
Instructions for Non-Profit 
New License Registration

e-File



Welcome to Bingo-Raffle License Registration

You may access the online application 
process from the Colorado Secretary 
of State site through “Bingo” in the top 
navigation bar, through “Bingo and 
raffles licensing” under Programs & 
services, or directly here: 
https://www.coloradosos.gov/pubs/bin
go_raffles/bingoHome.html

http://www.coloradosos.gov/
http://www.coloradosos.gov/
https://www.coloradosos.gov/pubs/bingo_raffles/bingoHome.html
https://www.coloradosos.gov/pubs/bingo_raffles/bingoHome.html


Apply for a new license
On the Bingo and Raffles homepage, 
click the “Apply for a new license” link 
to get started.



Application landing page
• To apply for a new license and pay-online, 

see the bingo-raffle registration page. 
• Required Documentation: See the 

application instructions for more 
information.

• Be sure to review and complete all your 
application documents listed in the 
instructions prior to beginning the process.

https://www.coloradosos.gov/pubs/bingo_raffles/instructions/LE7-8_COMBO_HELP.pdf
https://www.coloradosos.gov/pubs/bingo_raffles/instructions/LE7-8_COMBO_HELP.pdf


Begin Registration
• Click Continue to proceed to the License 

Registration page 
• Reminder: Be sure to review and 

complete all your application 
documents listed in the applications 
instructions prior to beginning the 
process.



Begin your new license registration



Organization Info
Enter Organization info, including the 
Registration year, Organization name, 
type of organization, date of 
Incorporation or founding date, 
number of members in good standing, 
address, phone and e-mail; select 
“Continue”



Officers & members
• Proceed to complete the Officers &

board members detail. 
• You must add at least one officer or 

board member. 
• You will need Name, Title and 

Address for each addition. 



Add an officer or board member
You will need to enter Name, Title and 
Address for each addition. 



Editing added officers or board members
• Once you add an Officer or board 

member, you have the option to add 
additional or delete those already 
added. 

• To delete a member, click the checkbox 
next to the member and click the Delete 
button.

• If you require more than 3 entries you 
may submit the additional in an 
attachment.



More than 3 officers or board members
• If you require more than 3 entries, 

you may submit the additional in an 
attachment. 

• Attachments may be added towards 
the end of the process in the 
Attachments section. 

• Select “Continue”.



Add a games manager
• Enter the Games manager in 

charge.
• You may look up the games 

manager needed by entering the 
Games manager’s certificate 
number and select Find. 

(Refer to Application Instructions for 
details regarding Games Manager)



Edit or confirm games manager
• Once the Games Manager is selected, 

you may remove that selection and 
“Choose a different games manager”. 

• To proceed you must review and mark 
the boxes to attest to the statements 
listed. Once complete, select 
“Continue”.

• Note: Use the “Choose a different 
games manager” link to remove the 
current games manager and add a new 
one.



Game Types
• Choose the Game types you will 

register for. Games you do not select 
will not display in the following steps. 

• You must enter the specific purpose 
for the net proceeds.

• Select “Continue”.



Game info - Bingo
• Complete the required Game info for 

each of the game types you have 
selected. 

• You will start with the game you 
have chosen (in this picture Bingo).

• Proceed via the Add a location link.



Game info – Choose bingo location
• For Bingo, choose the location, or 

select “not a commercial hall”. 
• Select Submit after selecting a 

location.



Game Info – Add location details
• Once the location is selected, 

choose the Frequency of games, 
Rent per session and add in the Day 
and times. 

• Select Save Location



Game info – Location day and times
• Add the day and times, at least one 

day of the week and one time
• Select “add”



Game info – Bingo completed
• Once the location is added, all the 

information will display, you have the 
option to edit and may add up to 3 
Bingo Locations. 

• When complete, select “Continue“ or 
the next game, if you selected one, in 
the upper center of your screen. 

• You will now proceed to the next Game 
or to Attachments.



Game info – Raffles
For Raffles, add a location for your 
Raffle registration and enter the dates 
and times of drawings.



Game info – Raffles location
• For Raffles, you will need to enter 

the Address and “Save Location”. 
• You may enter up to 6 locations.



Game info – Raffles 
completed
• Once you complete all locations 

needed, select “Continue”. If you 
selected “Pull tabs” you will be taken 
to that screen.

• If you did not select “Pull tabs” you’ll 
be taken to Attachments.



Game info – Pull tabs
• For Pull tabs, you will be required to 

enter Address information for up to 2 
Locations. 

• Once you are done entering Address 
information select “Continue”. 

• This completes the Game info 
section.



Attachments
• There are multiple attachments 

required for your registration. 
• Be sure to have them complete and 

ready to upload prior to beginning the 
process. 

• You can attach .jpg .gif .png .tif image 
files and PDF files.

• Note: All attachments listed must be 
included.



Attachments – Add a file
Once you select “add a file” you will be 
directed to the next page to Browse 
your files, give a description and then 
attach them to your registration.



Attachments – Complete

• All attached files will display and 
allow you to Delete if needed. 

• Once all are added select 
“Continue”.



Sign & Submit 
• Sign & submit to complete your 

registration. The Filer’s information 
includes, name and address. 

• You will be given an opportunity to 
review your full application in PDF 
form. 

• Once reviewed you must continue to 
Payment



Review PDF
Once reviewed, you must continue to 
payment by selecting “Pay Now”



Payment
You may pay with Credit or Debit or 
Prepaid Account after selecting “Pay 
now”. 
Once payment is submitted you will be 
taken to a receipt page.



Payment Receipt
Filing submitted. You will receive notice your 
filing was submitted and you may enter your 
email address to have your receipt sent to 
you.

Note: Your submission will be reviewed and 
if accepted, you will receive a license at that 
time.



Status and Notifications
Initial Submission – Status is Pending
• email notification to set up account
Account set up- Login – Status is Pending 
• Summary Page – Registration year –Pending. * Message- Your registration is being reviewed. You 

will receive an email when we have finished processing your submission.
Registration rejected- Status is Pending 
• email notification your application was rejected and why, and a link to Fix & Resubmit
Registration approved – Status is Current 

• email notification your filing was approved • Registration ready for renewal – Status is Expired (see Renewal 
Instructions)

To view the Status you will need to login to your Summary Page. There are several different statuses 
your application may have and different notifications that inform you. 



Pending
To view the Status you will need to login to your Summary Page. Prior to 
approval you will have a Pending status.



Pending – Fix & resubmit
If your application has been rejected you will need to Fix & resubmit your 
application. Your status will remain Pending until approved.



Current
Once your license is approved, you will see a Current status along with 
additional information on your Summary page.



Contact
If you have Bingo-Raffle questions or need additional assistance please contact 
the Bingo-Raffles program by:

Phone at 303-869-4910 
or

Email at licensing@coloradosos.gov
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