
 

How to Submit Online: State House Notes 
 

1. Log into DLS Gateway (https://dlsgateway.dor.state.ma.us/gateway/Login .) 
 

2. Go to the Other Apps module. 

   
 

3. Click State House Notes Maintenance. 
4. Enter data in the fields with a white background. (Green fields are for DLS use only.) 

 

 
 

5. Click the Save button – additional fields (Comments, Documents and Signature) will 
appear after the initial Save. 

 

https://dlsgateway.dor.state.ma.us/gateway/Login


 
 

6. Upload the required documents; see below for more information. When all documents 
have been uploaded, click Save. 

 
7. When all data and documents have been saved, sign the form by clicking the signature 

checkbox. Your electronic signature will be shown in a pop-up box; click Sign to complete 
the signature. 
 

 
 

8. Click the Submit button to submit the data to the Bureau of Accounts. Treasurers will 
receive an automated email confirmation when data is submitted, and BOA will also be 
notified. 
 

9. To view or print a summary of any note for your jurisdiction, use the Search State House 
Notes screen. Click Open to view a specific note. To print a summary or one of more 
notes, select the note(s) then click Print Selected. 

 

For more information or assistance 

 
More information on the State House Notes Program: 
https://www.mass.gov/service-details/state-house-note-program-and-other-borrowing-guidelines  
 
Questions on the State House Notes Program?  
Contact Bill Arrigal (617) 626-2399 or arrigal@dor.state.ma.us  
 
DLS Gateway Support 
DLSGateway@dor.state.ma.us  
 

https://www.mass.gov/service-details/state-house-note-program-and-other-borrowing-guidelines
tel:6176262399
mailto:arrigal@dor.state.ma.us
mailto:DLSGateway@dor.state.ma.us
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