
 
 

City of Littleton – Special Event Permit for Alcohol Consumption 
 
Special event liquor permits the sale, by the drink only, of malt beverages or the 
sale, by the drink only, of malt, spirituous, or vinous liquors. A special event permit 
may be issued to an organization, which has been incorporated under the laws of 
the state of Colorado for purposes of a social, fraternal, patriotic, political, or 
athletic nature, and not for pecuniary gain (non-profit).  Or, which is regularly 
chartered branch, lodge, or chapter of a national organization or society organized 
for such purposes and being nonprofit in nature, or which is a regularly established 
religious or philanthropic institution, and to any political candidate who has filed the 
necessary reports and statements with the secretary of state. A special event 
liquor permit is required if alcohol is to be sold on premises that do not hold a 
liquor license or is to be sold by a qualifying organization or club or arts liquor 
licensed premises.  A special event permit may not be issued to the same 
applicant for more than ten days in one calendar year. 
 
A.  Application  
 
Applications for special event permits shall be made no sooner than (90) days and 
no later than thirty (30) days before the date of a desired event. Applications shall 
be filed with the City of Littleton on forms provided by the state licensing authority. 
The application forms shall be verified by oath or affirmation of an officer of the 
organization or the political candidate making application. The department will take 
no action until the application is complete to the satisfaction of the 
department. Applications for special event permits must be accompanied by: 
 
• a diagram of the area to be licensed which clearly depicts the bar and alcohol 
service areas; and 
 
• a copy of a deed, lease, or written permission of the owner of the property for use 
of the premises; and 
 
• a certificate of good standing from the Secretary of State, issued within the past 
year, or a nonprofit charter or copies of reports and statements filed with the 
Secretary of State if a political candidate. 
 
B. Application Fees 
 

At the time of application for a special event permit, the appropriate fees must 
accompany the application.  All fees are payable by check or money order.  Local 
fees are payable to the City of Littleton; State fees are payable to the Colorado 
Department of Revenue.   
 
 Local Fee State Fee 

Special Events Permit (Liquor) per event $100.00  $25.00 per day 
Special Events Permit ((3.2%) per event $100.00  $10.00 per day 



C. Review of Application Forms and Documents 
 
The City of Littleton City Clerk’s Office will review the application forms and 
accompanying documents for accuracy and completeness. Failure to correct 
identified problems with the license application will result in a delay in processing 
the desired permit. In reviewing an application, the office shall apply the same 
standards for approval and denial applicable to the state licensing authority. 
 
D. Posting Notice 
 
After the permit application and accompanying documents are complete to the 
satisfaction of the City Clerk’s office, staff will post notice of the desire to have a 
special event permit. Such notice shall be posted on the premises where the 
special event is proposed and shall be posted in accordance with department 
policies and procedures.  
 

 

 

NOTE 

Alcohol beverages may be served (not sold) at PRIVATE, 

INVITATION ONLY (persons personally known to the host/hostess) 

parties that are NOT advertised and are not open to the public.   

 

If a business does not have a liquor license or a Special Events 

Permit (non-profit, political candidate, or club (ex. Elks)), they may 

not serve complementary spirits, wine or malt liquor to customers, 

either during business hours or after closing.  This also applies to 

grand openings and holiday parties/picnics. 

 



 
 

E.  Private Parties 
 
Private parties are just that … private.  The Liquor Code only specifies how alcohol 
beverages may be sold or served to the public, therefore there is no statutory 
reference for a private party. 
 
So just what is a private party? Think of a dinner party in your home.  You decide 
who to invite for a specified event and you provide food an alcohol at no charge.  A 
large event may be a private party, but it will still have the same components as a 
party in your home. 
 
Consider the following when deciding if your event will be a private party: 
 

 Is the event open to the public? The answer must be no.  An event is clearly 
public if it is advertised in any public venue, such as newspaper, radio, 
television or flyers/posters in public places.  It also qualifies as public if a 
person not on the original guest list can acquire an invitation through 
purchase of a membership, ticket or any other item that gains them 
admission to the event. 

 Your guest list must contain names of specific individuals and be limited in 
number.  While this number may be large, you as a host are still required to 
know the names on the list and to ensure that only those invited attend the 
event.   

 If a person who is not on the invited guest list contacts you and asks to be 
invited and you agree, or they just show up and are allowed access, then 
the event has just become open to the public. 

 Your invitations may be directed to a particular individual only, an individual 
plus a guest, or an individual plus specified guests.  An example would be a 
company holiday party, where employees and their families are invited.  
You as a host have an expectation of how many guests an employee may 
bring. 

 You may not charge for alcohol in any way.  This includes accepting 
donations or charging for admission. 

 



IN ORDER TO QUALIFY FOR A SPECIAL EVENTS PERMIT, YOU MUST BE NONPROFIT
AND ONE OF THE FOLLOWING  (See back for details.)

2.  MAILING ADDRESS OF ORGANIZATION OR POLITICAL CANDIDATE
     (include street, city/town and ZIP)

3.  ADDRESS OF PLACE TO HAVE SPECIAL EVENT
     (include street, city/town and ZIP)

State Sales Tax Number (Required)

5.  EVENT MANAGER

DATE OF BIRTH

4.  PRES./SEC'Y OF ORG. or POLITICAL CANDIDATE

NAME HOME ADDRESS (Street, City, State, ZIP) PHONE NUMBER

2170

MALT, VINOUS AND SPIRITUOUS LIQUOR $25.00 PER DAY

NO YES       HOW MANY DAYS?

7. IS PREMISES NOW LICENSED UNDER STATE LIQUOR OR BEER CODE?

NO YES       TO WHOM?

Date

Hours  From .m.

To .m.

OATH OF APPLICANT
I declare under penalty of perjury in the second degree that I have read the foregoing application and all attachments thereto, and
that all information therein is true, correct, and complete to the best of my knowledge.

Date

Hours   From .m.

To .m.

Date

Hours   From .m.

To .m.

Date

Hours     From .m.

To .m.

Date

Hours    From .m.

To .m.

TITLE

REPORT AND APPROVAL OF LOCAL LICENSING AUTHORITY (CITY OR COUNTY)
The foregoing application has been examined and the premises, business conducted and character of the applicant is satisfactory,
and we do report that such permit, if granted, will comply with the provisions of Title 12, Article 48, C.R.S., as amended.

 THEREFORE, THIS APPLICATION IS APPROVED.

SIGNATURE

LOCAL LICENSING AUTHORITY  (CITY OR COUNTY) TELEPHONE NUMBER OF CITY/COUNTY CLERK

TITLE

LIST BELOW THE EXACT DATE(S) FOR WHICH APPLICATION IS BEING MADE FOR PERMIT

SIGNATURE

TOTAL

(Instructions on Reverse Size)

DO NOT WRITE IN THIS SPACE
LIQUOR PERMIT NUMBER

TYPE OF SPECIAL EVENT APPLICANT IS APPLYING FOR:LIAB

CITY
COUNTY

6. HAS APPLICANT ORGANIZATION OR POLITICAL CANDIDATE BEEN
ISSUED A SPECIAL EVENT PERMIT THIS CALENDAR YEAR?

8.  DOES THE APPLICANT HAVE POSSESSION OR WRITTEN PERMISSION FOR THE USE OF THE PREMISES TO BE LICENSED?    Yes    No

FERMENTED MALT BEVERAGE (3.2 Beer) $10.00 PER DAY

2110

DO NOT WRITE IN THIS SPACE - FOR DEPARTMENT OF REVENUE USE ONLY

LIABILITY INFORMATION

StateLiability DateLicense Account Number

1.  NAME OF APPLICANT ORGANIZATION OR POLITICAL CANDIDATE

-750 (999)

DATE

Department Use Only

SOCIAL

FRATERNAL

PATRIOTIC

POLITICAL

ATHLETIC

CHARTERED BRANCH, LODGE OR CHAPTER

OF A NATIONAL ORGANIZATION OR SOCIETY

 RELIGIOUS INSTITUTION

PHILANTHROPIC INSTITUTION

POLITICAL CANDIDATE

MUNICIPALITY OWNING ARTS

FACILITIES

DR 8439 (06/28/06)
COLORADO DEPARTMENT OF REVENUE
LIQUOR ENFORCEMENT DIVISION
1375 SHERMAN STREET
DENVER CO  80261
(303) 205-2300

•$

DATE

APPLICATION FOR A SPECIAL
EVENTS PERMIT



(12-48-102 C.R.S.)

A Special Event Permit issued under this article may be issued to an organization, whether or not presently licensed under
Articles 46 and 47 of this title, which has been incorporated under the laws of this state for the purpose of a social, fraternal,
patriotic, political or athletic nature, and not for pecuniary gain or which is a regularly chartered branch, lodge or chapter
of a national organization or society organized for such purposes and being non profit in nature, or which is a regularly
established religious or philanthropic institution, and to any political candidate who has filed the necessary reports and
statements with the Secretary of State pursuant to Article 45 of Title 1, C.R.S.  A Special Event permit may be issued to
any municipality owning arts facilities at which productions or performances of an artistic or cultural nature are presented
for use at such facilities.

If an event is cancelled, the application fees and the day(s) are forfeited.

APPLICATION MUST FIRST BE SUBMITTED TO THE LOCAL LICENSING AUTHORITY (CITY OR COUNTY) AT LEAST THIRTY (30) DAYS
PRIOR TO THE EVENT.

THE PREMISES TO BE LICENSED MUST BE POSTED AT LEAST TEN (10) DAYS BEFORE A HEARING CAN BE HELD. (12-48-106 C.R.S.)

AN APPROVED APPLICATION MUST BE RECEIVED BY THE LIQUOR ENFORCEMENT DIVISION AT LEAST TEN (10) DAYS PRIOR TO THE EVENT.

CHECK PAYABLE TO THE COLORADO DEPARTMENT OF REVENUE

APPLICATION INFORMATION AND CHECKLIST

THE FOLLOWING SUPPORTING DOCUMENTS MUST BE ATTACHED TO THIS APPLICATION FOR A PERMIT TO BE ISSUED:

Appropriate fee.

Diagram of the area to be licensed (not larger that 8 1/2" X 11" reflecting bars, walls, partitions, ingress, egress and dimensions.

Note:  If the event is to be held outside, please submit evidence of intended control, i.e., fencing, ropes, barriers, etc.

Copy of deed, lease, or written permission of owner for use of the premises.

Certificate of good corporate standing (NONPROFIT) issued by Secretary of State within last two years; or

If not incorporated, a NONPROFIT charter; or

If a political Candidate, attach copies of reports and statements that were filed with the Secretary of State.
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