
 
SUPPLIER MANUAL 

This manual is a reference guide to help explain the obligations of 
suppliers who are currently conducting business with the Oregon Liquor 

Cannabis Commission and to educate new prospective suppliers about the 
OLCC’s policies and procedures 



 
 

OREGON LIQUOR & CANNABIS COMMISSION 
 
 

OLCC’S MISSION 
*** 

 
Support businesses, public safety, and community livability through education and the 

enforcement of liquor and marijuana laws. 
 

 

VISION 
*** 

 
Provide world-class selection and service supporting and educating liquor agents, 

consumers, suppliers/brokers, and employees through the acquisition, distribution, and 
delivering continuous revenue growth of distilled spirits in Oregon. 

 
 
 

VALUES 
*** 

 
We promote diversity, honesty, inclusion, and integrity in all we do. 

We encourage innovation to meet consumer demands. 
We foster an environment of collaboration as we work toward a common goal.           
We pride ourselves on complete transparency into our successes and missteps. 

We measure ourselves against the highest standards. 
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DISTILLED SPIRITS PROGRAM 
 
The Distilled Spirits Program operates the retail liquor business, meeting the public's 
needs while promoting safe and responsible sales of distilled spirits and operating a 
profitable business for the State.  The Distilled Spirits Program contains two 
Departments; Wholesale Operations, which includes Purchasing-Distribution Center, and 
Retail Services. 

 

 

Wholesale Operations 
Purchasing staff coordinates liquor movement 
from the distilleries and importers for timely 
delivery to the Commission's Distribution 
Center.  The Distribution Center receives liquor 
shipments daily and warehouses the product.  
The liquor orders are filled and arranged for 
shipment to liquor stores, military bases, 
Native American reservations, and airlines. 

 

 

 

Retail Services 

Retail Services Department staff are responsible 
for ensuring proper accounting for the State's 
liquor inventory and revenue.   
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PRODUCTS 
 

New Product:  There are two ways a new product can 
be introduced in Oregon.  The supplier can present 
distilled products not currently available for sale in 
Oregon to the Listing Committee for approval or 
when a customer special orders product not available 
in Oregon through a retail liquor store.

Listing Process:  The Listing Committee meets five 
times per year to hear presentations for new products.  
Presentations may include the uniqueness of the 

product, sales history, manufacturing process, customer demand, pricing, and 
promotions.  After listening to all presentations, the committee votes to determine if a 
product should be listed.  Approved items are then made available to order through the 
OLCC Distribution Center for liquor stores across the State.  A product that the 
committee does not approve must wait six months before being presented again. 

Suppliers are limited to two items per listing meeting or one family of brands. (i.e., a 
tequila brand that generally includes a Plata or Silver, Reposado, and Anejo.   

Listing Criteria: The Listing Committee will evaluate products based on the following 
criteria: 

• Brand strength/recognition:  Are customers aware of the product? 
• Price:  How does the price compare to other products, and who is the 

competition? 
• Category need:  Does the new product fill a need not filled by other products 

currently carried by OLCC? 
• Category trends:  Is the category growing or declining? 
• Sales in other states:  Does the product have any sales history to demonstrate 

the product's potential? 
• Marketing support:  What methods will the supplier use to create awareness 

and demand for the product (i.e., in-store sampling, consumer promotion, 
price discounting support, on-premises promotion)? 

• Product appearance and taste:  Does it present a perception of value? 
• Special order demand:  Have there been any sales through special orders? 
• Supplier reliability:  If applicable, what is the supplier service level of their 

other listed products 
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Required Materials for Listing Meeting Considerations: 
• Standard Quotation & Specification Form (Exhibit 1) 
• Copy of the TTB Certification of Label Approval (COLA) 
• Image of Bottle (jpeg and white background preferred) 
• A sample bottle of each actual item being presented 
• 15-50ml samples of each item 
• 15-Sell Sheets of each item or brand  

 
For additional information on Listing Meetings, contact the Purchasing 
Department at 503-872-5087 or email olcc.productlisting@oregon.gov.   

 

 

Listing Meeting Schedule: 
Listing meetings are held virtually (Microsoft TEAMS) in January, 
March, July, May, and September (Exhibit 8). Click on the link below 
for new product listing submission. 

 

OLCC-NewProductListingSubmission 

 

Special Order Products:  The Commission maintains a wide selection of listed liquor 
products. However, some customers do occasionally request products not currently 
listed in Oregon.  Such requests are referred to as "Special Orders."   
 

Special Order Process:   
• Customers place an order for the product currently not available in Oregon with 

the liquor store. 
• Purchasing Department contacts the supplier/vendor for pricing and advises the 

liquor store. 
• Purchasing Department will order the product after notifying the liquor store of 

the bottle price. 
• Suppliers/vendors are approved to ship the product to the OLCC warehouse 

upon receiving the order from Purchasing Department. 
• The OLCC warehouse does not carry an inventory of special order items.  It is 

prohibited to ship stock that has not been ordered.   
 
 
 
 

 

 

mailto:olcc.productlisting@oregon.gov
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fna2.documents.adobe.com%2Fpublic%2FesignWidget%3Fwid%3DCBFCIBAA3AAABLblqZhAFFC1Y3m6WeA02FT0tUYZ4gVvgsPI9RQ_OIR_TDWTTYlvn5QKM9110r7wVo631F6o*&data=05%7C01%7CNikki.Leslie%40oregon.gov%7C42bf7b8bcc6c4afd798908dad192c2d0%7Caa3f6932fa7c47b4a0cea598cad161cf%7C0%7C0%7C638052725507127383%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=KeiwmsB7xFi7uiQAnfUBqBYrzNuP%2BzGHjluJbpB53Uw%3D&reserved=0
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Documents Required for Special Order Items: 
• Standard Quotation & Specification Form (Exhibit 1) 
• Copy of TTB Certification of Label Approval (COLA) 
• Letter of Authority if the supplier if different from the company listed on the COLA 
• Image of Bottle (jpeg and white background preferred) 
• For additional information on the special order process, please email your inquiry 

to OLCC.SpecialOrder@oregon.gov.  
 

Holiday Products:  Suppliers are required to submit 
holiday products for Listing Committee approval each 
year at the May meeting.   

 

Documents required for holiday product listing 
consideration: 

• Standard Quotation & Specification Form  
(Exhibit 1)  
o Value packs with an upcharge will not be 

considered.   
• Photo image of the item and/or a sample are required 
• Copy of the TTB Certification of Label Approval (COLA) 
• A cover sheet indicating the item by code (if applicable), a description of the 

product, case pack quantity, case dimensions, case weight, and the quantity 
available.  

 
*Holiday Value-added packs will be reviewed by the Listing Committee only.  
Presentations are not required. 

 

Line or Size Extensions: 

The OLCC Purchasing Department will 
consider a request for line or size 
extensions if the brand's 750ml or listed 
size meets the criteria listed below. 

• R12 months sales of 1,200 cases or, 
• R12 months sales of $200,000  

For line extension all items within the 
brand family must also meet the 
minimum net profit requirement. 

 

 

mailto:OLCC.SpecialOrder@oregon.gov
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Supplier can present brands not approved for line 
or size extensions to the Listing Committee for 
approval. 

 

 

On-Pack/Value-Added Pack:  Supplier must 
complete the On-Pack/Value Added Pack Approval 
Form (Exhibit 3) and submit it to the Purchasing Department for prior approval.  Any 
On-Packs/Value Added Packs shipped to the OLCC Warehouse without prior consent 
may be returned. 

 

On-Pack:  When an On-Pack is offered, the On-Pack item must not be 
removed or sold separately from the original bottle unless directed by 
OLCC.  Unless an exception is approved by Commission staff, On-Pack 
must not exceed 50ml size, not exceed two 50ml per original bottle, 
not be a size that is currently listed, and be attached only to bottles 
700ml or larger.  An On-Pack attached to non-like products (such as 
Tequila 750ml with Triple Sec 50ml) must be from the same supplier 
and must be prepackaged and ready to be shipped to the liquor 
stores.   

 

Value-Added Pack:  When a Promotional 
Value Added Pack is added to regularly listed items, these are 
typically confined to the 750ml and 1.75L size (i.e., Jack 
Daniels Black with two logo brand glasses). 

When the promotion pack is the same pack size as the 
regularly listed item and has a unique UPC & SCC, OLCC 
Purchasing Department will assign a new Oregon item.  If the 
Value-Added Pack has the same UPC & SCC as the regularly 
listed item, the product is received under the regular code 
and placed at the front of the line to be shipped to the liquor stores.  

However, most promotional items of this nature are a lesser pack size than the regular 
product code.  The 750ml sizes are often six bottles per case instead of 12 bottles per 
case, and the 1.75L is usually three bottles per case instead of six bottles per case.  
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PRICING 
 
 

Determination of Price:  The price of each product 
shall be determined based on standard price quotation 
submitted by supplier or through OLCC on-line pricing 
application and accepted by OLCC. The delivered price 
to the Commission's warehouse to include taxes, 
freight, and duties.   

The OLCC calculates the retail price of distilled spirits, 
by applying a markup formula to the total invoice cost 
per case on the standard quote form or online 
submission by the supplier. All prices submitted and 
accepted will become the most current operative.  (See 
OLCC Markup Formula for more detail on page 6.) 

Retail Price:  OLCC sets the retail price for products according to a markup formula.  
OLCC requires all products to be priced no lower than the minimum unit pricing formula 
assigned by container size. 

Minimum Unit Price:  Each container size sold in the State of Oregon has been 
assigned a minimum price per proof ounce.  The minimum price per proof milliliter 
multiplied by total proof and container size in milliliters equals the minimum price, 
which will then be adjusted upward to end in $0.95. 

Designated Minimum Price Per Proof Milliliter by container size: 

Container Size Price Per Proof Milliliter 
1.75 Liter 0.000127 
1.00 Liter 0.000134 

750 Milliliter 0.000140 
700 Milliliter 0.000143 
375 Milliliter 0.000163 
200 Milliliter 0.000200 
50 Milliliter 0.000376 

 

Coupons/Rebates:  Pursuant to ORS 471.730 & 471.745, OLCC requires all products to 
be priced no lower than the minimum unit pricing formula assigned by container size. 
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Distilled Spirits Markup Formula 
 

FORMULA 1: LESS THAN $78.06 PER CASE AT COST  
• Total Invoice (case cost) multiplied by 2.131  
• Add outbound freight charge of $1.40 per case  

• If “SPECIAL ORDER”  item add special handling fee of $12.15  
• Divide case sell price by bottles per case and round up to the next nickel. (i.e. $13.44 rounds to $13.45)  
• Add $.50 surcharge 

Bottles Per Case Example 12 
Case Cost Example $75.00 
Total Invoice (Case Cost) $75.00 
Multiply by markup of 2.131 $159.83 
Outbound freight add-on ($1.40) 161.23 
Divide per case (by bottles) $13.44 
Rounded up bottle price $13.45 
Add $0.50 surcharge $13.95 
Retail Shelf Price per bottle $13.95 

 

Special Order Status  
Total Invoice (Case Cost) $75.00 
Multiply by markup of 2.131 $159.83 
Outbound freight add-on ($1.40) 161.23 
Special Order Handling Fee ($12.15) $173.38 
Divide per case (by bottles) $13.44 
Rounded up bottle price $13.45 
Add $0.50 surcharge $13.95 
Retail Shelf Price per bottle $13.95 

 

FORMULA 2: GREATER THAN $78.06 PER CASE AT COST  
• Total invoice (case cost) plus $14.45 multiplied by 1.798  
• Add outbound freight charge of $1.40 per case.  

• If “SPECIAL ORDER”  item add special handling fee of $12.15  
• Divide case sell price by bottles per case and round up to the next nickel.(i.e. $14.27 rounds to $14.30)  
• Add $.50 surcharge 

Bottles Per Case Example 12 
Case Cost Example $80.00 
Total Invoice (Case Cost) $80.00 
Case add-on amount ($14.45) $94.45 
Multiply by markup of 1.798 $169.82 
Outbound freight add-on ($1.40) $171.22 
Divide per case (by bottles) $14.27 
Rounded up bottle price $14.30 
Add $0.50 surcharge $14.80 
Retail Shelf Price per bottle $14.80 

 

Special Order Status  
Total Invoice (Case Cost) $80.00 
Case add-on amount ($14.45) $94.45 
Multiply by markup of 1.798 $169.82 
Outbound freight add-on ($1.40) $171.22 
Special Order Handling Fee ($12.15) $183.37 
Divide per case (by bottles) $15.28 
Rounded up bottle price $15.30 
Add $0.50 surcharge $15.80 
Retail Shelf Price per bottle $15.80 
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Item Status:  Distilled spirit products approved for sale in 
Oregon are assigned an item status.  The item status will help 
staff and suppliers to identify the movement of the item.  
(i.e., if the item is regularly carried in the OLCC warehouse, 
discontinued, or closeout) 

 

ITEM STATUS DESCRIPTION 

Regular  "R" Sales must average of 25 cases or more per month. 

Limited  "L" Sales of 24 cases or less per month. 

Trial  "T" 
Generally used for a new item to test sales 
performance in the market for about 12 to 18 
months. 

One-Time-Buy "O" 
Short-term trial.  Supplier is permitted to ship in  
one pallet.  Additional shipments require approval. 

Holiday  "H" 
Item available for the holiday season.  Allocated by 
the Purchasing Department 

Seasonal  "B" 
Item that is not available year-round.  Limited 
inventory available. 

Vendor Allocated "A" 
Unique and very limited quantity available.  
Allocated by supplier/vendor. 

Special Order "S" 
Item that is ordered through the special order 
process.  Generally, there will be no inventory in the 
warehouse. 

Manufacturer Only "M" 
Product sold only at the Oregon Distillery Retail 
Outlet. 

OLCC Discontinued "D" 
Item the OLCC discontinued due to poor sales 
performance. 

Vendor Discontinued "V" Item discontinued by supplier/vendor. 

Closeout "X" 
Item that is on mark-down to clear out the 
inventory. 
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Completing Standard Quotation & Specification Form: 

Information needed to complete the "Standard Quotation & 
Specification" form. (Exhibit 1) 

• Oregon Item Code (Required on all existing product currently 
available for sale in Oregon).   

• Brand Name (Jack Daniels Black, Crown Royal Apple, etc.) 
• Date Submitted 
• Effective Date 
• Type (Vodka, Gin, Tequila, Whiskey etc.) 
• Class (Flavor Vodka, Blanco, Reposado, Anejo, etc.) 
• Proof/Alcohol 
• Distilled/Produced By 
• Shipping Point (Where the Product is being shipped from) 
• Reason for change (Must check all boxes that apply) 

o Age/Vintage/Proof Change 
o SCC/GTIN Change 
o Case Cost Change 
o Vendor Change 
o New Item  
o Pallet/Tier/Weight Change 
o Pack Change 
o Other (i.e., cases allocated to OR, item in VAP) 

• Unit Pack (Number of units per case) 
• Ounce per Bottle 
• Bottles/Sleeve (Required for 50ml size) 
• Universal Product Code (UPC) 
• Shipping Container Code (SCC) 
• Cases/Pallet & Cases/Layer (Number of cases per pallet and cases per layer, i.e., 55/11) 
• Case Weight (in lbs) 
• Net Cost FOB Ship Point 
• Total Invoice Cost (cost per case to the OLCC) 
• Case Dimensions (Length/Width/Height in inches) 

Supplier information: 
• Federal ID Number (FEIN) 
• Address – City – State- Zip 
• Phone 
• Email 
• Submitted By 
• Title 
• Oregon Representative if applicable  
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Price Changes Guideline:  Supplier can change the total 
invoice cost per case of Regular, Limited, and Trial Listing 
items quarterly.  Suppliers may request a change in total 
invoice cost by submitting a standard price quotation via 
email or through an online pricing application.  Contact 
the OLCC Purchasing Department to sign up for online 
price changes. 

Price change requests through the online pricing application must be received 30 days 
prior to the effective date.  The effective date is the 1st of each month. Price changes not 
received on time will not be processed. 

Quarterly Price Change Deadline Date (On-Line Pricing Application) 

Q1.  February, March, and April December 30th    

Q2.  May, June, and July March 31st    

Q3.  August, September, and October June 30th     

Q4.  November, December, and January September 30th    

 
Price change requests using standard price quotations must be emailed to 
OLCC.DistilledSpiritPricing@oregon.gov  and received a minimum of 45 days in advance 
of the month the change will be effective. The effective date is the 1st of each month. 
Price changes not received on time will not be processed. 

Quarterly Price Change Deadline Date (Standard Price Quotation Submission) 

Q1.  February, March, and April December 15th 

Q2.  May, June, and July March 15th 

Q3.  August, September, and October June 15th 

Q4.  November, December, and January September 15th 

 

 
 
 
 
 
 
 
 
 
 

mailto:OLCC.DistilledSpiritPricing@oregon.gov
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Special Price Allowances (SPA): Each month, suppliers are eligible to offer Special 
Price Allowances (SPA), which discount certain items for one month.  Suppliers may 
request a SPA discount by submitting the request on a company letter (Exhibit 2) or 
through the online pricing application. (See online pricing for more information). For an 
item to qualify for SPA, the following criteria will be applied: 
 

• 700ml, 750ml or 1.75L regular status (R) items are the only sizes that are eligible. 
• A brand can post off once a quarter—a maximum of four post-offs per (calendar) 

year-per brand. There must be two months between SPA's. 
• Qualifying post-offs must offer at least 8% of the case cost as the minimum 

discount. 
• Discount amounts must not be greater than 15% of the landed case cost.  
• The everyday case cost must be $84.00 or greater to qualify. 
• Items must sell an average of 25 cases per month.  Exceptions will only be made 

for line pricing if the core item qualifies.  (i.e., Bailey's Irish Cream (core item) sold 
over 25 cases per month, all other flavors in the line would be eligible regardless 
of the case sales.) 

• The Commission reserves the right to refuse any item for post-off that has had a 
recent and repetitive record of out-of-stocks caused by the vendor. 
 

SPA Submission Deadline Date – (On-Line Pricing Application) 

Month Due Date  Month Due Date 

January November 30th   July May 31st  

February December 31st   August June 30th   

March January 31st    September  July 31st  

April February 28th   October August 31st  

May March 31st   November September 30th  

June April 30th   December October 31st  
 

SPA Submission Deadline Date – (Company Letter) 

Month Due Date  Month Due Date 

January November 15th   July May 15th   

February December 15th   August June 15th  

March January 15th   September  July 15th  

April February 15th   October August 15th  

May March 15th  November September 15th  

June April 15th  December October 15th  
 

*All quarterly price changes or Special Price Allowance (SPA) discounts must not be 
lower than the minimum unit pricing formula assigned by container size. 
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WAREHOUSE 
 

Bailment: Defined as a warehouse storage arrangement in 
which the supplier retains title to the inventory shipped to the 
OLCC warehouse and held in bailment until a binding Purchase 
Order (P.O.) is created between OLCC and the supplier.  Once 
a bidding purchase order is created, the title will transfer to 
OLCC. OLCC then withdraws the managed inventory from 
bailment and stages it in the OLCC-designated area of the 
warehouse for shipment to the OLCC liquor stores for sale.  
Suppliers are paid for products withdrawn from bailment twice 
per month. 

OLCC will determine the initial and ongoing quantity of products that supplier may store 
at the warehouse.  Supplier is responsible for maintaining the required level of product 
at the warehouse.  Supplier will have direct access to inventory information through the 
supplier portal and must use this information for maintaining adequate levels of 
inventory at the warehouse.  Managed inventory levels of listed products are not 
permitted to exceed the levels as determined by OLCC.   

The inventory levels are determined based on demand and sales of related products in 
the same category.  Bailment inventory levels are set as follows: 

Minimum Inventory Level 
• Products with Regular, Limited, and Trial Status will be set at 3-WEEKS. 

 

Maximum Inventory Level 
• Regular status items will be set at 8-WEEKS supply based on the seasonally 

adjusted historical average. 
• Limited status items will be set at 10-WEEKS supply based on the seasonally 

adjusted historical average. 
• Trial status items will be set at 12-WEEKS supply based on the seasonally 

adjusted historical average. 
 
OLCC will request supplier removal of inventory over the maximum level allowed from 
the warehouse within 15 business days of notification.   
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Delivery of Product 

Freight; Risk of Loss; Permits:   

Product will be shipped by supplier CIP (cost and 
insurance paid) destination to the warehouse 
without charge to OLCC.  Supplier shall pay all 
freight and assume all risk of loss or damage to 
product through delivery to, and while stored in 
bailment at, the warehouse.  Supplier will secure 
any applicable state and federal permits and 
federal special occupational tax stamps required 
before alcoholic beverages are shipped into the 
warehouse and provide copies of same to OLCC 
upon request. 

 

Product Marking and Coding:  Supplier shall mark on each shipper case the Oregon 
Item Code, Product Name, and scannable bar code identifier in standard Universal 
Product Code (UPC) format on the adjacent side of the case and Shipping Container 
Code (SCC) format on the short and long sides of the case.  Products that do not comply 
with the requirements may be subject to additional fees, including, without limitation, 
the costs of labeling.  See “Shipping and Labeling Requirements” (Exhibits 4) for more 
detail. 

 

Universal Product Code (UPC & EAN): There are primarily two barcode formats in 
retail sales.  These two formats are predominantly used in their own regions, The UPC is 
used in North America, while EAN is used everywhere else globally. The UPC format is 
12-digits while EAN is 13.   

The UPC's & EAN’s are unique 
configurations consisting of a block of 
black and white bars with an 
accompanying number that appears on 
each individual product allowing for 
tracking and ringing up items in stores. 
UPC's & EAN’s help standardize the 
identities of millions of products across various manufacturing, distribution, and retailing 
systems, ensuring that everyone in the marketplace is buying and selling exactly what 
they think they're buying and selling.  The UPC & EAN barcode consists of Company 
Prefix, Product Number, and Check Digit.   
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Shipping Container Code (SCC): is a 14-digit 
barcode placed on the outside of your shipping 
carton.  The SCC allows OLCC to scan the shipment 
of multiple units of your product as it comes into 
the warehouse.  It tells the system how many units 

of a product will be included in a standard shipping carton.  This information will be 
entered into OLCC's inventory management system.  When your SCC is scanned, the 
system recognizes that a shipment of "X" number of individual units of your product 
arrived from your company.   
 
Delivery Appointments: 

Delivery appointments are required for all shipments to OLCC Distribution Centers. To 
schedule a delivery appointment, call 503-872-5037.  All deliveries without a prior 
appointment will be refused. 

All distilled spirits must be shipped to a OLCC warehouse 

1777 SE Milport Road 
Milwaukie, OR 97222 

9079 SE McLoughlin Blvd. 
Portland, OR 97222 

OLCC Scheduler will advise as to which delivery address at the time  
the appointment is made. 

 

Receiving hours at OLCC’s warehouse are 6:00 a.m. to 2:30 p.m. daily, Pacific Standard 
Time, Monday through Friday, unless otherwise communicated by OLCC.  There will be 
no receiving on Saturdays, Sundays, or State or Federal designated holidays.  OLCC may 
change these hours from time to time and will provide the supplier with thirty (30) 
calendar days’ advance notice of any changes made to receiving hours through the 
supplier portal.  Any issues with the delivery schedule should be addressed to OLCC 
Scheduler or Warehouse Manager at the receiving warehouse. 

 
ASN Product Information Data:  Supplier shall timely inform OLCC with the most 
current and pertinent information concerning any special characteristics of the products 
and the procedures known to or developed by the supplier with respect to the receiving, 
storing, handling, shipping, transporting, and/or disposing of the products; and furnish 
OLCC with all correct and proper information and instructions to permit OLCC to 
prepare products for shipment, including shipping papers and certifications, in a manner 
which conforms such shipments with all applicable governmental regulations. 
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Acceptance of Products for Bailment:  OLCC may refuse 
to accept products delivered for bailment for any of the 
following reasons: 

Products not in Conformity with an ASN: 

Products which arrive at a warehouse which are not 
identified on the packing list or bill of lading, will not be 
received into bailment.  In each instance, the supplier will be 
notified, and supplier must remove all such products in 
accordance with OLCC’s instructions.  If supplier is unable to 
immediately remove the products, OLCC will quarantine and 

track the products.  Supplier must remove all quarantined products within fifteen (15) 
business days of initial delivery or OLCC will consider such product as excess, and 
overstock fee adjustments will accrue from date of delivery and be charged to supplier. 

Damaged Shipments: 

• OLCC will conduct a reasonable inspection of shipments to determine whether the 
product is defective.  OLCC will attempt to notify the supplier of any discovered 
defects.  OLCC is not liable for failure to find any defects in the product upon 
delivery or to inform the supplier of any such defects.  
 

• OLCC reserves the right to refuse an entire shipment of damaged product or 
accept all or a portion of the damaged shipment and charge the supplier back to 
recoup any administrative costs.  The OLCC Warehouse Operations Manager, or 
designee, will be responsible for determining whether damaged goods are to be 
received into the bailment inventory. OLCC will always attempt to resolve any 
problems in this area to the mutual satisfaction of the Vendor and OLCC. 

 
• At the discretion of OLCC, goods with slight damage may be received into a 

managed area separate from items stored for bailment and placed in the repack 
area.  OLCC will file a claim against the supplier for damaged bottle(s).  The 
supplier is responsible for filing a claim against the carrier. 
 

Item not approved for listing:  OLCC will not accept any product that is not listed or 
otherwise approved for OLCC’s bailment program.  Unlisted and delivered products will 
be returned at the supplier’s expense. 
 
Excess Inventory:  OLCC may not accept product that exceeds required inventory 
levels. 
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Removal of Product by Supplier:  Supplier may 
remove some or all of its bailment items for any 
reason and at any time prior to the expiration of 
the bailment agreement.  The OLCC requires 
seven days written notice before the pick-up 
date.  OLCC may recover its actual expenses for 
handling, storing, and repackaging the bailment 
items.  To request withdrawal of the product from 
the OLCC warehouse, contact OLCC's 
Transportation & Inventory Controller.  

 
 
OLCC Request Removal of Product:  OLCC will give notice to supplier that product 
must be returned for any of the following reasons. 
 

• Supplier shipped product that is not listed or otherwise approved for OLCC's 
bailment program.  

 
• Inventory over the maximum level allowed 

 
• Defective or recalled product.  This includes unmarketable product because of 

product deterioration, leaking containers, damaged labels or missing or mutilated 
tamper-evident closures, or other defects that make the product unmarketable.  
Defective product may be exchanged for an equal quantity of identical products 
or may be returned for cash or credit against outstanding indebtedness.  OLCC 
will present supplier with a distillery claim for all defective products through the 
supplier portal.  
 

• Product may no longer be lawfully sold.  Products that may no longer be lawfully 
sold may be returned for cash or credit against outstanding indebtedness.  This 
would include situations where, due to a change in regulation or administrative 
procedure over which the trade buyer or an affiliate of the trade buyer has no 
control, a particular size or brand is no longer permitted to be sold. 
 

• Termination of OLCC sales of distilled alcohol.  When a trade buyer terminates 
operations, products on hand may be returned for cash or credit against 
outstanding indebtedness.  This does not include a temporary seasonal 
shutdown. 
 

• Change in product.  A trade buyer's inventory of a product which has been 
changed in formula, proof, label or container may be exchanged for equal 
quantities of the new version of that product. 

 



16 
 

 
• Discontinued products.  When a producer or importer discontinues the 

production or importation of a product, a trade buyer's inventory of that product 
may be returned for cash or credit against outstanding indebtedness. 
 

In the event any product is recalled by a regulatory body, the manufacturer or supplier 
discovers a reason that the product is not in compliance with the applicable 
specifications, supplier shall immediately notify OLCC of the recall or non-compliance 
and shall provide copies of the notice or other documentation. 
 
OLCC will refer to supplier any requests by its customers to return defective product and 
supplier shall promptly handle all such requests.  Any product shall be deemed to be 
nonsalable product if OLCC or its customer believes that a product is not fit for sale for 
whatever reasons.  If defective or nonsalable products are returned to OLCC, OLCC may 
return such product to supplier and supplier will be charged a fee as set forth in the 
Supplier Manual (Exhibit 9).  If any product is recalled by supplier because of defects, 
revisions, or upgrades, OLCC will, at supplier’s request, provide reasonable assistance 
with the recall and supplier will pay OLCC’s expenses in connection with such recall. 
 
 
Product Handling Charges:  Suppliers will be charged for the following services: 
 

DESCRIPTION OF CHARGES 
 

EXAMPLES 
 

Coding/Recoding Product Missing/Incorrect Code 

Repacking Bottle/Case Change 

Combining/Separating Cases Taping/Breaking Straps 

Restacking Charge for Each Case 

Recoup Charge 
Salvage of product caused by insufficient 

packaging, cartons, or pallets. 

Bottle Inspection Inspecting for Errors/Lot Code  

Destruction of Product Requested by Supplier Product Destruction   

Excess Inventory Level Fee 

OLCC may apply an overstock fee when the 
product identified as excess inventory is not 

picked up within (15) business days of 
receiving notification. (Fee applies per item) 

See Exhibit 9 for current product handling charges. 
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Payment Process:  Once a supplier is set up as an 
OLCC liquor vendor, our Financial Services department 
will set up a vendor profile in order to issue payments.  
A W-9 is required to set up the vendor/supplier profile.  
Verification is done against IRS records.  Once the 
profile is active, the supplier can sign up for direct 
deposit.   

On approximately the 1st and 16th of each month, OLCC 
shall provide a summary of bailment withdrawals and 
notice of payment to the supplier through the OLCC’s Supplier Portal.  Payment to 
supplier shall be within thirty (30) days from the summary and notice is issued.  

Distillery Claims (Unsalable items such as defective labels, defective caps, or broken 
seals, etc.)  will be deducted from the liquor payment.  Distillery Claims are located in 
the OLCC supplier portal.  Supplier Reports>Accounting>Distillery Claim.  The claims are 
generated approximately on the 8th day of each month and are dated the month prior 
to their creation.   

If a P.O./Invoice is not created, then no payment is due to you.  If there is a claim, but no 
P.O./Invoice was generated, we cannot deduct the claim amount.  That claim becomes 
due and payable to OLCC within 30 days of the claim date.   

Vendor of Record Change:  When a supplier requests to change the current vendor of 
record of the item(s) available for sale in Oregon, the following information is needed to 
make the change: 

• A letter from the current supplier stating they no longer represent the product(s).  
If the new supplier cannot obtain this letter, there must be a letter of authority 
from the COLA holder, or the new vendor of record must be the holder of the 
COLA. (Exhibit 6) 

• A letter from the new vendor of record stating they are the new representative 
for the product(s) and a list of all Oregon item codes changing vendor. 

• A copy of the COLA(s). 
• A completed standard quotation form for each item that is changing vendor. 
• All items of the same brand must change vendor.  A brand cannot be split 

between vendors. 
• The letter(s), quote(s) and copy of the COLA(s) must be sent to 

OLCC.DistilledSpiritPricing@oregon.gov at least 45 days prior to the effective 
date. These changes are effective on the 1st day of each month. 

 

 

mailto:OLCC.DistilledSpiritPricing@oregon.gov
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Delisting/Discontinuing:  Twice per year, the 
Purchasing Department will review all products 
for possible delisting/discontinuation.  Products 
are identified based on net profit contributed to 
the State.  The net profit is established within 
major and minor categories.   Products must be 
in distribution for at least 12 months before 
being considered for delisting/discontinuation.   
(See Exhibit 10 for current delisting criteria). 
 
 

 

 

Supplier Portal:  Suppliers and brokers doing 
business in Oregon are given access to the 
OLCC’s online portal.  The portal offers beneficial 
information to assist suppliers and brokers in 
managing the bailment inventory, such as daily 
withdrawals, receiving, and viewing the sales(s) of 
their products (s) in the retail stores. 

The Web Address for the Supplier/Vendor portal 
(B.I. LaunchPad) is: 

https://reports.olcc.state.or.us  
 

For access to the OLCC online portal, contact the purchasing department at 
OLCC.DistilledSpiritPricing@oregon.gov or OLCC.SpecialOrder@oregon.gov. 
 
 
 
 
 
 
 
 
 
 
  

 

https://reports.olcc.state.or.us/
mailto:OLCC.DistilledSpiritPricing@oregon.gov
mailto:OLCC.SpecialOrder@oregon.gov
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RETAIL STORE 
 

Distillery Representatives:   The activities of Distillery Representatives are regulated.  
They may not give samples to agents, store personnel, or 
customers in the store except as follows: 

Distillery Representatives may give agents samples of not 
more than four 50ml factory-sealed containers of distilled 
spirits one time per brand.  The sample must be a 
Commission approved brand.  If a product is not available 
in a 50ml container, a Distillery Representative must 
request prior approval to sample in a larger factory-sealed 
container.  The Distillery Representative must make the 

request in writing to the Purchasing Coordinator.  Agents may give the samples to store 
personnel who are at least 21 years old.  Samples must not be consumed in a retail 
liquor store or within the immediate vicinity.  All samples must be in sealed bottles. 
 
Gifts:  Distillery Representatives are not 
allowed to give gifts to agents or receive gifts 
from them.  However, they may visit stores to 
educate agents and store personnel about 
listed products and provide informational 
material. For further information on gifts and 
gratuities, see OAR 845-004-0005. 
 

Store Claims:  Distillery Representatives may approve distillery claims and remove the 
claimed product from the store.  Distillery Representatives writing off distillery claims 
must sign and print their name on the claim form.  Agents are responsible for 
submitting the store paperwork to OLCC for credit.  

Store Stock Transfer:  Distillery Representatives may assist agents with store-to-store 
stock transfers of the product(s) they represent.  The stock transfer must arrive at the 
destination by the end of the month so all parties can account for and report the 
transfer in the current month. 
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Advertising:  If a Retail Sales Agent chooses to allow signs 
and displays in the retail liquor store, each Manufacturer, 
Wholesale Distributor, or Distillery Representative must be 
given a reasonable opportunity to advertise. 

If the sign or display's total value is $500 or more, the item 
can only be loaned to the Retail Sales Agent.  The display 
must be marked as the property of the Manufacturer, 
Wholesaler, Distributor, or Distillery Representative, marked 
with the date the loan begins, and can only be loaned for a 
maximum of 90 days per calendar year. At no time can a loan period exceed more than 
90 consecutive days. The Manufacturer, Wholesaler, Distributor, or Distillery 
Representative can only have one such sign on display at any one time in any one liquor 
store. The value of a sign or display is the actual cost to the supplier who initially 
purchased it. Transportation and installation costs are excluded. 

A Retail Sales Agent may not request, accept, give away or remove on-packs, 
sweepstakes, or premium items from the store at any time or otherwise use the items 
for personal or business gain. Displays and signs may be removed by the Manufacturer, 
Wholesaler, Distributor, or a Distillery Representative.  Retail Sales Agents may dispose 
of old and unused displays and signs but must not use these items for personal or 
business gain. 

Sweepstake or Premium Offer:  A Retail Sales Agent 
must not require the purchase of liquor in order to receive 
a prize, merchandise, or other things of value unless the 
Manufacturer, Wholesaler, Distributor, or Distillery 
Representative donates the prize or merchandise to a 
charitable cause or community non-profit entity. A 

sweepstake participant may complete an entry blank at a retail liquor store, but a person 
representing a Manufacturer, Wholesaler, Distributor, or Distillery Representative must 
draw the entry at the end of the promotion and contact the winner. Any sweepstake or 
premium offer must be delivered to the winner at a location other than a retail liquor 
store. Retail Sales Agents, liquor store personnel, commission staff, or their immediate 
family living in the same household cannot participate in a sweepstake. 
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Distilled Spirit Tasting:  The Commission allows 
sponsors to conduct distilled spirits tastings in retail 
liquor stores at the sole discretion of the Retail Sales 
Agent for the purpose of promoting the sponsor's 
products. For purposes of this rule, "sponsors" are 
Oregon distillery licensees, out-of-state manufacturers 
of distilled spirits, importers of distilled spirits, Distillery 
Representatives, and the employees or agents of 
distillery licensees, out-of-state manufacturers, 
importers, and Distillery Representatives. Tastings are 
subject to the requirements and limits described in 
OAR 845-015-0155. 
 

Tasting Sizes, Number of Samples per Participant:  The size of each distilled spirits 
tasting shall be no more than one-quarter fluid ounce of distilled spirits in a single 
container. The container may also contain nonalcoholic beverages; however, the 
container's total amount may be no more than two ounces. A sponsor may not provide 
more than one-half ounce total of distilled spirits per participant per day. 
 

The distilled spirits product(s) provided for tastings must be available for sale at the 
retail liquor store where and when the tasting occurs. 
 

Identified Tasting Area:  Retail Sales Agents who allow tastings at their retail liquor 
store must identify a specific tasting area. The area must be of a size and design such 
that the person(s) conducting the tasting can observe and control persons in the area to 
ensure no minors or visibly intoxicated persons possess or consume alcohol. Customers 
must remain in the tasting area until they have finished consuming the sample(s). In 
exclusive retail liquor stores, the tasting area may be the entire retail liquor store. In 
non-exclusive retail liquor stores, the Retail Sales Agent must identify a tasting area, and 
keep on file at the retail liquor store a floor plan sketch identifying the tasting area. 
 

Duration of Tastings Allowed:  Tastings are limited to a maximum of three consecutive 
hours per sponsor per retail liquor store per day. Only one sponsor at a time may 
conduct sample tastings in a retail liquor store. 
 

Server Requirements:  Each alcohol server must have a valid Oregon service permit. 
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Record Keeping:  The sponsor must keep a record of 
each tasting they conduct, including the date and 
location of each event, the products served, and the 
names of the servers. The sponsor must retain 
records of tastings for one year. 
 

Sponsor Responsibilities:   
• Provide the distilled spirits product to be tasted 

and remove any remaining product at the end 
of the tasting. 

• Provide or pay a person to serve the distilled 
spirits being tasted. 

• The server must be a sponsor or an employees 
or agent of the sponsor. 

• Must not compensate the Retail Sales Agent, or 
any employee or agent of the Retail Sales Agent, 
to participate in the tasting. 

 
 

Sample Product:  Suppliers may request to remove the 
product(s) from the bailment inventory to be used for 
tastings/samples.  To request the product(s) in bailment 
from the OLCC warehouse, the supplier must complete 
the "Product Used for Tasting/Sampling" form (Exhibit 
7) and submit it to the Distribution Office in person or 
by email (OLCC.Distribution@oregon.gov)  
with "Tasting/Sampling Product" in the subject line at 
least 48 hours prior to pick-up. The supplier will be 
charged a processing fee of $5.00 per case removed 
from bailment for tastings/samples. Payment must be 
by cash or check and is due at pick-up.  We cannot 
accept credit/debit cards. 
 

 
 
 
 
  

 

 

 

mailto:OLCC.Distribution@oregon.gov
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CONTACT  INFORMATION 
 

Steve Robbins 
Distilled Spirits Program Director 

Phone: 503-872-5038; Email: Steve.Robbins@oregon.gov 
 

Information Name Phone Email 

Purchasing & Distribution Office: 
Distribution & Purchasing Alan Roe (Interim) Director  

Distribution & Purchasing  
503-872-5024 Alan.Roe@Oregon.gov 

Transportation/Receiving/ 
Stock Returns/Inventory 

Ara Huddleston 
Trans./Inventory Controller 

503-872-5039 Ara.Huddleston@oregon.gov 

Listing/Delisting/Pricing/ 
Inventory/Vendor Changes 

Mark Avent 
Purchasing Coordinator 

503-872-5087 Mark.Avent@oregon.gov 

Special Orders Jen Townsend 
Special Orders Coordinator 

503-872-5040 Jen.Townsend@oregon.gov 

Freight/Claims/Samples Jamal Miller 
Freight/Claims/Samples 

503-872-5034 Jamal .Miller@oregon.gov 

Warehouse: 
All Warehouse Matters Alan Roe 

Day Shift Manager 
503-872-5016 Alan.Roe@oregon.gov 

All Warehouse Matters Corry Staten 
Swing Shift Manager 

503-872-6851 Corry.Staten@oregon.gov 

Delivery Scheduling & 
Appointments 

Paul Herbert 
Freight Scheduler 

503-872-5037 Paul.Herbert@oregon.gov 

Retail Services Department: 

Retail Services Brian Flemming 
Retail Services Director 

503-872-5028 Brian.Flemming@oregon.gov 

Store General Information Vacant 
Administrative Assistant 

503-872-5022  

Store General Information Nadine Scruton 
Administrative Assistant 503-872-5021 Nadine.Scruton@oregon.gov 

Store-Related Matters (District 1) Grant Hackworth 
District Manager 

O: 541-276-7841  
C: 541-969-8823 

Gran.Hackworth@oregon.gov 

Store-Related Matters (District 2) Dave Owens 
District Manager 

O: 541-618-7555 
C: 541-944-2804 

Dave.Owens@oregon.gov 

Store-Related Matters (District 3) Brian Eaker 
District Manager 

O: 503-872-5026 
C: 971-300-1239 

Brian.Eaker@oregon.gov 

Store-Related Matters (District 4) Monica Rohrscheib 
District Manager 

O: 503-872-5072 
C: 503-804-5829 

Monica.Rohrscheib@oregon.gov 

Store-Related Matters (District 5) Randy Howell 
District Manager 

O: 503-872-5027 
C: 503-781-4123 

Randy.Howell@oregon.gov 

Store-Related Matters (District 6) James McHugh-Bodylski 
District Manager 

O: 541-686-7548 
C: 541-603-8921 

James.McHugh-Bodylski@oregon.gov  

Financial Services: 

Liquor/Freight Payments Emily Greene 
Liquor/Freight 

503-872-5175 Emily.Greene@oregon.gov 

mailto:Steve.Robbins@oregon.gov
mailto:Alan.Roe@Oregon.gov
mailto:Ara.Huddleston@oregon.gov
mailto:Mark.Avent@oregon.gov
mailto:Jen.Townsend@oregon.gov
mailto:Melissa.Spaeth@oregon.gov
mailto:Alan.Roe@oregon.gov
mailto:Chuck.Ferrell@oregon.gov
mailto:Paul
mailto:Brian.Flemming@oregon.gov
mailto:Nadine.Scruton@oregon.gov
mailto:Graham.Alderson@oregon.gov
mailto:Dave.Owens@oregon.gov
mailto:Brian.Eaker@oregon.gov
mailto:Jim.Helget@oregon.gov
mailto:Randy.Howell@oregon.gov
mailto:James.McHugh-Bodylski@oregon.gov
mailto:Emily.Greene@oregon.gov
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EXHIBITS 
 

Exhibit – 1 (Standard Quotation & Specification Form) 
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Exhibit – 2 (SPA Letter) 
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Exhibit – 3 (On-Pack & Value-Added Approval Form) 
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Exhibit – 4 (Case Label Requirements) 
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Exhibit – 4 page 2 (Case Label Requirements) 
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Exhibit – 4 page 3 (Case Label Requirements) 
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Exhibit – 4 page 4 (Case Label Requirements) 
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Exhibit – 5 (Packing List) 
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Exhibit – 5 page 2 (Packing List) 
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Exhibit – 6 (Sold Source Letter) 
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Exhibit – 7 (Tasting/Sampling Request Form) 
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Exhibit – 8 (2024 Listing Meeting Schedule) 
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Exhibit – 9 (Product Handling Charges) 
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Exhibit – 10 (Delisting/Discontinuing) 
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