes and other 
laws and validate that it is in a 
condition suitable for occupancy. Each 
CO issued by the Building Division is 
specific to a numerical address or 
unit number(s) within that structure. 
A new building or an existing building 
wishing to change its approved use 
or occupancy classification cannot 
legally be occupied until a CO has 
been issued by the Chief Building 
Official.

• A change of use or occupancy is 
not required where the proposed 
reuse of the structure or space 
matches the original CO approved 
by the Building Division.

How do I convert an 
existing structures use or 
certificate of occupancy?

Step One: You will first need to 
determine the current occupancy 
classification(s) of the existing 
building by reviewing the most 
current Certificate of Occupancy. The 
CO is typically held by the owner of 

the structure or by the responsible 
property manager who holds the 
ownership documents associated to 
the buildings address. A copy may 
also be found through “Property 
Information” located within the 
Aurora website at www.auroragov.
org. If you need assistance please 
contact Customer Service at 
303.739.7420 or visit the Building 
Department located within the Aurora 
Municipal Center located at 15151 E. 
Alameda Parkway

The City of Aurora first adopted a 
national building code in 1952 which 
means not all structures within our 
jurisdiction may have a CO. In cases 
where a CO was not issued for a 
structure our Division will work in 
conjunction with the architect or 
engineer to conduct a public records 
search to establish the historical use 
of any building. Once the historical use 
is determined, it will be compared to 
the current occupancy classifications 
defined by the International Building 
Code (IBC) to determine if a change 
of use is required.

Step Two: Determine if the newly 
proposed use will be allowed within 
the zoning district for the address 
in question. This determination can 
be made by contacting a Planning 
Case Manager of the Aurora Planning 

Department by either visiting there 

office at 15151 E. Alameda Parkway, 

2nd Floor or calling 303.739.7250 

and asking for the Planner In-Charge 

(PIC). Their staff will need the address 

and the current and proposed use of 

the structure.

If the Planning Department 

determines that the use is allowed 

within the specified zoning district 

please have the PIC provide 

documentation reflecting their 

approval or specifies what type of 

planning process approval will be 

needed. Where the proposed use is 

denied by the Planning Department, 

the Building Division cannot conduct 

the plan review or issue building 

permits needed to obtain a new C of 

O.

• Schedule a Preliminary meeting 

with the Building Division and 

the Planning Department. At this 

informal meeting, you can present 

the project to city staff and 

receive information concerning 

land use and building permit 

requirements as well as the forms 

and documents that will be needed 

at the time of application.



Step Three: Contact the Aurora 

Building Division by visiting our office 

at 15151 E. Alameda Parkway, 2nd 

Floor or calling 303.739.7420 and ask 

for the Plans Examiner On-Duty. You 

will be provided with the appropriate 

plan review submittal checklist that 

will clarify the manner in which the 

construction documents must be 

presented to our Division for review. 

It should be noted, that even where 

no new work is being proposed, a 

permit application, plan review and 

field inspection is required to verify 

that the space complies with the 

minimum code requirements for the 

newly proposed use.

• Hire a person or firm familiar with 

the building and land use codes to 

inspect the building and prepare 

plans which show compliance with 

current codes for the proposed 

new use. These plans may need 

to be prepared by a licensed 

architect or engineer, and must 

clearly show existing conditions 

and proposed alterations.

Step Four: Once the building 

construction documents are prepared 

they can be submitted with a 

completed building permit application 

to the Aurora Building Division. You 

must pay a plan review fee at the 

time of application. Once the building 

construction documents are accepted 

and approved the building permit will 

be routed to other city departments 

for approval prior the issuance of the 

permit. The permit routing process 

takes a maximum of seven working 

days in addition to the plan review 

process. Depending on the scope of

 construction the permit may be routed 

to other internal city departments for 

the following reasons:

• Where an application is required 

by the Planning Department 

for a “Use Approval”, “Site Plan 

Amendment”, Redevelopment 

Plan, or etc., the building permit 

must be approved by their office 

prior to its release.

• Where any change of use or 

occupancy involving exterior 

structural modifications or 

additional square footage is added 

to an existing building, the permit 

must be approved by Public Works 

Real Property Division prior to its 

release.

• Where there are any new plumbing 

fixtures, grease interceptors, 

water line tap size increases, or 

etc., the building permit must be 

approved by the Aurora Water 

Department prior to its release.

Step Five: Once the routing building 

permit is approved the approved 

building construction documents 

and the building permit can be 

paid for at the City Cashiers Office, 

the permit can be picked up at the 

Aurora Building Division and work 

can commence.

Step Six: As the work progresses 

in the field you will need to call 

for inspections of all work. The 

inspection phone number is located 

on the permit card issued by the 

Building Division. After all required 

inspections are completed and 

approved you may obtain the new CO

 by bringing the approved permit card 

to the Aurora Building Division Permit 

Counter and presenting it to a Permit 

Technician. If you have any questions 

concerning the issuance of the new 

CO please call 303.739.-7420.

What is the general scope 
of the building plan review 
and inspections?

In all buildings, each space is classified 

by use, or occupancy category found 

in the building code. Buildings are 

then provided with structural and life-

safety elements for that particular 

use (or uses). When the occupancy 

of a space changes a re-evaluation 

of the building design must be done. 

Examples of a change of occupancy 

would be changing a retail store to an 

office or a restaurant.

“Colorado’s only IAS Accredited Building Department”


