First Time Registrations
Online

1. All contractors and subcontractors who perform home improvement work on
an existing, 1- to 4-unit residential property in Massachusetts must register for

the Home Improvement Contractor Registration. You can register as:

a. An Individual
b. A limited liability company (LLC)
c. A limited liability partnership (LLP)

d. A corporation

2. Youwill have to pay a $150 registration fee and a mandatory payment to the

Guaranty Fund based on the size of your company:

a. 0to 3 employees: $100

b. 4 to 10 employees: $200

c. 11 to 30 employees: $300

d. More than 30 employees: $500

3. To register as a Massachusetts Home Improvement Contractor for the first

time, start here: https://www.mass.gov/home-improvement-contractor-

registration-and-renewal

a. Be sure to have all required documents present.
i. Ifregistering as an out of state corporation, please have a foreign corporation

certificate of registration from the Massachusetts Secretary of the

Commonwealth.

ii. Ifregistering as an individual/sole proprietor doing business under a trade
name / fictitious name / doing business as name, you must provide a copy of
your business certificate with the DBA issued by your local city/town clerk.

iii. Ifregistering as a corporation, please provide a current filing with the

Massachusetts Secretary of the Commonwealth Corporations Division to

document the current officers or managers and that the entity is in good

standing.


https://www.mass.gov/home-improvement-contractor-registration-and-renewal
https://www.mass.gov/home-improvement-contractor-registration-and-renewal
http://www.sec.state.ma.us/cor/coridx.htm
http://www.sec.state.ma.us/cor/coridx.htm
http://corp.sec.state.ma.us/corpweb/CorpSearch/CorpSearch.aspx
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iv. Ifyou have any questions about these forms, please contact our office at

(617) 973-8787 or Toll-free (888) 283-3757.
4. After clicking the registration link, scroll down to where it says “What would

you like to do.” Under ‘Top Tasks,” click the blue box that says,

“Register as Home Improvement Contractor for the First Time.”

a. https://www.mass.gov/how-to/register-as-a-home-improvement-contractor

What would you like to do?

Top tasks
Register as Home / Update or renew an existing or
Improvement Contractor for expired Home Improvement
the First Time Contractor registration »

All other tasks

Log in to your home
improvement contractor
account #



https://www.mass.gov/how-to/register-as-a-home-improvement-contractor

First Time Registrations
Online

5. Click ‘Register Online.”

Register as a home improvement contractor

Are you a contractor making home improvements to an existing home?
You need to register with our Office.

Once you've submitted all documents and fees, you should receive your registration

in the mail within 1-2 weeks.

Register online /

THE DETAILS CONTACT

Home Improvement

Whatyou need What you need Contractor Programs
Fees L' Phone
Who must register? Consumer hotline 617-973-8787

How to register Toll-free consumer hotline

Contractors and subcontractors who perform home improvement work 888-283-3757
More info . ‘
on an existing, 1- to 4-unit residential property in Massachusetts must

6. Make sure you are on the page that says, “Create a Home Improvement
Contractor Account.”

a. https://hic.oca.state.ma.us/HIC/Account/Register

b. To create an online account, enter the first and last name of the contractor, a valid
email, and a strong password.
c. Password mustinclude :
i. Between 8 and 30 characters
ii. Atleast I number
iii. An uppercase letter
iv. A lowercase letter
v. A special character (For example: @, |, *)

d. Click ‘Register’ at the bottom of the page after you have completed the form.


https://hic.oca.state.ma.us/HIC/Account/Register
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Office of Consumer Affairs & Business Requlation Contractor Program

This is an official application of the Commonwealth of Massachusetts W=7 Home Improvement Mass.g(n'

Create A Home Improvement Contractor Account

IMPORTANT: If you already have or have previously held an HIC number click Here

The first step in registering as a Home Improvement Contractor is to create an online account.

Please fill in the fields as necessary below to create the account.

Make sure to use a valid email. In order to log in, you will need to enter a code that will be sent to your email address.

« Passwords must be between 8 and 30 characters and include a number, an uppercase letter, a lowercase letter and a special character.
Click the Register button at the bottom of the page when you have completed the form.

First Name
Last Name
Email
Password

Confirm Password

Have an existing account? Account Log In

@ 2018 Commonwealth of Massachusetts

7. After you have clicked ‘Register,” click the highlighted text stating “Go To
LogIn.’

This iz an official application of the Commonweszlth of Massachusatis
Office of Consumer Affairs & Business Regulation

Home Improvement Contractor Registration

Account Created

Your account was created. Pleasq

Contractor Program

Home Improvement Mﬂss.éﬂv

Go To Log In

© 2018 Commonwealth of Massachusells
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8. Enter your email and password to log in to your account.

a. HIC Log In Page : https://hic.oca.state.ma.us/HIC/

% This is an official application of the Commaonwealth of Massachusetts W7 Home Improvement Mass.
Offica of Consumer Affairs & Businsss Regulation 1% Contractor Program

Home Improvement Contractor Registration

Contractor Login

Email
Password

First Time Home Improvement Contractor Registrant? Click Here
Previously Registered Home Improvement Contractor? Click Here

Forgot Your Password? Reset Password

© 2018 Commonwealth of Massachusetts - Version 2017.04.25

9. Click ‘GetCode’ to get a verification code sent to your email.

This is an official application of the Commonwealth of Massachusstts
Office of Consumer Affairs & Business Requlation

3 7 Home Improvement Mass-gﬂl”

- Contractor Program

Home Improvement Contractor Registration

Send Verification Code

« Since you are logging in for the first time from this computer, you will need to verify your identity
using our 2-Step Verification process.

« With 2-Step Verification, you'll protect your account with both your password and your email.

« Step 1: Click the Get Code button to get a verification code sent to your email.

@ 2018 Common;}a@f Massachusetts


https://hic.oca.state.ma.us/HIC/
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10.Retrieve security code from your inbox, spam box, or junk mail.
a. Make sure that the email is sent from HICRegistration (SCA)
<hicregistration@state.ma.us>
i.  Ifyoudo not enter the code within 5 minutes of requesting it, you may
need to request a new code.
ii.  Ifyoudo notreceive it within 5 minutes, contact our office at (617) 973-

8787 or Toll-free (888) 283-3757.

B Gmail Q. Search mail

P9I PPV Y G x O

— Home Improvement Contractor Online Account Security Code Inbox x

Starred HICRegistration (SCA) <hicregistration@state. ma.us>

Snoozed tome ~

Your security code is: [

Important

Sent Please do not reply to this E-Mail. This mailbox is not monitored and you will not receive a response.

Drafts

Categories

Notes 4. Reply m Forward
Personal

Travel
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11.Enter your security code into the white box and then click, “Submit.”

2 This is an official application of the Commonwealth of Massachusatts BB Home Improvement Mass.
@ J Office of Consumer Affairs & Business Requlation 1§ Contractor Program

Home Improvement Contractor Registration

Verify Security Code

« Step 2: Check your email and enter the security code that you received.

« ITthe email does not appear in your inbox, check your junk mailbox.

« ITyou check the Remember This Browser box, you will not have to use 2-Step Verification again on this computer.
The computer will only ask for your user name and password when you sign in.

Security Code _ Enter code here

|/ Remember This Browser

_ Click to submit

© 2018 Commonwealth of Massachusetts
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12.Pick three security questions and answers that will be easy to remember. Then

click ‘Save.’

a. Please keep a record of your answers.

7 Home Improvement

M This is an official application of the Commenwealth of Massachusetts
1@ Contractor Program

Office of Consumer Affairs & Business Regulzation

Security Questions

« Security Questions are used to identify you when you have forgotten your
password and want fo reset it online.

« You must answer these questions before you will be able to create a contractor
registration.

« Select a question from each of the lists below and provide an answer.

« Click the Save button to save the answers.

Question 1 —--Select--- v

Answer 1

Question 2 --Select--- A

Answer 2

Question 3 —-Select--- v

Answer 3

Save

© 2018 Commonwealth of Massachusetis
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13. After clicking save, you should receive this pop up window. Hit ‘Close.”

Success

The changes were saved successfully.

14.Please keep in mind that once you have reached this page, you are able to log
out and return to your application at a later date. Click *Start New
Application.’
iii.  Ifyouhave had an HIC number in the past, please stop and contact our

office at (617) 973-8787 or Toll-free (888) 283-3757.

“w\ This s an official application of the Commonwealth of Massachusetts Home Improvement M‘SS.
') Offica of Consumer Affairs & Business Regulation | @ Contracter Program

My Registrations My Account ~ Log Off

My Registrations

» To register a new company as a Home Improvement Contractor, click the Start New Application button
Start New Application

@ 2018 Commonwealth of Massachusetts
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15.To begin, click “Basic information.”

“ea ) This is an official zpplication of the Commaonwealth of Massachusatts Home Improvement M‘ss.
M Office of Consumer Affairs & Business Requlation A H Contracter Program

My Registrations My Account ~  Log Off

Start New Application To Register As A Home Improvement Contractor

To apply to become a registered Home Improvement Contractor, complete the steps below . , N
You may edit your entries at any time until you submit the application. The ‘Status’ section
After you have completed all the necessary steps, you will submit the application for approval. allows you to keep
Once the application has been approved, you may pay for the HIC registration online by credit card or electronic check.
Once your payment has been received, you will receive the HIC registration by mail. track of your

progress.

Description Status

Task

Enter the name, Tax |D, address, and other basic information about

Basic Information ' ' A contractor record needs o be created.
the contractor.

e Enter information about the responsible person, owners, and HIC This section will be able to be edited after the basic contractor information has been

card holders for the contractor. submitted.
This section will be able to be edited after the basic contractor information has been
Provide answers to questions that are required for this application. TS

Upload any required documentation including DBA Certificates and  This section will be able to be edited after the basic contractor information has been
Proof of Incorporation. submitted.
The application can be submitted afier the Basic Information, Personnel, Questions,

s yneEt eIl Submit the application for approval.
s PP PP and Documents sections of the application have been completed

Payment Pay online for the registration using a credit card or electronic check. Payment will need to be made after the application has been submitted and approved.

Back To My Registrations

@ 2018 Commonwealth of Massachusetts
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16.Fill in all of your information, then click “Save” to complete this section.

a. Ifyouare using a fictitious name, click “YES’ for ‘Has DBA name?’

™ This is an official application of the Commonwealth of Massachusetts ome Improvement M

p; Contractor Program

Office of Consumer Affairs & Business Regulzation

My Registrations My Account ~  Log Off

Basic Information

« Fillin the fields as necessary below.

« ITyour company does business under a fictitious name, you will be required to provide a copy of the DBA Certificate from your
city or town in the Documents section of the application

« Click the Save button at the bottom of the page when you have completed the form.

Individual Applicant John Smith
H: you are doing Number Of Employees 0-3 v
business with a Applicant Type Individual v

fictitious name,
click ‘yes’ for ‘has
D/B/A name.’

Tax ID (SSN or ITIN)

Applicant Phone # 617-973-8787

nt Email Address I @) gmail.com

Has D/B/A Name - Yes@No

D/BIA Name

Permanent Address

Note: Permanent Address cannot be a PO Box
address

Street Address 1 501 Boylston ST
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Permanent Address
Mote: Permanent Address cannot be a PO Box
address
Street Address 1 501 Boylston ST

Street Address 2 (Optional)

City Boston
State Massachusetts ¥
Zip Code 02116

Mailing Address

l# Use Permanent Address

Street Address 1 501 Boylston 3T

Street Address 2 (Optional)

Remember to
click save in

order to keep
your progress.

|

City Boston
State Massachusetts v
Zip Code 02116

Cancel
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17. To continue, click ‘Personnel.”
a. Youare able to request supplemental HIC cards for employees for an additional fee
of $10 per card.
b. Ifyouarea corporation, the responsible person needs to be a listed officer on the

filing with the Massachusetts Secretary of State.

This is an official application of the Commenwealth of Massachusetts
Office of Consumer Affairs & Business

Home Improvement Mass.go‘/

Contracter Program

My Registrations My Account ~

Application For Registration For John Smith

To apply to become a registered Home Improvement Contractor, complete the steps below.

‘You may edit your entries at any time until you submit the application

After you have completed all the necessary steps, you will submit the application for approval.

Once the application has been approved, you may pay for the HIC registration online by credit card or electronic check.
Once your payment has been received, you will receive the HIC registration by mail.

Description Status

Task
3 B Enter the name, Tax ID, address, and other basic information about .
Basic Information The basic contractor record is complete.

the contractor
— Enter information about the responsible person, owners, and HIC
card holders for the contractor.
Provide answers to questions that are required for this application.  The guestions need to be answered.
Upload any required documentation including DBA Certificates and
P Y reg g No documents are required to be submitted.
Proof of Incorporation

The application can be submitted after the Basic Information, Personnel, Questions,
sty =l Submit the application for approval. = = ! !
and Documents sections of the application have been completed.

N

The personnel records need to be entered.

Payment Pay online for the registration using a credit card or electronic check. Payment will need to be made afier the application has been submitted and approved

Back To My Registrations

© 2018 Commonwealth of Massachusetts
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18.Click “Add Person’ to enter the information of the responsible person.
a. The responsible person is the point of contact for all communications about the

registration.

7 Home Improvement Mass.?ov

Contractor Program

\ This is an official lication of the Comm Ith of h
X Office of Consumer Affairs & Businsss Iati

My Registrations My Account ~ Log Off

Personnel

The contractor needs to have a single Responsible Person who is the point of contact for all communications about the Registration.

The Responsible Person and HIC Card holders need to have a SSN or ITIN.

The Responsible Person is automatically sent a HIC card. A supplemental card may be issued to an employee of a registrant who has 31+ employees for an additional
fee of $10.00 per card.

All persons who own 10% or more of a contractor must be listed with their percentage of ownership.

To add a new persen, click the Add Person button

Add Person

The contractor has no personnel.

m CAIE]

@ 2018 Commonwealth of Massachusetts

This i= an official 2pplication of the Commonwealth of Massachusatts 1% Home Improvement Mass.écm’

Office of Consumer Affairs & Business Regulation h Contractor Program

My Registrations My Account - Log Off

Add Person

« Fillin the fields as necessary below.
« SSNor ITIN is not required for a person who will only be listed as an Owner.
« Click the Save button at the bottom of the page when you have completed the form.

First Name

Initial (Optional)

Remember

to save your

progress

Last Name

SSN or ITIN

Title

Q

Save Cancel
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19. After completing the ‘Personnel’ portion of the application, your next step

< . >
would be to answer ~ Questions.

This is an official application of the Commonwealth of Massachusetts Home Improvement Mass-
Office of Consumer Affairs & Business Regulation LB Contractor Program

My Registrations My Account - Log Off

Application For Registration For John Smith

To apply to become a registered Home Improvement Contractor, complete the steps below.

You may edit your entries at any time until you submit the application

After you have completed all the necessary steps. you will submit the application for approval.

Once the application has been approved, you may pay for the HIC registration online by credit card or electronic check.
« Once your payment has been received, you will receive the HIC registration by mail.

.

.

Description Status

Enter the name, Tax ID, address, and other basic information about : =

The basic contractor record is complete.
the contractor.

Enter information about the responsible person, owners, and HIC

card holders for the contracior The personnel records need to be entered

Provide answers to questions that are required for this application.  The guestions need to be answered

Upload any required documentation including DBA Certificates and
P v red . g No documents are required to be submitted
Proof of Incorporation.
The application can be submitted after the Basic Information, Personnel, Questions
Slign@tiEulh) Submit the application for approval op = - ‘ ‘
and Documents sections of the application have been completed

Payment Pay online for the registration using a credit card or electronic check. Payment will need to be made after the application has been submitted and approved

Back To My Registrations

@ 2018 Commonwealth of Massachusetts

Please keep in mind that you will not
be able to submit the application until
all sections are completed and
highlighted green.
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Application Questions

« Please answer Yes or No to the six questions below. Provide additional detail for Yes answers as instructed.
« Click the Save button at the bottom of the page when you have answered all the questions.

Other Licenses/Registrations

Does the Applicant or Responsible Individual hold a Massachusetts Construction Supervisor License? If Yes, add the € digit number for the ) Yes® No
license in the Construction Supervisor License box below.

Construction Supervisor License

Previous Regisirations

Have you been registered previously as a Home Improvement Contractor? If Yes, search for the Home Improvement Contractor by typing the ) Yes® No
name or number in the Home Improvement Contractor box below.

Home Improvement Contractor

Other HIC Associations

Are you currently or have you ever been an Officer, Partner or Co-Venturer of an Applicant who previously applied for or held a Home ) Yes @ No
Improvement Contractor Registration? If Yes, search for the Home Improvement Contractor by typing the name or number in the Home:
Improvement Contractor box below

Home Improvement Contractor

Disciplinary Actions

Are you currently or have you previously been employed by a Registrant or Applicant for Registration against which disciplinary action was ) Yes @ No
taken? If Yes, search for the Home Improvement Contractor by typing the name or number in the Home Improvement Contractor box below.

Home Improvement Contractor

Formal Complaints

Have there ever been any formal complaints against you where disciplinary action was taken by the Dept. of Public Safety or Consumer ) Yes® No
Affairs, or any court judgements or arbitration awards issued against you? If Yes, enter the information that you have about the action in the
boxes below.

Case Or Docket Number
Action Date

Issued By

Guaranty Fund

Do you owe any money to the Guaranty Fund? I Yes, enter the information that you have about the action in the boxes below. ) Yes® No

Case Or Docket Number

Action Date

Save Cancel
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20.The ‘Documents’ tab requires certifications for corporations and

individuals using trade names.

a. For more information about these documents, refer to Step 3 of this guide or contact

our office at (617) 973-8787 or Toll-free (888) 283-3757.

This is an official application of the Commonwealth of Massachusatts

Office of Consumer Affairs & Business Requlation Centractor Program

Home Improverment Mass.q(,v

My Registrations My Account ~ Log Off

Application For Registration For John Smith

+ To apply to become a registered Home Improvement Contractor, complete the steps below:

+ You may edit your entries at any time until you submit the application.

+ After you have completed all the necessary steps, you will submit the application for approval.

+ Once the application has been approved, you may pay for the HIC registration online by credit card or electronic check.
+ Once your payment has been received, you will receive the HIC registration by mail.

Description Status
Enter the name, Tax ID, address, and other basic information about

Basic Information The basic contractor record is complete.
the contractor.

Enter information about the responsible person, owners, and HIC -
ersonnel The personnel records meet the requirements.
card holders for the contractor.

uestions Provide answers to guestions that are required for this application.  All the questions have been answered.

Upload any required documentation including DBA Certificates and
Documents P Y req g No documents are required to be submitted.
Proof of Incorporation

Subi il Submit the application for approval. The application is ready to be submitted.

Pay online for the regisiration using a credit card or electronic check. Payment will need to be made after the application has been submitted and approved

Back To My Registrations

Documents

« Corporations, Partnerships, LLCs, LLPs, and Trusts are required to submit the documentation that was filed with the MA Secretary of State.
« Contractors who do business under a fictitious name are required to provide a DBA Certificate from their city or town.

No documents are required to be submitted.

2 2018 Commonwealth of Massachusetts
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21.If all sections are highlighted green, you will be able to submit the application.

a. Click “Submit Application.’

This is an official application of the Commonwealth of Massachusetts #R7 Home Improvement Mass.éomf

Office of Consumer Affairs & Business Regulation Le; Contractor Program

My Registrations My Account - Log Off

Application For Registration For John Smith

« To apply to become a registered Home Improvement Contractor, complete the steps below.

= You may edit your entries at any time until you submit the application

« After you have completed all the necessary steps. you will submit the application for approval.

= Once the application has been approved, you may pay for the HIC registration enline by credit card or electronic check.
« Once your payment has been received, you will receive the HIC registration by mail.

Task Description Status

“ B Enter the name, Tax ID, address, and other basic information about : =
Basic Information The basic contractor record is complete.
the contractor.

Enter information about the responsible person, owners, and HIC -
rsonnel The personnel records meet the requirements.
card holders for the confractor.

Provide answers to questions that are required for this application.  All the questions have been answered

Upload any required documentation including DBA Certificates and

. No documents are required to be submitted
Proof of Incorporation.

Submit the application for approval The application is ready to be submitted

Pay online for the registration using a credit card or electronic check. Payment will need to be made afier the application has been submitted and approved

Back To My Registrations

22.Read through and agree with the following statement.

This is an official application of the Commonwealth of Massachusetts
Office of Consumer Affsirs & Business Regulation

Home Improverment Mass.gm’

Contractor Program

My Registrations My Account ~ Log Off

Electronic Signature (For online HIC Registration Application & Renewal)

= To submit your application, agree with the following statement and then click the
Submit button at the bottom of the page.

Check the ‘I
Agree’ box
and then
click
‘Submit’

| hereby swear, under the pains and penalties of perjury, that all information
set forth in this application and submitted in suppert hereof is true and
accurate to the best of my knowledge. Further, | certify under M.G.L. c. 62C
§49A that | am in compliance with all laws of the Commonwealth of
Massachusetts relating to taxes, reporting of employees and contractors, and
withholding and remitting of child support. | certify the above by the
authorization below.

[#/ 1 Agree

- Emem

© 2018 Commenwealth of Massachusetts
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23.If you have received this message, your application has been successfully

submitted.
a. You will receive an email verifying when it has been approved or rejected. You may

also log in periodically to check the status of your submission.

Success

The application was submitted successfully. It will be reviewed in the next 2-3
business days. You should login periodically to check the status.

Close
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24. When you have received your approval you will be able to log in to your

account to submit your payment.

l— Compose

\nbox Home Improvement Contractor Application-Action Required Inbox x

W starred HICRegistration (SCA) <nicregistration@state.ma.us>
@ snoozed fome =
5 e The home improvement contractor application for John Smith has been approved.
= Sent If you applied online, please use the following link to log in to your account and make payment to complete the registration
B Draits 6 hitps:/ihic oca state ma us/HIC/
B Categories If you have already submitied payment for your registrationby mail, your registration is being p and an HIC certificate of 1 will be mailed out in the next three business days.
B Notes
B Personal
» Travel
4 Reply m» Forward

More

©

I

My Registrations My Account ~ Log Off

My Registrations

« Your company Registrations and/or Applications with their statuses are displayed in the list below.
« To manage or view any Registration, click on the appropriate Task button
« To register a new company as a Home Improvement Contractor, click the Start New Application button

Start New Application

Contractor Name HIC Number Registration Status Effective Date Expiration Date Application Type Application Status Create Date Task /

John Smith None Initial Application Approved (IGETELEE Complete Application

2018 Commonwealth of Massachusetts

Description Status

Task
Enter the name, Tax ID, address, and other basic information about e .
Basic Information the coniractor ’ ’ The application has been submitted and approved.

Enter information about the responsible person, owners, and HIC
sonnel P P The application has been submitted and approved.
card holders for the contractor.

Provide answers to guestions that are required for this application. The application has been submitted and approved.

Upload any required documentation including DBA Certificates and
Documents P yreq I g The application has been submitted and approved.
Proof of Incorporation.

EHeynwtyd le=lihl] Submit the application for approval. The application has been submitted and approved.
me

Pay online for the registration using a credit card or electronic check. Payment must be made in order for this application to be issued a registration
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For more information, please contact our office at
Office of Consumer Affairs & Business Regulation
Home Improvement Contractor Programs
1000 Washington Street, Suite 710, Boston, MA 02118

Consumer hotline (617) 973-8787

9:00 a.m. - 4:30 p.m.

Toll-free consumer hotline (888) 283-3757



tel:+16179738787
tel:+18882833757

