
How to Remedy a Change Request 

 

Request for Changes 

Please be aware that if any submitted documents are incomplete or require updates after staff review, licensing staff will issue an official 
“Change Request” with a specific deadline. You will receive an automated notification for this request via the email address connected to 
your OpenGov account. It is the applicant’s responsibility to monitor their account/applications diligently and respond to all requests 
promptly, as failure to submit changes by the specified deadline may result in your application being removed and or moved to a future 
Liquor & Marijuana Licensing Board agenda for approval. When you open the request in OpenGov, any fields or attachments requiring 
attention will be highlighted for you to remedy. If an attachment is requested, please ensure it is uploaded directly into the specific 
highlighted area. 

  



 

Once you click “Update Application” the following browser window will pop up. Select “Update Application” again  

 

 

 



This is how the change request will look on the applicant’s side. At the top is the full message provided by the reviewer. Each 
area where changes are required will be highlighted in blue. (See below) 

 

 

 



Once the requested changes have been updated, hit continue at the bottom right-hand corner. 

 

 

 

 



Review and confirm your changes. Hit “Confirm and Submit” in the righthand corner to complete this process. (see below) 

Licensing staff will be notified immediately and will review the changes submitted in the order it was received. If you have any 
questions pertaining to follow up on the submitted changes, you can leave a comment in OpenGov on the application or you 
can contact us on our main line 719-583-6100. 

 


