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GENERAL INFORMATION
The Alcohol and Gaming Commission of Ontario (AGCO) issues the licences that allow you, by law, to deliver liquor
to customers for a fee.
This guide will help you apply for a licence to operate this type of service.
IMPORTANT: There is no guarantee that the Registrar will issue you a Liquor Delivery Service licence. You
may not be eligible to receive a licence under the Liquor Licence Act.

AVOID DELAYS
Here are a few tips to avoid delays:
•
•
•
•

Start early;
Ensure that all forms are correct and complete;
Ensure that all forms have been signed where required;
Be sure to include the application fee in the form of a certified cheque or money order (See page 6).

NEW LICENCE OR TRANSFER OF LICENCE: WHICH DO YOU NEED?
NEW LICENCE:
You should apply for a new licence if:
•
•
•
•
•

the liquor delivery service never had a licence;
the liquor delivery service was licensed, but the licence holder failed to renew the licence prior to its
expiry date;
the liquor delivery service was licensed, but the licence holder will not consent to transferring the
licence to you;
the Registrar orders that a new application must be submitted;
there are outstanding proceedings by the Registrar to suspend or revoke the current licence.

TRANSFER:
Apply for the transfer of the licence if:
•
•
•
•
•

you purchase a liquor delivery service with a licence and the licensee consents to transferring the licence;
you (or your corporation) hold a current licence and take on a new partner;
you purchase all the shares of a corporation that holds an active licence;
you (or your corporation) hold a current licence and a change in the corporate structure will result
in a person or corporation gaining more than 10% of the shares;
the will of a deceased licensee is being probated and the licensed liquor delivery service will be operated by
the beneficiary.

Apply for a transfer (corporate rollover) if:
•
•
•

an individual or a partnership decides to incorporate and become a corporation. In this case the individual
or the partners must be the only officers and directors of the new corporation. The Commission must be
notified within 30 days of this event and the corporate structure form.
a corporation with a sole officer, director and shareholder becomes a sole proprietorship and the single
officer, director or shareholder of the former corporation is the sole proprietor. The Commission must be
notified within 30 days of this event.
a corporation with more than one officer, director or shareholder becomes a partnership and the officers,
directors and shareholders are the only partners. The Commission must be notified within 30 days.
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IMPORTANT: Although a transfer application is not required in order for the Liquor Delivery Service Licence to be
amended, the Registrar must be notified in writing if a partner ceases to be part of the partnership
holding the licence.
If a corporation holds the liquor licence, the Registrar must be notified whenever there is a change
of officers or directors. Although a complete application is not required, you must submit Personal
History Reports for the new officers or directors.
During the time the will of a deceased licence holder is in probate, the executor must notify the
Registrar in order to have the liquor delivery service licence amended into his/her name. With
the notification to the Registrar, the executor must submit a “certificate of appointment of estate
trustee with a will,” if there is a will or a “certificate of appointment of estate trustee without a
will” if there is no will. The beneficiary should apply for a new licence.

WHAT’S INVOLVED… AN OVERVIEW
HOW LONG DOES IT TAKE TO GET A LICENCE?
You should allow at least eight weeks to get a licence. However, the process can take much longer if your
application is incomplete or inaccurate.

HOW MUCH DOES A LICENCE COST?
Please see insert entitled Fee Structure for Liquor Delivery Services.

THE APPLICATION PROCESS
GETTING STARTED:
The Registrar must receive your application fee before our staff can start processing your application. The
application fee is non-refundable.
The process begins when you submit a completed application, all required documents, and the required fee.
IMPORTANT:

To avoid delays, please complete all questions on the application form and submit all of the
required information. Be sure to sign all forms where required. If the Registrar needs more
information, you will be contacted.

IN THE MEANTIME…
Once the Registrar has received your application package, these are the steps our staff will be taking to process
licence applications:
•
•
•
•

checking to make sure that you have answered and completed all the questions on the
application form and that all forms have been signed;
checking to make sure that you have completed the Personal History Reports and that they are signed;
checking Ontario Provincial Police records (this can take up to two weeks or longer if you have a criminal
conviction);
searching our records for significant information about the applicant(s).
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APPLICATION REVIEW:
If there are no problems with your application or the past operation of the Liquor Delivery Service, staff
will recommend approval.
If there is a concern about the applicant or the past operation of the Liquor Delivery Service, staff may recommend a
meeting (or a conference call could be arranged). In this case, our staff will schedule the appointment or conference
call and will inform you of the date, place and time. After this meeting one of the following steps will be taken:
•
•
•

recommend the approval of the application;
reserve the decision to a later date;
recommend that a Notice of Proposal be issued to refuse the application.

Note:

If the Registrar proposes to refuse your application, you are entitled to a hearing before a Board Member.
The Licence Appeal Tribunal will provide you with more information about the hearing process.

ISSUING THE LICENCE
NEW LICENCE:
The written confirmation that your licence application has been reviewed will also state whether or not the Registrar
needs any other information. Once the Registrar receives all the required information, and is satisfied that your liquor
delivery service conforms with the Liquor Licence Act & Regulations, your application will be approved.

LICENCE TRANSFER:
The written confirmation that your licence application has been reviewed will also state whether or not the Commission
needs any other information. In most cases, you just need to provide a letter confirming that your purchase of the
business has been finalized (if you have not already done so). The Registrar will then issue your licence.

OTHER THINGS TO KNOW
WHO TO CONTACT FOR HELP:
•

For general information access the AGCO Website at www.agco.on.ca.

•

For answers or information about completing your application, call the AGCO’s Customer
Service Unit (416) 326-8700, Fax # (416) 326-5555 or toll free in Ontario 1 800 522-2876. E-mail
address: licensing@agco.ca.

For complete details about your legal responsibilities as a licence holder, refer to the Liquor Licence Act and
Regulations. Copies of the Act and Regulations are available from Publications Ontario.
Call:

416 326-5300 or 1 800 668-9938

Write: Publications Ontario
50 Grosvenor Street
Toronto ON M7A 1N8
www.publications.serviceontario.ca
Visit:
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CHECKLIST:
Check the following list to make sure you have included everything that the Commission needs. This will
help our staff process your application promptly.
[ ]

APPLICATION FOR A NEW OR TRANSFERRED LIQUOR DELIVERY SERVICE LICENCE:
•
•

[ ]

PERSONAL HISTORY REPORT(S):
•

•
[ ]

This form must be completed by corporate partners, and any corporation that holds
more than 10 percent shares in the corporation that is applying for the licence.

CONSENT TO TRANSFER (TRANSFER APPLICATIONS ONLY):
•

[ ]

Individual reports must be completed by:
• all partners, officers, and directors of the corporation;
• all shareholders with more than 10 percent voting shares of the corporation; and
• anyone who will manage the Liquor Delivery Service.
Each personal history report must be signed by the individual.

CORPORATE STRUCTURE FORM:
•

[ ]

Answer all questions accurately.
Sign the form.

The current licence holder must sign the consent to transfer area on the application.

LETTER CONFIRMING PURCHASE (TRANSFER APPLICATIONS ONLY):
• Enclose a letter confirming the date that your purchase of the business has been
finalized.

[ ]

APPLICATION FEE:
•

The application fee must be submitted with your application in the form of a certified
cheque or money order made payable to the Minister of Finance.

PLEASE NOTE:
•

Check the expiry date of the existing licence. Does it expire in less than 6 weeks? If so, there may not be
enough time to complete the transfer process before the current licence expires. Therefore, renew the liquor
licence at this time.

•

If there are pending proceedings, the licence could be revoked or suspended by the Registrar. Therefore,
the Registrar is unable to entertain your Transfer application. You may want to ask the current licence
holder whether the Registrar has any disciplinary proceedings against the business.
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FEE STRUCTURE FOR LIQUOR DELIVERY SERVICES

HOW MUCH DOES A LICENCE COST?
LICENCE TYPE

APPLICATION FEE

New
(issued for two years)

$ 500.00

Transfer
(issued for the remaining time period on the licence)

$ 500.00

A renewal fee is charged every three years. The fee is $300.00.
All fees must be paid by certified cheque or money order, made payable to the Minister of Finance.

ALL FEES ARE NON-REFUNDABLE
If you withdraw the application or if the Registrar refuses to issue the licence for any reason, the application
fee will not be returned.

3137E (2016/07)

Page 7 of 7

