
 

 
       

      

        

Gaming Services Client Guide: How to Submit Eligibility Reviews/ 
Lottery Licence Applications/ Reports Through the Online Portal  

This document outlines how to submit an Eligibility Review or lottery application online through the City of 
Toronto website online portal. 

Step 1: 
Go to the Licence/Permit Management and Renewal website at Licence/Permit Management and Renewal | Licence/Permit Management and 
Renewals Application Portal - City of Toronto. 

Step 2: 
Select Yes under Renewal Type Information when asked Is this a gaming/lottery submission? 

https://www.toronto.ca/business-economy/new-businesses-startups/business-regulations/business-licence-permit-renewal/#request


 

        
  

 
 

 

 

     
  

 

 

Step 3:   
Under Business/Organization Information, select the dropdown arrow under Licence/Permit Type and choose the application/report type that 
you are submitting. 

Step 4:  
Enter your organization’s operating name. 

Note: The Client or Licence or Permit Number field is optional. Gaming Services does not currently use Client Numbers. If you are applying for a 
new lottery licence or permit, you will not have a licence or permit number. This field can be left blank. 



 

   
 

 
 

 

 
   

 
 

 

 

Step 5:   
Complete the Contact Information section. In the Contact Name Email section, please enter the name of the contact and, if different from above, 
the email address of the contact. 

Note: The contact should be the person with designated authority to submit the application on behalf of the organization.  

Step 6: 
Click on the Upload Documents button in the lower right corner. 



 

 

       
 

 
 

 

 

 

Step 7:  
Once you click on Upload Documents, you will be provided with a list of the required documents based on the Licence/Permit Type that you 
selected in Step 3. 



 

 

    

 
 

 

    

 
 

Step 8:  
To upload documents, click on the Upload button beside each corresponding document. 

Step 9:  
Press the Select File button to choose the file you wish to upload 



 

 
  

   

  

Step 10: 
Once you have selected the document, choose Upload Now 



 

  
   

 

 

 

Step 11: 
Once the phrase "File upload successful" appears, press Close 



 

      

 

    

 

Step 12:   
To upload additional documents, repeat steps 7 to 11 until all documents are uploaded. 

Step 13:   
Once all documents have been uploaded, press Submit Documents to send your completed application. 



 

  

    

  
  

  

 

Step 14:   
View the confirmation page and note your reference number. You will also receive a confirmation email regarding your submission. 

Note: If you need to contact Gaming Services about your application, please provide the reference number. 

Telephone: 416-392-7037 
Email: lotterylicences@toronto.ca 

Confirmation page: 

mailto:lotterylicences@toronto.ca



