How to Fill Out Your LCBO Convenience Outlet Authorization
Application Forms
1. Appendix B- Application Form
a. Below is an example of how to fill out Page 1.
Proposed Manager: You need to propose a retail manager. This is the person who carries out
most of the day-to-day business. It could be an employee or an Owner, or Partner or a
Director/Officer.

Every application
needs a Proposed
Manager
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b. Page 2 - Conflict of Interest
We require you to disclose any conflict of interest you might have. If you tick yes, you will have
to write more details about the conflict of interest in Appendix C – Personal History Form.

c. Part II The Premises
The telephone and email address should belong to the person who the LCBO can contact
regarding application questions and for booking a site visit.
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d. Page 3 - The Floor Plan
e. If you tick “No” for any questions in this section and you don’t specify how you plan to meet
the requirement, then your application will not pass Stage III.

f.
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Part III – The Business
Your type of retail business is what takes up most of the retail space. For example, if you
sell bait and fishing supplies and convenience goods, and the bait and fishing supplies take
up more of the retail space, you would type in “Bait and Fishing supplies store”.

g. Digital Signature
This form allows for a digital signature to be inserted. To use a digital signature, click in the
signature box and instructions will appear on how to insert a digital signature.
If you don’t have a digital signature, print out this application form and with the Personal
History Forms of all required people, get all signatures, and scan all signed forms back into
the computer.
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2. Appendix C - Personal History Form
Below is an example of the Personal History form. If you answer “yes” to any of the questions,
you must provide an explanation. If you require more space to provide details, please attach
another page to your submission.
In the example below, the respondent answered yes to two questions. He added an extra page
where he provided details for question 14.
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b. Like Appendix B – Application Form, the Personal History Form can accept a digital signature. Refer
to Part 1, subsection f. of this document on how to insert a digital signature.
If you don’t have a digital signature, print out this Personal History Form, sign it and scan it back in,
along with all other forms.

Example of Appendix C form that has been printed out, manually signed and scanned.
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How To Draw a Floor Plan
The floor plan can be hand drawn or an architectural drawing. The drawing should include:
(i)
(ii)
(iii)
(iv)
(v)
(vi)
(vii)
(viii)

The measurements of the proposed LCO area and of the total business retail area in
order to illustrate that the proposed LCO area is 50% or less of the total selling area;
16 foot shelves or any combination of shelving that totals to representing 80 linear feet;
Number of tiers of shelves in a shelving area, e.g. four tiers of shelves;
Identification of space on the floor that would be allocated for beer;
4 foot x 4 foot floor area to be allocated for seasonal LCBO displays;
Proposed storage area for inventory;
Proposed area for the storage of empty beverage alcohol containers which must be
segregated from the retail area and have a minimum size of 100 square feet; and
Refrigeration/coolers. Refrigeration is not mandatory but should be included on the
floor plan if you propose to have them.

Example of a hand drawn floor plan.
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How to Submit your Application
All applications are to be submitted via email to lcbosubmissions@lcbo.com
In the subject line of the email, write LCO Application – Location number location name, followed by
your business name.
Attachments
Where possible, you can combine all the forms into one file. This is done by printing out and scanning
all your forms, criminal checks, floor plan and Master Business Licence/partnership agreement/Articles
of Incorporation together.
Name your file with the location name and number and the name of your business. See example
below:
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If this is not possible, name each separate file with the contents of the file such as “Appendix B” or
“Floor Plan”. See example below:
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