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Step by Step Instructional Guide

Step 1: Start a New Application:

Log in to the system. From the top menu bar, move the cursor to 'New Applications/Requests.' Then
select 'New Tobacco Applications/Requests' from the drop-down options then click 'Apply.’
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Step 2: Review Instructions:

An instructions page will appear with details about the application process. Review all information
carefully before proceeding.
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Step 3: Select Company and Site:

Select your company, enter the site number created under Company Details, and click 'Next.' If you do
not remember your site number, click 'Don’t Remember Your Site? Click Here.'
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Step 4: Complete Application Questions:
Answer all required questions related to your application, then click 'Next.'
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Step 5: Choose License Type:
On the Licenses tab, select the license types you wish to apply for and click 'Next.'
Note: The Transitional License will only appear if you are purchasing an existing licensed business.
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Step 6: Review Selected Licenses:
A list of all selected licenses will display and fees for confirmation. Review the license details carefully

before continuing.
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Step 7: Upload Required Documents:

Go to the Documents tab and upload all required files. Click 'Select Files..." to attach your document,
then click 'Next.'
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Step 8: Sign the Affidavit:
Type your name to electronically sign the affidavit and click 'Next.'
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I da hereby swear or affirm, under penalty of perjury . that | am autharized to submit this apphcation on behalf af the named applicant and that all infarmation and statements cantained therein and any attachments

are true and correct to the best of my knowledge. information, and belief. | hereby swear or affirm that if the license(s) is ssued. the applicant shall sbide by all state and local statutes, regulations. and ordinances
relating to the manufacture, sale, use, and trafficking in tobacca, nicotine. or vapor products.
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the Department is accepling a typed version of my name as my original signature and that | have fyped my name below with intent to sign this application.
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Step 9:Fee Review:
Review all payment details and click 'Pay Fee' to be redirected to the Kentucky Interactive Payment
Page.
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Step 10: Pay the Fee:
To finalize your submission, choose your payment method and complete the transaction
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