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Cigarette, Tobacco, and Electronic Vaping Device
New Retailer Checklist

The following items are required at the time of application. Please print legibly and make sure all
forms are completed:

o CTV- 100 Cigarette, Tobacco, and Electronic Vaping Device License Application
e Wisconsin Seller’s Permit Number
e Federal Employer Identification Number (FEIN)
e Premise Description: Be specific as to all areas where cigarettes, tobacco products, and
electronic vaping devices will be sold and stored, and where receipts for products will
be kept

o CTV-101 Cigarette, Tobacco, and Electronic Vaping Device — Individual Questionnaire
e CTV-101 must be completed by each person involved in the applicant business or
parent company including:

o Sole proprietor

o All officers, directors, and agent of a corporation or nonprofit organization
o All partners of a partnership

o Managing members and agent of a limited liability company

o CTV-102 Cigarette, Tobacco, and Electronic Vaping Device — Appointment of Agent.
e Enclose a copy of the Agent’s Driver License or State ID Card

o A copy of the current Wisconsin Seller’s Permit
« Provide a current copy of your Wisconsin Department of Revenue Seller’s Permit.

o Remit payment for license at the time the application is submitted
e The fee for a CTV License is $100.00. There is also $7.00 background check fee.

o Outstanding charges
e All outstanding charges due to the Town, including real estate taxes, hotel/motel taxes,
special assessments, utilities, inspections, etc., must be paid in full prior to license
issuance. Failure to pay may result in non-issuance.

Please note the Town Clerk must be notified within 10 days of any changes that occur during a
licensing period, including a Change of Agent.



