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Overview

• COLA Statistics

• Benefits of COLAs Online

• Inbox Utilities

• Forms

• Resources



COLAs Online

• Streamlined, expedient, paperless, Internet-
based system:
– Allows Industry Members (IM) to electronically 

submit Certificate of Label Approval (COLA) 
applications to ALFD

– ALFD reviews and returns applications 
electronically to IM

– Approved COLAs become part of public, 
searchable database, known as 
Public COLA Registry



COLAs Application Growth
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Since 2002 the number of applications received has increased 49%



Label Applications by Commodity

Wine 85%

Malt Beverage 8%

Distilled Spirit 7%

FY 2008



Approvals vs. Rejections (FY 2008)
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There is a 23% chance of rejection for paper compared to 11% for e-apps.



Application Submissions
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Currently 70% of COLA applications are filed online.



Application Submissions (Continued)

• Currently 70% of COLA applications 
are filed electronically.

• Why should you file online?



Benefits of COLAs Online



COLAs Online Benefits

• Decreased time to obtain COLA approval:
– No mailing delays
– E-applications are processed in half the time of 

paper applications

• Facilitates recordkeeping:
– Record of all approved COLAs and may serve as 

your filing system for regulatory requirements
– Copies of approved COLAs can be printed from 

system



COLAs Online Benefits (Continued)

• Fewer customer service calls:
– E-mail confirmation upon submission of

application and for subsequent changes in status

– Ability to track status of application throughout
entire process

• System accessibility:
– Submissions can be made 7 days a week,

23 hours a day

– System can be accessed from any PC with Internet 
connection and Microsoft IE



COLAs Online Benefits (Continued)

• No rejections for missing data:
– No need to worry about forgetting your signature 

or using wrong form
– System will not allow you to submit incomplete 

application

• No rejections upon initial submission:
– If errors are found, labels are returned with 

“Needs Correction” status
– Opportunity to make corrections within 15 

calendar days after receiving correction notice



Inbox Utilities



Inbox Utilities

User Role Options —
• Submitter with Signing Authority:

– Allows user to use all options that are available; 
i.e. submitting, correcting, and maintaining 
database of all e-applications created

• Preparer/Reviewer:
– Allows for IM to prepare e-application on behalf of 

Submitter with signing authority, but cannot 
submit or correct e-applications







Inbox Utilities (Continued)

• Status Field Definitions:

– Received — You have successfully submitted your 
application

– Assigned — Specialist has your application in 
his/her inbox, and it should be processed soon

– Hold for Research — Specialist needs to research 
this application further



Inbox Utilities (Continued)

• Status Field Definitions:

– In Review — Application is with Quality Assurance 
Specialist or application has been sent back to 
specialist for further review

– Needs Correction — You have corrections that 
need to be made before you will receive approval



Inbox Utilities (Continued)

• Status Field Definitions:

– Approved — You now have approved COLA and 
can print the printable version

– Rejected — Oops.  You either waited too long to 
make changes to corrections
(15 days) or, in some cases, you have ignored 
recommended corrections one too many times, 
and we had to reject label



Inbox Utilities (Continued)

• Multiple Search Capabilities:

– Search all applications submitted online in one 
easy search

– Ability to search other users submissions under 
same permit

– Search results can be sorted and printed









What Happens Next?

• All forms can be found in your book or on our Web 
site (www.ttb.gov) 

• Complete Registration Form TTB F 5013.2, COLAs 
Online Access Request to receive username and 
password

• If you do not have signing authority form, you must 
complete either form TTB F 5000.8, Power of 
Attorney, or TTB F 5100.1, Signing Authority for 
Corporate and LLC Officials

http://www.ttb.gov/�


What Happens Next? (Continued)

• If you already have power of attorney, you 
must submit a copy when you apply for 
registration

• All forms can be turned in before end of TTB 
Expo OR must be mailed to ALFD in 
Washington, D.C. (normal processing time is 
30 days)



What Happens Next? (Continued)

• Look for an email from TTB

• Upon receiving the email, you will call us for 
your password.  Another person cannot make 
this call for you

• After you have received the temporary 
password, you can access your account and 
start submitting label applications



Forms



Completing Required Forms

• First you need to figure out what
form you need:
– If you are owner:

• Only COLAs Access Form is needed

– If you are employee:
• COLAs Online Access Form

• Either Power of Attorney Form or
Signing Authority for an LLC/Corporation Form



COLAs Online Access Request

Nicole C Burckhardt

01/01/01 Doe                              Owner/President

555-555-5555                          nicole@nicoleswinery.com

555-555-5554



COLAs Online Access Request

1310 G St NW
Washington DC 20220

BWN-DC-00000

07/14/2009

Nicole Burckhardt, Owner/President    07/14/2009



Power of Attorney

Nicole’s Winery                            Winery
1310 G St NW                                555-555-5555
Washington, DC 20220                nicole@nicoleswinery.com

52-0010000               BWN-DC-00000
Jane Doe   555-555-1111

1310 G St NW, Washington DC 20220



Power of Attorney

For COLAs Online Access Only



Power of Attorney

If not INC. signatures would be listed here.



Power of Attorney

Either Notary or 2 witness, but not both is needed



Signing Authority Corporate/LLC Officials

Jane Doe, Secretary
John Doe, Admin. Assistant

Names/position of individuals
that you want added

**You may list just positions if 
you are an LLC

Nicole’s Winery, LLC
1310 G St NW
Washington DC 20220
As it appears on your permit BWN-DC-00000

07-14-2009



Signing Authority Corporate/LLC Officials

President                                                       7/14/2009

Nicole Burckhardt



Board Resolution — No Seal
Board resolutions may take many forms. The following is just one example. What we
look for is that the topic came up before the full board and that the full board had the
opportunity to vote on the resolution. The resolution should make reference to the
meeting and then be signed by the Chairman of the Board or the President.

EXAMPLE
Board Resolution

At the meeting of the Wine Labeling Office on October 14, 2008; the following resolution 
was proposed and approved by the board:

Marsha Heath will file label application electronically on behalf of our company and 
signing authority will be granted.

Whereas the mission of the Wine Labeling Office is to prevent consumer deception and 
ensure that alcohol beverage labels provide consumers with adequate information as to 
the identity and quality.

The Wine Labeling Office Board is in full support of this resolution.

John C. Smith
Chairman or President



Additional Information



Public COLA Registry

• Available to public users (includes States and 
Customs) — limited access provided to search for 
and view approved, surrendered, expired, and 
revoked COLAs; allows searchers to:
– Search for COLAs
– View limited COLA details
– Display and print completed COLAs
– View Frequently Asked Questions

• Approved COLAs uploaded within 48 hours 
• NO USER ID or PASSWORD is NEEDED
• Can be accessed at www.ttb.gov



Public COLA Registry (Continued)

• Basic Search:
– Date completed

– Product name

– Class/Type

– Origin code

• Advanced Search:
– TTB ID number

– Serial number

– Registry/Permit/Brewer’
s Notice

– Vendor code — prior to 
April 2003

– Multiple class/type or 
origin

– All forms of submitting



E-Gov Room

• What to expect:

– Live demo 

– Problems that might occur

– Search examples

– Time to discuss system in length



ALFD Contact Information

• Phone:
– 1-866-927-2533

– 202-453-2250 

• Mail:
– ALFD

1310 G Street, NW., 4th Floor
Washington, DC 20220

**New**
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