










DIRECTIONS TO WSLCB HEADQUARTERS 

 
• From I-5, take the Pacific Avenue Exit, Exit 107.  
• Head west on Pacific Avenue for one-quarter mile.  
• The Liquor Control Board headquarters office is located on the right- hand side of Pacific Avenue, 

NE corner of Pacific and Pattison, before the stoplight.  It is a two-story tan building. The 
receptionist is located on the first floor.  Please check in with the receptionist. 

 

 

 

 

3000 Pacific Avenue SE 
Olympia, WA 98504 

360-664-1600 

 



 
DIRECTIONS TO WSLCB DISTRIBUTION CENTER 

 

 

The Distribution Center is a large mustard-colored building with green-tint windows and the roof is shaped in 
an arch fashion.  It is set back from the street with the parking lot in front along East Marginal Way South.  
There is a large green highway sign in the parking lot that says “Liquor Control Board.”   

Option 1:  I-5 North or Southbound – take the Corson-Michigan Street Exit 162 
Follow ramp .3 miles, move into right-hand lane, take the first right onto Michigan Street 
Follow Michigan Street .7 miles, turn right onto East Marginal Way South  
Follow East Marginal Way South 1.4 miles, turn left onto South Idaho Street 
 
Option 2: I-5 Northbound, take Exit 156–(Highway 599 and East Marginal Way South 
Follow Highway 599 (which turns into highway 99).  In the left-hand lane, follow the highway approximately 
4.5 miles and turn left at the first traffic light and follow the signs for Highway 99 North, Seattle.  The highway 
travels over the Duwamish waterway drawbridge and will end as it merges into East Marginal Way South.  As 
the two roads merge, stay in the left-hand lane entering East Marginal Way South and follow the road a couple 
of miles to South Idaho Street.  Take a left on South Idaho Street. 
 
Option 3:  I-5 Northbound, take Exit 154 and follow Highway 518 West,  merge North onto Highway 509.   

 
Option 4:  I-5 Northbound, take Exit 152 and follow signs on South 188 to Highway 509 
Highway 509 is joined by Highway 599/Highway 99.  The highway travels over the Duwamish waterway 
drawbridge and will end as it merges into East Marginal Way South. 
As the two roads merge, stay in the left-hand lane onto East Marginal Way South and follow the road a couple 
of miles to South Idaho Street.  Take a left onto South Idaho Street. 

 
 

SEE MAP NEXT PAGE 
 
 
 
 
 
 

4401 East Marginal Way South 
Seattle, Washington 

(206) 464-7920 



 
 



ADVERTISING 
 
 
 
The Washington State Liquor Control Board regulates manufacturers, importers, 
distributors and retailers of liquor in their advertising of liquor.  WAC 314-52 provides 
reasonable regulations as to the kind, character and location of advertising of liquor, as 
authorized by RCW 6.08.060. 
 
Manufacturers, importers, distributors and retailers of liquor must comply with the 
advertising rules of the Liquor Control Board in any advertising material placed by them or 
on their behalf by their agents. 
 
If desired, advertising may be submitted prior to publication for an advisory opinion by the 
advertising coordinator of the Washington State Liquor Control Board. 
 
The activities between manufacturers, importers and distributors, and retailers are heavily 
regulated in this state.  RCW 66.28.010, the “tied-house” statute, prohibits the 
advancement of “moneys or moneys’ worth” from the non-retail tier to the retail tier.  
“Moneys’ worth” does include advertising on behalf of a retail licensee by a non-retail 
licensee.   
 
Our Manufacturers, Importers and Wholesalers division includes enforcement officers 
devoted to the enforcement of the Board’s non-retail licensee regulations. 
 
It is suggested you contact the advertising coordinator with any questions pertaining to 
advertising and promotional activities: 
 
Tony Kim 
360-664-1625 
tek@liq.wa.gov 

 

 

 

 

 



GUIDE TO PURCHASING SERVICES 
 
Purchasing Services (Purchasing Division, Liquor Purchasing) will be the first 
point of contact for most new suppliers wishing to do business with the WSLCB,  
as well as a continuing resource for working with the agency. 

 
OPERATIONAL FUNCTIONS  
• Review on a weekly basis and place orders with approximately 300 spirit, wine and 

malt beverage suppliers.   
 
• Hold approximately 10 monthly new listing meetings and recommend new product 

listings or rejections to the Board.  
 
• Recommend product de-listings to the Board based on comparative analysis of each 

products dollar contribution to profit within category and declining consumer demand 
and sales. 

 
• Provide new listing and general product information to retail outlets via merchandise, 

product availability, and alert bulletins. 
 
• Update and maintain pricing formulas, monthly retail price books, and monthly store 

shelf tickets. Print monthly retail price books and distribute same to all retail outlets 
within the state. 

 
• Provide permits for personal individual importation 
 
• Assign monthly point of purchase displays (product floor displays) to retail outlets. 
 
• Process special orders for retail licensees, private citizens, and store managers.  

Special orders are processed for items which are not listed by the Board. 
 
• Plan and execute “product emphasis periods” such as Washington Wine Month, 

Summer Spirit promotions, and Holiday. 
 

 
 
 
 
 
 
 

 



Purchasing Division 
March 2008 

 



 
 

 
Purchasing Points of Contact  

 
Product specific contacts: 

Product Type Contact Email Phone Number 

SMI Spirits Kimberly Ward  kwa@liq.wa.gov 360-664-1786 

Non-SMI Spirits  Robin Hall  rch@liq.wa.gov 360-664-1658 

Wine and Beer Cindy Doughty cjd@liq.wa.gov 360-664-1656 
 

For all product types:  
Subject Contact Email Phone Number 

SR/PO Order Entry/PO 
changes Peggy Lynch ptl@liq.wa.gov 360-664-1666 

Special Orders Casey Walker sor@liq.wa.gov 360-664-1669 

Price or proof changes 

Kelly Higbee ksh@liq.wa.gov 360-664-1659 
OTO, VAP, and size extension 
requests 

Labeling and coding 

New promotions Steve Burnell skb@liq.wa.gov 206-619-5415 
New spirit products and 
samples Missy Aulabaugh mka@liq.wa.gov 

 
360-664-1652 
 Shelf schematics 

New wine/beer products and 
samples Cindy Doughty cjd@liq.wa.gov 360-664-1656 

Monthly display requests Lacinda Thomas lmt@liq.wa.gov 360-664-1667 
In-store merchandising and 
promotional activities Jamie Storm jgs@liq.wa.gov 

 206-389-2476 

SPA/TPR requests Jeffrey James jrj@liq.wa.gov  360-664-1657 

 
Other Contacts: 

Title Name Email Phone Number 

Director of Purchasing Debi Besser djb@liq.wa.gov 360-664-1668 
Administrative Assistant to 
Director of Purchasing Meagan Renick mkr@liq.wa.gov 

 360-664-1759 

Office Assistant Shirley Horn sjh@liq.wa.gov 360-664-4525 
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BIOTERRORISM ACT FEDERAL  
REGISTRATION NUMBER 

 
A requirement of the Public Health Security and Bioterrorism Preparedness and 
Response Act of 2002 is that we register our liquor warehouse and distribution facility 
with the Food and Drug Administration.  We are providing you with our federal 
registration number for our Distribution Center located at: 
  
Washington State Liquor Control Board  
4401 East Marginal Way South 
Seattle, WA  98134-1193 
 
Registration Number:  13897642910 

 



SUPPLIER CORRESPONDENCE DIRECTORY 
 
Multiple times a year, the Purchasing Division sends out correspondence to our suppliers 
via an All Supplier Bulletin. The Purchasing Division maintains a directory of suppliers 
to send this correspondence to. 
 
In order to assure that mailing addresses, phone numbers, fax numbers, and e-mail 
addresses are up to date, we need timely updates from our suppliers whenever a change is 
made.  It is especially important to inform us when you have a change in broker or 
representative information. 
 
You may use the following form to fax, e-mail or mail us changes.   
 
 

SUPPLIER DIRECTORY INFORMATION UPDATE FORM 
WASHINGTON STATE LIQUOR CONTROL BOARD 

 
Send to:  WSLCB Purchasing Division 
   3000 Pacific Avenue SE 
   P.O. Box 43096 
   Olympia, WA 98504-3096 
 
Fax to:   (360) 586-0878 
E-mail to:  purchasing@liq.wa.gov 
Click here for complete form 
 
 
Supplier Company Name:          
 
Supplier Contact Person:          
 
Supplier’s Correspondence Address:         
 City / State / Zip     /  /   
 
Phone Number / Fax Number:     /     
 
Supplier Contact’s E-mail Address:     @    
 
 
Broker’s Company Name (if applicable):        
 
Broker Contact Person:          
 
Broker’s Correspondence Address:         
 City / State / Zip     /  /   
 
Phone Number / Fax Number:     /     
 
Broker Contact’s E-mail Address:     @    
 



STORE ACTIVITIES BY SUPPLIER REPRESENTATIVES AND BROKERS 
(SPIRITS DISPLAYS, WINE DISPLAYS, ETC.) 

 
The Washington State Liquor Control Board is an Agency that both licenses and regulates the liquor 
industry in the State of Washington.  As such, employees of the Liquor Board are governed by State Law 
(RCWs), Regulations (WACs) and Board directives. We are interested in working with our business 
partners in ways that are for the mutual benefit of all parties.  In doing so, it is absolutely essential that our 
employees as well as members of the liquor industry adhere to these guidelines. 
 
An ongoing committee is currently in place to review our policies regarding store displays and to suggest 
ways that improvements can be made.  This committee includes retail staff, purchasing staff, district 
managers, store managers, and supplier representatives.  Please adhere to our current policies and 
guidelines regarding display of liquor products.  
 
This directive contains three areas of information regarding product displays: 
 

Clarification of assigned product displays versus floor stacking of liquor products 
Specific examples of permitted and prohibited display activities 
WAC (Washington State Administrative Code) 314-44-005 

 
1.   Clarification of assigned product displays versus floor stacking of liquor products: 

 
Product Displays:  
These are assigned each month by the Liquor Purchasing Division and posted on the internet. Supplier 
representatives also get a copy of this approved display list and use it when contacting the stores that have 
been assigned these product displays.  Displays are assigned as 6 case floor stacks; 3 case floor stacks; or 
“bin” displays.  Larger liquor displays or displays of unassigned liquor products are not authorized.  The 
store manager selects the location of these displays, and with their District Manager’s approval, may decide 
not to display items if there are circumstances such as shoplifting concerns that indicate the display is not 
appropriate for that store.  Back cards, pricing signs, and approved rebate and consumer offers may be 
attached. 
 
Convenience Stacks: 
During busy sales periods such as Thanksgiving, Christmas, and New Year’s holidays, store managers may 
elect to display stacks of fast selling items in the lobby area in order to avoid constant re-stocking of 
shelves and to have store personnel dedicated to serving retail customers.  These products available for 
convenience stacks are those in the top 25 selling products from the same selling period the previous year. 
This list will be provided by the Purchasing Division. They will not be influenced by supplier 
representatives or contain back cards or other information supplied by liquor representatives.  They may 
have pricing information displayed.   
 
Additional Information: 
 
Important:  Federal regulations issued by the Tax and Trade Bureau prohibit any liquor 
representative from moving any product other than a product that they represent.  Our guidelines 
must conform to the Federal regulations.  No supplier representative may influence the shelf location 
or the number of shelf facings of a product.  Supplier representatives will not touch shelf stock for 
any reason other than to re-stock an approved product display. 
 
2.   Specific examples of permitted and prohibited display activities 
 
Per Washington State Administrative Code (WAC) 314-44-005 and Board policy, an employee who is 
representing a supplier and holds a current agent’s license may: 
 

 Set up pre-approved product displays from the monthly product display list that is sent out to all 
stores. 
 

 Deliver, attach to bottles, or hang pre-approved rebate coupons and shelf talkers. 



 
 By themselves, without interrupting store employees, conduct product surveys for their own 

information regarding product selection/availability.  
 

 Leave product information with stores employees (on items listed by the Board). 
 

 With the store employee’s permission, assist in re-stocking approved floor displays. 
 
Examples of what are not authorized activities: 

 
 Solicit special orders from store employees.  Suppliers may solicit special orders from retail 

licensees (Class H customers).  Licensees may then contact stores employees to place a special 
order.  

 
 Enter any area of the store except the store lobby or display area. 

 
 Set up displays of products that have not been pre-approved.  Ask for displays that are larger than 

those that have been pre-approved or suggest items to floor stack. 
 

 Give or leave for the use of store employees or customers product merchandising items such as 
hats, T-shirts, key chains, glasses, pens, or any other similar merchandising/advertising items. 

 
 Ask store employees for information regarding inventory or any other matter relating to sales.  

This would apply to questions about shelf location, number of shelf facings, and the amount of 
product on hand or on order.  

 
3.   WAC (Washington State Administrative Code) 314-44 
 

WAC 314-44-005   Agent's license required -- Eligible employers defined -- Certain classes limited -- Bona 
fide entity defined -- Prohibited practices.  (1) No person shall canvass for, solicit, receive or take orders 
for the purchase or sale of any liquor, or act as the agent for the purchase or sale of liquor, nor contact any 
licensees of the board in goodwill activities, unless such person is holder of an agent's license as provided 
in RCW 66.24.310, and this regulation. 
 
     (2) An agent's license may be issued to the accredited representative of a person, firm, or corporation 
holding a certificate of approval issued pursuant to RCW 66.24.270 or 66.24.206, a beer distributor's 
license, a brewer's license, a beer importer's license, a domestic winery license, a wine importer's license, or 
a wine distributor's license within the state of Washington, or the accredited representative of a distiller, 
manufacturer, importer, or distributor of spirituous liquor, or foreign produced beer or wine. A person, 
firm, or corporation so qualified, is herein defined to be an eligible employer. Such employer shall apply to 
the board for such an agent's license for his accredited representatives on application forms prescribed and 
furnished by the board. 
 
     (3) Every firm which applies for an agent's license under the provisions of this section shall furnish the 
board with satisfactory proof that such firm is in fact a bona fide business entity. 
 
     (4) Only the licensed agent of a distiller, manufacturer, importer, or distributor of spirituous liquor may 
contact retail licensees in goodwill activities when such contacts pertain to spirituous liquor products. 
 
     (5) No distiller, manufacturer, importer, distributor of liquor, or agent thereof, shall solicit either in 
person, by mail or otherwise, any liquor supplier or employee of the board, except the purchasing agent 
thereof, for the purpose or with the intent of furthering the sale of a particular brand or brands of 
merchandise as against another brand or brands of merchandise. 
 
     (6) No distiller, manufacturer, importer, distributor of liquor, or agent thereof, shall visit any state liquor 
store or agency for the purpose of exerting influence on employees for sales promotion or to secure 
information regarding inventory or any other matter relating to sales. They may deliver, or have delivered, 
and assemble where required, consumer offers and display material that have been approved by the board 

http://www.leg.wa.gov/rcw/index.cfm?fuseaction=section&section=66.24.310
http://www.leg.wa.gov/rcw/index.cfm?fuseaction=section&section=66.24.270
http://www.leg.wa.gov/rcw/index.cfm?fuseaction=section&section=66.24.206


or its designee. Violation of this section will result in a penalty against all company items, which in 
appropriate cases could mean a partial or total delisting of those items. 
 
     (7) No distiller, manufacturer, importer, or distributor of liquor, or agent thereof, shall give or offer to 
any employee of the board any entertainment, gratuity or other consideration for the purpose of inducing or 
promoting the sale of merchandise. 
 
     (8) No distiller, manufacturer, importer, or distributor, or agent thereof, shall allow, pay or rebate, 
directly or indirectly, any cash or merchandise to any retail licensee to induce or promote the sale of liquor, 
including the payment of tips to such licensees or their employees and the purchasing of drinks "for the 
house." Such persons, firms and licensees must operate in conformity with WAC 314-12-140, RCW 
66.28.010, 66.28.040, and other applicable laws and rules. 
 
     (9) Upon the infraction of any law or regulation by any distiller, manufacturer, importer, distributor, or 
agent, the board may, in addition to imposing other penalties as prescribed by law, remove such firm's 
products from the sales list of the board, and/or prohibit the sale of any brand or brands of beer or wine 
involved as provided in RCW 66.28.030. 
 
     (10) Upon the termination of the employment of a licensed agent, his employer shall immediately notify 
the board and with such notice return to the board the agent's license issued to such person. 
 
[Statutory Authority: RCW 66.08.030, 15.88.030, 19.126.020, 66.04.010, 66.08.180, 66.16.100, 66.20.010, 
66.20.300, 66.20.310, 66.24.150, 66.24.170, 66.24.185, 66.24.200, 66.24.206, 66.24.210, 66.24.230, 
66.24.240, 66.24.244, 66.24.250, 66.24.375, 66.24.380, 66.24.395, 66.24.400, 66.24.420, 66.24.425, 
66.24.440, 66.24.450, 66.24.455, 66.24.495, 66.24.540, 66.28.010, 66.28.040, 66.28.050, 66.28.170, 
66.28.180, 66.28.190, 66.28.200, 66.28.310, 66.44.190, 66.44.310, 66.98.060 and 82.08.150. 98-18-097, § 
314-44-005, filed 9/2/98, effective 10/3/98. Statutory Authority: RCW 66.08.030. 89-01-004 (Order 271, 
Resolution No. 280), § 314-44-005, filed 12/8/88. Statutory Authority: RCW 66.08.030 and 66.98.070. 82-
04-029 (Order 93, Resolution No. 102), § 314-44-005, filed 1/27/82; Order 46, § 314-44-005, Rule 111, 
filed 6/9/76. Formerly WAC 314-44-010 and 314-44-020.] 

 
WAC 314-44-015   Agent license limited authority.  (1) Agents licensed under the authority of RCW 66.24.310 

may perform goodwill activities as authorized by the board. 
 
     (2) Agents licensed under RCW 66.24.310 are prohibited from using their agent's license as a means to 
represent their being an employee of the board for the purpose of (a) obtaining admission to liquor licensed 
establishments; (b) misleading anyone into thinking they are a liquor enforcement officer or (c) checking 
identification of patrons. 
 
[Statutory Authority: RCW 66.08.030. 94-14-023, § 314-44-015, filed 6/27/94, effective 7/28/94.] 
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Bailment System 
 
The Washington State Liquor Control Board operates a bailment inventory system for all distilled spirits 
and a majority of wine products.  Under a bailment inventory system, the supplier owns the stock in the 
Washington Liquor Control Board’s Distribution Center until it is withdrawn for the supplier’s bailment 
inventory. 
 

1. Suppliers are given a daily stock status of all bailment activity for each product that is listed.   
2. A purchase order/invoice is created twice monthly for bailment withdrawals from the first through 

the fifteenth, and from the sixteenth to month end, to pay for bailment withdrawals.   
3. Payments are made within 30 days of the date of the purchase order/invoice. 
4. The Board is not responsible for the loss of any of the supplier’s bailment inventory other than 

breakage or shrinkage while in Board custody.  Any other types of loss (i.e., fire, flood, 
earthquake, etc.) should be covered by the supplier. 

 
 
Please see bailment agreement form. 
 

Non-bailment Purchase Orders 
 
The Washington State Liquor Control Board will issue purchase orders for non-bailment liquor orders.  
Purchase orders will be paid within 30 days of receipt of the product ordered, or a properly completed 
invoice, whichever arrives later. 
 

Processes 
 

1. Both bailment and non-bailment items are reviewed for possible orders on a weekly basis by 
reviewing current inventories, orders in transit and forecasted sales. 

2. Bailment orders are called “SRs”, short for Recommended Bailment Stock Replenishments.   
3. Non-bailment orders are called “PO’s”, short for Purchase Order. 
4. Both SRs and POs are typically emailed.  Electronic transmittal or “EDI” has not been 

implemented yet. 
5. Bailment SRs are not a commitment to purchase and may be changed on agreement by both the 

supplier and WSLCB ordering authorities prior to delivery.   
6. We specify a “delivery” date on SRs and expect the supplier to anticipate shipping times in order 

that the order is delivered as close to that date as possible.  Delays in shipments should be 
communicated to Purchasing immediately.  

7. We specify a “ship” date on POs and expect the order to be delivered as close as possible to the 
given date.   

8. Delays in shipment or necessary changes to quantities and products should be communicated to 
the Buyer as soon as known. Purchasing must agree to changes 

9. Products will almost always be ordered in multiples of pallet quantities except where the item is 
either prohibitively expensive or is a unique, very slow selling product. 

10. Orders will be placed for truckload quantities whenever possible.  It is up to the supplier to notify 
Purchasing what constitutes truckloads for their ship points. 

11. LTL or “lighter than load” orders will be written for items from ship points with small numbers of 
products or products that generate low sales. 

12. Advance bills of lading or manifests showing exactly what products and quantities were actually 
shipped, should be sent to the Receiving Department of our DC in advance of delivery, for review. 

13. Orders for products for an upcoming Temporary Price Reduction (TPR) program will be placed so 
that an increased quantity of the specified item will arrive the 3rd week of the month preceding the 
TPR month.  This is in order to anticipate the build-up orders by retail outlets, which will occur 
the last week of the month.   

14. In most cases, the delivery of goods not ordered on a valid SR or PO, either in excess or error on 
the part of the supplier, will result in a new SR or PO being generated to cover the overage, or, 



will be returned to the supplier at supplier expense.  Goods not currently listed by the WSLCB 
will always be returned.  Incorrect shipments should be avoided due to increased time and 
processing required accounting for them and because of the increased possibility for accounting 
discrepancies. 

15. Due to the long lead times required for ordering and delivery, notification by the supplier to 
WSLCB ordering authorities of any changes to either SRs or POs must be given as soon as 
possible previous to delivery to our Distribution center.  Non-notification or late notification can 
mean long-term out-of-stocks because of the time required to place replacement or backup orders.    

16. Purchasing assumes suppliers will back order and ship products not fulfilled on orders unless 
notified by the supplier. 

 
 

SUPPLIER MANAGED INVENTORY ORDER PROCESS 
 

1. Supplier Managed Inventory or “SMI” means that the supplier is responsible for forecasting and 
supplying the product necessary to meet the inventory requirements of the WSLCB.  We use the 
term “SMI Supplier or Supplier” to denote suppliers currently authorized to operate with the 
WSLCB in that activity. 

2. Maintenance of adequate inventories without significant over-stocking remains the responsibility 
of Purchasing Services, regardless whether we order products or they are SMI. Our Distribution 
Center space is limited and we can only carry about 4-6 weeks average inventory on the floor.  

3. If the level inventory is continually out of line, Purchasing will review SMI orders to determine if 
too much or too little inventory is being carried and whether orders meet or exceed our needs. 

4. Withdrawals and inventory information is available weekly to suppliers wishing to operate on a 
SMI basis. A monthly review of inventory is also sent to the supplier. 

5. All orders, whether SMI or not, must have a WSLCB assigned SR or PO number and this number 
must be used on all documents and communications concerning those orders, particularly 
manifests, bills of lading, advance notices and delivery requests. 

6. SMI orders should be sent to Purchasing in a readable, understandable format, including 
Washington State Brand codes and a product description.  

7. 24 Hrs. must be allowed for Purchasing to review the orders, make necessary changes, process the 
orders through our ordering system, assign order numbers and fax back order copies on our forms.  

8. Suppliers will provide quantities required by SPA/TPR months to arrive at the DC the third week 
of the month proceeding the TPR month.  It will be the responsibility of the supplier to incorporate 
the TPR quantities with their regular orders. 

   
 
 
 
 

 
OUT-OF-STOCKS 

 
1. It is Purchasing’s policy and goal to keep out-of-stocks to an absolute minimum.  

To do this, we need the assistance of the supplier to provide us with clear 
communications regarding products unavailable at the time of ordering.   Timely 
notification of actual or potential product shortages is very important.  Allowing 
shipments to arrive short of product without communication lengthens the time 
necessary to generate new order quantities and thus lengthens the time products 
are unavailable to our customers. 




