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Important Things to Know 
Before You Begin 

 

Types of HIC Applications 

▪ New HIC Registration: Apply for a new HIC if you do not have an HIC number 

or if you are registering a new business. 

▪ Renewing Your Registration: Renew your HIC if you already have an HIC 

number and it is about to expire. 

▪ Reapplication: If your HIC expired but you would like to keep using the HIC, 

select Renew My Registration to reactive your expired HIC number. 

When Do I Pay My Fees? 

▪ You will pay your HIC registration fees after your application is approved. 

▪ Once payment is received, your HIC registration will become active. 

▪ We only accept debit, credit, and bank account (ACH) payment methods. 

Every HIC Requires a Responsible Person 

▪ Every HIC registration must list one responsible person. That individual must 

create the account, log in, submit applications, pay fees, and manage all HIC 

activity. 

▪ Who qualifies? 

o Sole proprietors: The contractor applying is the responsible person. 

o Corporations, LLCs, LLPs, partnerships, or trusts: Someone legally 

authorized to act on behalf of the business, such as an owner, officer, or 

partner. This person must be listed in required corporate documents. 
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IMPORTANT: Is This Your First Time Renewing in the MA Contractor Hub? 

▪ For contractors with an existing HIC renewing through the MA Contractor Hub for 

the first time, your first renewal through the Hub requires creating your account 

with the same e-mail address linked to your HIC record. 

o Use the Contractor Search Tool to look up the e-mail using your HIC 

number. Please review renewal instructions on page 31 for additional 

information on properly creating an account to renew. 

o Using a different e-mail address from the one we have for you will delay 

your renewal approval. 

 

 

  

https://contractorhub.mass.gov/s/hic-contractor-search
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MA Contractor Hub - Contractor Homepage 

 

 

 

 

 

 

 

 

  

View details about your HIC 
account, active applications, and 

current / past registrations. 

View current fee or 

fine balances, and 

past payments. 

Perform arbitration-

specific actions and view 

arbitration submissions. 

Apply for a new HIC 

registration. 

Renew or re-apply 

an existing HIC 

registration. 

Generate your HIC 

registration card, or request 

a supplemental card. 

Complete payment for 

registration fees or any 

fines. 

You must log in to access the contractor homepage. For instructions on creating 
an account and logging in, continue reading this guide. 

View and update any 

details for your HIC 

account. 

Access contractor 

resources on the mass.gov 

website. 
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Applying for a New Home Improvement 

Contractor (HIC) Registration Number 

If you have never registered before or are registering a new business, 

follow these step-by-step instructions on how to apply for a new HIC 

registration using the MA Contractor Hub (contractorhub.mass.gov). 

    Note: Only the contractor named on the HIC registration is permitted to 

create an account and submit an application. 

🔹 Step 1: Visit the MA Contractor Hub 

1. Open a web browser like Chrome or Firefox. 

2. Type in the URL: contractorhub.mass.gov  

3. On the homepage, click Contractor Log in in the middle of the 

screen.  
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🔹 Step 2: Create a MyMassGov account  

Before starting your HIC application in the MA Contractor Hub, you need 

a MyMassGov account. If you already created a MyMassGov account, 

log in and skip to step 3. 

    Note: This is a one-time setup. After your MyMassGov account is 

created, you’ll use that same e-mail and password whenever you log in to 

the MA Contractor Hub. 

1. Click the create an account button. 

 

2. Read the consent notice and click continue. 
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3. Enter your e-mail. Click send verification code. You will receive an 

e-mail with a code. Enter this code and click verify. 

    Note: If you have had an HIC before and are applying for a new HIC 

number, please enter your e-mail linked to your existing HIC number. 

Please go to page 29 for instructions on confirming the e-mail address.   

 

4. Add your first name and last name. Click continue. 
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5. Create your password using the rules listed and click create an 

account. Please make sure to remember your password for future use. 

 

6. On the next screen, click Set Up MFA (multi-factor authentication). 

Using MFA will help keep your account safe and secure.  
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7. Choose an authentication method. Phone (Voice & Text Message) 

is a quicker and easier option if you have a cell phone nearby. The 

Authenticator App option will not work unless you have an app like 

Microsoft Authenticator or Duo installed on your phone. Click 

continue. 
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8. Enter your phone number and select text me. Click send verification 

code.  

 

9. A verification code will be sent to your cell phone as a text message. 

Enter the code that was sent to you and click verify. 
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10. You’ve finished creating your MyMassGov account and are now 

logged into the MA Contractor Hub. The web page you see now is the 

contractor home page within the MA Contractor Hub. 

    Note: Please save your password. You will use these credentials for 

future log-ins. 

🔹 Step 3: Starting Your New HIC Application 

1. On the contractor landing page, select Apply for New Registration. 

This will open the new HIC application. 

 

🔹 Step 4: Enter Basic Company Information  

1. Complete the required fields marked with a red asterisk (*) to verify 

your HIC business, including your mailing and physical address. 

    Note: If you are a sole proprietor, select individual under contractor 

type and enter your first and last name under contractor business name. 
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2. After entering and reviewing all required information, click next.  

🔹 Step 5: Enter Employee Information  

1. The first name and last name of the contractor responsible for the 

HIC will be prepopulated with the applicant’s information. Please 

include your social security number and corporate title. 
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2. If your want to provide supplementary ID cards to any employees, 

select add under the responsible person section. Enter the 

employee’s first name and last name of the supplemental employee 

and choose yes for supplemental HIC card.  

 

 

3. After reviewing all information to be sure it is correct, click next. 

    Note: Supplemental cards are ID cards only. They are not 

substitutes for HIC cards. Each supplemental identification card will be 

charged a $10 fee. 

🔹 Step 6: Enter Additional Business Details  

1. If you use a different business name than your legal or corporate 

name, select Yes for Has D/B/A. Enter your D/B/A (“doing business 

as”) name and its expiration date. You will be asked to upload your 

current D/B/A certificate on the next page. If you don’t use a D/B/A, 

select no. 
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2. If you have a construction supervisor license, or CSL, please select 

yes and provide your CSL number. If you do not have a CSL, select 

no. 

 

3. If you have ever held an HIC before, please select yes under Has the 

applicant previously been issued an HIC registration? Please 

include your existing HIC number in the blank field. If not, select no. 

 

4. After reviewing all information, click next. 
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🔹 Step 7: Upload documents (Only If Applicable)  

1. If you’re registering as a corporation, partnership, LLC, LLP, or Trust, 

you must upload proof that your business is currently registered with 

the Massachusetts Secretary of the Commonwealth (SEC). The 

document must include the responsible person and all corporate 

principals, and the address must match the business address 

provided in your application. A recent corporate annual report is 

acceptable.  

2. If you indicated on the previous page that you operate under a 

different business name (D/B/A), you need to upload an active D/B/A 

certificate that you filed with your local city or town. 

3. If you uploaded your required documents, click Save and Review. 
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    Note: To obtain a copy of your corporate documents, open a new tab 

and visit sec.state.ma.us. Under the popular features tab, click search 

the corporate database.  

 

    Note: Search for your company (entity).  

 

    Note: On your business entity page, scroll down to view filings for this 

business entity and click view filings.  
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    Note: Under the view PDF column, click the link for the PDF you want 

to download and save to your computer and take a screenshot of the 

document. 
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4. Go back to your application and upload the copy of your document 

using the upload files button. After your documents are uploaded, 

click Save and Review. 

 

 

🔹 Step 8: Review and Submit  

1. If you need to make any further edits, click Edit Application. Once 

your application is submitted, you cannot edit your application unless 

the HIC Registration Team asks for revisions. It is important to review 

and make edits now if needed. 

If you are ready to complete your registration application, click 

Submit.  
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2. After clicking submit, please scroll down to check off any document 

upload check boxes and attestation boxes. Please read and review all 

attestations carefully. Scroll all the way to the bottom to sign and date 

the application, then click Submit again.  
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3. This completes your application. Check your e-mail inbox (or spam 

folder) for a confirmation e-mail with your application ID. The HIC 

Registration team will receive your application and review for 

requirements. You will need to pay registration fees once your 

registration is approved.  

 

4. You can check the status of your application at any time. Log into the 

MA Contractor Hub and click the My Applications tab on the 

contractor landing page. Then click the Application ID.  
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    Note: Please allow approximately 1 week for application review. 

Complete applications are processed more quickly. Missing information or 

documents will cause delays. If you have submitted an application, do 

not submit an additional application. This will also lead to delays. 

🔹 Step 9: Revisions (If Needed) 

1. If something is missing from your application, such as a missing 

document, you will receive an email with Action Needed in the 

subject line. Click the link in the e-mail to update your application.  

 

2. You can also: 

o Log in to your MA Contractor Hub account  
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o Go to My Applications 

o Select the application that needs revisions 

o Click edit application button 

o If you are missing documents, click next until you get to the 

screen to upload documents 

o Upload the required documents and submit the application. 

 

🔹 Step 10: Pay Your Fees 

1. Once your application is approved, you’ll receive an e-mail 

asking you to pay your registration fee. Your registration will not 

be active until your fees are paid. Please submit payment within 

5 business days of approval. 
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2. To pay, click the payment link in the approval e-mail or log in 

and click pay my balance.

 

3. Select the account with the fee owed and click Proceed to 

Payment.  

 

4. Select the fee you are paying and click Proceed to Payment 
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5. Review your fees and fee amount. If it looks correct, click 

Proceed to Payment. 
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6.  On the final review page, click Pay. In a separate tab, you will 

be automatically taken to our secure payment site, nCourt. 

 

7. If a separate tab to nCourt does not automatically open after a 

few moments, you can click the link on the pay page to 

manually take you. Only click the link once. 

 

8. Once you are directed to nCourt, review the term agreement 

and click I agree. 
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9. Enter your payment information and submit. You can pay with 

debit card, credit card, or bank account (ACH). Please enter 

your billing information and credit card number. Please do not 

include spaces or dashes in your account number. 

10. After entering your information, click submit payment. 

Only click once to avoid duplicate payments. 
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🔹 Step 11: Generate Your HIC card 

1. After paying your fee, you will be able to generate your HIC card from 

any computer or smartphone. 

2. Log in to contractorhub.mass.gov. On the contractor landing page, 

click the Generate a Registration Card tab.  
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3. Click the account name of a registration to view your HIC card. Click 

Generate Registration Card. 

 

4. After a few moments, your card will appear. Click Download PDF to 

save this file to your smartphone or computer. If you lose that file, you 

can repeat this process. 
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   Now that you're registered, add a renewal reminder on your 

calendar! 

Your HIC registration must be renewed every two years. We recommend 

you submit your renewal application at least 30 days in advance to avoid 

unnecessary delays and extra fees. If you need help with registration or 

renewal, contact the HIC Registration Team at HICRegistration@mass.gov.  
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Renewing Your Home Improvement Contractor 
(HIC) Registration Number 

If you already have an HIC registration number, follow these steps to renew 

your registration using the MA Contractor Hub (contractorhub.mass.gov).  

    Note: Only the contractor named on the HIC registration is permitted to 

create an account and submit their application.  

🔹 Step 1: Visit the MA Contractor Hub 

1. Open a web browser like Chrome or Firefox. 

2. Type in the URL: contractorhub.mass.gov  

3. On the homepage, click Contractor Log in in the top-right corner. 

 

 

4. Enter your MyMassGov e-mail and password and click log in.  
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    Note:  If this is your first time using the MA Contractor Hub to renew 

and you don’t have a MyMassGov account, skip to Step 2: Create a 

MyMassGov Account 

5. Select your preferred method to send your verification code and click 

send verification code. 

 

6. After receiving your verification code, enter the code in the enter 

code field and click verify. This will take you straight to the 

Contractor Hub homepage. Please skip to step 3. 
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🔹 Step 2: Create a MyMassGov account  

You must have a MyMassGov account to log in and submit your renewal 

application. This is a one-time setup. If you previously created a 

MyMassGov account to use the MA Contractor Hub, please sign in 

using your e-mail and password and skip to step 3. 

1. Click the create an account button. 

 

2. Read the consent notice and click continue. 
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3. Enter your e-mail connected to your HIC registration. Click send 

verification code.  

 

    Note: To confirm which e-mail is associated with your account, use the 

contractor search tool on contractorhub.mass.gov and search by your 

HIC number. 

 

The e-mail associated with your HIC account will appear under 

responsible person details.
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4. You will receive an e-mail with a code. Enter this code and click 

verify. 

5. Add your first name and last name. Click continue. 

 

6. Create your password using the rules listed and click create an 

account. Please make sure to remember your password for future 

use. 

 

7. On the next screen, click Set Up MFA (multi-factor authentication). 

Using MFA will help keep your account safe and secure. Choose an 

authentication method. Phone (Voice & Text Message) is a quicker 

and easier option if you have a cell phone nearby. The Authenticator 
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App option will not work unless you have an app like Microsoft 

Authenticator or Duo installed on your phone. Click continue. 
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8. Enter your cell phone number and select text me. Click send 

verification code. 

 

9. A verification code will be sent to your cell phone as a text message. 

Enter the code that was sent to you and click verify. 

 



  

38 
 

MA Contractor Hub 
Contractor Guide 

10. You are now logged into the MA Contractor Hub. Please 

remember to save your password. 

🔹 Step 3: Start Your Renewal 

1. On the contractor homepage, select Renew My New Registration.  

 

    Note: Submit only one application at a time. To check a previous 

submission, click My Applications. 

 

2. Please select the account you want to renew by filling in the circle. 

Then click next. 
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🔹 Step 4: Answer Screening Questions 

1. Review the information and answer each question on the right side 

with yes or no. After you answer each question, click next. 

 

 

🔹 Step 5: Enter Basic Company Information  

1. Complete all required fields marked with a red asterisk (*), including 

your mailing and physical address. 

2. If changing your business name, please enter the new business 

name under contractor business name. 

3. After entering and reviewing all required information, click next. 
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🔹 Step 6: Enter Employee Information  

1. The person submitting the application is automatically listed as the 

responsible person. 

2. Previously listed supplemental employees will appear. If you want to: 

o Renew their supplemental ID cards, select yes next to their 

name under supplemental HIC card.  

o Add a new employee, click add and enter their name. 
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3. After reviewing all information to be sure it is correct, click next. 

    Note: Supplemental cards are ID cards only. They are not substitutes 

for HIC cards. Each supplemental identification card will be charged a $10 

fee.  

🔹 Step 7: Update Additional Business Details (Only If Needed)  

1. If you are adding or changing your D/B/A (“doing business as”) name, 

enter the name and expiration date, exactly as shown on your D/B/A 

certification. 
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2.  If you have a construction supervisor license, or CSL, please select 

yes and provide your CSL number. If you do not have a CSL, select 

no. If finished, click next. 

 

🔹 Step 8: Upload Documents (Only If Needed)  

1. You only need to upload documents if you are making changes to 

your business from the last time you registered your HIC. 

You must upload: 

o A filing from the Massachusetts Secretary of the 

Commonwealth (SOC) if you are updating your corporate 
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name. For instructions on how to obtain these documents, read 

the note below. 

o If you are changing your D/B/A name, you need to upload an 

active D/B/A certificate that filed with your local city or town. 

After uploading, click save and review.  

 

    Note: To obtain a copy of your corporate report, visit sec.state.ma.us. 

Under the popular features tab, click search the corporate database.  
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    Note: Search for your company (entity).  

 

    Note: Once on your business entity page, scroll down to view filings 

for this business entity and click view filings.  
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    Note: Under the view PDF column, click the link for the PDF you want 

to download and save to your computer.  

 

2. Upload the PDF you saved to your computer, using the upload files 

button. After your documents are uploaded, click Save and Review. 

 

 

🔹 Step 9: Review and Submit  

1. If you need to make any edits, click Edit Application. Once your 

application is submitted, you cannot edit your application unless the 

HIC Registration Team asks for revisions. It is important to review 

and make edits now if needed. 
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If you are ready to complete your registration application, click 

Submit.  

 

 

 

2. After clicking submit, scroll down to read and check off any required 

documents and attestation boxes. Scroll to the bottom to sign and 

date the application, then click Submit again.  
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3. This completes your application. You can pay your fees when you 

application is approved. If your application is approved automatically, 

click pay registration fee. Your registration is not active until all fees 

are paid. For further instructions on payment, skip to step 11.  

 

4. If your application requires further review, please check your e-mail 

inbox for a confirmation e-mail with your application ID. If your e-mail 

is missing, please check your spam folder. 
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5. You can also check the status of your application at any time. Log 

into the MA Contractor Hub and click the My Applications tab on the 

contractor landing page. Then click the Application ID.  

 

    Note: Please allow approximately 1 week for application review. 

Complete applications are processed more quickly. Missing information or 

documents will cause delays. If you have submitted an application, do 

not submit an additional application. This will also lead to delays. 
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🔹 Step 10: Revisions (If Requested) 

1. If something is missing from your application, such as a required 

document, you will receive an email with Action Needed in the 

subject line. Click the link in the e-mail to update your application.  

 

2. You can also: 

1. Log in to your MA Contractor Hub account  

2. Go to My Applications 

3. Select the application that needs revisions 

4. Click edit application button 

5. If you are missing documents, click next until you get to the 

screen to upload documents 

6. Upload the required documents and submit the application. 
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🔹 Step 11: Pay Your Fees 

1. Once your application is approved, you’ll receive an e-mail 

asking you to pay your registration fee. Your registration will not 

be active until your fees are paid. Please submit payment within 

5 business days of approval. 

2. To pay, click the payment link in the approval e-mail or log in 

and click pay my balance. 
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3. Select the account with the fee owed and click Proceed to 

Payment.  

 

4. Select the fee you are paying and click Proceed to Payment 
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5. Review your fees and fee amount. If it looks correct, click 

Proceed to Payment.  
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6. On the final review page, click Pay. In a separate tab, you will 

be automatically taken to our secure payment site, Ncourt. 
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7. If a separate tab does not automatically open after a few 

moments taking you to Ncourt, you can click the link on the pay 

page to manually take you. Only click the link once. 

 

8. Once you are directed to nCourt, review the term agreement 

and click I agree. 

 

9. Enter your payment information and submit. You can pay with 

debit card, credit card, or bank account (ACH). Please enter 
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your billing information and credit card number. Please do not 

include spaces or dashes in your account number.  

10. After entering your information, click submit payment. 

Only click once to avoid duplicate payments. 
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🔹 Step 12: Generate your HIC card 

1. After payment, go back to the contractor homepage to generate your 

HIC registration card from any computer or smartphone. 

2. Log in to contractorhub.mass.gov. On the contractor landing page, 

click the my accounts tab.  

 

1. Click the account name of your registration to view your HIC card. 

Click Generate Registration Card. 

 

3. After a few moments, your card will appear. Click Download PDF to 

save this file to your smartphone or computer. If you lose that file, you 

can repeat this process. 
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   Now that you're renewed, add a reminder on your calendar! 

Your HIC registration must be renewed every two years. We recommend 

you submit your renewal application at least 30 days in advance to avoid 

unnecessary delays and extra fees. If you need help with registration or 

renewal, contact the HIC Registration Team at HICRegistration@mass.gov. 
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	Applying for a New Home Improvement Contractor (HIC) Registration Number 
	If you have never registered before or are registering a new business, follow these step-by-step instructions on how to apply for a new HIC registration using the MA Contractor Hub (contractorhub.mass.gov). 
	    Note: Only the contractor named on the HIC registration is permitted to create an account and submit an application. 
	🔹 Step 1: Visit the MA Contractor Hub 
	1.
	1.
	1.
	 Open a web browser like Chrome or Firefox. 

	2.
	2.
	 Type in the URL: contractorhub.mass.gov  

	3.
	3.
	 On the homepage, click Contractor Log in in the middle of the screen.    
	Figure



	🔹 Step 2: Create a MyMassGov account  
	Before starting your HIC application in the MA Contractor Hub, you need a MyMassGov account. If you already created a MyMassGov account, log in and skip to step 3. 
	    Note: This is a one-time setup. After your MyMassGov account is created, you’ll use that same e-mail and password whenever you log in to the MA Contractor Hub. 
	1.
	1.
	1.
	 Click the create an account button. 


	 
	Figure
	2.
	2.
	2.
	 Read the consent notice and click continue. 


	 
	Figure
	3.
	3.
	3.
	 Enter your e-mail. Click send verification code. You will receive an e-mail with a code. Enter this code and click verify. 


	    Note: If you have had an HIC before and are applying for a new HIC number, please enter your e-mail linked to your existing HIC number. Please go to page 29 for instructions on confirming the e-mail address.   
	 
	Figure
	4.
	4.
	4.
	 Add your first name and last name. Click continue. 


	 
	Figure
	5.
	5.
	5.
	 Create your password using the rules listed and click create an account. Please make sure to remember your password for future use. 


	 
	Figure
	6.
	6.
	6.
	 On the next screen, click Set Up MFA (multi-factor authentication). Using MFA will help keep your account safe and secure.   


	 
	Figure
	7.
	7.
	7.
	 Choose an authentication method. Phone (Voice & Text Message) is a quicker and easier option if you have a cell phone nearby. The Authenticator App option will not work unless you have an app like Microsoft Authenticator or Duo installed on your phone. Click continue. 


	 
	Figure
	8.
	8.
	8.
	 Enter your phone number and select text me. Click send verification code.  


	 
	Figure
	9.
	9.
	9.
	 A verification code will be sent to your cell phone as a text message. Enter the code that was sent to you and click verify. 


	 
	Figure
	10.
	10.
	10.
	 You’ve finished creating your MyMassGov account and are now logged into the MA Contractor Hub. The web page you see now is the contractor home page within the MA Contractor Hub. 


	    Note: Please save your password. You will use these credentials for future log-ins. 
	🔹 Step 3: Starting Your New HIC Application 
	1.
	1.
	1.
	 On the contractor landing page, select Apply for New Registration. This will open the new HIC application. 
	Figure
	1.
	1.
	1.
	 Complete the required fields marked with a red asterisk (*) to verify your HIC business, including your mailing and physical address. 
	Figure


	2.
	2.
	 After entering and reviewing all required information, click next.  





	 
	🔹 Step 4: Enter Basic Company Information  
	    Note: If you are a sole proprietor, select individual under contractor type and enter your first and last name under contractor business name. 
	 
	🔹 Step 5: Enter Employee Information  
	1.
	1.
	1.
	 The first name and last name of the contractor responsible for the HIC will be prepopulated with the applicant’s information. Please include your social security number and corporate title. 


	 
	Figure
	2.
	2.
	2.
	 If your want to provide supplementary ID cards to any employees, select add under the responsible person section. Enter the employee’s first name and last name of the supplemental employee and choose yes for supplemental HIC card.  


	 
	Figure
	Figure
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	Figure
	3.
	3.
	3.
	 After reviewing all information to be sure it is correct, click next. 


	    Note: Supplemental cards are ID cards only. They are not substitutes for HIC cards. Each supplemental identification card will be charged a $10 fee. 
	🔹 Step 6: Enter Additional Business Details  
	1.
	1.
	1.
	 If you use a different business name than your legal or corporate name, select Yes for Has D/B/A. Enter your D/B/A (“doing business as”) name and its expiration date. You will be asked to upload your current D/B/A certificate on the next page. If you don’t use a D/B/A, select no. 
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	2.
	2.
	2.
	 If you have a construction supervisor license, or CSL, please select yes and provide your CSL number. If you do not have a CSL, select no. 
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	3.
	3.
	3.
	 If you have ever held an HIC before, please select yes under Has the applicant previously been issued an HIC registration? Please include your existing HIC number in the blank field. If not, select no. 


	 
	Figure
	Figure
	4.
	4.
	4.
	 After reviewing all information, click next.  


	🔹 Step 7: Upload documents (Only If Applicable)  
	1.
	1.
	1.
	 If you’re registering as a corporation, partnership, LLC, LLP, or Trust, you must upload proof that your business is currently registered with the Massachusetts Secretary of the Commonwealth (SEC). The document must include the responsible person and all corporate principals, and the address must match the business address provided in your application. A recent corporate annual report is acceptable.  

	2.
	2.
	 If you indicated on the previous page that you operate under a different business name (D/B/A), you need to upload an active D/B/A certificate that you filed with your local city or town. 

	3.
	3.
	 If you uploaded your required documents, click Save and Review. 
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	Figure
	    Note: To obtain a copy of your corporate documents, open a new tab and visit sec.state.ma.us. Under the popular features tab, click search the corporate database.  
	 
	Figure
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	Figure
	    Note: Search for your company (entity).  
	 
	Figure
	Figure
	    Note: On your business entity page, scroll down to view filings for this business entity and click view filings.  
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	Figure
	    Note: Under the view PDF column, click the link for the PDF you want to download and save to your computer and take a screenshot of the document. 
	 
	Figure
	 
	4.
	4.
	4.
	 Go back to your application and upload the copy of your document using the upload files button. After your documents are uploaded, click Save and Review. 
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	🔹 Step 8: Review and Submit  
	1.
	1.
	1.
	 If you need to make any further edits, click Edit Application. Once your application is submitted, you cannot edit your application unless the HIC Registration Team asks for revisions. It is important to review and make edits now if needed. 


	If you are ready to complete your registration application, click Submit.  
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	Figure
	2.
	2.
	2.
	 After clicking submit, please scroll down to check off any document upload check boxes and attestation boxes. Please read and review all attestations carefully. Scroll all the way to the bottom to sign and date the application, then click Submit again.  
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	Figure
	3.
	3.
	3.
	 This completes your application. Check your e-mail inbox (or spam folder) for a confirmation e-mail with your application ID. The HIC Registration team will receive your application and review for requirements. You will need to pay registration fees once your registration is approved.  
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	4.
	4.
	4.
	 You can check the status of your application at any time. Log into the MA Contractor Hub and click the My Applications tab on the contractor landing page. Then click the Application ID.  


	 
	 
	Figure
	Figure
	    Note: Please allow approximately 1 week for application review. Complete applications are processed more quickly. Missing information or documents will cause delays. If you have submitted an application, do not submit an additional application. This will also lead to delays. 
	🔹 Step 9: Revisions (If Needed) 
	1.
	1.
	1.
	 If something is missing from your application, such as a missing document, you will receive an email with Action Needed in the subject line. Click the link in the e-mail to update your application.  


	 
	Figure
	2.
	2.
	2.
	 You can also: 
	o
	o
	o
	 Log in to your MA Contractor Hub account  

	o
	o
	 Go to My Applications 

	o
	o
	 Select the application that needs revisions 

	o
	o
	 Click edit application button 

	o
	o
	 If you are missing documents, click next until you get to the screen to upload documents 

	o
	o
	 Upload the required documents and submit the application. 
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	🔹 Step 10: Pay Your Fees 
	1.
	1.
	1.
	 Once your application is approved, you’ll receive an e-mail asking you to pay your registration fee. Your registration will not be active until your fees are paid. Please submit payment within 5 business days of approval. 

	2.
	2.
	 To pay, click the payment link in the approval e-mail or log in and click pay my balance. 
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	3.
	3.
	 Select the account with the fee owed and click Proceed to Payment.  
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	4.
	4.
	4.
	 Select the fee you are paying and click Proceed to Payment 
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	5.
	5.
	5.
	 Review your fees and fee amount. If it looks correct, click Proceed to Payment. 
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	6.
	6.
	6.
	  On the final review page, click Pay. In a separate tab, you will be automatically taken to our secure payment site, nCourt. 
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	7.
	7.
	7.
	 If a separate tab to nCourt does not automatically open after a few moments, you can click the link on the pay page to manually take you. Only click the link once. 
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	8.
	8.
	8.
	 Once you are directed to nCourt, review the term agreement and click I agree. 
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	9.
	9.
	9.
	 Enter your payment information and submit. You can pay with debit card, credit card, or bank account (ACH). Please enter your billing information and credit card number. Please do not include spaces or dashes in your account number. 

	10.
	10.
	 After entering your information, click submit payment. Only click once to avoid duplicate payments. 
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	🔹 Step 11: Generate Your HIC card 
	1.
	1.
	1.
	 After paying your fee, you will be able to generate your HIC card from any computer or smartphone. 

	2.
	2.
	 Log in to contractorhub.mass.gov. On the contractor landing page, click the Generate a Registration Card tab.  
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	3.
	3.
	3.
	 Click the account name of a registration to view your HIC card. Click Generate Registration Card. 
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	4.
	4.
	4.
	 After a few moments, your card will appear. Click Download PDF to save this file to your smartphone or computer. If you lose that file, you can repeat this process. 


	 
	Figure
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	   Now that you're registered, add a renewal reminder on your calendar! 
	Your HIC registration must be renewed every two years. We recommend you submit your renewal application at least 30 days in advance to avoid unnecessary delays and extra fees. If you need help with registration or renewal, contact the HIC Registration Team at HICRegistration@mass.gov.  
	  
	Figure
	 
	 
	 
	Renewing Your Home Improvement Contractor (HIC) Registration Number 
	If you already have an HIC registration number, follow these steps to renew your registration using the MA Contractor Hub (contractorhub.mass.gov).  
	    Note: Only the contractor named on the HIC registration is permitted to create an account and submit their application.  
	🔹 Step 1: Visit the MA Contractor Hub 
	1.
	1.
	1.
	 Open a web browser like Chrome or Firefox. 

	2.
	2.
	 Type in the URL: contractorhub.mass.gov  

	3.
	3.
	 On the homepage, click Contractor Log in in the top-right corner. 


	  
	Figure
	4.
	4.
	4.
	 Enter your MyMassGov e-mail and password and click log in.  


	 
	Figure
	    Note:  If this is your first time using the MA Contractor Hub to renew and you don’t have a MyMassGov account, skip to Step 2: Create a MyMassGov Account 
	5.
	5.
	5.
	 Select your preferred method to send your verification code and click send verification code. 
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	6.
	6.
	6.
	 After receiving your verification code, enter the code in the enter code field and click verify. This will take you straight to the Contractor Hub homepage. Please skip to step 3. 


	🔹 Step 2: Create a MyMassGov account  
	You must have a MyMassGov account to log in and submit your renewal application. This is a one-time setup. If you previously created a MyMassGov account to use the MA Contractor Hub, please sign in using your e-mail and password and skip to step 3. 
	1.
	1.
	1.
	 Click the create an account button. 
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	2.
	2.
	2.
	 Read the consent notice and click continue. 
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	3.
	3.
	3.
	 Enter your e-mail connected to your HIC registration. Click send verification code.  


	 
	Figure
	    Note: To confirm which e-mail is associated with your account, use the contractor search tool on contractorhub.mass.gov and search by your HIC number. 
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	Figure
	The e-mail associated with your HIC account will appear under responsible person details. 
	Figure
	Figure
	 
	4.
	4.
	4.
	 You will receive an e-mail with a code. Enter this code and click verify. 

	5.
	5.
	 Add your first name and last name. Click continue. 
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	6.
	6.
	6.
	 Create your password using the rules listed and click create an account. Please make sure to remember your password for future use. 


	 
	Figure
	7.
	7.
	7.
	 On the next screen, click Set Up MFA (multi-factor authentication). Using MFA will help keep your account safe and secure. Choose an authentication method. Phone (Voice & Text Message) is a quicker and easier option if you have a cell phone nearby. The Authenticator 

	App option will not work unless you have an app like Microsoft Authenticator or Duo installed on your phone. Click continue.  
	App option will not work unless you have an app like Microsoft Authenticator or Duo installed on your phone. Click continue.  
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	8.
	8.
	8.
	 Enter your cell phone number and select text me. Click send verification code.  
	Figure


	9.
	9.
	 A verification code will be sent to your cell phone as a text message. Enter the code that was sent to you and click verify. 
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	10.
	10.
	10.
	 You are now logged into the MA Contractor Hub. Please remember to save your password. 


	🔹 Step 3: Start Your Renewal 
	1.
	1.
	1.
	 On the contractor homepage, select Renew My New Registration.  
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	    Note: Submit only one application at a time. To check a previous submission, click My Applications. 
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	2.
	2.
	2.
	 Please select the account you want to renew by filling in the circle. Then click next. 
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	🔹 Step 4: Answer Screening Questions 
	1.
	1.
	1.
	 Review the information and answer each question on the right side with yes or no. After you answer each question, click next. 
	Figure
	Figure
	Figure
	1.
	1.
	1.
	 Complete all required fields marked with a red asterisk (*), including your mailing and physical address. 

	2.
	2.
	 If changing your business name, please enter the new business name under contractor business name. 

	3.
	3.
	 After entering and reviewing all required information, click next. 





	  
	🔹 Step 5: Enter Basic Company Information  
	 
	Figure
	Figure
	Figure
	🔹 Step 6: Enter Employee Information  
	1.
	1.
	1.
	 The person submitting the application is automatically listed as the responsible person. 

	2.
	2.
	 Previously listed supplemental employees will appear. If you want to: 
	o
	o
	o
	 Renew their supplemental ID cards, select yes next to their name under supplemental HIC card.  

	o
	o
	 Add a new employee, click add and enter their name. 





	 
	Figure
	Figure
	3.
	3.
	3.
	 After reviewing all information to be sure it is correct, click next. 


	    Note: Supplemental cards are ID cards only. They are not substitutes for HIC cards. Each supplemental identification card will be charged a $10 fee.  
	🔹 Step 7: Update Additional Business Details (Only If Needed)  
	1.
	1.
	1.
	 If you are adding or changing your D/B/A (“doing business as”) name, enter the name and expiration date, exactly as shown on your D/B/A certification. 


	 
	Figure
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	2.
	2.
	2.
	  If you have a construction supervisor license, or CSL, please select yes and provide your CSL number. If you do not have a CSL, select no. If finished, click next. 
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	🔹 Step 8: Upload Documents (Only If Needed)  
	1.
	1.
	1.
	 You only need to upload documents if you are making changes to your business from the last time you registered your HIC. 


	You must upload: 
	o
	o
	o
	 A filing from the Massachusetts Secretary of the Commonwealth (SOC) if you are updating your corporate 

	name. For instructions on how to obtain these documents, read the note below. 
	name. For instructions on how to obtain these documents, read the note below. 
	o
	o
	o
	 If you are changing your D/B/A name, you need to upload an active D/B/A certificate that filed with your local city or town. After uploading, click save and review.  
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	Figure
	    Note: To obtain a copy of your corporate report, visit sec.state.ma.us. Under the popular features tab, click search the corporate database.  
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	    Note: Search for your company (entity).  
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	Figure
	    Note: Once on your business entity page, scroll down to view filings for this business entity and click view filings.  
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	Figure
	    Note: Under the view PDF column, click the link for the PDF you want to download and save to your computer.  
	 
	Figure
	Figure
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	2.
	2.
	2.
	 Upload the PDF you saved to your computer, using the upload files button. After your documents are uploaded, click Save and Review. 


	  
	Figure
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	🔹 Step 9: Review and Submit  
	1.
	1.
	1.
	 If you need to make any edits, click Edit Application. Once your application is submitted, you cannot edit your application unless the HIC Registration Team asks for revisions. It is important to review and make edits now if needed. 


	If you are ready to complete your registration application, click Submit.  
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	2.
	2.
	2.
	 After clicking submit, scroll down to read and check off any required documents and attestation boxes. Scroll to the bottom to sign and date the application, then click Submit again.  
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	Figure
	Figure
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	3.
	3.
	3.
	 This completes your application. You can pay your fees when you application is approved. If your application is approved automatically, click pay registration fee. Your registration is not active until all fees are paid. For further instructions on payment, skip to step 11.  
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	4.
	4.
	4.
	 If your application requires further review, please check your e-mail inbox for a confirmation e-mail with your application ID. If your e-mail is missing, please check your spam folder. 


	 
	 
	Figure
	5.
	5.
	5.
	 You can also check the status of your application at any time. Log into the MA Contractor Hub and click the My Applications tab on the contractor landing page. Then click the Application ID.  
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	Figure
	    Note: Please allow approximately 1 week for application review. Complete applications are processed more quickly. Missing information or documents will cause delays. If you have submitted an application, do not submit an additional application. This will also lead to delays. 
	 
	🔹 Step 10: Revisions (If Requested) 
	1.
	1.
	1.
	 If something is missing from your application, such as a required document, you will receive an email with Action Needed in the subject line. Click the link in the e-mail to update your application.  


	 
	Figure
	Figure
	2.
	2.
	2.
	 You can also: 
	1.
	1.
	1.
	 Log in to your MA Contractor Hub account  

	2.
	2.
	 Go to My Applications 

	3.
	3.
	 Select the application that needs revisions 

	4.
	4.
	 Click edit application button 

	5.
	5.
	 If you are missing documents, click next until you get to the screen to upload documents 

	6.
	6.
	 Upload the required documents and submit the application.  
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	🔹 Step 11: Pay Your Fees 
	1.
	1.
	1.
	 Once your application is approved, you’ll receive an e-mail asking you to pay your registration fee. Your registration will not be active until your fees are paid. Please submit payment within 5 business days of approval. 

	2.
	2.
	 To pay, click the payment link in the approval e-mail or log in and click pay my balance.   
	Figure
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	3.
	3.
	3.
	 Select the account with the fee owed and click Proceed to Payment.  
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	4.
	4.
	4.
	 Select the fee you are paying and click Proceed to Payment 
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	5.
	5.
	5.
	 Review your fees and fee amount. If it looks correct, click Proceed to Payment.  
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	6.
	6.
	6.
	 On the final review page, click Pay. In a separate tab, you will be automatically taken to our secure payment site, Ncourt. 
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	7.
	7.
	7.
	 If a separate tab does not automatically open after a few moments taking you to Ncourt, you can click the link on the pay page to manually take you. Only click the link once. 
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	8.
	8.
	8.
	 Once you are directed to nCourt, review the term agreement and click I agree. 
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	9.
	9.
	9.
	 Enter your payment information and submit. You can pay with debit card, credit card, or bank account (ACH). Please enter 

	your billing information and credit card number. Please do not include spaces or dashes in your account number.  
	your billing information and credit card number. Please do not include spaces or dashes in your account number.  

	10.
	10.
	 After entering your information, click submit payment. Only click once to avoid duplicate payments. 
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	🔹 Step 12: Generate your HIC card 
	1.
	1.
	1.
	 After payment, go back to the contractor homepage to generate your HIC registration card from any computer or smartphone. 

	2.
	2.
	 Log in to contractorhub.mass.gov. On the contractor landing page, click the my accounts tab.  
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	1.
	1.
	1.
	 Click the account name of your registration to view your HIC card. Click Generate Registration Card. 
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	3.
	3.
	3.
	 After a few moments, your card will appear. Click Download PDF to save this file to your smartphone or computer. If you lose that file, you can repeat this process. 
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	   Now that you're renewed, add a reminder on your calendar! 
	Your HIC registration must be renewed every two years. We recommend you submit your renewal application at least 30 days in advance to avoid unnecessary delays and extra fees. If you need help with registration or renewal, contact the HIC Registration Team at HICRegistration@mass.gov. 
	 



