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Introduction

Licensing Control System, (“LCS”) is a proprietary software system built for the Az DLLC and implemented on April 22, 1995.

The system tracks license ownership (maintaining a historical record of each license), and also serves Investigations, Compliance, Liquor Board, Cashiering and other activities.  The system was built on the “IBM Visual Age for Small Talk” platform in the early 1990s, using a Sybase database structure.  

Over the past 18 years, the Agency engaged specialty programmers to update LCS.  The most recent update occurred in September/October 2014.  This body of changes included adding new fees as provided for in Statute, and changing the definition of the “License” variable to generate “varchar” instead of simply numbers which allows for a large quantity of available License numbers. Additional optimization efforts on the part of this contractor increased the speed of the LCS IDE considerably.

LCS has some built-in reports, but ad hoc reporting is done by the LCS Administrator on request.

Additional reports are now self-service on the Agency’s intranet (SpeakEasy).

LICENSING

Licensing

Numbering system

Unique Identifiers

LCS generates primary key numbers (Client ID) with naming conventions as follows:

A#
Application Number

B#
Location Number – creates a permanent association with an address/location.  

B#
Owner – Not an individual, this is for an entity.

P#
Person (owner, Agent, entity member)

R_YY_ _ _ _
System generated renewal numbers 

R for Renewal

one letter indicating the month (A-L)

two digits for year

4 digits for system-generated number

A_YY_ _ _ _
User generated renewal number (same conventions as R)

License numbers

The first two digits of the number indicate the license (series) type.

The second two digits indicate the county

The last 4 digits indicate the license number

The new addition of varchar digits occurs in the first digit of the last 4 digits segment. (Example: 1207A123)

License Series are as follows:

1
In State Producer

2
Out of State Producer

2L
Limited out of State Producer

2M
Out of State Microbrewery

2W
Out of State Domestic Farm Winery

3
Microbrewery

4
Wholesaler

5
Government

6
Bar

7
Beer and Wine Bar

8
Conveyance

9
Liquor Store

9S
Liquor Store w/sampling

10
Beer and Wine Store

10S
Beer and Wine store w/sampling

11
Hotel

12
Restaurant

13
Winery

14
Private Club

15
Special Event

16
Wine Fair/Festival

17
Direct Shipment

18
Craft Distillery
19
Tasting Room

Definitions

License Statuses: Issued Licenses 

“License-side” 

Active
A license in good standing

Expired
Past due date

Denied
Application for license denied by Az State Liquor Board

Inactive
Not in use.  A Licensee may put the license in Inactive status for a period of time then when he chooses to Reactive the license, he must pay $100/month for each month it was in Inactive status.  The license must still be renewed annually while in Inactive status.

Reverted
LCS automatically puts the license into Reverted status if it has been in a non-use status for over 36 months.  The Director may extend the Reverted status time frame, but the License stays “reverted” if they want to know to calculate the fees.  LCS will not allow it to be renewed if in Reverted status.  CSR must go in to the License and change the status to “Inactive” and click SAVE in order to change it, but LCS returns it to Revered the next day because the Reverted status is based on the date difference calculation.

Revoked
Compliance or State Liquor Board revoked the license

Replaced
Location stays the same, but DBA changes over time.  Example:  A 12 (Restaurant) sells the business and a new 12 comes in.  The original 12 (license number) status shows as Replaced if the new 12 operates under an Interim Permit of the original 12.

Seasonal
This is not really a status.  This simply means a licensed location is open 6 months or less per year.

Seized
The license was seized by the Department of Revenue, the Sheriff, or any Law Enforcement agency.  DLLC gets notification of the seizure. CSR types in comments.  If they sell the license, the law enforcement agency brings us the paperwork and gets a sign-off.

Surrendered
Operating now, but closing.  Licensee must file a “Deactivation” form.  A business can close for many reasons, but usually its for city or county tax purposes.

Suspended
This status comes from Compliance.  It is usually suspended for a period of time.  A note/comment is added by Compliance to the license and can be viewed by the CSR.

Pending
Not yet issued, status shows Pending for non-transferable license types.  Pending status changes from Pending to Active when issued or Pending to Withdrawn if the applicant chooses to withdraw.
For transferable licenses (6,7,9) status can be pending, inactive.
License Statuses: Application-side 

These statuses are created on a Current or New license

Data-Entry
All data is entered, an application number is assigned, a License number is assigned.  No dates are declared yet.

Accepted
Status date is the date we accepted the money to process the application.  This status generates the 60 and 105 dates for approval process

Ready for Approval
Once the application is approved, the CSR writes the applicant an approval letter informing him to submit the money for the license.

Approve
When DLLC receives the money and saves the license as “Approve” status, the fees for Issuance appear under Edit( Fees

Deny
The State Liquor Board denies the application

Withdraw
Only an application in Pending status can be withdrawn.  DLLC or the client can withdraw, OR, once the application is set for hearing, the CSR can no longer withdraw the application.  The Board must grant permission to withdraw the application.
LCS Administrator can change status dates.  Typically, Licensing waits a few days after the expiration date to schedule the late fees because if they sent in payment, the processing of the payment can take a few days.
Entity Components

LLC can have

· Members

· Managing Members

· Managers

Corporations can have:

· Officers

· Shareholders

· Stockholders

Each must assign an Agent who is a US Citizen and an Arizona resident.

Agent

· Control over the License

· Can sign on behalf of the owner

· Make changes to the license

· Can say “Yes” to day to day operations on the Questionnaire, then a Manager is not required

Manager

· If none of the Owners do day-to-day operations, then the entity needs a Manager

· The Manager does the day-to-day operations of the business such as hire, fire, buy products, receive shipments, etc.

· Manager has no control over the Ownership or the license.

· A manager is assigned per location.

· The person must submit a Questionnaire for each location even if the same owner owns all the location.

· The limit is one manager for every ten (10) stores.
Licensing Department
The Licensing Staff is comprised of 

· Assistant Director of Licensing

· Licensing Manager

· Customer Service Representatives (CSRs)

· Front Desk clerk

· Scanning/Imaging clerks (Supervised by IT)

· Cashiering clerks (Supervised by IT)

Business Processes

See document: Instructions_Appendix_F_Workflow.doc

· New applications

· Renewals

· Changes

LCS functionality within Licensing

LCS contains 2 “sides” as referred to by CSRs.

· Application side

· License side

The Application “side” contains all information which comprises the application.  This is where all the data is entered for new applications and change applications such as Agent Change, Name change, etc.

The License “side” pertains to licenses already ISSUED.

The Location (B#) has a physical address

Owners NEVER have a physical address, just a mailing address.

LCS errors and omissions

· LCS cannot see all the Managers per location.  The CSR must research each of them using the View Center.

· LCS does not track Basic Liquor Training or Management Liquor Training

Licensing Data Verification

Data Verification
After CSR has checked the paper application materials for accuracy and completeness, the data entry process begins.  The CSR must first ensure against duplicate records and must check for existing location or person or entity in the LCS system.

Find Business Location

Find Business Location


Client ( Find Business


Type in street address ending with % symbol


Type in City


Click SEARCH
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The upper portion of the window displays possible matches to your search.
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Highlight the result you wish to review, and click on the bar “View Business”

If a user-entered Comment is associated with this location, a pop-up window appears:
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Click OK to close the window

A pop up window displays basic information about that location along with its CLID: “B” number (unique identifier for that street address)

[image: image4.png]il GREY'S KITCHEN AND TAP
Business Edit View

Dzae ¢ sex m 3|

Name: =

Addresses

Type:  [Physical ] cLID: B1044220

Street.  [4224 N CRAFTSMAN CRT
Type: -]
State Incorp: |
Corp File No: O

Cisizip:  [SCOTTSDALE [az ~| [ss251 Service: =

County:  [MARICOPA =] Gountry: [usa Within Incorp Limits: ves  ~|

Phone Numbers

[Res-voice ~|  [602)628-5890 ;

Physical

No Intere Commen





Check lower right bottom bar for tags: Tags, Pending Apps, Comments, etc.

NOTE:  The Pending App notification doesn’t indicate Agent Changes, Acquisition of Controls, etc.  It only shows actual changes on the license such as Transfers, Interim Permits.

To view comments, click on upper menu bar Edit(Comments

A pop up window containing the comment appears:

[image: image5.png]Currently under audit. DO not issue /P (per 4-21301(D) pending outcome.
Effective 10/4/11 NSNYDER.





Licensing policy is never to delete comments.

· If B# IS found for the location of the new application, write the number down on the application for future reference.

· DO NOT re-enter the location/address information into LCS.  

· One B# per location/address only.

· Duplicate entries must be removed from LCS by hand by the LCS Administrator

If NO location is found as noted on the new application, the location must be added to the system.

Find Owner

Find Owner 

An Owner is a type of Entity – NOT a person
Click on Client ( Find Business

Name: Type in first few letters of business (DBA) name ending with the % symbol
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Click Search
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Highlight (select) the result you wish to see and click on the “View Business” bar.
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The window displays the information about the business along with the CLID B# assigned to this record.

Check corporate Structure
Edit ( Interests
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Make sure everything displaying in the top pane matches what is on the application.

To view details about each item, highlight, then click “View Client”

Continue to Edit(Interests until the end of corporate structure is reached as per what was provided for in the Articles of Incorporation and the Operating Agreement.

To Add or Remove a particular Interest, simply use the buttons provided

Find Person

Find Person

Click on Client ( Find Person

Type Last Name ending with % (wildcard sign) and/or type in the SSN

Click Search

If found, click “View Person” bar

Verify the person’s info.

Update the information in the fields if necessary

Click the Save icon

Write the P# on the Questionnaire

Licensing Data Entry

Data Entry

After the above information is verified and determined that data does or does not exist for the new application, data entry may begin.

Add Business Location

Add a Business Location

Click on the tab Client ( Business

Type in all the data about the location and check the box for Lic. Location indicating this address is for a Licensed Location
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Name of Licensed Location

Type – Physical Address

Street, City, state zip.  (if you type in Zip, the city and state auto-fill)

Phone numbers


Enter Bus-Voice


Enter Cellular


Enter Res-Voice

On the right side, select Type
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When saved, the CLID (B#) number is generated.

Add Owner

Add an Owner

An Owner is always a type of ENTITY (LLC, corporation, partnership), not an individual/person.

Follow the same steps as “Add a Business” location, but do NOT check the box “Lic. Location”  

This will generate a CLID B# indicating the Entity is an Owner

Add Person

Add a Person

Click on the tab Client ( Person
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Type in all the information about the person including Phone numbers for Business and Residence.

Be sure to check boxes for U.S. Citizen and AZ Resident if applicable.

Click Save and the window refreshes and the CLID number appears on the right side of the window.

Write down this P# on the application for future reference.

Now that all the components have either been checked or created, it’s time to input the new application

New Application Input

New Application input

Click on the tab: Application ( Create New App
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Be certain to select an option from the drop down menu labeled App Type:

· Activate License

· Agent Change

· Judicial Decree, etc.

· Location Transfer

· Name Change

· New License

· Owner Location Transfer

· Owner Transfer

When you select an option in App Type, the remaining text input boxes activate (turn white)

Select an option in License Type:

This is a listing of all the Series (see License Numbers)

Type in the information in the text boxes, using the CLID numbers written on the application (either existing CLID or the new ones created)

Agent – ONLY entities can have Agents.  For an individual owner, the Agent is left blank
Type in CLID numbers for both the Owner and the Business Location

You should have already created the Person, Business or Location prior to going to this screen, so ignore the buttons labeled “Create.”
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Click SAVE button on top menu bar.

Click Application ( Enter

A popup window asks if you want to enter the application, click Yes

Then, the Application number (A#) is generated and the License # is generated.

Along the bottom portion of the window, are fields labeled Status, Status Date, Accepted, Day 60 and Day 105

· These dates will automatically populate 

· Status will change and display today’s date

· An Application number is generated (A#)

Write the Application number on the first page of the Application paperwork.

Write the Day 60 and Day 105 dates on the checklist for the Application

The Application should have come with Fingerprints and a check for $100 application fee plus $22 fingerprint fee.

Still in the Application window, click Edit ( Requirements

LCS will display a list of all documents required for this application type

Click on each one and indicate:


Passed


Failed


Pending


Waived


Received


Not Received

If additional requirements are necessary, click on the button “Add Reqmt”

Fingerprints:  Once you click Fingerprints and designate it as “Received,” LCS generates the $22 fee for fingerprints.

Create Interim Permit

Create Interim Permit

If the Application requests an Interim Permit (it’s a 6,7 or 9 and is being transferred), you can create the Interim Permit at this time.

Type in the old license number for that location in the License: text box

Click on the button: Create IP

A pop up window shows the Day 105 date, stating the Interim Permit is created.

The window also displays the previous license number and the expirations.

Verify it is displaying the OLD license number and not the newly create one.

If it is incorrect you must inform the LCS Administrator to correct the error and place the Application number and license under the existing one for that location.

License Issuance

License Issuance

CINDY PLEASE REVIEW
After all the steps are complete, including background check and site inspection, etc., the Agency must receive the fees due and then the license can be issued.

On the Application side:

Application ( Find

Type in License number

Click Search

Application ( Ready for Approval

The CSR then writes appropriates letters and gets the amount due from the application, for the final issuance fees. A popup window displays the total amount due.

When the money arrives by mail or in person, the CSR may approve the application

Application ( Approve

IMPORTANT:  Don’t approve until you have the money in hand.

The CSR then takes the copy of the payment to the Cashier for processing (See Cashiering)

Changes to existing Licenses

Changes to existing Licenses

Add a Manager

Add a Manager

To add a Manager to an existing license, first verify the information provided.

1.
Verify Owner or Agent:

On the License-side, Find the license number and look up the Owner or Agent information.  In order to add a manager, the Owner or Agent must sign off on the manager’s application.  Be sure to match the documents provided with the owner or agent of the license. 

2.
Search if Manager (person) already exists (CLID P#)

Client ( Find person

Search by last name, or SSN

If he/she exists in LCS, write down the CLID P# for future use.

If not, create the manager as a new person in LCS.


Client( Person: Type in all the data about the manager and click Save


LCS generates a CLID P#, write it down

3.
Associate this manager with the license.  A manager relationship is associated under the Interests ( Owner section.


License( Find


Type in Name ending with %, click Search button


The window populates with possible matches


Highlight the result you want and click “View Business”


To see the owners, click Edit (Interests

In the CLID box, type in the P# assigned to this manager.  Click the binoculars

Type – Manager

Effective date – todays’ date.

Click “Add/Edit Interest”

Click OK

Save

Manager is now associated with the License

Business Information / Name Change Request

Business Information / Name Change Request

A licensee may wish to change information on the license.

1. License ( Find.  Type in Name ending with % or the CLID and then click the binoculars

2. Highlight the license you wish to view and click “View Business”

3. New window opens with basic information.  Make changes here to Mailing address or phone numbers.  Click Save and close window.

4. Exit back to initial LCS screen.

5. Top menu bar: Application ( Create new

6. App Type:  Name Change

7. Enter License number, click binoculars and the fields repopulate

8. Application (Enter

9. Verify ( Yes.  Status dates and status changes

10. Application ( accept – Yes

11. Application ( Ready for Approval 

12. Application ( Approve

13. Give document to Records to issue new License.  When they issue it, the new license is printed with the changed information.

Transfers

Transfers

The only Licenses which can be transferred are Bar (6) Beer & Wine Bar (7) and Liquor Store (9).  These are either sold on the open market or available by Lottery when the census in a particular county allows for more licenses.

The options for transfers are:


Person


Location


Person & Location

PERSON TRANSFER

From individual to individual or Individual to LLC is considered a “Person Transfer.”  It is a transfer of ownership to a new owner/entity.  This can be a new person or a new person added to an LLC or entity.

The buyer should receive the original or a copy of the Seller’s license (paper)

In the Application, Section 11 is considered by DLLC to be the “Bill of Sale,”

The information in this section MUST MATCH the Seller’s license 

IMPORTANT:  LCS retains the data of the last-issued person/entity.

Scenario:

If person B buys a license from Person A with no intention of applying or getting a license (for investment purposes only), person B can sell it to person C.

If person C wants the license issued to him, he must fill out Section 11 as shown on Person A’s license because that data is the last issued in LCS.

Person B is not entered in the system because he did not apply for the license, he simply purchased it.  The LCS Comments track the Bill of Sale, then the Bill of Sale is put in imaging for the license History.  We also keep a paper trail of all Bills of Sale for a license (6, 7, 9)

LOCATION TRANSFER

Same owner, different location.  This needs to follow the same process as a new application as far as getting Local Governing Body approval, and qualifying as a location (300’ school rule).  Be sure to check all the components of the application before data entry – check for location, etc.  If it doesn’t exist, create new location.

The App Type chosen determines the fees assigned to this transfer.

Exception:  License is for 1 person owner, 1 location, the location cannot be changed and it is not transferable.
Waive Fees:  LCS must have a comment for why the fees were waived, including the CSR’s initials and the date.  The LCS Administrator must go in to the tables to waive the fees.  

SYSTEM ERROR:  LCS won’t allow a CSR to accept fees without the full amount due.

Acquisition of Control

Acquisition of Control

An Acquisition of Control is not a person or individual, it is for entities only.  Corporations, LLCs, some partnerships, etc.  The licensee stays the same, they are making a change under the ownership of licensee such as a person or entity (adding another partner, another corporation, etc.)  Changing ownership within the ownership.

Requirements of the licensee:

1. Provide DLLC with Articles of Incorporation changed with the Arizona Corporation Commission.  They need to provide proof of the structural change.

2. Provide Operating Agreement

To make the changes in LCS:

Check if person or entity already exists in LCS.  If so, note the P# or B# for each.

If not, create them.

NEED STEPS:
Add/Disassociate people or entity with license

Change percentage owned of all affected

Add the entity to the license in the proper tier

The App Type used is “Agent Change” since LCS doesn’t have an App Type for Acquisition of Control.

When performing the A of C, LCS requires an application for each license affected because of the way LCS generates fees.

The fee for A of C is $100 for each license

CSR must add a comment that states this function is “Acquisition of Control” and not an “Agent Change”  Be sure to look in the Comments.

Agent Change

Agent Change

An agent change can occur on all series licenses owned by an Entity.  The ownership and location remain the same, just the Agent changes.

The new agent must provide a Questionnaire, proof of citizenship and fingerprints.  He must submit a Questionnaire for every license to show that the Questionnaire goes with that license.  If Fingerprints are already on file (check the Excel logs) and are current, then no resubmission of fingerprint card is required.

App type: Agent Change

Fees are assessed as follows:

1st license

$100

Each additional
$50 each

Not to exceed 

$1000

Restructure

Restructure

A restructure is for a change in ownership. 

This change does not need any sort of approval by the local governing body.

A restructure can happen on any series of license.

Types of Restructuring are:

1.
Sole owner to entity (LLC or corporation)
An individual decides to create a corporation and put the license under the ownership of the corporation.  He can do this if he is the sole owner of the LLC.

2.
People within the Ownership are the same, but the percentage of ownership changes.  The CSR changes the Owner on the License side to associate the new owner with the license.  The CSR changes the owners/agents.

Licensing Manager asks LCS Administrator to change the owner in a Restructure on the License side and Application side once all the backgrounds are completed and the licenses are ready to be issued.
Remove a Person

Remove a Person

When you remove someone from a license, there is no App Type associated with that removal.  The licensee must go to the Az Corporation Commission and bring us the proof of the removal from the corporation.  We need to see the Amendments to the Operating Agreements, the Ownership changes, and any minutes regarding the change, etc.

NEED STEPS
Probate Will

Probate Will

This change can be performed on any license series.  This is a change decided in a court of law and must be obeyed.  Changes such as Divorce, Death, etc.  Anything a judge might rule on as far as a change to the ownership of a license.

The App Type is “Judicial Decree”

1.
Local Governing Body not involved

2.
No Application Fees

3.
No issuance Fees

4.
Fingerprint Fees apply (we wait until background check clears)

5.
Interim Permit Fees apply

LCS generates a $100 application fee. LCS Administrator waives the fee

DLLC still charges for Fingerprints, Interim Permits

LCS generates an Issuance fee. LCS Administrator waives the fee

Surrender

Surrender

A licensee may only surrender a license if it is in Active or Inactive status (not pending).  If the license is in Pending status, the licensee may Withdraw.  He/she must submit a “File Deactivation Form” with the agency.

License ( Find

Click on View

See the status

License ( Surrender  

Popup window ( Yes

When it is Surrendered, the status date changes to today’s date

The CSR can change the status date of the Surrender if noted on the File Deactivation Form.

Public Access
Public Access

A user may generate information suitable for public distribution by using a template generated by LCS.

License ( Public Access

Type in the License Number and press Search

When the license is found it will appear in the License box at the bottom of the window.

Highlight the License and click View button

A new window opens with the template filled in with license approved for release to the public.

Use the Forward and Back buttons to scroll through the document.

Click the Print button and then close the window

Renewals

Renewals

Most license series can be renewed.  Exception: 15, 16, and 17 cannot be renewed.

In general, a renewal form is generated by the LCS Administrator 45 days prior to expiration date.  The renewal form contains a number at the top beginning with R (see naming conventions).  In certain circumstances, the CSR can generate the renewal.
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Single License Renewal

To perform the renewal

NOTE:  For multiple license renewals, you must check each license number on the renewal form to ensure against any tags or stops.

Look up the license:  License ( Find

Type in License number in the box marked Number:

Look for tags or comments that would stop a renewal

Notice the type of ownership – highlight the owner and click “Find License Info”

Verify the information matches the renewal form.

Click OK

Close all windows

Top menu bar: Application ( Find then type in the Renewal number in the App # box 

Click Search

There should be only 1 result, and it’s highlighted
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Click “View Selected Application”
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Review the results and ensure the license numbers highlighted match the Renewal form.

In the App Type drop down, select “Renewal” and highlight the license numbers to be renewed.

In the Received box, type in today’s date

Top Menu Bar: Application ( Enter

Pop up window asks to confirm – Yes

Application ( Accept

Pop up window asks to confirm – Yes

Status changes to Approved and the new date appears

Verify the fees:

Top menu bar: Edit ( Fees

Pop up window displays all the fees.

Review these fees and ensure the amount equals the amount submitted with the Renewal

Close out of windows

Once you have put this in Approved status, it goes into the Imaging basket.

Give the copy of the check to the cashier

Cashier will then change the status to “Issue” and the expiration date changes to next year.

Multiple License Renewal

Same steps as Single License Renewal.  In addition:

1. Each license must be looked up for tags, or any hindrances to renewing the license.

2. Review Corporate Members (Edit ( Interests) to ensure the data is the same in the system as it is on the Renewal.  (Review percentages and make changes if consistent with Az Corp Commission)

3. Review records at Az Corporation Commission to ensure consistency

4. If there are comments associated with the license, review them and make necessary changes, if any.

NOTE:  In the case of Multiple Licenses, LCS does not allow for the changing of ONE mailing address of the many licenses.  It will change the address on ALL of the locations.  This is because the MAILING ADDRESS goes with the Owner and not the location.

Subsequent steps are:

Application ( Find

Type in Application # (the R _ _ _ _ _ _ _ number) and click Search

View the data

All license numbers associated with the renewal appear in the License box on the right side of the screen.

Select the license to be renewed according to the items checked by the Agent on the renewal

Type in the date

Application ( Enter

Application ( Accept

Status and dates change.

CSR Generated Renewal

The renewals for the following month are generated by the LCS Administrator.  If an entity chooses to renew 1 of many or a few of many, the licenses not renewed are still held under the “R#” because they are associated with the group.

If a non-renewed license is sold, a new renewal application must be hand generated so it can be separate from the prior group.  If not hand-generated, the license number cannot be found as a stand-alone.  It remains stuck with the group .

A hand-generated renewal is assigned its own Renewal # and that begins with “A.”

The new buyer must put in an application and go through the process just as he/she would with a new application before the license expires, or the following year the renewal app will generate all the licenses including this one, with the former group.

A license must be issued under the buyer’s name to get the renewal in his name.

In the event that a license changes ownership, the new owner’s license must be separated out from the remaining licenses generated on the Renewal application.

A new Renewal application must be hand-generated.  (License Find ( Generate Renewal)

CINDY:  STEPS TO DISCONNECT A LICENSE FROM GROUP AND GENERATE NEW
Fingerprints

Fingerprints

Owners, Agents and Managers associated with a license must undergo a background check.  One facet of the background check is Fingerprints.  The applicant must submit Fingerprints at the time he/she submits the application.  DLLC has the capability of taking Fingerprints and there is a fee for this service.  Otherwise, applicants may complete their fingerprint card using another resource and submit it with their application.  

Fingerprints on file are good for 2 years.  New cards must be submitted every two years.

Business Process:

DPS wants to receive the background check requests showing 30 per sheet.  On Mondays, Cashiering gives the prior week’s sheet/s to Accounts Payable to write one check for the entire week of background check requests.

The Investigations Admin then takes the check and the sheets to DPS.

When the background checks are complete, the Investigations Admin picks up the report from DPS.

DPS notes which fingerprint cards were unable to read or couldn’t be processed.  These need to be re-submitted.

If a person fails the background check, the Investigator assigned to that area reviews the findings and can approve or protest the person.

Application side

1. To initiate the background check process, click on Application (Create Background Check.

2. Type in the License number and click on the Binoculars.  The data about the license appears

3. On the top menu bar, click Application ( Enter

4. Pop up window asks: Verify that you wish to enter this Background Check Application.  Click YES
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5. Top menu bar, click Application ( Accept
A popup window appears and click YES to that.

6. Note the dates change on the bottom of the window, changing the status.

7. Top menu bar: Edit ( Requirements.  Click on Fingerprint card.  Accept

8. Fees are generated

9. Write the fees on the checklist.  Bundle the application and give it to Cashiering for processing.

Fingerprint Logs
The Excel files for Fingerprints tracking is located on the network: P: drive

There is a Fingerprint Master Log, and a log for each week.

The naming convention for the file is 


G_ _ _ _ _ _


G, next 2 digits are the month, next 2 digits are the FRIDAY of that week, the last 2 digits are the log year

Example:  G0802013
After completing the process of adding the Fingerprint Fees above, input the information into the “week ending” (Log #) Excel file.  Write the log number (in the Excel file) on the back of the Fingerprint card and also on the checklist associated with the application.

Once the background check is cleared, Investigations sends an email to the licensing Manager to inform of what Log # are cleared.  Each

Licensing Manager informs LCS Administrator to merge the master table with Logs cleared by Investigations.  LCSA combines the Excel completed logs into the Master Log.  Updates the Master table with background and fingerprint information.
Restaurant (12) or Hotel (11) Applications

Restaurant (12) or Hotel (11) Application

When processing a Restaurant application you must add the fees.

Miscellaneous Fees:  Create a Fee

Finance ( Misc

Fee Type: Site Inspection $50 then Save

Event Licenses

Event Licenses

There are a few types of Event Licenses

· Special Event

· Wine Fair

· Wine Festival

Only a Domestic Farm Winery (13) current licensee can have a Wine Fair or Festival.  This license is limited to 25 licenses per calendar year, up to 75 total days.

Wine Fair/Festival Data Entry:

To create an event:

Application ( Wine Festival (same for Wine Fair)

Type in the 13 _ _ _ _ _ _ number for the DFW

System will pop up showing total number of days used this year.

Check the physical mailing address on the application

Add the dates and verify the data on the application

When you click Save, the 16 _ _ _ _ _ _ number is generated

The dates for this license appears according to what you typed in for the event.

Collect the $15 for the event license and give it to Cashiering who then issues the license.

The paper license then shows the 16# for the license along with the dates

Location of event typed in?
Special Event License Data Entry

An organization can buy alcohol from any source, have it donated, etc.  The organization sponsoring the event MUST get at least 25% of the gross profit from the event.

Verify all data on the application is accurate and complete.

Check LCS for the Tax ID number to verify

Data Entry

Application ( Create Event ( Special Event

Type in the Tax ID (usually a number beginning with 86 in the state of AZ)

Pop up window showing number of days used so far.

Event:  type in the type of event such as Religious, Charitable, etc.

Add BOTH physical and mailing address using the Drop Down menu under Address.
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On the right side in the Event Dates box, click Add to add start and end dates for this event.

Click SAVE button

The License number is generated

View ( Fees

Should indicate $25 unpaid

Co-Op License

Co-Op License

Licensed locations prefer to order in bulk from wholesalers and quite often don’t have the storage space to accommodate the order.

A Co-Op is an agreement for one licensee to store liquor for another licensee.  These are usually for the same company such as grocery stores, drug stores, etc.  If one location has a bigger warehouse or storage facility, other locations may need to store liquor there.  

A Co-Op consists of a Co-Op Agent, and Co-Op Member/s.

A Co-Op requires a Co-Op Agent for usually the store that has the most room.

The Co-Op Agent can order for all Co-Op members indicated on the agreement.  The Co-Op Agent is usually a License NUMBER not a person.

A Co-Op 


Co-Op Purchase Agreement Form (1 form per Member)

$5 fee from DLLC


No Application necessary


No Approval necessary


LCS generates a Co-Op number

Each Member/Licensee must have its own invoice from the Wholesaler.

Members cannot borrow from the storage area or other members stock.

The Agent must be diligent to keep the storage areas separate for each member.

The Agent receives the delivery and then can deliver the liquor directly to the member in his own vehicle.

If a Co-Op Agent goes Inactive or closes its doors, the entire Co-Op is shut down.  The other members must apply for a new Co-Op.

NEED STEPS TO ENTER CO-OP
Direct Shipment

Direct Shipment
Process this the same as a New License.

A Direct privilege allows an out-of-state producer to ship directly to a Retailer in the state of Arizona.  The producer must meet the qualifications of production.

License duration is 3 years and cannot be renewed.  

The licensee must re-apply every year.

They can re-apply up to 90 days prior to expiration.

Application ( Create New App

App Type ( New License

License Type ( Direct Shipment

No Questionnaire, no Owners, no Fingerprints, no Local Governing Body involvement, no background check.


The remainder is the same as a new license.

Approve the process all the way.

Fees generated are $25 (for the 3 year period)

Known Glitch
Business Name Change

On the Application side if you change the Business Name, LCS changes the name for the entire history of the license number, not just the current owner.

For example, we receive a new application for a location that was used before (B#)

CSR changes the information to the new applicant (business name, owner, phone, etc.)

On the License side, after the change if you look up the previous license number it shows the NEW name, and the old agent, old owner.

Look at the Application itself for the old B# and all the data on LCS screen show the new data just input, NOT the original DBA name in history.

To find History, you must look up the location in View Center.

B# (location) always stays the same and any changes made to it affect the entire history.

