
Welcome to Splitting a Producer / Processor License

• Your webinar will start at 2 p.m.
• Choose the option to call in or have WebEx call you.
• Please make sure to mute your phone or computer upon entry.
• Use the chat to send in your questions. Click on the talking bubble icon on 

the top right of your screen.
• Send your questions to everyone.
• Presentation is being recorded.



Agenda

• What is a split?

• Required applications
 Request to Alter Marijuana Site and/or Operating Plan
 Change of Location Application

• Preparing for your telephone interview

• Required documents

• Approval process

• Questions and Answers



What Is a Split and When is it Required?

When you:
• Hold a producer / processor license together under the same license 

number, at the same physical location, and;

Want to:
• Move either the producer or the processor to a separate address / physical 

location. 



How to Apply for a Split

There are two applications required:

• Request to Alter Marijuana Site and/or Operating Plan
 Required for the license that is remaining at the original location
 Paper application and fees submitted to Washington State Liquor and 

Cannabis Board (WSLCB)
 $75 fee

• Change of Location application
 Required for the license that is moving to the new location
 Paper application and fees submitted to Business Licensing Services 

(BLS)
 $94 fee ($75 change of location + $19 processing fee)



Completing the Change of Site and/or Operating Plan 
Application

• You will find this change application on the Liquor and Cannabis Website 
@ https://lcb.wa.gov

• Hover over the 
‘Licensing Services’ 
tab at the top of the 
page and click on 
‘Marijuana Licensing’

https://lcb.wa.gov/


Completing the Change of Site and/or Operating Plan 
Application

• This will take you to the 
‘Marijuana Licensing’ 
page where you will find 
links to all available 
applications

• Simply click on the 
highlighted application 
to open and print



Completing the Change of Site and/or Operating Plan 
Application

• In the section labeled ‘Alteration 
Information’ please make sure to indicate 
that this is part of a ‘split’ and which 
license type is remaining and which 
license type is moving to a new location

• Fill out the application in its entirety and 
mail it in along with your payment to the 
address at the top of the form

• For any questions completing this form, 
please contact our customer service unit 
at 360-664-1600



Completing the Change of Location Application

• You will also find a link for this change application on the Liquor and 
Cannabis Website @ https://lcb.wa.gov

• Follow the same directions to get to the ‘Marijuana Licensing’ page on our 
website

• Click on ‘Change of Location’ under Business License Services Applications 
to open and print the form

https://lcb.wa.gov/


Completing the Change of Location Application

• In section 1 – Purpose of Application 
make sure to check the ‘Change 
Location’ box and indicate this is 
part of a split and which license type 
is moving

• In section 2 – Endorsements and 
Fees make sure to indicate a 
‘change of location’ and include the 
$75 fee

• Complete this application in its 
entirety and mail along with fees to 
the address at the top of the form

• For any questions completing this 
form, please contact Business 
Licensing directly at 360-705-6744



What Happens Once I Mail my Application to Business 
Licensing Services (BLS)?

• BLS will process the application and send it to WSLCB
• Once received, the application will be put together with your Change in Site 

and/or Operating Plan application
• The two applications will be assigned to a Licensing Specialist
• The Licensing Specialist will contact you to schedule the initial phone 

interview for both locations

BLS (Department of 
Revenue) Liquor and Cannabis Board Licensing Specialist



How can I prepare for the phone interview?

You should be able to fully describe changes to your existing location along 
with information about your new location, including:

• Description of premise 
 Indoor/outdoor spaces, numbers of floors, type of building, etc.

• Describe your right to the real property for the new location
 Leasing, buying or do you own the real property (as an individual or as part of an entity)

• Describe costs to make changes to the existing location (if any) as well as 
how much to get the business ready to operate at the new location

• Describe exactly where the money to cover costs will be coming from
 Name and type of account, account holding, sources of funds in the account

• If you are receiving funds from a financier, you will be asked for their (and 
spouse’s) date of birth, social security number, email address and source of 
funds



Stages for Each Location / Application

12

ORIGINAL 
LOCATION

NEW
LOCATION

INTERVIEW YES YES

DOCUMENTS REQUIRED YES YES

NOTICE SENT TO LOCAL AUTHORITY NO YES

POSTING NOTICE NO YES

BUILD OUT YES – if changes are 
made to layout/security YES

FINAL INSPECTION YES – if changes  are 
made to layout/security YES



Request for Required Documents

• All applicable parties will be emailed a request for documents in PDF format 
for each location

• Make sure to read this request thoroughly as it contains directions on how to 
complete the forms and attachments

• After the Request for Required Documents is sent, you will receive a 
DocuSign packet to complete for each location

• You will have two weeks to submit the requested items

• Once documents are received and reviewed, an additional request may be 
sent clarifying further information needed



Notice of Marijuana License Application
- Local Authority Notice (new location only)

• WSLCB is required to notify the local jurisdiction of the proposed marijuana 
license for the new location 

• The WSLCB must give the local authority 20 days to respond to this notice

• If no response is received, WSLCB must wait for the 20-day timer to expire

• You will be notified of any objection from the local jurisdiction



Public Posting Notice (new location only)

• When applying for a change of location the applicant will be emailed a copy 
of a Posting Notice and Public Posting Notice Confirmation Form

• You must post the notice at the new location within 7 days of receipt of 
notice in a location that can be seen by the general public

• The posting must remain up for 14 consecutive days

• The confirmation form must be completed and returned along with your 
required documents



Documents Most Commonly Requested After An Initial 
Interview

Each application is investigated independently and further information may be requested.

ORIGINAL 
LOCATION

NEW
LOCATION

OPERATING PLAN / FLOOR PLAN YES YES

TOTAL COST / SOURCE OF FUNDS YES YES

FINANCIAL DOCUMENTS YES – if costs YES

BUSINESS REAL DOCUMENTS NO YES

PHOTOGRAPHS YES – if changes YES

COMPLETED POSTING NOTICE NO YES



Build Out

• After all documentation is received and reviewed for each location, both 
application(s) may be put on build out

• Build out means that you are approved to prepare your location(s) for a final 
inspection

• When you are on build out, you will be required to provide substantial proof 
of progress every 30 days to keep your application active

• Failure to stay in contact with your Licensing Specialist may result in the 
withdrawal of your applications



Final Inspection

• Items you will need to submit prior to final inspection
 Proof of scale registration for the new location
 A copy of your insurance certificate for the new location
 Pictures of the complete build out 

• When you are ready for final inspection your application(s) will be sent to 
enforcement

• Your Enforcement Officer will contact you directly to schedule your 
inspection(s)

• Once your inspection is complete, your Enforcement Officer will notify 
licensing of the results



Final Approval

• Once all requirements for both locations are met, the applications will be 
sent forward together for final approval

• Customer service will process the issuance of each license together

• At this time they will end the license privilege that is moving at the old 
location and activate it at the new location

• You will receive a decision letter via email for each location

• Once you have received the approval letter from Customer Service, you will 
have five days to move operations to the new address

• Please make sure to coordinate this move with your enforcement officer.  



Tips for Preventing Application Delays

• Send the applications and payment to the appropriate agency via postal mail

• Be ready for your telephone interview

• Read your request for documents letter thoroughly

• Fill out all forms completely

• Be able to identify the amount and source of funds being used for each 
application

• WSLCB approval is required before any changes can be made to the 
business



A Summary of the Process

Submit 
Applications 

Licensing 
specialist., 
Processing

Enforcement 
Officer, Final 
Inspection 

Licensing 
Specialist, 

Finalization 

Customer Service, 
Issuance 

Decision Letter 
(application 
complete)



Question and Answer Period

Please hold for a brief moment while we prepare to answer your questions.

Please respond to our evaluation that you will receive following this 
presentation.  

Your feedback will help us to improve future sessions

Thank You!
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