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General Navigation
 Always Click                            to move to the next page. 

 Do NOT use the Browser Back Button         as this will take you out 
of the system

 Any field with a red asterisk (*)is required before you can move off 
the page.

 Click                         to save your work and resume at a later time. 

 Click on the tool tips where applicable to get more details.

 Suggested preferred browsers are Chrome and Microsoft Edge 
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How to Apply
First time users: 

 Click or type this address 
on your browser: 
https://eplace.eea.mass.g
ov/citizenaccess
Follow the prompts to 

create a new user 
account
 Log into your account in 

EEA ePlace using your 
username/password
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File an Online Application

 Click here to start
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File an Online Application

 Read and accept the Terms and Conditions

 Click the checkbox and click “Continue”
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Apply for a LSP Limited Application
 Click on “Apply for a 

Licensed Site 
Professional” to expand 
the list of applications 

 You can also search for 
the application on the 
search bar field
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Apply for a LSP Limited Application

 Select “LSP -
Licensed Site 
Professional Limited 
Application” and click 
continue at the 
bottom of the page to 
start your application
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Step 1: Pre-Application Information
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 LSP Board will send an email 
(or) Pin Letter containing a 
Record Identification Code 
and a Pin Code

 Please follow the instructions, 
enter the information in the 
Pre-Application Information 
section

 If you do not have this 
information, please reach out 
to LSP Board

 Click “Continue Application” 
to proceed

Please note that the eligibility for this application will be determined by LSP Board. 
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Step 2: Contact Information
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 Permittee: The system 
will auto-populate the 
Permittee’s information 
from the registration 
process

 Published Information: 
This information will be 
listed publicly on the 
Board’s website; Click on 
“Add New” and follow the 
prompts

 Click “Continue 
Application” to proceed
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Step 3: Application Information
 Select the appropriate 

Application Type

 Enter your Education 
Information in the 
table by selecting the 
“Add a Row” button 
and follow the prompts

 Click “Continue 
Application” to proceed
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Step 3: Application Information
 Please note before proceeding to complete the upcoming sections, first 

you will need to complete the individual LSP forms below accordingly
 LSP Form 1 - RPE-Position Description - Click here to download

 LSP Form 1 - RPE-Project Description - Click here to download

 LSP Form 1 - TPE-Position Description - Click here to download

 Jona - Can we add something here??
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Step 3: Application Information
 Please read the 

instructions specific to 
each section

 Enter the information in 
the table by selecting the 
“Add a Row” button and 
follow the prompts
Summary of Relevant 

Professional Experience
Summary of Total 

Professional Experience
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Step 3: Application Information
 Please read the instructions 

and enter the information (if 
any) in the table - Summary 
of Extra Education Credit by 
selecting the “Add a Row” 
button and follow the prompts

 Depending on the information 
provided in the tables, please 
enter the total number of years 
and months in the Summary 
of Experience Section
 Note: Click          button next to each 

field for additional information

 Click “Continue Application” to 
proceed
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Step 3: Application Information
 Please read the instructions 

and select each row, click 
on “Edit” to provide the 
required information

 Please note – Ensure the 
email addresses are 
correct. Each reference will 
receive an email on how to 
submit the “Professional 
Reference Form.”

 Click “Continue Application” 
to proceed
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Step 3: Application Information
 Enter information 

accordingly in the section 
(if applicable) 

 Please note: In the Moral 
Character and Proficiency 
section - If you select 
"Yes" to any of the 
questions, you will be 
required to attach the 
supporting document(s) in 
the Documents section of 
this application
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Step 3: Application Information
 Read the Affidavit 

and check the box to 
accept

 Click “Continue 
Application” to 
proceed 
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Step 4: Documents

 Upload all required 
documents for your 
application
The required 

documents will be listed 
on the table

 To begin attaching 
documents, click “Add”
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Step 4: Documents (Attaching)

 A “File Upload” window 
opens

 Click “Browse”

 Choose the file(s) you 
want to attach. 

When all files reach 
100%, click “Continue”
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 Select the document 
type 

 Provide a description of 
each document that you 
uploaded

 Click “Browse” to add 
more documents

When all documents are 
uploaded and described, 
click “Save”
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 You should see a 
message that you have 
successfully attached 
documents

 Review the list of 
attached documents

When ready, click on 
“Continue Application” to 
proceed
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Step 5: Review
 The entire application is  

shown on a single page 
for your review

 If you note something 
you want to change, 
click “Edit Application”

 Otherwise, continue to 
the bottom of the page 
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Step 5: Review 
 Read the 

Certification 
Statement

 Click the check the 
box to complete your 
certification

 Click on “Continue 
Application” to 
proceed with the 
submittal of your 
application
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Step 6: Pay Fees
 You will have the 

option to select the 
payment method:
Pay Online 
Pay by Mail

 Online payment will 
require a service 
charge 

 Select the payment 
method you prefer to 
continue
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Pay Online
When you select “Pay 

Online”, you will be 
brought to this screen
Provide all payment and 

billing information 
Select any card type from 

the dropdown. 
Accept the terms and 

conditions and click submit

 You will be e-mailed a 
receipt
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Pay By Mail
 If you choose 

“Pay By Mail”
Check your email 

for instructions
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Step 7: Successful Submission
 When you submit your 

application, you will 
receive a transaction 
Record Number so you 
can track the status of 
your application online

 Upon submission of 
your application please 
make sure to check 
your email for system 
notifications 
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To check the status of an application

 Log on to EEA 
ePlace portal
Mass.gov Licensing and 

Permitting Portal 

 Go to your “My 
Records” page to 
see and/or track 
the status of an 
application
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Questions?
 For technical assistance:
Contact the ePlace Help Desk Team at (844) 733-7522
Or send an email to: ePLACE_helpdesk@state.ma.us
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 For business related questions, please visit the link below: 
https://www.mass.gov/how-to/ww-24-general-license-certification

mailto:ePLACE_helpdesk@state.ma.us
https://www.mass.gov/how-to/ww-24-general-license-certification
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