
Tennessee Alcoholic Beverage Commission 



• Citizen Access Renewal Process  
– Site address: https://rlps.abc.tn.gov/citizenaccess/  

– Renewal Process Timeline 

– Instructions to complete a Renewal Application 

• Assumes user has a previously created RLPS account. 

• Assumes user has an active RLPS license, not just a paper-license, that 
is nearing its expiration. 

 

 

***PLEASE NOTE: If you have never created a RLPS application for a 
license and it has always been paper-based, follow the first year 

RLPS renewal instructions listed as TABC First Year License Certificate 
Renewal Guide at tn.gov/abc/rlps/rlps-tutorials.html.*** 

https://rlps.abc.tn.gov/citizenaccess/
https://www.tn.gov/content/dam/tn/abc-documents/abc-documents/rlps_presentation/TABC First Year License Certificate Renewal Guide.pdf
https://www.tn.gov/content/dam/tn/abc-documents/abc-documents/rlps_presentation/TABC First Year License Certificate Renewal Guide.pdf
https://www.tn.gov/content/dam/tn/abc-documents/abc-documents/rlps_presentation/TABC First Year License Certificate Renewal Guide.pdf
https://www.tn.gov/content/dam/tn/abc-documents/abc-documents/rlps_presentation/TABC First Year License Certificate Renewal Guide.pdf
https://www.tn.gov/content/dam/tn/abc-documents/abc-documents/rlps_presentation/TABC First Year License Certificate Renewal Guide.pdf
https://www.tn.gov/content/dam/tn/abc-documents/abc-documents/rlps_presentation/TABC First Year License Certificate Renewal Guide.pdf
https://www.tn.gov/content/dam/tn/abc-documents/abc-documents/rlps_presentation/TABC First Year License Certificate Renewal Guide.pdf


 Renewal Process Timeline 

 

 

75 Days from Expiration:                   

An agent will show up 
anytime between here 

and 45 Days from 
Expiration for an 

Inspection.  

45 Days from Expiration:               

Once the License hits 45 
Days from Expiration, all 
renewals will be able to 

access the Renew 
Application Button. 

Date of Expiration:           
If you have not started 
the renewal process by 

this date, please contact 
the TABC Office for 

further instructions. 



 After logging in, Click the “Licenses” tab 

 

 



 After clicking on Licenses, click on the “Search Existing” tab. 

 

 



 Select “Renew Application” from beneath the Action Column on 
the License that is set to renew (It will also say about to expire 
under the Record Status Column). 



 Verify the Business 
Address is correct 
and select the 
“Continue 
Application” Button. 

 

 If the Address is 
incorrect you will 
need to complete 
an Amendment 
Change Request 
separate from this 
application. 

 



 Verify the 
Information in 
the Contact List 
is correct and 
select the 
“Continue 
Application” 
button.  

 

 If any contact is 
incorrect you 
will need to 
complete an 
Amendment 
Change Request 
separate from 
this application. 

 

 



 Certified Clerks List: Enter the total number of certified clerks that 
had been employed in the past 12 months since your last 
submitted application. 



 Verify and 
update 
Renewal 
Information 
& Additional 
Information 
sections 
where it is 
necessary.  

 



 Select the “Add a Row” 
button under Questions 
#1 and #2 and fill in 
your answers in the 
pop-up window.  

 

 Likewise, click the “Add 
Additional Managers” 
button if you need to 
make changes to your 
Certified Manager List. 

 

 Select “Continue 
Application” 

 

*If Question #2 doesn’t 
apply to you, answer “N/A”. 



 Using the “Add” button, upload a numbered Certified Clerks List. 

 A template is available via the “DOWNLOAD” link. 

 



 Please review all the entered information and select the check 
box indicating your agreement to the certification at the bottom 
of the page. 

 After selecting the checkbox, please select the “Continue 
Application” button. 

 



 Click the “Continue Application” tab in order to pay the License Fee 
for the Renewed License.  *Fees will vary. 

 

 

 

 

 

 

 

 

 

 

 

              

 

 



 Under Payment, 
please select either 
“Pay with Credit Card” 
or “Pay with Bank 
Account”.  

 

 After selecting the 
payment option, fill in 
all the required fields 
and select  “Submit 
Payment”. 

 



 You have officially completed the application for the renewal 
process. If any additional information is required, the user will be 
notified.  

 Please print and retain a copy of the this page for your records. 

 



 After the Renewal has been processed and approved, an email 
will be sent to the account holder informing them that the 
Renewal has been approved and is ready. 

 

 



 To view 
and/or print 
your license, 
after logging 
in select the 
“Licenses” 
tab. 

 



 Click on the “Search Existing” tab and then select the License you 
want to view and/or print. 

 

 



 After selecting 
the License, click 
on the “Print or 
View: 
License/Permit/
Certificate” tab. 

 

 

 
***The License, Permit, 
or Certificate will 
appear in a pop-up 
window so make sure 
you do not have the 
pop-up blocker 
enabled.*** 



 From the open 
window, you can 
save the image or 
print the image 
from here. 

 

 

 If you have any 
questions, please 
contact our TABC 
help desk at 615-
532-2297. 

 

 

 

 

 

 

 

 




