Order Form Requirements

The Supplier Quote must have the following required information, to be provided on Supplier letterhead:

· Product Description

· Vintage Year (if applicable)

· Alcohol Percentage

· Bottles Per Case

· Bottle Size - Note: for bottles of WINE, the only permitted sizes are: 50, 100, 200, 250, 375, 500 or 750 mL, or 1, 1.5, 2, 3 or 4 L.  The LCBO may at its discretion allow the import of bottles over 4 litres in size, provided that further sizing is in full one-litre increments (on approval).
· Product Cost Per Case (not per bottle)

· Payment Currency

· Shipping Terms - The address of the pick up location is required when the shipping terms are ex-cellar and the pick up location is not the Supplier’s address.

· Country of Origin - Product must ship from source country 

· Date of Quote - The supplier quote should not be older than 3 months from the time the order is submitted.  This is to ensure that product is available and the most current pricing has been provided.

· "Gift Pack" Pricing - If product has special packaging, the value of the spirit and packaging must be detailed on the supplier quote sheet.  Management approval is required whenever the packaging is valued at over 40% of the total product cost.

Depending on the order type, the Order Form must have the following information:
	Regular & Licensee Order Forms Require:
	Consignment & HVC Order Forms Require:

	· Supplier Number

· Supplier Name

· Supplier Address

· Supplier Fax

· Supplier Phone Number

· Supplier E-mail

· Agency Name

· Customer Number

· Customer Name

· Customer Address

· Customer Fax

· Customer Phone Number

· Customer E-mail

· License Number (where applicable)

· Shipping Terms

· Port Name (where applicable)
· Country of Origin (for all products)
· Payment Currency

· Product Number – if new put “New” if new vintage put “NV”

· Total Cases Ordered
· Product Description (must match the supplier quote)

· Vintage Year (if applicable)

· Product Type

· Bottle Size

· Bottles Per Case

· Alcohol Percentage

· Supplier Quote Per Case
· Deposit amount indicated on each order form.  Deposit is 25% of the estimated retail cost. Payment for the deposit must be provided (personal cheques are not accepted).

· Customer’s Signature and Date
	· Supplier Number

· Supplier Name

· Supplier Fax

· Supplier E-mail

· Customer Number

· Agent Number

· Agency Name

· Customer Phone Number

· Shipping Terms

· Port Name (where applicable)
· Pay Direction

· Payment Currency

· Country of Origin (for all products)
· Product Number – if new put “New” if new vintage put “NV”

· Total Cases Ordered
· Product Description (must match the supplier quote)

· Vintage Year (if applicable)

· Product Type

· Bottle Size
· Bottles Per Case
· Alcohol Percentage
· Supplier Quote Per Case
· Customer’s Signature and Date


NOTE:  The LCBO Laboratory Waiver must be provided Dated and Signed for all non-licensee Private Orders.

A new Supplier to Private Ordering must have the following documentation:

· Supplier Appointment of Agency Letter

· Supplier/Agent Consignment Agreement Form (where applicable)

· LCBO Vendor Profile Form. Please refer to www.lcbotrade.com/accounts_payable.htm for more information.

· Supplier Confirmation of Product

A new agent must also provide a valid Alcohol and Gaming Commission of Ontario "License to Represent a Manufacturer".
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