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Introduction

Welcome to MyLicenseOne! With this guide, the Indiana Alcohol & Tobacco seeks to ensure a smooth and efficient process
for businesses and their private application preparation services within the state of Indiana to submit applications online
for facility alcohol permits. The application process can take 60 to 90 days to complete. Additional delays may occur due
to incomplete documents or a missed local board hearing.

For legal or business advice, or application preparation, a list of private application preparation services can be found
below:

https://www.in.gov/atc/alcohol-resources/alcohol-beverage-information/private-application-preparation-services/

For process questions relating to applying for a facility alcohol permit, contact the facility alcohol permit processor for
your county. A link to a list of processors by county is below.

https://www.in.gov/atc/contact/#ProcessorsByCounty

Please report functionality errors or errors in the online application displaying the correct questions or content to Project
Manager, Jeff Coyle, at jcoyle@atc.in.gov.

Creating an Access Indiana Account

To file online applications with MyLicenseOne, create an Access Indiana account. A helpful instruction guide for creating
an Access Indiana account can be found below:

https://www.in.gov/access/getting-started.html

PINgov

2+ sign Up: Email

Verify your Emall Address to create your Access Indiana Account £
a —access —
INDIANA

Sign Up for Access Indiana
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Online New Applications

Applying for a New Facility Alcohol Permit

1. Apply For A License
Once logged in to MyLicenseOne, click on the Initial Application button at the top of the page to begin.

ENTERPRISE

AMACED BF LA

=, INDIANA
[ LCENSING . Indiana Licensing Enterprise

Indiana Licensing Enterprise

INITIAL APPLICATION

2. What action do you want to perform?
The option of what type of application to begin applying for will then appear. At the launch of this service,
applicants will be limited to applying for a New permit.

What action do you want to perform?

Please select an answer
New Permit -

NEXT

Return to Dashboard
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3. New Dealer, Retailer, Manufacturer or Wholesaler Permit Application
Confirm that you would like to begin the application by clicking Start Application. If you meant to select another
option, the Back button can be selected to go back and view other options again. If you want to return to the
dashboard, you can click Return to Dashboard.

Mew Dealer, Retailer, Manufacturer or Wholesaler Permit Application

BACK START APPLICATION

Return to Dashboard

4. Which organization are you applying for?
Select the option, Create New Organization.

Which organization you are applying for?

Create New Organization -

NEXT
5. Getting Started

The new application is dynamic and will populate only relevant sections and questions for the type of permit and
circumstances based on your selections. This guide will not cover every potential scenario, but will give a general
overview of the process. To the left of the screen you will see a general overview of the different items to
complete. Since the online application will populate only relevant sections and questions based upon your
scenario, please complete the items in order and do NOT skip ahead.
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Below is an example of the items to complete.

New Dealer Retailer Manufacturer and Wholesaler
Permit Application

o

n
T
3

o

° sdditional Documentation

@ Affirmation of Applicant

Back on the Getting Started section, select a type of business. Options of Dealer, Retailer, and Manufacturer or
Wholesaler will be available. Dealers are alcohol permits with a primary purpose of off-premises consumption,
Retailers are alcohol permits with a primary function of on-premises consumption, and Manufacturers or
Wholesalers are alcohol permits with a primary function of either manufacturing or wholesaling/distributing
alcohol. In this example, we will select Retailer. In your specific scenario, you may be selecting a different option.

Select a Business Type

Dealer

Retailer

Manufacturer or Wholesaler
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Once selecting Retailer, you will see additional options populate including Select a Retail Permit Type, Premises
Zip Code, and Premises Jurisdiction. In this example, we will select a Retail Permit Type of Beer Retailer —
Restaurant, a zip code of 46204, and a Premises Jurisdiction of Indianapolis.

Select a Business Type

:

Select a Retail Permit Type

Beer Retailer - Restauramt -

Quota Availability

‘We need to check to make sure there is an available quota slot. This is determined by the permit being reguested, the premises zip code, and jurisdiction. The
premises address is the location where alcoholic beverages will be dispensed.

Quotas are set by statute based on the population of a jurisdiction and the type of permit.
Premises Zip Code
45204

() Jurisdiction Information

Only select the county name as the jurisdiction if the licensed premises will be located in the unincorporated area of the county. Do not use if
the licensed premises will be located in an incorporated city or town.

Premises Jurisdiction

Indianapolis -

We will check again for an available guota slot right before any payment is processed.

Preparer Information ¢

Please fully read the important note on the following page regarding permit jurisdiction.
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IMPORTANT NOTE:

Many alcohol facility permit types are issued on a quota based upon population. Once entering the above information,
an initial check of the availability of the permit type will be performed automatically. The “Premises Jurisdiction” line
is a critical line that must be input accurately to ensure whether there is availability of the permit type.

The premises jurisdiction is determined by whether the physical address of the business is inside the incorporated city
limits of a city, and if so, which one; or if the physical address of a business is located in the unincorporated area of a
county, and if so, which one. NOTE that this initial check will NOT hold the quota slot, if available. A quota slot will be
held ONLY once the complete application is submitted.

The County Verification of Business Location form, later discussed, must be completed with the full physical address
including street name and number (suite, if applicable), city, state, and zip code. It should then be submitted to the
County Surveyor for your individual county, who will then determine the proper jurisdiction of the address. The result
of this verified form is what should be input into the Premises Jurisdiction box. Options labeled as a county name, such
as a name of Hamilton County, are for the unincorporated area of a county only. A county name should NOT be selected
as the jurisdiction if the County Surveyor determines the jurisdiction of the physical address is located within the
incorporated city limits of a city. If you do not yet have a physical location for the permit and are applying for what is
known as a “Location Pending” permit, later discussed, you will select the desired premises jurisdiction that you will
eventually transfer the permit to in the future.

An additional quota verification check will automatically be performed again at the end of the application submission
process once fees are paid to determine if the permit type is still available within the premises jurisdiction. When the
submitted application is processed, a processor will make a final quota verification, including ensuring the application
is sufficiently complete.

If the permit type is not available in the desired premises jurisdiction, a message will display stating that there are no
available quota slots. If this message displays, a new permit of this type and premises jurisdiction cannot be applied
for. Permits may be obtained from purchasing another permit holder’s permit.

Premises Jurisdiction
~ Arcadia, Carmel, Hamilton, etc.

Indianapolis -

There are no available quota slots.

We will check again for an available quota slot right before any payment is processed.

Preparer Information »

In this example, we will see that a message does not appear that the quota is full, and we may continue by selecting
the Preparer Information button in the lower right corner to proceed.
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6. Preparer Information
The preparer information section will ask who is filling out the online application. The online application should
only be completed by either an owner/officer of the business, who will later be disclosed in the Affidavit of
Ownership section, or by a person who has a properly completed ATC Power of Attorney form that will be
uploaded during the application process. In this example, we will select Owner and then click on the Business
Information button to proceed.

(i) Preparer Notice
This application may only be completed by the permit applicant either in their individual capacity or as the owner of a
business applying for the license, or by a person with a valid Power of Attorney to act on the applicant’s behalf. The
information entered here will be used by the ATC in future correspondence regarding the permit application and, if

issued, the license.
Whao will be filling out this online application?

owner I -

The ATC Power of Attorney form can be found https:)//www.in.gov/atc/files/ATC Power of Attorney.pdf

4 Getting Started Business Information »

7. Business Name and Mailing Address
The Business Name and Mailing address section will ask for information about the business entity applying for the
facility alcohol permit. The address entered here should be for the mailing address of the business.

If the business is applying as a company, such as XYZ 123 Inc, then this is the name that should be input into the
full name box. An individual’s name should ONLY be input in the full name box if the person is applying as an
individual or sole proprietor. Applying directly under a person’s name should only be done if no other person or
business entity will have an interest in the alcohol permit. Doing Business As is the name the business would be
known as, or typically what the sign of the business might say, such as XYZ 123 Bar.
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Business entity making this application. [Scle Proprietorship, Corperation, LLC, LLP, LP, Club or Muricipality)

302 West Washington Street, Suite E114

Indianapolis D - A6204-

Marion

L

xyz123bar@atc.in.gov

O IMPORTANT

ATC will send notices to this address

4 Preparer Information Premises Information p

Premises Information

The premises information section should be completed with the physical address of the facility. If there is not
yet a physical address for the business, then the box can be checked that states “Check this box if the location is
still pending”. If the Location Pending box is selected, please note that the permit will need to later be transferred
to the physical location. Include the full and complete physical address, including street and number (suite, if
applicable), city, state, and zip code. If the business will be operating in a suite, you must ensure you include
the suite number in the premises information section and all other attachments referencing the physical
address. Per IC 7.1-3-4-2(4), the business applying for the alcohol permit must have a lease or ownership of the
physical address that the alcohol permit is being applied for at, such as XYZ 123 Inc having a lease for 302 West
Washington Street, Suite E114, Indianapolis, IN 46204. The phone number box in this section refers to the phone
number of the physical location, if one exists. Under the business description box, please sufficiently describe the
details of how the business will operate, including any notable details.
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If the premises address is still pending, enter "Location Pending” in address line 1, and check the box below.

|:| Check this box if the lacation is still pending.

302 West Washington Street, Suite E114 X

Address Line 2

Indianapolis - 46204

County

Marion

Phone Mumber

(111 111-1111

Describe your business that qualifies you for this permit type? Do net just state the permit type.

Business Description

A traditional restaurant and bar that will serve hot soups, hot sandwiches, milk, soda, coffee, and a variety of delicious craft
beers. We will have a stage for musical entertainment and karaoke, plus a large number of pool tables. We will operate
between the hours of 10:00 AM and 1:00 AM Sunday through Saturday.

Please ensure the owner entity type matches the full name supplied for the business under the business
information section. In this example, XYZ 123 Inc is a corporation and should select the corporation option. If an
owner/officer later listed in the Affidavit of Ownership section will not be managing the business, please be sure
to upload a Manager Questionnaire form of who will be managing the premises.

What is the ownership entity?

ﬂ Corporation -

Will the owner be managing the premises?

i Manager
m h

You will need to upload a completed State Form 40767 Manager Questionnaire.

x

N

L

Manager_Questionaire_John_sm
ith.pdf

to select files.

Drag 'n' drop files here

Upon uploading we will verify that your files are correct
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When uploading a Manager Questionnaire form, it must be fully completed, other than the permit number line
can be left blank. Managers must hold a valid employee alcohol permit, unless the permit type is a Grocery Store
or Drug Store, in which case the employee permit number box can be left blank. An example of a completed
Manager Questionnaire is below.

APPLICATION FOR ALCOHOLIC BEVERAGE PERMIT ATC USE ONLY
SCHEDULE - MQ Recatved
Maragar's Questionnare
Sxane From 40767 (R 8 /10003 Entered
INSTRUCTIONS: Every agpicadfon mus! be fived in gupicafe Processars insak
This form fo be compislad by the manager

FERMIT FREMISE NUMEER
I PENDING
1, GENERAL [NFORMATION
K of mansgar Jas!, frad, swgda nlal Secial Bacuriy Wumbsar
JOHN SMITH 111-11-1111
&7 Employss permil number Expiralion daln Age ) Diate of birth Heght Welght
BR1111111 12/31/20489 ao waje (1 Femape |01/01/1883 (510" 175
Haome addness. {number e s
123 MAIN STREET
Coity, alala, rip
INDIANAPOLIS, IN 46204
2. GENERAL QUESTIONS

&ra you a citizan of the Lnited States? Yas O we
#re you al leasl bwenty-ons (21) vears okl? ves ] Mo
|5 it tnam that you are not an ofcer ar employes of & persan engaged n the akahole boverage frafic, which parsan & a nan=resident af
Ihis stata, of |8 engagad 0 carmying on any phase of marfaciure of, waflic i or rarsponation of alcohalie pevarages wianoul & panmit Yog D Mo
when one ia required?
Arg you @ Siabe law enforcement officer, or a nor-elected officer of a municpal corparation or govemment subdvision changed win I:I Yaa Mo
army duily o funcian in e enlorcement ol Alcoholc Baverage Laws?
Has your aleohelic beverage permit bean revoked wihin ana year pnar 1o Me date of this application for a parmit? O es Mo
Have: you made an applation for a pemit of sny type which has bean denied less than one year prior to this apploation for & pemmin? O] ves Wa
(Liiass the agpicadon was denied 0y a masan of a posecural oF echnwcal defact |
Are you now, and have you been far the last fve years a contirucus and bona oo resicent of the State of Indsana? o, does  the [£] vas ] me
peeTiil presmise you are managing have a minimum arnual gross focd sales of et least $100,0007F h
[aa yons hald any alher pesmii of any king for the sale of alcohelic beverages in Indiana, or do you hawe any intarest in ary such pommif, D os Ha
diractly ar indirectly, through awnership of slock or athers@e? I yes, cplain balow
Have you besn canvicled of a felony? |7 yes, aftsch ploces and dafes of armest, court of recard, and corvictian and attach rejevant -
court record, I:I Yes Na
Hawe you bean convicled of & valation of e Indiana Alcobole Beverage Lawe, nules, regulations, or ordess ol te Commission? 1Y

. 3 7
yes, axplan on @ ssparale altackmenl. I:I Tes Mo

3, SIGNATURES

Elgnatores ol marager or agent|s) relemed to in this sched e
— 5 W
SIGNATURE OF MANAGER
Signatars of cwner verfies thal tv manager ksbed above mest e above laisd qualfcatiors
SIGNATURE OF OWNER/OFFICER OR PERSON FILING ATC POA

Continue answering the remaining questions in the premises information section. Please ensure to provide
sufficient detail on the sections relating to when the premises will be ready to open and what steps you are taking
to have the premises ready to open.
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|5 the proposed permit premises at least 200 feet from any church or school?

Yes -

Do any individuals, corporations, limited liability companies, limited liability partnerships, or stock owners, members, or partners
of such entities have any interest, either directly or indirectly, in any distiller, vintner, farm winery, rectifier, brewer, primary source
of supply, or wholesaler permit?

- N

Do you have the right to possess (rent, lease, mortgage, or own) the permit premises for the term of the permit?

Yes -

When will the business for which you are applying have construction completed and be ready to open?
Eaolain

We hope to open approximately in July of 2024,

What steps are you taking to get the permit premises ready to open? If your premises is ready to open and only waiting on the
alcohol permit process, respond “Ready to open at time of commission approval and final inspection.”

Explain
We are currently in process of completing the obtaining of all necessary permitting from other government agencies to begin
new construction. Construction is expected to begin shortly after the approval of the alcohol permit. We have purchased
land and have a final draft of architectural floorplans prepared. We have plans to bring in an experienced general manager
from another location for our grand opening.

If the permit type or scenario you are applying for requires an orange Public Notice Sign to be posted, a question
will populate asking if you already have a sign. Most businesses applying will most likely not already have an
orange Public Notice Sign, and will need to state they do not have a sign, so that one can be provided. The cost is
$2.00, which will be paid once completing the online application.

Do you need an Orange Sign?

Yes

I | agree.

4 Business Name & Mailing Address I Permit Qualifications »

- @

| understand that an Excise Officer may enter, inspect, and search your permit premises without a warrant or other process to determine if you are complying with the
previsions of the Indiana alcoholic beverage laws/rules. {IC 7.1-3-1-6.)

Once completing the premises information section, click Permit Qualifications to proceed.

Permit Qualifications
Next we will complete the permit qualifications section. Some of the questions within this section may require
additional attachments to be uploaded, depending upon the answers.
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Permit Qualifications

The following questions pertain to all individuals having an interest in this application.

NQOTE: “Individuals” referred to in oll questions in the below section include LLCs, LLPs, corporations, partnerships, and all ather business
structures recognized under Indiana law as well as g natural person where applicable.

Have any individuals with an interest in this permit been convicted of a felony or a misdemeanor?

Yes -

You will need to upload Conviction or Court Document(s).

ChrisPBacon_Conviction.pdf

Drag 'n’ drop files here, or click to select files.

When completing the convictions question, any convictions of the owners/officers must be reported. Below is an
example attachment for an example owner that could be uploaded. Special disqualifications regarding convictions
are listed in IC 7.1-3-4-2(3). A private application preparation service, mentioned earlier in this guide, can be hired
for legal or business advice, if needed.

XYZ 123 Inc - Convictions Attachment

Name: Chris P. Bacon

Court: Marion Superior Court, Criminal Division 8

Case Number 01234-ABCD-EF-56789

Conviction: Operating a Vehicle While Intoxicated, A Misdemeanor
Conviction Date: 01/01/2005

Sentence of Conviction: One year probation and loss of drivers license for 90 days

When completing the violations section, any violations must be reported. Nonrule Policy ATC #28 contains
guidance for answering this question and can be found at the below link. A private application preparation service,
mentioned earlier in this guide, can be hired for legal or business advice, if needed:
http://iac.iga.in.gov/iac/20221214-1R-905220358NRA.xml.html|
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Have any individuals with an interest in this application ever been convicted of, or found to have committed a violation of, the
Indiana Alcoholic Beverage laws, rules, regulations, or orders of the ATC?

Yes A

You will need to upload a document with an explanation, including permit number(s)

XYZ123Inc_Violations_pdf

Drag 'n' drop files here, or click to select files.

Below is an example violations attachment for an example owner who had a violation on a permit he is owner of
another a different business.

XYZ 123 Inc — Violations Attachment
Owner Chris P. Bacon is 25% owner of alcohol permit RR1234567 ABC 123 LLC.
RR1234567 ABC 123 LLC received two violations on 01/01/2020.

Narrative: On 01/01/2020, an employee’s juvenile 17 year old brother was helping to complete tasks
within the bar, despite our business not having an approved area for minors, and there being no
exception allowing a juvenile of this age to be present in the bar. Indiana State Excise Police visited the
bar and upon checking the employee permits of our staff, discovered this error on our part. The business
was cited for both 1) No employee permit and 2) Failure to maintain employee permit records.

Resulted Actions: ABC 123 LLC paid a $2000 civil penalty. ABC 123 LLC is committed to adhering to the
State of Indiana’s alcohol beverage laws and rules. We instituted a vigorous company policy to
terminate any employee who receives a violation, and require all employees of a location that receives a
violation to undergo retraining of alcohol laws and rules. We keep record of our employees employee
alcohol permit expiration dates and ensure they remain valid and on the person of our employees. We
have communicated to our staff that there are no exceptions allowing juveniles of this age to be present
in the bar for any purpose for any length of time.
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Are all individuals with an interest in this application of sound mind and good repute in the community in which they reside?

Kl

Yes -

Are any individuals with an interest in this application a law enforcement officer, or an officer of a municipal corporation, or
government subdivision, of this state charged with any duty or function in the enfarcement of Title 7.1 of the Indiana Code?

Kl

Mo -

Have any individuals with an interest in this application held a permit under Title 7.1 of the Indiana Code and had the permit
revoked within one (1) year prior to the date of this application?

rae T m

NO -

Have any individuals with an interest in this application made an application for an alcoholic beverage permit of any type which
was denied less than one (1) year prior to this application for a permit {unless the application was denied by reason of a
procedural or technical defect)?

Kl

ND -

Do any individuals, corporations, limited liability companies, limited liability partnerships, partnerships, or stock owners,
members, or partners of such entities have any interest, either directly or indirectly, in any other permits or registrations of any
kind issued under Title 7.1 of the Indiana Code connected with, but not limited to, the production, distribution, transportation, or
sale of alcoholic beverages?

N

Yes -

Enter permit numberis

FR'I 234567, RR1111111, RRODOODOO I

If a large number of permits are held, a list can be uploaded here:

Drag 'n’ drop files here, or click to select files.

When answering the question involving whether any persons or entities hold any other alcohol permits issued
under Title 7.1 of the Indiana Code (the alcohol beverage law for Indiana) please disclose all such alcohol permits.
If the number is a limited amount, permit numbers can be typed out. If it is a large number of permits, a list of
permits can be uploaded.

Are you indebted to a person or an officer or agent of that person, who holds a brewer's permit or wholesale permit, for a debt,
secured by a lien, mortgage, or otherwise upon the premises for which the beer retailers permit is to be applicable or upon any of
the property or fixtures in the premises, or used, or to be used in connection with the premises?

NoO -

4 Premises Information Affidavit Of Ownership »

After completing the rest of the permit qualifications questions, click Affidavit of Ownership to proceed.
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10. Affidavit of Ownership
When applying for an alcohol beverage permit, per IC 7.1-3-21-8, please disclose all interests held by any person
or entity that is of 2% of higher. Those holdings less than 2% interest are not required to be listed on the permit,
however all laws and rules still apply to such owners, and only those listed on the alcohol permit will be able to
signh documentation. The person completing this application MUST be either listed within the affidavit of
ownership section or must be filing an ATC POA form with this application.

If there are multiple levels of ownership in the actual entity applying for an alcohol permit, an attachment must
be uploaded in this section disclosing at least all interest of 2% of higher of each level of the ownership. For any
individuals- title, name, home address, Social Security number, date of birth, and percentage of interest must be
reported on these further levels of ownership as well. For any entities- title, name, address, and percentage of
interest must be reported; FEIN is not required. If this is not included in applications with multiple levels of
ownership, the application will be rejected and returned. There are multiple ways in which the information for
multiple levels of ownership could be written or reported, but it must include all required information and must
be clearly written out, without requiring interpretations or assumptions to be made by Indiana Alcohol & Tobacco
Commission staff. If business or legal advice is needed, please refer to the list of private application preparation
services, referenced earlier in this guide, that the ATC maintains.

When reporting ownership of a permit with multiple levels of ownership, if a particular ownership level is a publicly
traded company, per IC 7.1-3-21-8, for that particular ownership level, only the names and home addresses of the
CEO, CFO, COO, and members of the board of directors must be reported. Any levels of ownership between a
permit holder entity and a publicly traded company must still be reported.

Below is an example of an attachment that could be created and uploaded in order to report multiple levels of
ownership:

XYZ 123 Inc ownership

Title Name Home Address SS# DOB Ownership
123 Bacon Boulevard
President . ) .
Chris P. Bacon Indianapolis, IN 46204 111-11-1111 (1/1/1950 50%
123 Zero Avenue

Parent C
arent Lompany Bacon Galactic Enterprises Inc | New York City, NY 10036 N/A N/A 50%

Bacon Galactic Enterprises Inc ownership

Title Name Home Address SS# DOB Ownership
124 Bacon Boulevard
President . .
John Bacon Indianapolis, IN 46204 111-11-1112 |2/2/1950 20%
_ 125 Bacon Boulevard
Secretary Jason Bacon Indianapolis, IN 46204 111-11-1113 |3/3/1950 5%
Parent Company ) . 123 Zero A\.Irenue
Bacon Galactic Public Inc New York City, NY 10036 N/A N/A 75%
Bacon Galactic Public Inc ownership
Title Name Home Address SS# DOB Ownership
126 Bacon Boulevard
CEO Harold Bacon Indianapolis, IN 46204 N/A N/A 0%
CFO 127 Bacon Boulevard
Edward Bacon Indianapolis, IN 46204 NJ/A N/A 0%
128 Bacon Boulevard
€oo Yolanda Bacon Indianapolis, IN 46204 N/A N/A 0%
129 Bacon Boulevard
Board Member Alvin Bacon Indianapolis, IN 46204 N/A N/A 0%
Board Member 130 Bacon Boulevard
Todd Bacon Indianapolis, IN 46204 NJ/A N/A 0%
131 Bacon Boulevard
Board Member Charlie Bacon Indianapolis, IN 46204 N/A N/A 0%

*Bacon Galactic Public Inc is a publicly traded company on the Bacon Jones Stock Exchange as ticker symbol BKNN
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When reporting ownership of permits with a single level of ownership, the Add button is used to add owners.
Ownership may only be inputted as a percentage. Accordingly, if ownership is held in shares, you may need to
convert to percent ownership to properly complete the form. We will begin reporting the ownership by digitally
entering the first level of ownership with the Add button. If there is only one level of ownership for the permit,
then this will be the only section to complete for the Affidavit of Ownership. If there are multiple levels, we will
later disclose the additional levels by uploading attachments.

Disclose all owners with 2% or more ownership interest in the permit and the business conducted, or to be conducted. Changes to this list must be filed by the applicant or permittee
within ten {10) days of the date when the change became effective.

If the applicant is a corporate emtity, are there multiple layers of corporate ownership or does another company have ownership in this company?

Mo -

Click the Add button to add ownership information.

None

ADD

I | have disclosed all ownership interests over 2%. I

*In this example, there are indeed multiple levels of ownership, but the question pertaining to that is being
answered No in order to show how to add owners if there is only a single level of ownership where an attachment
upload is not necessary. If we click Add, a box will appear to begin inputting the information for the owner and
we will proceed with completing it. An example of this will be shown on the following page.

Owner Information

Person v

1

Chris

Bacon

United States 4

I [ O [

Address Line
I 123 Bacon Boulevard I

Address Line 2

46204- I

E
1

Indianapalis
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Marion

T11-11-1111

01/01/1950

Ownership Information

Nature of Interest

President
—

Ownership %

50

Start Date

CANCEL

——
ADD
——

Disclose all owners with 2% or more ownership interest in the permit and the business conducted, or to be conducted. Changes to this list must be filed by the applicant or permittee

within ten {13) days of the date when the change became effective.

If the applicant is a corporate entity, are there multiple layers of corporate ownership or does another company have ownership in this company?

No

Click the Add button to add ownership information.

Chris Bacon President S0

Bacon Galactic Emerprises Inc Parent
Company/Cwner 50

[ 1]

ADD

| have disclosed all ownership interests over 2%.

4 Permit Qualifications

I Retailer Permit » I

In this example, we will then repeat this process, but this time we will add a company which also holds interest in
the alcohol permit. Once we have entered all interest above 2%, and included anyone who may sign

documentation for the permit, we will click on Retailer Permit to proceed.
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11. Retailer Permit

Retail Carryout of Alcoholic Beverages

Do you wish to sell alcoholic beverages for carryout?

Yes -

Minors on Premises

Will minors be present in the permit premises?

Yes -

4 Affidavit Of Ownership Minors On Premises »

Relevant questions will populate on the Retailer Permit section. In this specific example, we have answered that
we do wish to sell carry out alcohol and that we will have minors on the permit premises. This will cause two new
sections to appear on list of items to complete. Options may appear different in other scenarios. Click Minors On
Premises to proceed.
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12. Minors on Premises

Check the exception(s) to IC 7.1-5-7-10 that allows minors in your permit premises. (See IC 7.7-5-7-11 for additional information)

[[] Restauram has full separation between bar room and family room )

Restaurant satisfies minimum food sales requirements under 905 1AC 1-41-2 and has limited separation @ I

(]

Restaurant owned by a craft manufacturer (small brewery, farm winery, or artisan distillery) and that has limited separation. G)

Food Hall

A hotel, other than a pert of the hotel that is a room in a restaurant in which a bar is located.

Bowling Cemer, Golf Course, or Indoor Golf Facility.

A premises that gualifies as a recreaticnal facility under IC 7.1-5-7-11(a){19).

Indoor Theater under IC 7.1-3-20-26.

Licensed premises owned or operated by a postsecondary educational institution as described in IC 21-17-6-1

Mo alcoholic beverages are served across a bar and service is accomplished by an employee.

0 0O 0O 0o 0o 0o o o

A senior residence facility campus at which alcoholic beverages are provided in accordance with |G 7.1-3-1-29.

4 Retailer Permit I Carry-0ut Suppliment p

Due to answering in the prior section that we will have minors on the premises, we will need to answer the reason
that it is allowable to have minors present. In this specific example, we will select the limited separation option
which is listed as “Restaurant satisfies minimum food sales requirements under 905 IAC 1-41-2 and has limited
separation”. In this specific example, if we were to refer to the rule 905 IAC 1-41-2, we would see that we must
ensure we have either $200,000 in food sales annually or have at least 60% of the gross food and alcoholic
beverage sales or projected sales, not including carry out or catering food sales, in the sale of food. We will then
click Carry-Out Supplement to proceed.
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13. Carry-Out Supplement
Due to answering in a prior section that we would like to apply for carry-out alcoholic beverages, we will need to
show whether the business qualifies. Any of the businesses described in this section would be disqualified from
carry-out alcohol sales while holding this Beer Restaurant alcohol permit type.

Character of Business

Is the permit location a supermarket, grocery store, or delicatessen that is primarily engaged in the retail sale of a general food line, which may
include: a) canned and frozen foods; b) fresh fruits and vegetables; and c) fresh and prepared meats, fish, and poultry?

:

Is the permit location a convenience store or feed mart that is primarily engaged in: a) the retail sale of a line of gocds that may include milk,
bread, soda, and snacks; or b) the retail sale of automotive fuels and the retail sale of a line of goods that may include milk, bread, soda, and

snacks.

Mo -

I5 the permit location a warehouse club, superstore, supercenter, or general merchandise store that is primarily engaged in the retail sale of a
general line of groceries or gourmet foods in combination with general lines of new merchandise, which may include apparel, furniture, and
appliances?

Mo -

I5 the permit location a specialty or gourmet food store primarily engaged in the retail sale of miscellaneous specialty foods not for immediate
consumption and not made on the premises, not including a) meat, fish, and seafood; b) fruits and vegetables; ) confections, nuts, and popcorn;
and d) baked goods?

Mo -

Is a license issued by the State Board of Pharmacy held at the permit lecation?
Yes Mo
Mo -

]

In this example, none of the descriptions under character of business describe our example business, so we will
accurately answer No to all of them and proceed to further questions in this section.

Request for Carryout Privilege's

I5 this request for camy-out privileges for one of the following permit types?

City market licensed under IC 7.1-3-20-257

B -

Marina licensed under IC 7.1-3-1-257

- N

State park IC 7.1-3-17-87

- N

Golf course as described in IC 7.1-3-20-13-5 (4)7
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Hotel as described in IC 7.1-3-20-18 or resort hotel as described in IC 7.1-3-20-217

No

Restaurant that holds a brewer's permit under IC 7.1-3-2-7(5)?

No

Additional Qualification Questions

Was the permit originally issued or transferred as to location or ownership before Movember 1, 20167
Mo

Do you swear or affirm under penalties of perjury that during the first two (2) years of operations with carry-out privileges at least sixty percent (60%) of your projected gross retail
income from the sale of alcoholic beverages will be derived from the sale of alcoholic beverages for consumption on the licensed premises?

Yes
Do you understand that not more than one hundred eighty (180) days after the date the applicant begins or resumes alcoholic beverage sales with carry-out privileges, you shall
provide a financial staterent with sufficient infermation to show that during the first one hundred twenty (120) days of business operations with carry-out privileges, at least sixty

percent (60%) of gross retail income from all alceholic beverage sales was derived from sales of alcohol beverages for consumption on the premises)?

Yes

4 Minors On Premises I Flocr Plans »

In this example, we will proceed with answering questions about whether we are applying for any permit types or
scenarios described. If any of the permit types or scenarios apply, we would not be disqualified from carry-out,
but rather our permit would receive a particular carry-out status referred to as Grandfathered/Exception.

In the third section, we will answer a question regarding the date this permit was issued. For any fully new
application, the answer to this question will always be No. If there are no reasons that the permit would be granted
a Grandfathered/Exception carry-out status, then two additional questions will populate that will need affirmed
that at least 60% of alcohol of projected alcohol sales will be on-premises and that a carry out 6 month report will
be filed within 180 days. Click Floor Plans to proceed.
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14. Floor Plans

You are reguired to upload the Floor Plans for the premises.

IMSTRUCTIONS: Applicant must submit floor plan drawing on letter size paper {8'2" x 11") attached to this application. The drawing must show
dimensions and identifications of any exsting family room(s), seating arrangement(s), ballroom(s), bar(s), dance floor areais), kitchen area(s),
restrooms, storage and office areas, entrances/exits, patios, beer gardens, service windows, and alcoholic beverage display areas for all types of
permits, Please sign and date the drawing.

NOTE: All drawings must be approved by the Commission before the permit s (ssued. If you wish to recelve preliminary approval before construction
begins, contact your local excise district office. Contact information for local excise district offices can be found at hifp://in gov/atc/isep/2370.0htm

Upload all required documentation. Most file types supported such as, PDF, ¥LS, DOC, and some image files not to exceed 20 ME in size/per file
uploaded.

You will need to upload the floor planis).

x

N

—

floorplans.pdf

Drag 'n drop files here, or click to select files.

Once on the floor plans page, you will upload a copy of your floor plan. They can be either professionally drawn,
or also a hand drawn version of the floor plan is acceptable, so long as it includes proper detail mentioned in the
instructions. On the following page is an example of an acceptable hand drawn floor plan.
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4 Carry-Out Suppliment Additional Documentation » I

Once uploaded, we will then click Additional Documentation to proceed.
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15. Additional Documentation
In the Additional Documentation section, you will upload the remaining attachments to complete your
application. The County Verification of Business Location form and Property Tax Clearance Schedule form are
required under all circumstances, unless the application is applied as Location Pending. The Certificate of Existence
is required if a company is applying. Additional attachments such as multiple levels of ownership may be needed
if applicable in the specific case.

Please ensure all documentation has been uploaded before submitting payment. You will not have an opportunity to add missing
documentation to this application once submitted online. Additional document(s) will need to be mailed to ATC.

s A copy of your Certificate of Existance can be obatined from the Indiana Secretary of State by visiting the INBiz website,
s Property Tax Clearance and County Verification forms can be downloaded from the ATC website.

Upload a copy of Certificate of Existence with the Indiana Secretary of State.

Certificate_of_Existence.pdf

The Certificate of Existence is obtained from the Indiana Secretary of State’s office and shows that a company is
currently valid to do business in Indiana. A link is provided within the application to obtain one, if you do not
already possess a copy.

Upload County Verification Form (State Form 44184).

County_Verification. pdf

The County Verification of Business Location form must have the address line completed by the applicant with the
full entire physical address including street and number (suite, if applicable), city, state, and zip code. The address
line_ must fully and completely match the physical address for which the applicant is applying at or the
application will be rejected and returned. Take or submit the form to County Surveyor of the specific county the
business is located in and they will check the appropriate box on the form, and write the incorporated city name,
if applicable, for the jurisdiction. They will sigh and date the bottom of the form after verifying. The form is divided
into two sections. The first section is labeled as “All Counties Except Marion County” and applies to all other 91
counties outside of Marion County. Within that section, the County Surveyor will select the jurisdiction that they
have determined the physical address that is being applied at to be located in. If it is within the incorporated city
limits of a city, they will check the first box and write the city name. If it is within the unincorporated area of a
county, outside of the incorporated city limits of any city, they will check the second box. The second section is
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labeled as “Marion County Only” and is solely used for permits being applied for within Marion County. The
jurisdiction that the County Surveyor verifies the physical address for which the applicant is applying at must
match the jurisdiction on the Getting Started section of the application or the application will be rejected and
returned. Below is an example of a County Verification of Business Location form.

COUNTY VERIFICATION OF BUSINESS LOCATION ALCOHOL & TOBACCO COMMISSION
Eiale Form 447184 (REM217) 302 W, Washingion Streel, Room E114
Indianapalis. |N L6204
hittpc e INgowaic

TO THE [NDIANA ALCOHOL AND TOBACCO COMM|SS|0ON:
| verity that | 302 West Washington Street, Suite E114, Indianapolis, IN 46204 |

{Addrass)
[ALL COUNTIES EXCEPT MARION COUNTY |

[] is within the corporate limits of city or town of,
I

|:| is outside the corporate imits of city or town of
I

|:| the premises is |located ouiside the corporate limits of an incorporated city or town and the
premises are within, or in immediate proximity to an unincorporated town, which
unincorporated town meets these qualifications:
(1) which has been a setflement or a group of residences for more than ten (10) years;
(2) to which the inhabitants of the surrounding countryside resort for purchases or public
(3) which has borne a name and has been known by that name for more than ten (10) years.
The county surveyor of the county in which the premises is located shall certify the
information set forth below:

are within or are in immediate

{Address)
proximity to the unincerporated town known as

. which has borne this name and has

been known by this name for more than ten (10) years and has been a settlement or a group
of residences for more than ten (10) years o which the inhabitants of the surrounding
countryside resort for purchases, public meetings, or as a community or neighborhcod

center,

|MARION COUNTY ONLY |
|s within the corporate limits of a consolidated city and

|D is within the corporate limits of the excluded city or town of

is within the fire special service district as determined on the December, 1992,
Department of Metropolitan Development map (no "unincorperated” permits may locate here),

[:| is outside the boundary of the fire special service district as determined an the December, 1992,
Department of Metropalitan Development map and all excluded cities or towns,

Signature of County Survayor Date (month, dals, year]

SIGNATURE OF COUNTY SURVEYOR 01/01/2099
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Upload Property Tax Clearance (State Form 01462).

Property_Tax_Clearance_Schedule.pd
f

The Property Tax Clearance Schedule form will primarily be completed by the applicant, and then taken to or
submitted to the County Treasurer of the county the physical address for which the applicant is applying at is
any line” must fully and completely match the “Full Name” line under
the Business Information section of the application. The permit location line must fully and completely match the
applying at, under the Premises Information section of the application.
The Property Tax Clearance Schedule must be signed off by the County Treasurer, indicating no property taxes are
due, and it must have a visible raised embossing. It is suggested to take a good quality photo, as opposed to a
of a Property Tax Clearance Schedule will often result in the raised
ty Tax Clearance Schedule is not fully and properly completed, it will

located. The “Name of individual or comp

physical address for which the applicant is

scan, if uploading digitally, since a scan
embossing not being visible. If the Proper

be rejected and returned.

reason of

PROPERTY TAX CLEARANCE SCHEDULE - FORM NO. 1 ATC permit number
(Fora 0O Person 0[O Business O Corporation) Fending
State Form 1482 (RS / 7-10) Expiration data (manth, day, year)
Approved by State Board of Accounts, 2011 MUST HAVE VISIBLE
Dy 1 INDIANA ALCOHOL AND TOBACCO COMMISSION RAISED EMBOSSING DR INVALID
Mame of individual' or company TYPE
XYZ 123 Inc (Check all that apply)
If transfer. give former name of business
I New
Mailing Address (sfreet and number of rural route) [ Renewal
307 West Washington Straat, Suite 114 O Transfer (Check all that apply)
City State ZIF Code O Ownership
Indianapolis IN AB204 [ Location
Doing business as (DBA) [ Stock
XYZ 123 Bar
Fermit location (street address) STATUS
302 West Washington Street, Suite E114 O Permit escrow
City State ZIF Code [ DBA change
Indianapolis IN 46204
|, Treasurer of County. hereby cetify that the person or company named above has
paid all property taxes in 20 (for 20 assessment) and property taxes for all prior years, or is exempt from property tax by This section completed by

Signature of County Treasurer

SIGNATURE OF COUNTY TREASURER

Date {month, day, year)

01/01/2009

County Treasurer

reason of

PROPERTY TAX CLEARANCE SCHEDULE - FORM NO. 1 ATC permit number
(Fora [OPerson 0O Business 0O Corporation) Pending
State Form 1482 (RE / 7-10) Expiration data (manth, day, year)
Approved by State Board of Accounts, 2011
INDIANA ALCOHOL AND TOBACCO COMMISSION

Mame of Individual or company TYPE

XYZ 123 Inc (Check all that apply)

If transfer. give former name of business

[ New

Mailing Address (sfreet and number of rural route) O Renewal

302 West Washington Street, Suite E114 [ Transfer (Check all that apply)

City State ZIF Code 0O ownership

Indianapolis l IN 46204 O Location

Doing business as (DBA) [ Stock

XYZ 123 Bar

Permit location (street address) STATUS

302 West Washington Straet, Suite E114 O Permit escrow

City State |ZIP Code [J DBA change

Indianapolis N 46204

|, Treasurer of County. hereby cetify that the person or company named above has . .
paid all property taxes in 20 (for 20 assessment) and property taxes for all prior years, or is exempt from property tax by This section completed by

County Treasurer

Signature of County Treasurer

SIGNATURE OF COUNTY TREASURER

Date (month, day, year)
0772058 "

01/01/2099
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Next upload any remaining attachments you need or would like to include with the application. One example item
that might be uploaded is a cover letter, particularly in cases of when a private application preparer or ATC POA
is filing, however a cover letter is not a requirement. A cover letter could be used to communicate anything
additional that is wanted to be communicated to the ATC.

Upload any additional documentation not already uploaded in previous sections.

X

Cover Letter pdf

4 Floor Plans I Affirmation Of Applicant » I

Once we have finished uploading any final attachments for the application, and carefully reviewed the information
throughout the application for any errors, we will click on Affirmation of Applicant to proceed.

16. Affirmation of Applicant

Fully and carefully review the Affirmation of Applicant page. Please be sure all information is truthfully and
accurately submitted throughout the applicant, and understand that it is felony to misrepresent or falsify any
portion of the application or attached documents. If understood , click Finish to proceed. After Finish is clicked,
the jurisdiction permit quota is again checked, if applicable. That quota slot if officially held after you have
completed payment per the instructions in the next section.
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This application MUST be signed by the applicant or an individual with a proper Power of Attorney on file with the ATC for the applicant. Please click

the box below and type your full name, If signing as a Power of Attorney, please type your name followed by the word “for” and the applicant’s name.
EXAMPLE: Larry Lawyer POA for John Doe, Applicant.

By checking the box and typing your name you hereby swear or affirm under the penalties of perjury the following:

“| certify that this application was completed by myself or by the preparer identified herein. | certify that | have read this completed document and that all
information provided herein and on any attachments (s true and correct.

I.‘ UNDERSTAND THAT IT IS A FELONY TO MISREPRESENT OR FALSIFY ANY PORTION OF THIS APPLICATION OR ATTACHED DOCUMENTS. I

| hereby consent for the duration of the permit term to inspection and search by an enforcement officer, without a warrant or other process, of my

licensed premises, any approved satellite facility, approved storage facility, and vehicles to determine compliance with the provision of Indianz Code
71

I I hereby swear or affirm to the above. I

r POA for John Doe, Applicant

Chris P. Bacon I

4 Additional Documentation
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17. Fees

Fee Amount
Application Fee $500.00
Orange Sign Fee and Keg Book 52.00
Total §502.00

Once the fee page loads, the regular state fees for the permit type will be calculated, including for any orange
Public Notice Sign, if applicable, and it will populate on the left side of your screen. On the right side of your screen,
you will see a generated summary of all of the inputted information for the application that you may give one final
review of before submitting payment. Attachments that were uploaded will not display in the summary of the
application. If you are ready to continue, you will click Pay to proceed.
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18. Transaction Detail

_ o Customer Info ) o Payment ) o Submit Payment
Transaction Summary

Transaction Detail Application Fee  $500.00
Orange Sign Fee and Keg Book $2.00
The following amounts will be remitted back to the agency.
Service Fee $2.50
SKU Description Unit Price Quantity Amount Processing Fee $11.08
3 Application Fee $500.00 1 $500.00 | Total $515.56 |
60027 Orange Sign Fee and Keg Book $2.00 1 $2.00
6266aceddcc09e9fdded9c1d Service Fee $2.50 1 $2.50
Total $504 50 Need Help?
Please complete the Customer Information Section
Payment
Payment Type v
Credit/Debit Card

Customer Information

Complete 3l required figlds [*]
Country *

United States v

First Name * Last Mame *

IChris I ] ) J Bacen | ] )

Company Name

oz 123 | ]g

Address *

I123 Bacon Boulevard I ] ]

Address 2

City * State *

Ilndianapolis I ] (] I IM - Indiana I v] (]

ZIF/Postal Code *

= o

Phone Mumber

| RO R | ] S

Email @

Ixyz123bar@ahc.in.gov I ] e

Payment Information

Cancel
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You will enter all of your appropriate payment information, payable by either credit or debit card. There will be a
small service fee and small processing fee displayed to the right of the screen and then a bolded final total. This
total will be the complete amount that will be paid for your application. Click Next and then credit card information
will populate on the same screen.

Payment Information
Complete all required fields [ *]
Credit Card Mumber * (3 Credit Card Type
o VISA DISCNmR
Credit Card Mumber is missing ) = _"‘
Expiration Month * Expirafion Year *

12 - December b4 & 2043 W &

Security Code * (@

Ll

MName on Credit Card *

Chriz F. Bacon &

Cancel

After entering credit or debit card information, click Next again and summary page will populate.
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Payment

Payment Type Vv
Credit/Debit Card
Customer Information v
Edit
Address Phone Number
Chris Bacon (111} 111-1111
XYZ 123 Inc

123 Bacon Boulevard
Indianapolis, IN 46204

Country Email Address
United States xyz123bar@atc. in.gov
Payment Information v
Edit
Credit Card Name on Credit Card
=111 Chris P. Bacon

Exp. 12/2043

Cancel Submit Payment

Review the summary payment page of the inputted payment information and click Submit Payment to proceed.
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19. Payment Receipt Confirmation
Next a payment receipt confirmation will be generated. This will be emailed to the email address that was input
when completing payment. Additionally, the payment receipt confirmation can be printed by selecting the green
Print button near the top right of the screen.

It is critical that the Continue button is clicked at the bottom of the screen, in order to complete the application.
If the application is exited without clicking Continue, the application will not be submitted.

Payment Receipt Confirmation

Your payment was successiully processed

Print &

Transaction Summary
Recalsl Confirmation
Dacoripbon Armnourt

PLA Group T Renowals 4

T
=
&

T
"

Tha Tolowing amounts will be remitied back b tha SRy,
KL Degoripbion UniE Prioe Quantty Amourt
§$sOC /1 E5o000
T g Sign F HKizg Eook 52.0 2
TFEFEE-ia-Tae 5 F §2.00 2
Fn g Fan 5 5
Torz
Customer Information
Cuctomer Hama Chiis Bacan Recaipt Dats 42412023
Company Mams EYZ 123 Inc Fiscaipt Time 1-15:08 P EDT

Looal Refarenos ID

Payment Information

Cradit Cand Humbar Rt 1
Order ID

Paymant Type
Cradit Cand Typs

Billing Information

Eflling Addrece Fhaons Numbsr 1111111

Elllimg Clby, 3taie

ZIFPocial Code This rezaipt has besn smallsd to the address below
Country L5

Emall Addracs ay2 12 Inarghalein Qo
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20. Submission Confirmed

INDIANA
' LICENSING i i i i
[ sntererice  Indiana Licensing Enterprise

Submission Confirmed!
Thank you for your submission. We have received your application and payment.

Applicant Mame: XYZ 123 Inc

Application Type: Mew Dealer, Retailer, Manufacturer, and Wholesaler Permit Application

Return to Dashboard

Congratulations! You have just fully completed submitting your application. Your application will be routed to the
appropriate facility alcohol permit processor for the county you have applied in and will be processed.
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1. Processing

Once submitted, the appropriate facility alcohol permit processor for your county will receive the application. The
application will be reviewed to determine if all items and attachments have been appropriately completed, in
order to allow the application to continue through the application process. The total process from start to finish
can generally be expected to take 60 to 90 days, if all items are complete. Contact information for the facility
alcohol permit processors of each county is linked to within the Introduction of this guide. If the application is
considered sufficiently complete and continues through the application process, but additional items are needed,
you will be contacting at the contact information provided in the Business Information section of the submitted
application. If an ATC Power of Attorney form has been filed with the application, then the ATC Power of Attorney
will instead be contacted.

Once an application has been successfully submitted online, a status of the processing can also be viewed from
the main page of MyLicenseOne after logging in, by navigating to the “Activity” panel in the top right screen. This
panel will sort applications by the most recently filed or edited. An example can be seen below:

Activity

Submitted Mew Dealer, Retailer, Manufacturer, and Wholesaler Permit Application

If you navigate to the recently submitted application, you will see a status screen appearing as the below:

= INDIANA
LICENSING i i i i
[. NTtamse  Indiana Licensing Enterprise

XYZ 123 Inc Status: Pending

New Dealer Retailer Manufacturer and Wholesaler Permit Application

w===  Application Process

Licensing Requirements Downloads
Appilication Fees Paid Beer Retailer - Restaurant @ Completed 01/18/2023
Apgpiication Completed & Signed Beer Retaller - Restaurant In-Progress
Corporate Offiicers & Shareholders List Beer Retailer - Restaurant In-Progress
Zoning Affidavit (Marion County Oniy) Beer Retailer - Restaurant In-Progress
Notify Neighbers of Location(Marion Cty Beer Retailer - Restaurant In-Progress
Floor Plans Beer Retailer - Restaurant In-Progress
.
Property Tax Clearance Beer Retaller - Restaurant In-Progress F 1 I e d
County Tax Clearance-Marion Courty Only Beer Retaller - Restaurant In-Progress Atta c h ments
Commission Approval Beer Retailer - Restaurant In-Progress
County Surveyor Form Beer Retailer - Restaurant In-Progress
No Disqualifying Felonies Beer Retaller - Restaurant In-Progress
Certificste of Bxistence (Corp Entities] Beer Retailer - Restaurant In-Progress
Public Notice Sign Fee Beer Retailer - Restaurant In-Progress
Final Inspection Beer Retailer - Restaurant In-Progress
Orange Sign Affidavit Beer Retailer - Restaurant In-Progress
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From this status screen, on the right side, you will have access to download both the application you filed, and
any attachments you uploaded to it, if desired. On the left side, you will see a processing checklist that will update
as the appropriate alcohol facility processor for the area verifies items as complete.

Public Notice Sign Mailed Out

If the application is considered sufficiently complete for processing, the first item that you will receive will be an
orange Public Notice Sign, if you requested and paid for one. It will be mailed to the address listed in Business
Information section of the application, otherwise known as the mailing address. The Public Notice Sign will have
instructions printed on the back advising how to properly complete and post the sign. It will also have an Affidavit
of Compliance form attached. You will want to keep this sign for posting once you receive the Local Board Hearing
Notice. Once the Local Board Hearing Notice has been received, you will use the information on it to fully and
properly complete and post the Public Notice Sign. The Public Notice Sign must be properly completed and posted
a minimum of 10 days prior to the local board hearing. Failure to do so would result in your application being
continued by the local board to the following month. The Affidavit of Compliance form will be turned in at the
local board hearings hearing, where you will sign that you have properly posted it, so long as this is true.

Applications within Marion County will have additional items to complete after submitting their application, but
before their local board hearing, which are listed in the “Marion County Alcoholic Beverage Board Checklist &
Procedure”, linked below:

https://www.in.gov/atc/files/MarionCoProcess2019.pdf

Alternatively, once set, the Local Board Hearing date will be publicly viewable at the below E-Verification page,
even before the notice is received, if you search for the application. Example search criteria would be a Profession
of “Alcoholic Beverage”, a Facility Name of “XYZ 123 Inc” and License Status of “Pending”. These search criteria
should be sufficient for you to find the application.

https://mylicense.in.gov/everification/Search.aspx?facility=Y

Additionally, local board hearing agendas are posted on the Indiana Alcohol & Tobacco Commission website. This
can be navigated to by visiting in.gov/atc and clicking on Alcohol Resources on the menu and then Alcohol Permit
Information. Once on this page scroll down slightly, and there will be a section titled “Local Alcoholic Beverage
Board Hearings” with a link that says “Local Board Schedules & Information”. If you click this link, you will see
hearings sorted by month that can be viewed. If you have previously looked up the application through the above
E-Verification website, you will know the correct month to click on. Once on this page, you could either manually
scroll through the hearings, or you could use a shortcut and press the CTRL key and F key on our keyboard
together. This will bring up a search box where you could type information such as the name of our application,
XYZ 123 Inc, in this case. That should bring us straight to the application’s local board hearing information, where
you would find information sufficient to go ahead and post your Public Notice Sign. The below link will take you
directly to the “Local Board Schedules & Information” page.

https://www.in.gov/atc/alcohol-resources/alcohol-beverage-information/local-board-information-2021/

Manufacturer & Wholesaler type applications will skip the step of posting a Public Notice Sign, as they will not
have a local board hearing, other than Farm Winery Satellite applications.

Review
During the application process, a facility alcohol permit processor will be the first person to review the applications

contents for sufficient completeness. After their review of these items, it will continue on through the process and
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be reviewed by management and then a Commissioner. If any items are needed during this review, you will be
contacted at the contact information provided in the Business Information section of the submitted application.
If an ATC Power of Attorney form has been filed with the application, then the ATC Power of Attorney will instead
be contacted.

During the review of the application, if it is a Wholesaler or Manufacturer application type, which does not have
a local board hearing, the applicant will be contacted by Indiana State Excise Police to conduct a floorplan
inspection of the premises, after the application has been reviewed, but before the application is voted upon by
the Commission.

Local Board Hearing Notice Mailed Out
A few weeks before the local board hearing occurs, you will receive a notice in the mail identifying the application
and listing a date, time, and location of the hearing. If you have not already done so, you will follow the instructions
printed on the back on the Public Notice Sign, and ensure your sign has completely and properly posted a
minimum of 10 days preceding the local board hearing. Failure to do so will result in the local board continuing
your application to the following month.

Local Board Hearing Attendance

You will need to attend the local board hearing at the date, time, and location specified on the local board hearing
notice. You will need to specifically ensure an owner or officer listed in the Affidavit of Ownership section of the
application, or someone with an ATC Power of Attorney form filed with the application, attends the local board
hearing. The person attending should be able to answer any and all questions that the local board may have. The
public will be given an opportunity to remonstrate against the permit, if such remonstrators show up. After
hearing the application, the local board will vote on the application. During the local board hearing, the Local
Board Officer representative from Indiana State Excise Police will give instruction to the applicant on obtaining a
floorplan approval, if the permit is ready to become operational.

Commission Approval/Denial

After the local board hearing has occurred, the local board will send its result to the Commission for consideration.
The Commission will review the vote of the local board, and make a decision as to whether the permit will be
approved or denied. If the application is denied, the applicant will be notified, and will have a period of 15 days to
file an appeal, if desired.

Permit Issued
If the permit is approved, the permit will be issued and mailed, if there are no outstanding items preventing
issuance.

If a floorplan has been approved by Indiana State Excise Police, the permit will be issued as an Active status and
mailed to the applicant. During this time, if the applicant has verified that the permit has indeed been issued as
an Active status, per Nonrule Policy ATC #21, the permit can be operated on for the first 15 days, without
displaying the permit, in order to allow time for mailing. Nonrule Policy ATC #21 is linked below:

http://iac.iga.in.gov/iac/20170830-1R-905170392NRA.xml.htm]
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If an Escrow non-operational status has been approved, the applicant will receive an escrow approval letter by
email indicating this. A physical permit is not printed in cases where a permit is issued into an Escrow non-
operational status.

Once issued, the permit will populate in the applicants list of permits on MyLicenseOne under the “Licenses”
section on the left side of the screen, where it will list a status and expiration date.

Indiana Licensing Enterprise

APPLY FOR A LICENSE

Licenses
A XYZ123Inc REX
Type License Number Status Expiration Actions
Beer Retailer - Restaurant RR49358252 Active 1/1/2035 wee
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Online Renewal Applications

1. Add an Existing Permit to the Account
Once logged in to MyLicenseOne, if the alcohol permit is not already linked to the account, click the text
at the bottom of the page titled, “Don’t see your license? Click here to search for it.”

(Note: If the permit initially originated by applying online from the MyLicenseOne account being used, it
should most likely already be linked to the account.)

INDIANA
" LICENSING A i i i
[” enterppise  INdiana Licensing Enterprise

Indiana Licensing Enterprise

INITIAL APPLICATION

Licenses

I Don't see your license? Click here to search for it I

2. Find My License

There will then be a prompt asking for two pieces of information which include a license number and a registration
code.

The license number will be the existing permit number for the alcohol facility permit, which is typically two letters
followed by seven numbers, such as RR1234567.

The registration code is a confidential piece of information for the permit holder which allows the permit to be
added to a MyLicenseOne account. The number of digits in this number can vary, the main place of locating it will
be a renewal reminder that is either emailed or mailed to the permit holder. The permit holder will receive a
renewal reminder approximately 120 days preceding the expiration date of the permit. If the permit has an
email address on file for it, the renewal reminder will be emailed. If ho email address is on file, the renewal
reminder will be mailed to the mailing address of the permit. The renewal reminder will list the permit number
and registration code. If a permit holder can not locate their registration code, they can request it by contacting
registrationcodes@atc.in.gov, however the registration code will only be supplied to the email address on file for
either the permit holder or an email address on file for an ATC Power of Attorney.
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Below is an example of searching for an existing alcohol permit with the license number and registration code.
Enter the license number and registration code and click Find License to proceed:

Find My License

CANCEL FIND LICENSE

Below is an example renewal notice:

302 West Washington Street

IGCS Room E114

STATE OF INDIANA i is, IN 46204
- Telephone 317 / 232-2430

ALCOHOL AND TOBACCO COMMISSION Fax 3171 2336114
www IN.govialc

Y2123 Inc
302 West Washington Strest, Suite E114
Indianapolis IN 46204

September 1, 2098

PERMIT RENEWAL NOTICE

Permit Number: RR1234567
Registration Code: 0123456789
Current Status: Active

Your Beer Wine & Liquor - Restaurant (210) permit expires on 01/01/2099
Your renewal application is now due.

*+  Online renewals are now available at hitps:imylicense in.govieGov/ML1.himl. For a step-by-step
guide, please visit www.atc.in.gov, and navigate to the forms page through the Alcohol Permit
Resources option on the menu. A direct link to the forms page is below.

+  Application forms are ilable at hitps:/Awww.in.gov/ate/aleohol-permit-resourcesfalcohol-permit-
applications-and-forms/ and may be submitted by mail or in-persen. Please include the permit renewal
fee with your application.

+  [f you submit a permit renewal application within 90 days of a permit expiration date, you may also
complete and submit a Reguest for Extension (State Form 4125) and pay the $200 permit extension
fee to keep your permit in an operational status while your renewal is being processed. If a Request for
Extension and ion fee is s itted, a | and renewal fee must be submitted with it. A
Request for Extension does nof apply to non-operational permits that are or will be deposited in escrow
with the Commission.

*  Please allow up to 90 days for the renewal process. You will be notified by mail if your permit is
scheduled for a local board hearing in the county where the permit premises is located. You are
required to appear for a local board hearing if you have ived an inistrative viclation since your
last permit renswal.

*  Please make sure all contact information (including your mailing address, e-mail address, and phone
number) iz up-to-date prior to submitting a renewal application.

* For additional information, please visit our website at www.in.gov/atc.

Indiana Alcohol & Tobacco Commission — MyLicenseOne — Online Applications Guide, page 43



3. Locate the Permit in the Licenses Panel

Once the alcohol permit is linked to the MyLicenseOne account, it will appear under the “Licenses” panel.
If other permits are linked to the account, they will all appear in this same panel. Below is an example of
the permit that will be used in this example:

INDIANA
¥ LICENSING ; : i i
[ interepse  Indiana Licensing Enterprise

Indiana Licensing Enterprise

INITIAL APPLICATION

Licenses

~ XYZ123 Inc

Type License Number Status Expiration Actions
Catering CTOO00001 Active 8/1/2023 P
Beer Wine & Liquor - Restaurant .

-f|0‘ Vin iquor auran RR1234567 Active 812023 .

Don't see your license? Click here to search for it.

4. Begin the Renewal Process

Every alcohol permit under the “Licenses” panel will list columns including Type, License Number, Status,
Expiration, and Actions. Under the “Actions” column, where will be three dots that can be clicked on to

access available actions. Click on the three dots under the “Actions” column and then click Renew License
to proceed.

~ XYZ123Inc

Type License Mumber Status Expiration Actions

Catering CT0000001 Active

8/1/2023 .-

Beer Wing & Liquor - Restaurant )
2101 ! ! RR1234567 Active 8/1/2023 E
Renew License

Don't see your license? Click here to search for it. View License
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Renew Permit Application

The renewal application is dynamic and will populate only relevant sections and questions for the type of permit
and circumstances based on your selections. This guide will not cover every potential scenario, but will give a
general overview of the process. To the left of the screen you will see a general overview of the different items to
complete. Since the online application will populate only relevant sections and questions based upon your
scenario, please complete the items in order and do NOT skip ahead.

If an answer during the renewal process is disqualifying, either the renewal process itself, or in some cases the
specific section, will be unable to proceed. Disqualifying answers will generally populate a notice before
submitting the renewal, calling attention to a problem with the renewal that needs addressed. Please ensure to
carefully read each question and provide accurate answers.

In this example, we will be renewing a Beer, Wine, & Liquor Restaurant type 210 permit. In your specific scenario,
you may be renewing a different permit type with different questions. Below is an example of the items that
will be completed.

Renew Permit Application

A Getting Started

1 problem

e Premises Address
a Mailing Address

General Information
A 5 problems

Business nersnip
A 2 problems

: Operation Information
2 problems

e Additional Documentation

Affirmat

A 2 problem

n of Applicant

O
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Getting Started

The Getting Started section will ask who is filling out the online application. Please note the important renewal
notice in this section that will describe who can complete a renewal. The Business Name line will specify the
entity or person that the permit is issued under and can not be changed except for by transfer of the permit. Other
fields will also be unable to be modified, including permit number, permit type, and permit status. In this example,
we will select Owner and then click on the Premises Address button to proceed.

Getting Started

(i) Renewal Notice
This renewal may only be completed by the permit applicant either in their individual capacity or as the owner or manager with a valid
manager's questionaire on file of a business applying for the permit, or by a person with 2 valid Power of Atterney to act on the
applicant’s behalf. The information entered here will be used by the ATC in future correspondence regarding the permit application and,
if issued, the permit.

Wha will be renewing this permit?

Owner -
S—

Premises Address »

Premises Address

The Premises Address section will list information about the premises address to be confirmed or updated. The
“Doing Business As” field can be updated if it has changed. Please note that the “Doing Business As” name is
simply a name the business is known as, such as what a sign on a building might say, and it is NOT the name of
a different legal entity or person than what the permit is issued to. The premises address of the permit can not
be changed except for by transfer of the permit. In this example, the entity authorized to operate on the permit
is XYZ 123 Inc, however the “Doing Business As” name is XYZ 123 Bar. The “Phone” field on this page refers to the
phone number of the premises address itself, and can be updated if it has changed.
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Premises Address

(D) Premises Address (Location where alcoholic beverages are dispensed). This is provided for informational purposes. To change
locations, you must submit a Transfer of Location, if applicable.

XYZ 123 Bar

4 Getting Started Mailing Address »

Click Mailing Address to proceed.

8. Mailing Address
The Mailing Address section will list the preferred mailing address, email address, and phone number of the
business. Any mail, including any notices such as for violations or expiring permits, will be mailed to this address.
The email address listed here will be the preferred email contact for the permit, and the phone number will be
the preferred contact phone number for the business. All of these fields can be updated if they have changed.

Mailing Address

(i) Business Entity Mailing Address Review

Please ensure the Mailing Address we have on record is still correct.

I 302 West Washington Street, Suite E114 I

Address Line 2

Indianapolis m - 45204-

| xvz123bar@atcingov | (1) 1111111

4 Premises Address General Information »

Click General Information to proceed.
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9. General Information
The General Information section will ask general qualification questions. When completing the question regarding
if any other alcohol permits are held under Indiana Code 7.1, this question is referring to whether ANY entities or
individuals with an interest in the permit being renewed also have an interest in ANY other alcohol permits issued
under Indiana Code 7.1; If so, the permit numbers can either be typed out or a list can be uploaded.

General Information

@ Carefully read and answer the following questions.

Do you have the right to possess (rent, mortgage, or own) the permit premises for the term of the permit?

-

Have there been any changes in the existing operation, floor plans, or seating accommedations since you last applied for or renewed this permit or that have not yet
been approved by Indiana 31ate Excise Police?

o

Do any individuals, corporations, limited liability companies, limited lizbility partnerships, partnerships or stock owners, members, or partners of such entities have any
interest, either directly or indirectly, in any other permits or registrations of any kind issued under Indiana Code 7.1 connected with, but not limited to, the production,
distribution, transportation, or sale of alcoholic beverages?

-

I RROOD0O00T, RROODODO0DZ, RROODOODE, RROOOOOD4, RROODOODS, RROODOODE I

If a large number of permits are held, a list can be uploaded here

Since your last renewal, have you or anyone with an interest in this permit been convicted of a misdemeanar or feleny? (If yes, please attach letter with dates, court,
conviction, and sentence of conviction.)

Mo -

| understand that an Excise Officer may enter, inspect, and search your permit premises without a warrant or other process to determine if you are
complying with the previsions of the Indiana alcohelic beverage laws/rules. (IC 7.1-3-1-6.)

| agree.

4 Mailing Address Business Ownership »

Click Business Ownership to proceed.

10. Business Ownership
In the Business Ownership section, the existing ownership and management will either need confirmed, if it has
not changed, or updated, if it has changed. The “Corporate Personnel” area will summarize the listed ownership
of entity or person holding the permit, whether that ownership is other entities or individual persons. Only the
first level of ownership will be summarized, therefore if the ownership structure consists of multiple levels of
entities, the further levels of ownership will not be summarized in this section.
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If the permit is held directly by a person as a Sole Proprietorship or by individuals in a General Partnership, the
ownership can only be changed by transfer of the permit.

If the permit is held by an entity and its ownership/officers has changed, a completed Disclosure of Interested
Parties form listing the new ownership will need uploaded. Depending upon the circumstances, additional forms
or documentation may be necessary, including any attachments disclosing additional levels of ownership, if there
are multiple levels of ownership. If ownership has not changed, then a Disclosure of Interested Parties form does
not need uploaded. (NOTE: if there are multiple levels of ownership, this information can be uploaded in the
“Additional Documentation” section of the renewal, later in the renewal.)

Manager Questionnaire forms for General Managers, managers ordering alcohol from a distributor, or
individuals/entities with a purchase agreement to buy the permit who are authorized by the permit holder to
operate on the permit can be uploaded in this section. Managers do not need listed on a Disclosure of Interested
Parties form. If a manager is already appearing under the “Corporate Personnel” area of this section, then a
Manager Questionnaire form does not need uploaded for them.

Individuals with an ATC Power of Attorney form on file will also appear under the “Corporate Personnel” area of
this section, but they do not need listed on a Disclosure of Interested Parties form. If an individual is completing
this renewal with an ATC Power of Attorney form and it is not listed under the “Corporate Personnel” area, then
they should upload the ATC Power of Attorney form under the “Getting Started” section of the renewal, at the
beginning.

Business Ownership

O Ownership Motice
f the ownership changed by transfer or sale of stock interest sinc you last applied for renewal, you must submit a Disclosure of Interest Parties Form & Declaration. If
the ownership changed due to death of owner, submit a copy of the death certificate and probate documents. If the ownership changed due to a court procesding,
submit the court order.

ile with the commission information on each person or entity holding at least a two percent (2%) interest in the permit. If a
all provide the name and address of only:

Mote: An applicant or permittee is required

publicly traded corporation has an interest, the list s

officer;

ating officer; and
. The members of the board of directars.

& Declaration re: Update to Corporate Ownership form signed by a

applications-and-forms/.

mission on the Disclosure of Interested Parti

vw.in.gov/atc/alcobol -resources/alcobol-bey

Corporate Perscnne
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Upload a completed State Form 40767 Manager Questionnaire.

X

N

Manager_Juestionaire_John_Smith.pdf

4 General Information Annual Sales »

Click Annual Sales to proceed.

11. Annual Sales
The Annual Sales section will ask questions including whether the permit is in escrow as non-operational, whether
it is closed, and potentially other questions pertaining to need to report annual sales figures, if they apply for the
specific permit type. The current status of the permit is listed on the Getting Started section of the renewal; if the
permit is in escrow currently, it will be specified on the status.

Annual Sales

(D Annual Sales/Production {All figures are subject to verification by the Indiana Department of Revenue.)

|5 the permit currently in escrow?

No -

|5 the permit currently closed?
:

Do you hold a retail permit with limited bar/family room separation?

Yes v 9
Beginning date of report Ending date of report

03/01/2022 (i} @ 03/01/2023 (] @

Annual Food Sales

4 Business Ownership Operation Information »

Click Operation Information to proceed.

Indiana Alcohol & Tobacco Commission — MyLicenseOne — Online Applications Guide, page 50



12. Operation Information

The Operation Information section will ask whether there is a contract of any kind to sell the permit/business at
this time and whether all employees have obtained employee alcohol permits, if required by Indiana Code 7.1.
Also, if the alcohol permit is a type of Beer, Wine, & Liquor on-premise consumption permit, such as a Beer, Wine,
& Liquor Restaurant or Beer, Wine, & Liquor Hotel, any existing Supplemental Catering permit to cater alcohol to
off-site events with Excise Police approval will appear on this page. If a permit holder does not wish to renew a
Supplemental Catering permit that they currently hold, they can click the trashcan icon to remove it from the
renewal.

Operation Information

|s there a contract of any kind to sell the permit/business at this time?

n 3

Have all of your employees or servers obtained employee permits and completed employee training if required by Indizna Code 7.17

Yes - |

Below are any catering permits you may hold. You may remove any catering permits you do not wish to renew.

Catering Permit: CTO000001 [ ]

4 Annual Sales Additional Documentation j I

Click Additional Documentation to proceed.
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13. Additional Documentation
The Additional Documentation section will allow for any additional items needing or desired to be submitted with
the renewal to be uploaded. Some potential example additional attachments could be the following:

- In most cases, a Property Tax Clearance Schedule

- If desired, a cover letter, particularly if an ATC Power of Attorney is filing and wants to communicate any
information. This is not required.

- If an Active permit that has been expired in excess of 30 days, a floorplan affidavit, per Nonrule Policy ATC
#26. Active permits expired in excess of 30 days require either a new floorplan approval by Excise Police,
if the floorplan has changed since the floorplan was last approved, or if the floorplan has not changed
since the last floorplan approval, a floorplan affidavit can be completed. A link to Nonrule Policy ATC #26
is below:

o http://iac.iga.in.gov/iac/20190925-IR-905190493NRA.xml.html
- Any other information the permit holder or ATC Power of Attorney would like to provide with the renewal.

Additional Documentation

Upload Property Tax Clearance (State Form 01462).

Drag ‘'n drop files here, or click to select files

Alert

If & signed and embossed Property Tax Clearance Schedule is not submitted with the current renewal submission, it must be
submitted later in the renewal process, before the permit can be renewed.

Please upload any additional documentation you would like the Commission to review with your renewal

Cover Letter.pdf

(i) Baension requests: If you are filing your application with less than 90 days remaining until the expiration of your permit, you may
submit an extension request after this renewal is submitted. In the Licenses list on the My License One main page, select Reguest an
Extension in the Actions list for thiz permit and complete the extension form and fee.

4 Operation Information I Affirmation Of Applicant » I
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The Property Tax Clearance Schedule form will primarily be completed by the permit holder, and then taken to or
submitted to the County Treasurer of the county the physical address for which the applicant is applying at is
located. The “Name of individual or company line” must fully and completely match the “Business Name” line
under the Getting Started section of the renewal. The permit location line must fully and completely match the
physical address for which the applicant is applying at, under the Premises Address section of the renewal. The
Property Tax Clearance Schedule must be signed off by the County Treasurer, indicating no property taxes are
due, and it must have a visible raised embossing. It is suggested to take a good quality photo, as opposed to a
scan, if uploading digitally, since a scan of a Property Tax Clearance Schedule will often result in the raised
embossing not being visible. If the Property Tax Clearance Schedule is not fully and properly completed, it will
be rejected and returned.

PROPERTY TAX CLEARANCE SCHEDULE - FORM NO. 1 ATC permit number
(Fora O Person [ Business [ Corporation) Pending
State Form 1482 (RS / 7-10) Expiration date {month, day, year)
Approved by State Board of Acsounts, 2011 MUST HAVE VISIBLE
Ui INDIANA ALCOHOL AND TOBACCO COMMISSION R AISED EMBOSSING OR INVALID
Mame of individual' or company TYPE
XYZ 123 Inc (Check all that apply)
If transfer, give former name of business
New
Mailing Address (zirest and number of rural routs) O Renewal
302 Wesl Washington Strest, Suite E114 O Transfer {Check all that apply)
City State ZIF Code O Ownership
Indianapaolis IN 46204 [ Location
Doing business as (DBA) [ Stock
XYZ 123 Bar
Fermit location (street addreas) STATUS
302 West Washington Street, Suite E114 O Permit escrow
City State ZIF Code [ DBA change
Indianapolis IN 46204
I, Treasurer of County, hereby certify that the person or company named above has .
paid all propenty taxes in 20, ifor 20, f) and property taxes for all prior years. or is exempt from property tax by This section completecl hy
reasen of County Treasurer
Signature of County Treasurer Date {month, day, year)
SIGNATURE OF COUNTY TREASURER 01/01/2099
PROPERTY TAX CLEARANCE SCHEDULE - FORM NO. 1 ATC permit number
(Fora [OPerson 0@0OBusiness 0O Corporation) Pending
State Form 1482 (RS / 7-10) Expiration date {month, day, year)
Approved by State Board of Accounts, 2011
INDIANA ALCOHOL AND TOBACCO COMMISSION
Mams of Individual or company TYPE
XYZ 123 Inc (Check all that apply)
If transfer, give former name of business
New
Mailing Address (zirest and number of rural routs) O Renewal
302 West Washington Street, Suite E114 [ Transfer {Check all that apply)
City State ZIF Code O Ownership
Indianapolis IN 46204 O Location
Doing business as (DBA) [ Stock
XYZ 123 Bar
Permit location (street addreas) STATUS
302 Wesl Washinglon Street, Suite E114 O] Permit escrow
City State ZIF Code [J DBA change
Indianapaolis IN 46204
I, Treasurer of County, hereby certify that the person or company named above has . :
paid all property taxes in 20 (For 20 1) and property taxes for all prior years, or is exempt from property tax by This section completed by
reason of County Treasurer
Signature of County Treasurer Date (month, day, year)
SIGNATURE OF COUNTY TREASURER 01/01/2099

Next upload any remaining attachments you need or would like to include with the application.

Click Affirmation of Applicant to proceed.
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14. Affirmation of Applicant
Fully and carefully review the Affirmation of Applicant page. Please be sure all information is truthfully and
accurately submitted throughout the applicant, and understand that it is felony to misrepresent or falsify any
portion of the application or attached documents. If understood, click Finish to proceed.

Affirmation of Applicant

INSTRUCTIONS: This application MUST be signed by the applicant or an individual with a proper Power of Attorney on file with the ATC for the applicant. Please click the box below and
type your full name, If signing as a Power of Attorney, please type your name followed by the word “for” and the applicant’s name. EXAMPLE: Larry Lawyer POA for John Dios, Applicant

By clicking the box and typing your name you hereby swear or affirm under the penalties of perjury the following:

| certify that this application was completed by myself or by the preparer identified hersin. | certify that | have read this completed document and that all information provided herein
and on any attachments is true and correct.

I I UNDERSTAND THAT IT IS A FELONY TO MISREPRESENT OR FALSIFY ANY PORTION OF THIS APPLICATION OR ATTACHED DOCUMENTS. I

| hereby consent for the duration of the permit ferm to inspection and search by an enforcement officer, without a warrant or other process, of my licensed premises, any approved
satellite facility, approved storage fadlity, and vehicles to determine compliance with the provision of Indiana Code 71"

I | hereby swear or affirm under the penalties of perjury 1o the above. I

Full Name

BB = el ccer PO for Jabn Do, Apphicant
Chris P. Bacon

4 Additional Documentation

15. Fees
For a step-by-step guide regarding the Fees section of the renewal application, please refer to the Fees section of
the Applying for a New Facility Alcohol Permit area of this guide. The location of this section can be located by
reviewing the Contents overview at the beginning of this guide. The process will be the same. If viewing this guide
electronically, that section can also be accessed by clicking here.
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16. Request for Extension
If a renewal is submitted less than 90 days preceding the expiration of a permit, and is unable to be renewed prior
to the permit expiring, an extension can be submitted by navigating back to the permit on the “Licenses” panel,
and selecting the three dots under the “Actions” column. Then “Request an Extension” can be selected. This option
will ONLY appear after a renewal has been submitted. The extension fee is $200. The renewal process can typically
take 60 to 90 days. The extension will be reviewed prior to issuing.

Extension Request

&n original letter of extension may only be granted only for good cause. Please provide the detailed reason for requesting this extension.

Renewal was not submitted timely due to traveling out of the country and lesing track of expiration date of permit]

I | acknowledge that it is my responsibility to submit extensions for my license. I

Once completing the Request for Extension form, click Finish to proceed and then navigate through the payment
screen.

NOTE:

Active permits expired in excess of 30 days require either a new floorplan approval by Excise Police, if the floorplan
has changed since the floorplan was last approved, or if the floorplan has not changed since the last floorplan
approval, a floorplan affidavit can be completed. A link to Nonrule Policy ATC #26 is below:

o http://iac.iga.in.gov/iac/20190925-IR-905190493NRA.xml.html

If a floorplan affidavit is being submitted, it can be uploaded in the Additional Documentation section of the
renewal when submitting it, prior to completing the above Request for Extension process.
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Processing

Once submitted, the appropriate facility alcohol permit processor for your county will receive the renewal. The
renewal will be reviewed to determine if all items and attachments have been appropriately completed, in order
to allow the application to continue through the renewal process. The total process from start to finish can
generally be expected to take 60 to 90 days, if all items are complete. Contact information for the facility alcohol
permit processors of each county is linked to within the Introduction of this guide. If the application is considered
sufficiently complete and continues through the renewal process, but additional items are needed, you will be
contacting at the contact information provided in the Mailing Address section of the submitted renewal. If an ATC
Power of Attorney form has been filed with the application, then the ATC Power of Attorney will instead be
contacted.

Once a renewal has been successfully submitted online, a status of the processing can also be viewed from the
main page of MyLicenseOne after logging in, by navigating to the “Activity” panel in the top right screen. This
panel will sort applications by the most recently filed or edited. An example can be seen below:

Activity

If you navigate to the recently submitted renewal, you will see a status screen appearing as the below:
F E?f??;ﬁ‘ﬁ Indiana Licensing Enterprise

< Return to Dashboard

Status: Submitted
Renew Permit Application Actions ¥

Renewal Process

Licensing Requirements Downloads

Filed
Attachments

From this status screen, on the right side, you will have access to download both the renewal you filed, and any
attachments you uploaded to it, if desired. On the left side, you will see a processing checklist that will update as
the appropriate alcohol facility processor for the area verifies items as complete.
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Extension Issuance (if applicable)

If the renewal was submitted less than 90 days preceding the expiration date, and if a Request for Extension was
also submitted with the renewal, an extension will be issued and generally emailed to the permit holder or ATC
Power of Attorney, if there are no issues preventing the issuance of an extension. The Request for Extension is not
issued automatically when an online renewal is submitted, and will need processed, and potentially further
reviewed, before being issued.

Online renewals only allow one extension to be submitted with a renewal. If future subsequent extensions are
needed, a paper Request for Extension form and fee will need submitted. Subsequent extensions will require a
vote of the Commission prior to issuance. This is detailed in Nonrule Policy ATC #29, linked below:

http://iac.iga.in.gov/iac//20230301-IR-905230074NRA.xml.html

If there is an unresolved violation pending before the Commission, any Request for Extension will require a vote
of the Commission prior to issuance. This is detailed in Nonrule Policy ATC #29, linked below:

http://iac.iga.in.gov/iac//20230301-1R-905230074NRA.xml.html

Review

During the renewal process, a facility alcohol permit processor will be the first person to review the renewals
contents for sufficient completeness. After their review of these items, it will continue on through the process and
be reviewed by additional staff as needed for any items needing attention. If any items are needed during this
review, you will be contacted at the contact information provided in the Mailing Address section of the submitted
renewal. If an ATC Power of Attorney form has been filed with the application, then the ATC Power of Attorney
will instead be contacted.

If it is a Wholesaler or Manufacturer renewal type, during the review of the renewal, there will not be a local board
hearing. After the renewal has been reviewed and once all items are submitted complete, the renewal will be
voted upon by the Commission.

Local Board Hearing Notice Mailed Out (if applicable)

If the permit is a Retailer or Dealer permit type, a few weeks before the local board hearing occurs, you will receive
a notice in the mail identifying the renewal and listing a date, time, and location of the hearing. The hearing notice
will list potential reasons why a local board hearing may need attended. If attendance is required, failure to do
so will result in the local board continuing your application to the following month.

Local board hearing for Retailer or Dealer renewals are scheduled upon the first renewal of the permit.
Additionally, they are then scheduled every other year, unless a violation occurs. If a violation has occurred since
the last local board hearing, a local board hearing will be scheduled regardless, even if it would typically not be
during that year.

Local Board Hearing Attendance (if applicable)

If attendance is required, you will need to attend the local board hearing at the date, time, and location specified
on the local board hearing notice. The most common reason a local board hearing for a renewal would need
attended, if is there have been violations since the last local board hearing. Local board attendance is required if
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there has been a violation since the last local board hearing. You will need to specifically ensure an owner or
officer listed in the Business Ownership section of the renewal or someone with an ATC Power of Attorney form
filed with the renewal, attends the local board hearing. A local board may potentially allow a manager listed on a
permit to attend a local board hearing, but there are circumstances in which the local board may require an
owner/officer or ATC Power of Attorney to attend. The person attending should be able to answer any and all
guestions that the local board may have. The public will be given an opportunity to remonstrate against the
permit, if such remonstrators show up. After hearing the application, the local board will vote on the application.

Commission Approval/Denial

After the local board hearing has occurred, the local board will send its result to the Commission for consideration.
The Commission will review the vote of the local board, and make a decision as to whether the permit will be
approved or denied. If the application is denied, the applicant will be notified, and will have a period of 15 days to
file an appeal, if desired.

Virtual Escrow Hearing (if applicable)

If the permit is a Retailer or Dealer permit type and is currently held in an Escrow non-operational status,
attendance to a virtual escrow hearing will be required if additional escrow time is needed. The initial escrow
approval period is generally two years, though can vary slightly in cases where a permit was obtained by transfer,
as opposed to issued as new.

For example, if a permit was expiring 01/01/2020 and it’s escrow approval time was also only approved up to
01/01/2020, then a virtual escrow hearing will be scheduled and need attended after the Commissions regular
renewal approval of the permit. The virtual escrow hearing is specifically related to the permit requesting
additional time to be held in an Escrow non-operational status.

A virtual escrow hearing notice will generally be emailed to the email address listed on the renewal. In the case of
an online renewal, there will always be an email address listed on the renewal when a permit holder or ATC Power
of Attorney submits it.

Renewal Issued
If the renewal is approved, the renewal permit will be issued and mailed, if there are no outstanding items
preventing issuance.

If the permit is in an Escrow non-operational status, the permit holder will receive an escrow approval letter by
email indicating this. A physical permit is not printed in cases where a permit is issued into an Escrow non-
operational status.

Once renewed, the expiration date will update in the permit holders list of permits on MyLicenseOne under the
“Licenses” section on the left side of the screen, where it will list a status and expiration date.
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Indiana Licensing Enterprise

APPLY FOR A LICENSE

Licenses
~ XYZ123Inc too
Type License Number Status Expiration Actions
Seer Retailer - Restaurant RR4939282 Active 1/1/2035 e
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Frequently Asked Questions — Online Applications

1. How do | apply for a new Beer, Wine & Liquor Restaurant 210-1 permit?

The on-quota type of restaurant alcohol permits within the incorporated city limits of a city are Beer Restaurant type
103 permits, Beer & Wine Restaurant type 112 permits, and Beer, Wine, & Liquor Restaurant type 210 permits.
Regarding Beer, Wine, & Liquor Restaurants, when the quota for Beer, Wine, & Liquor Restaurant type 210 permits
fills within an incorporated city, that permit type can not be applied for as New. It can only be obtained by purchasing
an existing permit holders permit, or by obtaining the permit at an ATC public auction of permits, if the type and
jurisdiction of permit is available at a public auction.

Alternatively, per IC 7.1-3-20-11.5, Indiana has a small city provision allowing holders of Beer Restaurant type 103
permits or Beer & Wine Restaurant type 112 permits, within the incorporated city limits of a city under 25,000
population, to apply for an additional special type of permit on top of that permit called a Beer, Wine, & Liquor
Restaurant 210-1. Additionally, a Beer Restaurant type 103 or Beer & Wine Restaurant type 112 permit can be applied
for simultaneously with a Beer, Wine, & Liquor Restaurant type 210-1 permit. In order to apply for both permits
simultaneously, there must be an available Beer Restaurant type 103 permit or Beer & Wine Restaurant type 112
permit available within the incorporated city. If neither of these types if available, these options can not be applied
for as NEW permits.

In order to apply for the option of a New Beer Restaurant type 103 permit or Beer & Wine Restaurant type 112 permit
and a Beer, Wine, & Liquor Restaurant type 210-1 permit, TWO complete applications with all required fees and
attachments must be filed. This option can not be applied for with only a single application. In order to apply, first a
complete application for a Beer Restaurant type 103 or Beer & Wine Restaurant type 112 permit must be applied for
within the incorporated city limits of the desired jurisdiction. After submitting this complete application, the second
complete application for a Beer, Wine, & Liquor Restaurant type 210-1 permit can then immediately be separately
filed for. If solely a Beer, Wine, & Liquor Restaurant type 210-1 application is submitted, without an existing or
pending Beer Restaurant type 103 or Beer & Wine Restaurant type 112 permit at the location, the application will
be rejected and returned.

When the Indiana Alcohol & Tobacco Commission receives the two complete applications, they will be processed
together. So long as they are submitted complete and together, the local board hearings for the permits should occur
together at the same time, during the application process. Only one public notice sign needs posted in this
circumstance. If the permits are later approved and issued, the Beer Restaurant type 103 or Beer & Wine Restaurant
type 112 permit will obtain a status called Underlying. So long as the Beer, Wine, & Liquor Restaurant type 210-1
permit continues to exist in the future, the underlying permit will not need to be renewed annually. The Beer, Wine,
& Liquor Restaurant type 210-1 permit would be issued with the applicable status, whether it is an Active status or
Escrow non-operational status. The Beer, Wine, & Liquor Restaurant type 210-1 permit will need to be renewed
annually. The holder a Beer, Wine, & Liquor Restaurant type 210-1 permit is not eligible to apply for carry-out alcohol
sales of any type of alcohol.

2. If my renewal is submitted less than 90 days preceding the expiration of the permit, am | required to submit a
Request for Extension?

If a renewal is submitted less than 90 days preceding the expiration of the permit, filing a Request for Extension is not

necessarily required, though if the renewal process is unable to complete before it expires, a Request for Extension

will be required. Please note that the nearer the expiration date is, the more likely a Request for Extension will be

needed, particularly if a local board hearing needs scheduled during the specific renewal cycle. The renewal process
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can generally take 60 to 90 days. Please allow time for processing. If a Request for Extension is submitted, and not
needed, a $200 extension fee can be refunded, however the online processing fee of a few dollars would be unable
to refunded.
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