
Applicant Name: _______________________________  Applicant Cell: ________________________ 
      

Applicant’s Age: _______________________________  Applicant E-Mail:  _____________________ 
 

Cover Sheet                                            Form LTC, Version: 06/11/2014 

Processing Fees 
$100—LTC, FID, Machine  Gun (New & Renewal) 
$25—Restricted FID (New) & Law Enforcement (New & Renewal) 
Free—Renewal of Restricted FID, Age 70 or Above, LE Renewal 

 
 

 
 
 

 
Overview of Licensing Process 
Applicant submits completed package at the Dispatch window and is contacted for an 
appointment with the licensing officer at the RPD. Applicant is interviewed, photographed and 
fingerprinted. Information is then sent to the MSP, FBI, DMH, and FRB for review. Meanwhile 
the Reading Police Department conducts a records check. After the background check is 
completed, the applicant is approved or denied based on the results and will be notified in 
either case by mail.  In order to facilitate fair and efficient processing, the following items are 
required to be submitted with your application before being scheduled for an appointment. 
Please, take the time to review the checklist below to understand exactly what you must 
provide. 

APPLICANT  CHECKLIST 
 

New LTC Applicants or Upgrading from FID to LTC or Renewing from Another Town 
□ Must submit three letters of reference which speak to the suitability of the applicant for an 
LTC. Must include references’ full name, address, phone number, signature, relationship to 
the applicant, a few words about the applicant’s character and suitability for the license. 
 

First Time LTC & FID Applicants 
□ Basic Firearms Safety Certificate. Must be the MA State Police certificate. 
 

First Time or Renewal Applicants for Machine Gun 
□ Evidence that you are a Bona Fide Collector or MPTC Instructor 
 

Applicants with Military Service 
□ Copy of DD214 Form if attainable. 
 

All Applicants 
□ Completed Applications. Fill out entire application including phone numbers,  
SSN, license numbers, references, residency history, employment information,    
court appearances, et cetera. 
 
□ Bring a check or money order with the appropriate fee (see below) to your appointment. 
Please do not submit payment with your application. Payable to “Town of Reading.” Per 
statute, the town retains 1/3rd of the fee and the Commonwealth receives the remainder. 
 

□ Proof of residency or business ownership in Reading. Photocopy of a recent bill, MA 
driver’s license, or a similar document is sufficient. 
 

□ Make sure to fill include your cell phone to assist with scheduling. 
       

*** Warning—Any person who knowingly files an application containing false information may be 
subject to fine or imprisonment pursuant to MGL c.140, §§ 129B(8) and 131(h)*** 
 

  Thank You In Advance, 
Officer Justin Martel 
Licensing Desk: (781) 942-6766 

READING POLICE DEPARTMENT 
License to Carry, Firearms Identification Card, and License to Possess Machine Gun 

 

Application Package 



Notice to License Applicants 
 

 

The Reading Police Department is statutorily authorized to submit fingerprints and receive identification 
records from the Federal Bureau of Investigation’s Criminal Justice Information Services Division (CJIS). 
If you are applying for a License-to-Carry a Firearm, Firearms Identification Card, or certain Municipal 
Licenses referenced under Article 5.4 of the General Bylaws of the Town of Reading, your fingerprints 
will be used to check the criminal history records of the FBI. These records, if any, will be considered in 
the determination to approve or deny the license for which you are applying. If you believe your Criminal 
History Summary contains inaccurate or incomplete information, you have two options for requesting a 
change or correction. 
 
 
 

Option 1: Contact the Agency that Submitted the Information to the FBI 
 

Missing or Incorrect State (Non-Federal) Information  
Most states, through agreement with the FBI, require that modification requests for Criminal History 
Summary information be processed through their respective state central repository (State Identification 
Bureau) before any update can be applied by the FBI to its record. You may contact the respective state 
repositories for assistance, and, if applicable, request that they provide the FBI with updates to your 
Criminal History Summary. Contact information for each state is provided on the State Identification 
Bureau listing. Several states maintain their own record system. Record updates are made at the state level 
only, so the FBI cannot modify its records. Instead, the FBI accesses the state’s system for authorized 
purposes to review the record. Contact information for states maintaining records at the state level is 
provided on the State-Maintained Records listing. 
 
Missing or Incorrect Federal Information 
For federal Criminal History Summary updates, the FBI must receive a request directly from the original 
arresting agency, from a court with jurisdiction over the arrest data, or from another agency with 
jurisdiction over the arrest data. 
 
 
 

Option 2: Send a Written Challenge Request to the FBI’s CJIS Division 
 
Written Challenge 
Your written request should clearly identify the information that you feel is inaccurate or incomplete and 
should include copies of any available proof or supporting documentation to substantiate your claim. For 
example, if your disposition information is incorrect or missing, you may submit documentation obtained 
from the court having jurisdiction over the arrest or the office prosecuting the offense. The FBI will contact 
appropriate agencies in an attempt to verify or correct challenged entries for you. Upon receipt of an official 
communication from the agency with jurisdiction over the data, the FBI will make appropriate changes and 
notify you of the outcome. You may submit a Criminal History Summary challenge to the FBI’s CJIS 
Division by writing to the following address: 

 

FBI CJIS Division 
Attention: Criminal History Analysis Team 1 
1000 Custer Hollow Road 
Clarksburg, WV 26306 



 
 
 

HELPFUL TELEPHONE RESOURCES 
 
 
 

Telephone 
● Firearms Record Bureau, PIN Retrieval—(617) 660-4722 
● Firearms Record Bureau, General Inquiries & Address Change—(617) 660-4782 
● Reading Police Department, Licensing Officer—(781) 942-6766 
● Division of Fish and Game, Hunting Information— (617) 626-1500 
 
 
 
 

HELPFUL ONLINE RESOURCES 
 
State Firearms Laws & Regulations 
www.mass.gov/eopss/firearms-reg-and-laws/frb/ 
 
 
Division of Fish and Game 
www.mass.gov/eea/agencies/dfg/dfw/ 
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