
For additional information regarding the application process, or navigating Community Core
please reach out to business.licensing@wellingtoncolorado.gov, staff is ready to assist you. 

Significant Changes 

Applying for a Business License 
A Step-by- Step Guide for Community Core 

1. All businesses applying online  are asked to  complete an
Applicant Affidavit Form

2. As of January 1, 2022, the Town of Wellington no longer issue a Sale Tax License.
The Town of Wellington is a statutory community, which means all sales tax is remitted by
the State of Colorado Department of Revenue tax system. Businesses will be required to
add Wellington as a location to their state license. (Wellington Jurisdiction Code 06-0082) 

a. Visit the Colorado Department of Revenue Add Locations (Sites) to Your Sales Tax
Account | Department of Revenue - Taxation (colorado.gov) website for additional
steps to add Wellington to your license.

3. The Town will not assess fees for Business Licenses until your application has been
reviewed and processed by Staff.

a. Please do NOT send check payments to the Town, until you have been formally
invoiced. Invoices will be emailed to applicants upon approval.

4. A business license can take up to 30 days, however the majority processed between
5 – 10 business days.

Business License Renewal 

Community Members or Businesses who have an existing account in Community Connect can 
renew licenses from the homepage by selecting the ‘Renew License’ icon on the dashboard or 
selecting ‘Licenses’ on the left side of the screen. 

Scan QR code to
access Applicant 
Affidavit Form 

 when applying for a Business

Scan QR Code

Applicant’s completing physical paper application are exempt from the Applicant Affidavit Form. 

License. Completed forms will be electronically collected
by the Town.

https://tax.colorado.gov/add-locations-sites-to-your-sales-tax-account
https://tax.colorado.gov/add-locations-sites-to-your-sales-tax-account
https://tax.colorado.gov/add-locations-sites-to-your-sales-tax-account


 
C: Register using your business email 

All applicants are required to provide a valid email address to begin the process. 

Contractors performing work in Wellington should proceed with registering as a 
Contractor. 

Step 1: Business Licensing Registration - Online How to register for a Community Member account

Community Member registration through Community Core enables business owners to apply for 
a business license online. 

A: Please read each step listed before selecting "Business Owner - Registration Image"  

B: Select "Community Member" 

For assistance in registering for a Contractor License visit the Town's Contractor License website,
or email building@wellingtoncolorado.gov. 

Register with 
Community Core 

Scan QR Code

mailto:building@wellingtoncolorado.gov
mailto:building@wellingtoncolorado.gov
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D: After selecting "Register" as shown above, Community Core will send a No-reply email with
instructions to continue your registration process. Example shown below. 

E: Select the hyperlink "CLICK HERE" in the email to continue your member registration and 
apply for your license. 



Step 2: Submitting an Online Application website.  

A: Select "Apply for A License" from homepage of Community Core

To Apply for a 
License 

Log into Community Core website to start the application process online.

 B: Select "New Business in Wellington," then select "Ok" 

Scan QR Code

https://www.wellingtoncolorado.gov/618/Step-3-Submitting-a-Online-Business-Lice
https://www.wellingtoncolorado.gov/618/Step-3-Submitting-a-Online-Business-Lice


 F: Select the “Fields” tab. 

 

D: Complete application, and select “Save Application” to access required "Fields." 

 

C: Select from drop down menu for the appropriate "License Type." Select "License Year,"      
then select "Next" 

G: Complete all questions in the "Fields" tab 



 

 H: Select the “Download” tab 

 

J: Completing your application 

To ensure all information is saved in your application, select one (1) “Save Application”1.

 Select two (2) “Submit Application”2.

 

I: Upload Application Documents if applicable to your business. Examples of supporting documents   
collected, are listed on page 9 of this guide. 



Step 2: In the left column under "Work,"

Select "Licenses" 

Step 3: Select "Pay" 

for your pending license application 

Step 4: Select the appropriate fees, then click "Continue" 
 

 O: Business Licenses will be emailed to applicants following verification of payment by the Town.

Paying Business License Fees – Online 

Step 1: Log in to the CommunityCore account 

If you have submitted a paper application, in person or by email,  staff will set up your 
account for Community Core for you. 

Please contact Business.licensing@wellingtoncolorado.gov to request a password
reset, or verify username and credentials. 

Paying Fee(s)
Additional Information 

Scan QR Code

Please do not send payment for license fees until you have been invoiced from the Town.

K: Application completeness check (completed by staff) 
L: Applications are entered into Community Core for online processing. 
M: Electronic review of the application by Staff and WFPD 
N: Fees are assessed, and an invoice will be emailed to the applicant following review and approval.

Physical license can be made available to business owner’s upon request. 

https://app.communitycore.com/app/account/login
https://app.communitycore.com/app/account/login
https://app.communitycore.com/app/account/login
https://app.communitycore.com/app/account/login
mailto:Business.licensing@wellingtoncolorado.gov
mailto:Business.licensing@wellingtoncolorado.gov
mailto:Business.licensing@wellingtoncolorado.gov
mailto:Business.licensing@wellingtoncolorado.gov
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Step 6: Select "Submit" on the final screen in Community Core. 

 

Step 7: A new window will open to Xpress Bill Pay the Town's payment website to pay by Card or 
E-Check. 

Business Licenses will be emailed to applicants following verification of payment by the Town. 

Step 5: Enter the appropriate amount and select "Full Balance" to pay the outstanding amount in full,

then click "Submit Payment" 



For additional questions or help, please reach out to staff at 970-568-3554 or email staff at 
Business.licensing@wellingtoncolorado.gov

Business License Document Checklist 

Mobile Food Trucks: 

1. Special Event Sales Tax License (If Applicable) 
2. Colorado Sales Tax License (If Applicable) 

a. With jurisdiction code 06-0082 for Wellington added as a location. (Required) 
3. Proof of Fire Inspection Completion (Required) 
4. Larimer County Department of Health Services Food Retail License (Required) 
5. Completed the Applicant Affidavit Form online (Required) 

Businesses located outside of Town Limits: 

1. Colorado Sales Tax License (If Applicable) 
a. With jurisdiction code 06-0082 for Wellington added as a location. 

2. Completed the Applicant Affidavit Form online (Required) 
3. Larimer County Department of Health Services Food Retail License (If Applicable) 
4. Special Event Sales Tax License (If Applicable) 

Businesses operating in a commercial building physically located within Town Limit: 

1. Colorado Sales Tax License (If Applicable) 
a. With jurisdiction code 06-0082 for Wellington added as a location. (If Applicable) 

2. BSI Report Annual Backflow Prevention Testing – (If Applicable) 
3. Commercial Pre-treatment Questionnaire (If Applicable) 
4. Landlord Authorization Signature Form (Required) 
5. Completed the Applicant Affidavit Form online (Required) 
6. Landlord Statement Form (If Applicable)  

Home Occupation: 

1. Larimer County Department of Health Services Food Retail License (If Applicable) 
2. Landlord Authorization Signature Form Landlord Authorization Signature Form (Required) 
3. Colorado Sales Tax License (If Applicable) 

a. With jurisdiction code 06-0082 for Wellington added as a location. 
4. Completed the Applicant Affidavit Form online (Required) 
5. Landlord Statement Form (If Applicable) 

Peddler and Solicitors: 

1. Proof of Town of Wellington Business License issued or Town of Wellington Contractor License. 
2. Driver License or State Identification for each individual listed on an application. (Required) 
3. Completed the Applicant Affidavit Form online (Required) 

Additional documentation may be required as outlined in CHAPTER 6 - Business Licenses and Regulations 

Additional requirements may be required as outlined in CHAPTER 6 - Business Licenses and Regulations 

Additional documentation may be required as outlined in CHAPTER 6 - Business Licenses and Regulations 

 Additional documentation or licenses  not collected for  in-home day cares based on  state statue. 
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https://library.municode.com/co/wellington/codes/municipal_code?nodeId=CH6BULIRE_ART3AUPEANSOPERESAPROPPUAU_S6-3-20DE
https://library.municode.com/co/wellington/codes/municipal_code?nodeId=CH6BULIRE_ART3AUPEANSOPERESAPROPPUAU_S6-3-20DE
https://library.municode.com/co/wellington/codes/municipal_code?nodeId=CH6BULIRE_ART3AUPEANSOPERESAPROPPUAU_S6-3-20DE
https://library.municode.com/co/wellington/codes/municipal_code?nodeId=CH6BULIRE_ART3AUPEANSOPERESAPROPPUAU_S6-3-20DE
https://library.municode.com/co/wellington/codes/municipal_code?nodeId=CH6BULIRE_ART3AUPEANSOPERESAPROPPUAU_S6-3-20DE


LANDLORD STATEMENT 

All Applicants Renting or Leasing Property of Business Physical Address within 
the Town of Wellington applying for a business license are required to complete 
this form, when completing an electronic application through Community Core.  

Business Owner 

1. PROPERTY PHYSICAL ADDRESS: __________________________________________________________

CITY: __________________________________       STATE: _______________    ZIP: __________________

2. PRINTED NAME OF TENANT: ______________________________________________________________
 (First, Last Name) 

3. RELATIONSHIP TO TENANT: ______________________________________________________________

4. BUSINESS NAME: _____________________________________________________________________

5. DESCRIPTION OF WORK / BUSINESS OPERATIONS : 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

________________________________________________________________________________________ 

Property Owner 

I declare under penalty of perjury in the second degree, I am the owner of record 
at the physical address on this form. The proposed business owner of this 
application is my tenant. 

 I have read this form and am aware of the nature of business being conducted on 
my property. I give permission for this applicant, my tenant, to conduct this 
business on my property within all the laws, regulations, and requirements of the 
Town of Wellington. 

PRINTED NAME OF PROPERTY OWNER OF RECORD: _____________________________ 

SIGNATURE OF PROPERTY OWNER OF RECORD: ________________________________ 

DATE: ________________________, 20_____ 

PHONE NUMBER: _____________________________ 
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