Bingo & Small Games of Chance Online Application Guide

· Organizations will create a secure, user-specific account – “Register for access”.    An email will be sent when access has been approved.
· To login and access the organization’s records please choose “View your records or start a new license application”.  An email will be sent with the link after verification of the organization information provided is recognized – “Access Your Organization Records”.
· Users can choose to start a new application, edit a saved previously started application or check the status of an application submitted for approval.  Users can also update organization & contact details.
· Users will follow the step-by-step process to complete and submit the application while requiring all the information before an application can be submitted, helping to reduce delays caused by missing information.  
· Documents can be uploaded by the organization and reviewed for accuracy, creating an electronic history that can be used for future applications.  
· Applicants can choose to pay electronically or submit a check or money order for the license fees.  Electronic payments are subject to an associated processing fee and will be placed on hold until the application has been approved.  If the application is rejected, the hold on the funds will be released.  Application fees being paid by check or money order will only be finalized upon receipt of the payment.
