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Thumbnails of Required Documents 

 
#1 Certificate of Inspection (CI) 
from ISD OR CI from State OPSI 

 

 
 

 
#2 Place of Assembly Permit  
OR MASSPORT Assembly 
Permit (If capacity is over 49) 

 
 

 
 
#3 Corporate Annual Report 

(Corp, LLC, LLP, LP, Inc., must file) 

 
#4 Security Staff Questionnaire 

 

 
#5 BRIGHT YELLOW Common 
Victualler License OR 
TANGERINE Alcohol Beverage 
Renewal Application 

 

 



REQUIRED 2020 ENTERTAINMENT RENEWAL DOCUMENT CHECKLIST 
 

ENCLOSED – PLEASE SUBMIT THE ORIGINAL  
 

 YELLOW Entertainment Renewal Application completed with the missing information 
 
 Licensed Premises Security Staff Questionnaire  

• This form must be submitted to the Licensing Division even if you do not have security staff. 
 

 Three-Tiered Licensing Bill/ Invoice for payment (do not separate) 
• If you are paying cash, proceed to Window M-8 on the Mezzanine level of City Hall before 

coming to Room 817 to renew your license.  
• If you are paying by business/bank check, money order or debit/credit card, proceed to Room 

817 for payment. There is a 2.5% service fee for all card transactions. 
• No personal checks will be accepted. There will be a $25 fee or 1% fee (if over $2,500) for 

returned checks. 
• There will be a $50/month late fee if your renewal application is submitted after November 

29, 2019. 
NOT ENCLOSED – PLEASE PROVIDE A VALID COPY 

 
 2020 Certificate of Inspection or Massport Certification of Inspection or Dept. of Public Safety  

 Occupancy Permit  
• Inspectional Services Department (ISD), 1010 Massachusetts Ave., 5th floor, Boston, MA, 02118   

Contact Brian Ronan at (617)961-3228 - https://boston.gov/ISD 
• We will not be accepting paid receipts or invoices in place of your Inspection Certificate. 

 
 2020 Place of Assembly Permit or Massport Place of Assembly Permit  

• Boston Fire Department, 1010 Massachusetts Avenue, 4th floor, Boston, MA 02118   
Jenelle Finnerty, (617) 343-3772 or Fire Prevention Main, (617)343-3628 

• This is not required for licensees with capacities less than 50 persons. 
 

 2018/2019 Annual Report (Secretary of State)  
• Secretary of the Commonwealth, One Ashburton Place, 17th floor, Boston, MA 02108 - (617) 

727-9640  
• Sole proprietors do not need to submit this form. All Corp., Inc., LLC, LLP, and LP must file. 

File online: www.bit.ly/fileannualreport or Print copy of filed report: www.bit.ly/renewent 
 

 2020 YELLOW Common Victualler (CV) License or 2020 TANGERINE Alcohol Beverage (AB) 
Renewal Application  
• Boston Licensing Board, Boston City Hall, Room 809 – (617) 635-

4170, www.boston.gov/licensing 
 

 Wage Theft Prevention Certification Form - CM Form-16  
• This is only required if you did not submit one with your AB/CV renewal application, 
• A copy may be found here: bit.ly/wagetheftform 
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City of Boston Licensed Premises Security Staff Questionnaire 
 
Entertainment license holders in the City of Boston must complete this 
questionnaire, to provide information regarding compliance with security staff 
requirements.  
(NOTE: Licensees must comply with Mayor Menino’s Executive Order dated March 14, 2007 
regarding security staff. This Order applies to nightclubs and establishments open past 12:00 
a.m., with the exception of athletic venues, theaters and restaurants; if necessary review your 
copy of the Order or contact the Licensing Division for more information.) 
 
1. Does your establishment employ security staff? (i.e. Staff whose primary duties 
include monitoring the establishment to ensure it is in a state of safety and order, 
or who are stationed at the admission area.)   YES     or     NO 
 
2. If Question 1’s response is “YES,” how many security staff is employed at your 
establishment?             
 
3. Describe how your establishment screens and hires persons for security 
positions, and indicate how background checks are performed for such 
employees:             
             
             
              
 
4. Describe how and how often your establishment trains persons who hold 
security positions: (i.e. Is training conducted by management, or by outside 
parties? Is training conducted regularly? Etc…) 
             
             
              
 
PREMISES D/B/A (NAME):       LICENSE #: CAL -    

COMPLETE ADDRESS:            

OWNER/MANAGER (PRINT NAME):           

SIGNED UNDER THE PAINS AND PENALTIES OF PERJURY THIS    DAY OF , 201  

       BY:        
 

ONE CITY HALL SQUARE, ROOM 817 | BOSTON, MA 02201 | BOSTON.GOV/MOCAL | 617-635-4165 


