
CITY OF APPLETON - CLERK'S OFFICE

OPERATOR (BARTENDING) LICENSE PROCESS

10-15 min.

5 min.

"Auto" overnight

2-14 days

Suggested process if denied by APD -

1-3 weeks

1 day

Denied application filed

If approved by Council, mail card 

to licensee

File approved application

Once approved by Council, mail card 

to licensee

Recommendation from S&L goes 

before Council

File approved application If denied by Council, applicant is 

notified by certified letter

Applicant completes application form and makes payment

Enter information in Premisys for photo ID

Scan application into license approval folder

Application 'moves' to Metafile for Review

Further complete license type for APD review

Process payment; receipt

Appeal heard at S&L 

and forward 

recommendation to 

approve or deny to 

council.

APD - front desk prints ap w/background check

Lt. Elliott recommends approve / deny per background

If approved, assign license #, issue 

date, and fwd to S&L agenda for 

approval, print card

If denied, send letter to inform 

applicant and place denial with 

background on S&L agenda

If denied by APD, notify applicant of 

denial by certified letter with option 

to APPEAL,  within 30 days of receipt 

of letter, to schedule appearance 

before S&L


