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Apply for a Special Occasion 
License
One-time events where alcohol will be present

Special Occasion License Applicants
Who is this User Guide for?

User Guide
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Apply for an Event

Apply for a Special Occasion License directly on the LCB Online Portal:
A special occasion license allows a bona fide nonprofit organization to sell liquor at a specific 
time, date, and place. Examples of events include fundraising dinners, gala events, auctions, 
and wine tastings.

Follow the steps below to apply for an event. For this example, we will apply for an event as a 
nonprofit organization wanting to hold a special occasion event.

Click Apply for License and select Special Occasion then, Next.01
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Select Special Occasions License, then Next.02

If you are applying to participate in a fan zone or civic campus: Select Yes, then select Next. 

If you are not applying to participate in a fan zone or civic campus: Select No, then skip the 
next page to continue on pg. 5).

03

For more information, please visit the Expanded Alcohol Services Webpage:

https://lcb.wa.gov/expanded-alcohol-services

https://lcb.wa.gov/expanded-alcohol-services
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If you are applying to participate in a fan zone or civic campus, select Yes. Then, from the 
Select One dropdown, choose either Fan Zone or Civic Campus and click Next to continue.04

For more information, please visit the Expanded Alcohol Services Webpage:

https://lcb.wa.gov/expanded-alcohol-services

Fan Zone refers to a designated alcohol-service event area, while Civic Campus refers to a 
public community event space. These are specific, limited allowances. See the link below for 
details. 

https://lcb.wa.gov/expanded-alcohol-services
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In this step, the Portal will guide you through entering the required nonprofit details. 

Once complete, you will continue through the remaining steps shown on the right, including 
Event Information, Attestation, Confirmation, Select Payment Method, and Payment. This 
ensures you provide all the information needed for a complete application.

05

05

Click Next to complete each required section.06

06
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After reviewing the attestation statements, check the box to certify that all the information 
provided in your application is true and correct. Once certified, select Pay Now to move 
forward.

07

07

After this step, the Portal will guide you through the remaining stages of the 
process: Confirmation, Select Payment Method, and Payment.
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NOTE: At this point, the process will split based on the payment method you select. 
To avoid confusion, the next slides use labels A (Credit Card) and B (ACH). Follow 
the instructions for the option you choose.

7

On this page, choose your preferred payment method: Credit Card or ACH (electronic 
bank transfer). After making your selection, click Next to continue to the Payment page. 
If you need more time, you can also select Save for later (on the bottom left) to pause 
and return to your application.

08

08

After selecting a payment method and clicking Next, the system will open the 
payment page in a new window to finish your transaction.
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If you select Credit Card, you’ll be asked to enter your card details (number, expiration 
date, security code) and billing information. Click Continue to proceed.A

The payment details shown (e.g., amount due, frequency, payment amount, 
payment date) are automatic based on the information you enter. Your amount 
may be different than the example shown.

A



© 2025 Washington State. All Rights Reserved. 9

Because you selected Credit Card, enter your card details (number, expiration date, 
security code, billing address) on this page. Click Continue to proceed.09

The payment details shown (e.g., amount due, frequency, payment amount, 
payment date) are automatic based on the information you enter. Your amount 
may be different than the example shown.

1B

If you select ACH, you’ll be asked to enter your bank account details and billing 
information. Click Continue to finish your payment.B

B
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