
Dear Local Licensing Authorities: 

The retail alcoholic beverages license Bulk Renewal Records are now available.  We are excited to move 

forward with this new method of reporting and hope that you find it simple and straight forward.  Please read 

this entire document, as it provides important information on the new renewal process. 

The following instructions will guide you through the process of completing the Bulk Renewal Record. 

1. Once the Local Licensing Authority receives the signed license renewal application and all

additional required documentation that might be required, it will hold a hearing and vote on the

renewal applications.  Please remember that a licensee is entitled to automatic renewal under

M.G.L. c. 138.

2. After the Local Licensing Authority has voted to approve the license renewals, the municipality

must use the Bulk Renewal Record to notify the ABCC.  The Bulk Renewal Record is an electronic

document where the municipality indicates the action taken on the license renewal applications.

You should only access the Bulk Renewal Record and disposition your renewals after the board

has voted on ALL of the license renewals.

3. An authorized user can access the Bulk Renewal Record through an email that is generated and

sent by the system.  The email will be sent to the ePLACE account email or, whatever email your

municipality has on file, and will have a link that will take you directly to the ePLACE portal.  From

there, the municipality can access the Bulk Renewal Record.  An example of the e-mail is below:



4. When you select the link, you will first be required to log in, then will come to the screen below.  Log in 
with your ePLACE user name and password.

5. In order to make the Bulk Renewal Record easier to use, we defaulted all licenses to a renew status.

This means that you only have to take action on the licenses that the Local Licensing Authority is

NOT RENEWING.

6. To indicate that the Local Licensing Authority has voted to NOT RENEW one or more licenses, check

the box(es) to the left of the license(s) and click on “Edit Selected” at the bottom of the list.



7. A window will appear giving you the option to edit the status of the license from “Renewed” to

“Not Renewed.”  Change the statuses for all appropriate licenses and click “Submit.”

8. You will be brought back to the main list of licenses, where you will notice the licenses you

dispositioned to “Not Renewed” now have that status listed.  Once completing this for all licenses

who are not renewing, click “Continue.”



9. You will be brought to the Document section of the Bulk Renewal Record.  Although this 
functionality allows municipalities to upload documents that they believe are pertinent to the 

annual license renewals, please know that the ABCC doesn’t require any documents on retail 

license renewals.  Once complete, please click “Continue.”

10. You will then be prompted to complete the Attestation page by providing an electronic signature. 
The attestation must be completed by someone authorized by the Local Licensing Authority to 
indicate the action that the Local Licensing Authority has taken on the annual license renewals.  

You will need to “add a row” for each Board Member that voted on the license renewals, 

regardless of who electronically signs the renewal record.



11. Once the authorized user has completed the attestation, they will have the opportunity to review

the entire record before submitting it to the ABCC.  If the authorized user is satisfied with the Bulk

Renewal Record, they should click the submit button.

12. Once submitted, the ABCC will receive a copy, and all licenses will be automatically set to renew 
for the following year.




