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Instructions for a One-Time Entertainment License 

 (Updated August 2022) 
 
1. Application and Police sign off: Complete the one-time entertainment application in its 

entirety 2 weeks before your event date and then bring it to the District Area Police station 
(where the event will be occurring) for the Area Police Captain to sign off.  Note: The Captain 
may need a few days before signing your application.  
 

2. Police station: You can find which police station by entering the address of the venue here: 
bit.ly/bpdlookup. Click on the “Public Safety” icon and the Police Station for this area will be 
listed. 

 
3. Submission: After the captain has signed off, please pick up the signed one-time application 

from the police station, make a copy of the application for your records and then email the 
signed application to MOCAL@boston.gov. Incomplete applications or applications 
submitted late may be denied. 

 
4. Documents: If you event is held indoors, a valid “Certificate of Inspection” and “Place of 

Assembly” permit (capacity over 49 persons) must be submitted with the one-time 
application. Other documents may be required depending on the nature of your event (ex. 
Special events will require all the permits for the entire event. Please send clear and 
readable copies. 

 
5. License Payment: Once your application has been reviewed. Licensing staff will contact you 

regarding payment. You may pay by credit/debit card and check online. There is a fee 
assessed for card payments. Payments cannot be made over the phone. No personal checks 
will be accepted. Returned payments will incur a $25 rejected payment fee in addition to the 
license fee. 

 
6. License: Upon payment of the license, the Licensing staff will email you the license which 

should be posted in a clear and conspicuous place or readily available by the event organizer. 
 
7. Cancellation policy:  You must notify the Licensing Division in writing prior to the date/time 

of your event. Cancellations received after the date/time of the event will still be charged the 
license fee.  
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BOSTON CITY HALL, ROOM 809, ONE CITY HALL SQUARE, BOSTON, MA 02201 

LICENSING DIVISION TELEPHONE: 617-635-4165 • FAX: 617-635-0709 • EMAIL: MOCAL@BOSTON.GOV
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