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After completing this document, you will be able to:

• Complete and submit a Banquet Permit application in 

the LCB Portal.

• View the Banquet Permit in your email inbox.

Purpose
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What is it?
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01 Access the LCB portal from this link: Home (site.com)

02 On the LCB portal, click the Apply for a Permit tab.

A Banquet Permit is a permit that allows the service and consumption of 

liquor at a private, invitation-only banquet or gathering held in a public place 

or business. Examples include weddings, company banquets, retirement 

parties, and club, organization, or church events.

How to apply for a Banquet 

Permit?

You do not need to create an account to apply for a Banquet Permit.!
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https://portal.lcb.wa.gov/


04 A checkmark icon is displayed next to the Banquet Permit description. 

Click the Next button to continue.

03

03 Click the icon next to the Banquet Permit description.

The Steps section is displayed on the right navigation. This section indicates 

the total number of steps required to complete this transaction. As you 

complete one step and move to the next, you can view your progress.
!
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05 Fill out the fields below with your information and click the Next button:

• Name of Organization: (If applicable)

• First Name

• Middle Name

• Last Name

• Date of Birth

• Address

• City

• State

• Zip Code

• Email Address

• Confirm Email Address

• Phone Number

05

Mandatory fields are marked with a red asterisk (*). 

Also, note that if you are inactive for more than 30 minutes while filling out the 

application, you will be automatically logged out and will need to start over.

!
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Click the Previous button if you need to modify some information.!

Note: The event street address must be in Washington State.
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06 Complete the following fields with the location information and click the 

Next button:

• Name of Building or Location of Event: (If applicable)

• Event Room or Area Held: (If applicable)

• Event Street Address

• Event County

• Event City

• Event Zip Code

Note 2: If the email addresses do not match, this warning message appears and you 

cannot continue until they match.

Note 1: The person that applies for the permit must be over 21 years old to get a 

Banquet Permit 

We are aware of a problem in the Event Location Zip Code field. 

If you can’t move past the Event Location Zip Code validation, delete the Event Location Zip Code and reenter 
the valid zip code manually. A zip code drop-down menu will pop up below. From the drop-down menu select 
the correct zip code for your event location. This should clear the error and allow you to move on.
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07 Complete the following fields with the event information then click the Next

button:

• Start Date and End Date: (Select the date from the calendar)

• Start Time and End Time:* (Select the time from the drop-down list)

• Number of Days: (If your event is scheduled to end before 2 a.m. the 

next day please enter ‘1’ for your value)

• Event Type: (Select the event type from the drop-down menu)

• Description: (If applicable)

• Number of Persons Proposed to Attend

• Number of Persons Under 21 Years of Age that will attend

• Name, Address and phone number of Caterer: (If applicable)

The cost of the permit is $10 per event day. 

One (1) event day = 6 a.m. to 2 a.m. 

*The legal hours for service and consumption of liquor are between 6 a.m. to 

2 a.m. daily, every day of the week.

!
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08 Complete the following fields and click the Next button:

• Read the acknowledgement and select the declaration checkbox

• Please Sign: (Use your full name; this acts as your official signature)

09 Verify the information: email address and total amount due. Once 

confirmed, click the Pay Now button. 
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10a Payment web page opens in the same tab. Fill out the following fields 

under the Contact Information section:

• First Name

• Last Name

• Address 1

• City/ Town

• State/Province/Region

• Zip Code

• Country

• Phone Number

• Email Address
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10b Next, fill out the following fields in the Payment Method section then click 

the Continue button:

• Card Number

• Expiration Date: (Select from the drop-down menu)

• Card Security Code: (the three-digit number on the back of the card)

• Card Billing Address: (Check the correct option)

You can use a credit or debit card to make the payment.!

If your Card’s Billing Address is different than the one you put in the contact 

information section, select “Use a different address” option and use the 

correct address.
!
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11 Review the payment information and click the Confirm button.

If needed, click the Back link to return to the Payment page to make changes 

to your payment.
!
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12 Verify the information and click the Continue button. 

13
A payment confirmation message is displayed on the screen. Click the 

Return To Home button to navigate to the homepage.

Note: You will also receive a confirmation in your email.
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14 You will receive an email from LCB (noreply@lcb.wa.gov) at the 

email address you added in the Banquet Permit form. 

14

14

If you do not receive the email, check your junk email. 

Contact LCB if you did not receive an email or need a copy of your Banquet 

Permit to be resent to you. 
!
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You can review, download, and print your Banquet Permit to post at your event.
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IT Support 

Contacts
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Email: servicedesk@lcb.wa.gov

Phone: +1-360-664-1776
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