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OFF SALE INTOXICATING LIQUOR LICENSE APPLICATION 
CHECKLIST – NEW APPLICATIONS 

Rochester Code of Ordinances, Chapter 5-19 applies to Alcoholic Beverages and all liquor-related licenses. Liquor 
licensing is also governed by Minnesota Statutes Chapter 340A, Liquor. 
 

Section 1. OFF-SALE INTOXICATING LIQUOR APPLICATION 
Legal Corporate Name of Business to whom license will be 
issued  
 

Trade Name (DBA) if different than legal name  
 

Investigation Fee Due at Time of Application(select one of the following based on your business type): 
☐  Corporation or LLC - $500 
☐  Partnership - $400  
☐  Sole Proprietor – $300 

Section 2. CHECKLIST OF REQUIRED INFORMATION AND STEPS 
Staff 
Initials For your license application to be processed, you must submit the following to the City Clerk’s Office: 

 APPLYING ONLINE: 
☐  Complete the information required in the online Citizen Access portal of Accela. (This information is as shown 
through Section 6 of the paper application form.)  
The Application verification and acceptance of responsibility must be completed by either: 

☐  Signature of an authorized owner, member, partner, or officer in person at the City Clerk’s Office 
☐  Signed by an authorized owner, member, partner, or officer in the presence of a notary and uploaded 
under Step 4: Documents in the online application 

Upload all other required addendums under Step 4: Documents in the online application: 
☐  ADDENDUM A: PERSONAL SUPPLEMENTAL AFFIDAVITS – TOTAL NUMBER SUBMITTED: ____________ 
☐  ADDENDUM B: BUSINESS PLAN INCLUDING SOURCE OF FUNDS STATEMENT AND COSTS REPORTING 
☐  ADDENDUM C: DIAGRAM OF LICENSED PREMISES/FLOOR PLAN 
 
SUBMITTING A PAPER APPLICATION: 
☐  The paper application form must be submitted with this checklist, fully completed and then signed by an 
authorized owner, member, partner, or officer at the City Clerk’s Office or in the presence of a notary. 
ANSWER EVERY QUESTION, USING N/A IF NECESSARY ON ANY QUESTIONS. APPLICATIONS WITH BLANK QUESTIONS 
WILL BE RETURNED WITHOUT PROCESSING. ATTACH ADDITIONAL SHEETS IF NEEDED FOR ANY QUESTIONS. 

☐  SECTIONS 1 – 7 COMPLETED, with every question answered 
☐  SECTION 8 APPLICATION VERIFICATION AND ACCEPTANCE OF RESPONSIBILITY SIGNED AND NOTARIZED 

☐  ADDENDUM A: PERSONAL SUPPLEMENTAL AFFIDAVITS – TOTAL NUMBER SUBMITTED: ____________ 
☐  ADDENDUM B: BUSINESS PLAN INCLUDING SOURCE OF FUNDS STATEMENT AND COSTS REPORTING 
☐  ADDENDUM C: DIAGRAM OF LICENSED PREMISES/FLOOR PLAN  

 ☐  State application form required to be filled out by applicant and submitted by the City of Rochester 
STATE ALCOHOL ENFORCEMENT FORMS CAN BE FOUND AT https://dps.mn.gov/divisions/age/forms-documents  

 ☐  Payment of investigation fee at time of application: 
• $300 - Individual 

License No. __________________ Date Received by Clerk's Office:________________
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• $400 – Partnerships 
• $500 – Corporations, LLCs 

 ☐  Business documentation for corporation, LLC, or partnership – See Section 3, Question 29 for requirements 

 ☐  Copy of any summons received (if applicable) by any applicant or owner under Minn. Stat. §340A.802 during the 
preceding year at any business owned or involved in 
REQUIRED ITEMS TO BE SUBMITTED BY LICENSEE PRIOR TO LICENSE ISSUANCE AND BEGINNING OPERATIONS 

 ☐  Certificate of Insurance through the end of the current licensing period, 3/31/202x, showing proof of financial 
responsibility as required by the State of Minnesota dram shop law (Minn. Stat. §340A.409)     
      See Sample COI for what is required in terms of information and minimum coverage 

 ☐  Payment for required $1,500 license fee  
• Can pay by credit card in person or by phone 
• By check made payable to the City of Rochester in person or by mail 

REQUIRED ITEMS TO BE SUBMITTED BY LICENSEE TO OTHER AGENCIES PRIOR TO BEGINNING OPERATIONS 
☐  Federal Tax Stamp- Complete form TTB 5630.5d and file with the Federal Alcohol and Tobacco Tax and Trade Bureau for 
new operations and changes in operations. https://www.ttb.gov/nrc/retail-beverage-alcohol-dealers.shtml  
☐  State of Minnesota Buyer’s Card – Complete the state application and send directly to the state with the $20 fee by check 
https://dps.mn.gov/divisions/age/forms-documents/AlcoholDocuments/applicationbuyerscardliquorwine.pdf 
Prior to the issuance of your license, all obligations due the City of Rochester must be paid in full. This includes any license fees, 
as well as real estate taxes, other assessments, utility charges, and any other charges owed to the City, 

• Rochester Public Utilities will verify payment of all public utilities through the City Clerk’s Office. 
• Building inspections will be performed by the Building Safety and/or Fire Departments. 
• Community Development will verify the zoning of the proposed location allows the type of license being sought. 
• After background investigations are complete, the Common Council will consider the license application for approval. 
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