Staff Permit User Guide

This user guide will walk you through submitting a Staff Permit Application.

Step 1: Log in to the Portal / External Site via:
https://nmgcb.my.site.com/gcb/s/

Step 2: Click the "That's Me!" button, then click "Login".
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Step 2: Click on Applications -> Apply for License
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% New Mexico Gaming Control Board a e

Manage Organkzation Applications A Licenses v More v

. Apply For License
Apply for part Request Tracking (TRT) ID MGCB License Portal

My Organization Applications

Welcome, Kyra Pc
My Organization Renewal Applications

My Permit Applications
'ONCE YOU ARE LOGG

My Permit Renewsal | Applications

1 Take the time to look & Check for any notifications with the bell in the top-right comner. ‘

Where Is my Profile? -
Look to the top-right comer and click

on the circular lcon.

What can I do In my Profile?
Look at your personal detalls IMPORTANT THINGS TO NOTE:

Update your profile picture

1. Appllcations tab
To apply for any kind of license,

Click on the Applications tab and then In the sub menu
that appears, select

Change your password
2. Add an Organlzation

REMEMBER,
You cannot apply for a license untll you have
added the organlzation that you are a part of.

To view the status of your license application(s),

Click on the Applications tab and select which of the 4
types of licenses that apply to the one you submitted.
1. Licenses tab

View all active licenses and permits

Where can I add an organization?
Click on the

Step 3: Click Select for ‘Bingo’ Board
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https://nmgcb.my.site.com/gcb/s/

Step 4: Click ‘Apply’ next to Staff Permit to launch the application.
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Step 5: Specify the Organization for which you would like to apply towards.
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Select Organization

OrganizationName | License Number License Type | License Status | Tssue Date + | Expiration Date v |
Desert Phosnix Gaming LI MOOL Samng MachineManaetier  pctve 022812026 02/28/2027

Desert Phoanix Gaming LLC  MOO3 ﬁ‘:;“::: Machine Manufacturer g 031312028 03/13/2027
- L~ - e
et s T~ - R
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s i e~ - -
KgneInc RO03 faconcCaMBOPT pctie 02/21/20%6 02/21/2027
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Step 6: First is the ‘My Permits Screen’. Specify the appropriate choice to begin.
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My Permits Screen

Select appropriate cholce:
(O) First-Time Staff Permit/Adding New Organization
(7) Changlng Title within Sarme Organization

Based on selection, various tables will appear as shown below:



First-Time Staff Permit / Adding New Organization

Search for the Bingo organization for which you want to apply for a Staff Permit. You can search
using the FEIN or the NM State Tax ID.

My Permlis Screen

Select appropriate cholce:
FirstTlme Staff Permit/Adding New Organlzation
() Changing Title within Same Organization

Search an exlsting Organization by entering FEIN and/or NM State Tax ID Number.

FEIN (XX-KHKHKHKD NI State Tax ID Mumber (KX-00000EKE-X)

| ‘ OGO

X000

My Permlts Screen

Select appropriate cholce
@ FirstTime Staff Parmit/Adding New Organlzation
(0 Cranging Title within Same Crganlzation

Search an existing Organization by entering FEIN and/or NM State Tax 1D Number.

FEIN (XX-KHKHRHKD NI State Tax 1D Nurmber (XX20000066-X)
32-424355T7 | | ORHOOOOK
Organlzation Name NM Tax ID Number Organization Type License Number License Status License Type Explration Date  Actlon
Kyra NonProfit Organlzation  65-7BI756-45-7 Nanprofit BEB2 Active Bingo License 07/29/2029 m
Size Page
Pagelofl

Select an Option w | 1 |

After the organization is searched and selected, the Staff Permit application is initiated.



Changing Title within Same Organization
. -
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My Permlts Screen

Select appropriate cholce:
() ArstTime Staff Permit/Adding New Organization
Changing Title within Same Organization

Search by Licensz Number.. |
Shawing 0 of 0

| License Number Organlzation Name License Status Title Issue Date Explration Date Actlon |

No records found

Slze age
Page Lof0 -
1

Select an Optlon ¥

e The system displays all active Staff Permit licenses associated with the logged-in user within
the selected organization.

e The user selects the appropriate license and proceeds with the title change application.

e For the "Change Title" option, if the selected license title is Caller, a Staff Permit Intake
Application will be initiated. For any other selected license title, a Staff Permit Update
Application will be initiated.

NOTE: If the logged-in user already has a Staff Permit license and clicks on "Adding New
Organization,"” a Staff Permit Update Application will be initiated for the selected
organization.

Step 7: Upon making a selection and specifying the Organization, you will be routed to the
Introduction Screen. This guide will focus on First Time selection. Only difference between the



two are a few fields and screens.
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Staff Permit Update Application

Introduction
Introduction

Per by licensed nonprofitor
Appllcation Information Issued by the this

falrness, and. under the Raffle Act.

Addltional Entty Information
Personal History

Financial History m
Criminal History

Statement of Truth

Certfication

Staff Permit Condltions

Instructions of Criminal And Investigatory
Proceedings

Procesding Questions
Proceading Explanations
FBI Privacy Act
Attestation

Upload Documents

Payment.

Confirmation

Step 8: Next is the Application Information Screen
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@ mtrocucton
@ ‘pplcation Information Nome of Stoff Permit Holger omteornn
) G s | == g
® Fersonal Histary * Curtent DrversLcense No. | Government Issue LD, *State License Isuec
$ i [ | (v 2
© Criminal History Saclal Securlty Number Emal Address
@ sttementortutn [ IR ] [ rpahwaglyrasolutions.com ]
© cerircation * Wark Phone Number (00 XX6000) “Moblla Phone Number
© st Pemit concitons [ (201)451-6585 ] [ (75714549859 l
@ sructons rcrmiat e sty +/ Maiing Adaress

Proceedings
@ Proceedng Questions Malling Address
©  Procesding Expianations [ 1890 Sunrsa Canyon Dr ]
@ FelPivacyAct Malling Clty Malling State
® Atesation [ santafe l l NewMexico. .]
® Upload bocuments Maling Z1p Code Mallng Country
® royment [ s7s07 ] l United states .]
® Confirmation



Step 9: Next is the Additional Entity Information Screen
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Step 10: Next is the Personal History Screen
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Home

Manage Organlzation

Applications v

Licenses v

Additional Entity Information

@ Introduction
Note sodge.
@  Appllcation Information
Ucensee Name License Nurmber
@ Additional Entity Information
[ porta crarty = |
© Personal History
“New e
@ Finandal History
l ]
®  crminai istory *Are you replacing someone?
® Statement orTruth O ves O e
“DutesoriieuTite
® cettifcation
@ StaffPermit Conditions [
4
@ Inctonsor i Ard Inestgeiory
pocecings Sove for later Previous
@ Proceeding Quastions
@  Froceeding Explanations
© Bl Privacy Act
@ Attestation
@ Upload Documents
@ Fayment
@ Confirmation
Staff Permit Update Application
Personal History
Inroduction i
Hep Tt 1
Applation Information st
FaLURE T0 PRO resuriv RETURNED A5 INCOMPLETE!
Addltonal Entlty Information “aveyou stocknolder, cwner or co-owmer of
Yes O Mo
Personal History OwO
Ao you related NMIGCE? 1 yes, Provide name, relation, and e
Financlal History O Yes O No
*4re you rlata o anyone wha as an appication pending with the NMGCE? Iy, Provd name, efatin, and tte.
Crmina story R
e you lated o amyone at forwien . Frovis s, ristion, anc it
‘Statement of Truth e v s
O Yes O No
Certtcaton 402 o 2 memer I o0d stancin for e icensed rganlzation for whh you e SpRIYng?
O Yes O No
StrtPermit Condidons
Save forater Previous

Instructions of Criminal And Investigatory
Procesdings

Procesding Quastions

Procesding Explanations

FBl Privacy Act

Attestation

Upload Documents.

Payment

® ®© 6 060 00 O 0 0 0 0 @® 0 0 o0

Confirmation



Step 11: Next is the Financial History Screen
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Introduction

Application Information

‘Additional Entlty Information

Persanal Hstory.

Financial History
Criminal History
Statement of Truth
Certifcation

Staff Parmit Conditions.

Instructions of Criminal And Investigatory
Procesdings

Procesding Questions.

Procesding Explanations

FBl Privacy Act

Attestation

Upload Documents

Payment

Confirmation

Step 12: Next is the Criminal History Screen

% New Mexico Gaming Control Board

Home.

Manage Organization

Applications v
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Staff Permit Update Application

Financial History

Help Text If you answered yes to any of detall I
end.

"FAILURE TO PROVIDE A WRITTEN EXPLANATION WILL RESULT IN YOUR APPLICATION BEING RETURNED AS INCOMPLETE!
*Since your last Staff Permit was Issued, are you or have you Inthe fillng of any tax

O¥%s ONo
¥ , are you or have you Interest, or p taxing
O%s ONo
¥ or have you agency?
O¥%s O No
*Since or have you any loans, credt,
O¥s ONo
¥ or have you
O%s ONo
*Since your last Staff Permit was lsued, have you fled a bankruptcy petition?
O%s ONo
Save far later Previous

agancy

® ®© & & & & &6 & © ® 6 ® © 0o 0o o o

Introcuction
Applcation Information
Adattional Entiy Information
Persanal History

Financlal History

Criminal History
Statement of Truth
Cartication

Staff Parmit Contions.

Instructions of Criminal And Investigatory.
Proceedings

Proceeding Quastions
Procssding Explanations
Bl rivacy Act
Attestation

Upload Documents
Payment

Confirmation

Criminal History

Help Text. If you answered yes ta any of the questions on this page, expialn In detall In
end.

FAILURE TO PROVIDE A WRITTEN EXPLANATION WILL RESULT IN YOUR APPLICATION BEING RETURNED AS INCOMPLETE!

*Since yourlast Staff Permit was lisued, have you been arrestad, detained, served with a criminal summons, or charged with any crime or offense?
O ¥es O No

*Since your last Staff Permit was Issued, have you baen convicted of any crime o offensa In any mannar?

O ¥es O No

*arey "

O Yes O No

Save for later Pravious



Step 13: Next is the Statement of Truth Screen

New Macw
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Staff Permit Update Appli

Statement of Truth
Introduction P

Applcation Information *State/Province *County District

B I

1, being duly sworn according to law deposas and sa

Persona History 1 1am the sppilcant who s submitting tls applcation form.

answerta sach and this form.

'

Financial History 3. Tunderstand and read the Englsh languaga or I have had
s Permit copy of

Cminai History s de by . 1am
subjectto punishment

Statement of Truth
*Signature of Applicant “Date

Certification l l

Staff Parmit Conditions.
Save for later

Instructions of Criminal And Invastigatory
Procesdings

Proceeding Questions

Proceading Explanations

FBI Privacy Act

Attestation

Upload Documents

Payment

e o o o 0 o 06 o 0 0 ® 0 0 0o 0 0 O

Confirmation

Step 14: Next is the Certification Screen

.
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Certification
Introduction [—
1, acknowledy . cortfication, regstrati or other approval (each
Applcation Information Control Tam Board that.
1. Thave read the New Mexico . g 1978 act”
Addtional Entty Information approved 154 etseq),and 1
ofthe Actand Rules.
Personal History 1 25 st p 3 for my own and the Licensea’ compllance with the Act and Rules Including, but not imited to
whera appllcabe to my Job duties.
Francal History 31am Licensea and! Lwill be . ' fnes andor revocation or suspension of
the License, for Act or Board I

Criminal History, The Statues & Rules can be found on our website at WW.NMECE.0Tg

Statement of Truth *Legal Full Name *Date
Certfication l [

Signature
Staff Parmit Condtions

Instructions of Criminal And Investigatory
Proceedings

Procesding Questions

Procesding Explanations

FBl Privacy Act

Attestation

Save for later Pravious.

Upload Documents

Payment.

® ®© o o o ® ® 6 © ® 0 0 0 0 0 O O

Confirmation



Step 15: Next is the Staff Permit Conditions Screen
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Staff Permit Conditions

o

Introduction

o 1 thattha staff 1ts designas under Issubjact to the following conditions:
from holding astaf permit, and
must verly the tax Informeation | disciosed In my application. I further understand
Addltional Entity Information and agree that 1 with ctandNM orderto retaln 3 staT permit 1also
understand and agres that the staff permit il be subject revocation If not met ta the Board satisfacl
Personal History Tha award of @ New Mexico Gaming Control Board Staff Permit s a priviege not a ight.
1 retain/nold no property Interest right n the staff permit

o

Application Information

Financial Histor
i * Legal Full Name “Date

o 0o o o

e T ]

Certfication

Staff Permit Conditions

Instructions of Criminal And Investigatory
Proceedings

Proceeding Questions

Proceeding Explanations

Pl Privacy Act

Attestation

Upload Documents

Payment

® ® ¢ o ¢ ® ¢ © ® o o

Confirmation

Step 16: Next is the Instructions of Criminal and Investigatory Proceedings Screen
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Instructions of Criminal And Investigatory Proceedings

©  Intoduction
DEFINITIONS AND INSTRUCTIONS FOR QUESTIONS AND EXPLANATIONS
© Application Information The questions n tis section are about any arrests, charges, or offenses you ey hve committed or been accused o. Before answering the questions i the Criminal
Procoading section,
©  Addltional Entlty Information
DEFINITIONS:
©  Personal History For purposes of this section:
A “Arrest” Includes any cetalning, holdn, or taking Into custady by any police or other law aleged p any
©  Finandal History Mense.”
“Cherge" Includes any Indictment, complal, Information, summans,or ther notce ofthe alleged commission of any Offense”
. “Offensa” Inciudes il elonles, crimes, hgh .
@ Criminai History
INSTRUCTIONS:
© Statement of Tuth 1. Answer “VES" snd provide al Information t the best o your sbilty EVEN IF:
A You did not commit the offense charged
© Gertfcation 5 quenty donng atessercharge;
c Jursdictons;
© st et Conditions . You were not convictad;
€ Vould not serve any e n prison ol or
) . The charges or ofenzes happerted a long time sgo.
@ [nstructionsofCr 2 Answer NO™ sor
eedings
Ihave rood
@  Proceeding Questions. ~signature pste
@  Proceecing Expanatons i 5]
Bl Privacy Act
o iy T
© stestaton
® Upioad Documents
© Payment
® confrmation



Step 17: Next is the Proceeding Questions Screen
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Introduction

Appllcation Information

Proceeding Questions

*Since your most recent license or renewal, have you been arrested or detalned?

°
°
O ves O No
©  Additionsl Ently Information *Since your most recent license or renewal, have you been the subject of any Investigation by any law enforcemnent agency?
O ves O No
© personalHistory *Sinca your most recent license or renewal, have you been served a criminal summons?
Yes O No
©  Fnencal History Qs O
*Since your most recent license or ranewl, have you baen charged with any crime or offense In any manner?
©  Criminal History O Yes O No
*Since your most recent license or ranewl, have you baen convictad of any crima-or offens I any manner?
© Statemant of Tuth O%s O Mo
R *Since your most recent license or ranewl, have you baen convictad of any gambilng-related falony, misdemaanar,or petty-offense?
O Yes O No
©  Staff Permit Conditions * Are you currently facing any pending criminsl charges I any Juridiction for any cfnse?
O ¥es O No
Yo overnmental entt
O proceedings & v
O ¥es O No
@ Proceeding Questions ‘avey
O ¥es O No
@  Froceeding Expianations amy y
® FolPvagy Act O Yes O No
*Since your most recent license or renewa, have you baen arrestad or charged with any crime o offen that has baen expunged or ctherwis officilly seaied by 2
P— courtor goverment agency?
O ¥es O No
@  Upioad Documents *Sinca your most recent license or renewal, have you baen cited or charged with any ofa gulation, or
pal, county, state, provinclal trbal, Federl, or natlonal govemment?
® Payment O ¥es O No
P— *Since your most recent license or renewal, have you or has any g reed to dismiss, suspend, or dafer any crim-

foranyc

Step 18: Next is the Proceeding Explanations Screen. Click Add New to add an entry to the table
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Introduction

Application Information

Additional Entity Information

Personal History.

Financial History

Criminal History.

Statament of Truth

Cartfication

e 6 0 0 0 0o 0o o0 o

Staff Parmit Conditions.

o

Instructions of Criminal And Investigatory
Proceedings.

Proceeding Questions
Proceeding Explanations
Pl Privacy Act

Atestation

Upload Documents

Payment

o & o ¢ 0 @ o

Confirmation

Proceeding Explanations

The follow Yes™ on the Proceedis

Since your mostracent license of fenaial, have you baen charged with any crime o offense Inany mannar?
‘Complete thissection for EACH charge and o amest. You must disciose ALL amests, charges, and offenses.
y EACH charge

Criminal & Investigatory Proceedings Information

Add New
Date of Offense City And State Law Enforcement Agency Involved |

02212022 ‘Santa Fee and NM Le swd
09042019 N s Les8

Pagelofl

ve for later




Step 19: Next is the FBI Privacy Act Screen.
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FBI Privacy Act

@ Introduction
Federal regulation requires the NMGCB to provide the following nformation to appllcants:
©  Application Information
Authorly: Tre nati Information Is ganerally Under 28 US.C. 536.
©  Addltional Entlty Information natur of your tote L 92544, d federsl
Jat ” approval of your application.
©  Personal History Gaming Control Board History
Bureau of other agenciesor organizations.
©  Financial History
Principal Purpose: tiensi on You
may be . Investigating, or and/orthe FBl for the purpose
@ Criminal History Inthe FBI clvll, criminal, and
“the employing Investigating, or “The FBI may retaln your
©  Statement of Trth the compietion , whlle retained, you
fingerprints susmitted to or retalned by NGL
© Certification
Routine Uses: Durlng ¥ your
©  Staff Permit Conditions. toyour consent, and your consent as permitted by y Act of 19
y timein Including the Jses. Routine Uses
- Includ to, employment, contracting, I
o , and. state, b or
Proceedings for national securtty or public safety.
© Proceeding Questions Your fingerprints will be used to check the criminal history record Informatian (CHRI) of the FBL. If you Nave:a GHRI record, the officals deciding your sultability
for employment, license, P PP p the record. You il be
©  Proceeding Explanations flcense, or
on Information In the CHRI record. The procedures for abtalning a chane, correction, or updating of your FBI CHRI record are set forth In Ttle 28, Code of Federal
@ FElPrivecy Act Regulations (CFR), Section 16 30 through 16.34. Information on how to review and challenge your FBI CHRI record can be found at i fol zov under Identlty
History Summary Checks o by calling the FBL Ta obtain a copy of your New Maxico CHRL In order e the New
o stestat Mexico Department of Publlc Safety Records Uit
or later Previous
P —— = ][]
® Fayment
@ Confrmation

Step 20: Next is the Attestation Screen

.
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Introduction

Application Information

Personal History.

Financial History

Criminal History

Statement of Truth

Certifcation

e 06 0 6 0 0o o o o

Staff Parmit Condtions

]

Proceedings

Proceeding Questions

Proceading Expianations

FBl Privacy Act

Attestation

Upload Documents

Payment

® & ® ® o o o

Confirmation

Additional Entity Information

Instructions of Criminal And Investigatory

Attestation
o CERTIFICATION: I certify under allof any attachment s true and
understand tnat providing faise Informatlon may lead to the revocation or denlal of charitable gaming licensels), termination of
elvl peralty, mmission
*Name Date
| == s




Step 21: Next is the Upload Documents Screen
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Introduction

Applcation Information

~Addtlonal Entlty Information

Persanal History

Financlal Histery

Criminal History

Statament of Truth

Cartification
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Staff Parmit Conditions.

o

Instructions of Criminal And Investigatory
Procesdings

Proceeding Questions.
Proceeding Explanations
Fal Privacy Act
Attestation

Upload Documents
Payment

Confirmation
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Upload Documents

] Show oniy notary documents

[ Showonly downlosdabie cocuments

Document Name Document Description

Uploaded Flles

Documentation snowing final disposition for any.
criminal

a

A separats document descrlbing the roles,
responsibilities, and duties assoclated with the

Dutles of New Title
Stotement Individuals newttie or position.

a

Uplaad explanations and documentation for any “Ves™

*Natarization Document | aneyers on tha application.

a

documentation

a

Size

Select an Option v

ve for later

Pagalofl

Page
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Step 22: Next is the Payment Screen. Specify the Mode of Payment then click ‘Pay and Submit’
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Introduction

Appllcation Informatlon

‘Addtional Entity Information

Personal History.

Finandial History

Criminal History,

Statemant of Truth

Certfication

o 6 6o 0 o 0 o0 o o

Staff Parmit Conditions.

o

Procaading Quastions
Procesding Expianations
FBI Privacy Act
Attestation

Upload Documents

Payment

® ® o o o o o

Confirmation

Instructlons of Criminal And Investigatory
Proceedings

Payment
¥ o) tand Inputy
Visaor 25% Thisisa .and no portion of the fee s pald to or
will not resuitn fee.
*Mode Of Payment

The amount to be paid is $25 (Application Fee)

Please lick the Pay & Submit button to procaed with the payment.



Step 23: Last is the Confirmation Screen
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Confirmation
Introduction —

Your application has been submitted successfully.

Application Informtion ‘Appiication Number : PAR- 0000000367

Cartification

© 0 0 © © © © 0 o

Staff Parmit Conditions

Instructions of Criminal And Investigatory
ceedings

Froceeding Questions
Froceeding Expiantions
B Prvacy Act
Attatation

Upload Documents

Payment

Confirmation



