Rev.01/01/2017
CHECKLIST AND INSTRUCTIONS

FOR FUNERAL SERVICE LICENSEE
Board of Funeral Directors and Embalmers

Perimeter Center-9960 Mayland Drive, Suite 300-Richmond, VA 23233-1463

Phone: 804-367-4479    Email: FanBd@dhp.virginia.gov    Website: www.dhp.virginia.gov

If all documentation/information has been received from the applicant, the licensing process takes approximately 5 to 7 business days.  Upon receipt of the registration application an acknowledgement letter is sent to the applicant advising the applicant what items are lacking.  Applications will remain in process no longer than one (1) year.  If, at the end of one (1) year, registration is not issued, the application file is destroyed.  An applicant shall reapply for registration, submit fees, required documentation, and meet the qualifications for registration in effect at the time of the new application.

THE STATE EXAMINATION IS REQUIRED OF ALL APPLICANTS.  APPLICANTS APPLYING BY EXAMINATION OR BY ENDORSEMENT OR RECIPROCITY ARE REQUIRED TO TAKE AND PASS THE STATE EXAMINATION.
SUBMIT THE FOLLOWING:

 FORMCHECKBOX 
 1.
THE 2-PAGE APPLICATION FOR LICENSURE AS A FUNERAL SERVICE LICENSEE – This application will not be considered until all sections have been completed; must be 18 years of age to apply.  If you answered yes to question #3 on page two (2) of the application, attach your state criminal history record; a certified copy of the final order, decree, or case decision by a court or regulatory agency with lawful authority to issue such order, decree or case decision; and any other information you wish to have considered with your application (i.e., information on the status of incarceration, parole, or probation; reference letters; documentation of rehabilitation; etc.).
 FORMCHECKBOX 
 2.
FEES – All fees are non-refundable.  The fee for application as a Funeral Service Licensee is $325.00.  Make check or money order payable to the Treasurer of Virginia.  Attach the fee to the 2-page application and submit to the Virginia Board of Funeral Directors and Embalmers.  Applications received without the fee and/or fees received without an application will be returned to the sender.

 FORMCHECKBOX 
 3.
PROOF OF PROFESSIONAL EDUCATION – Submit OFFICIAL transcript from your High School or General Equivalency Diploma (GED), and Mortuary School to include school seal and date of graduation.

 FORMCHECKBOX 
 4.
NATIONAL EXAMINATION SCORES – Prior to applying for licensure by examination, every applicant shall pass the National Board Examination of the Conference of Funeral Service Examining Boards of the United States, Inc. administered in an accredited school of embalming or mortuary science.  Contact Information: International Conference of Funeral Service Examining Boards (ICFSEB) 1885 Shelby Lane - Fayetteville, Arkansas – 72704 –phone: 479-442-7076 info@theconferenceonline.org  Please contact the Examining Boards and request your scores be sent to the Virginia Board of Funeral Directors and Embalmers at the address above.
 FORMCHECKBOX 
 5.
VERIFICATION OF STATE LICENSURE – If applicable - Provide written verification from the issuing regulatory authority, in all jurisdictions, in which you have ever held a license, including expired, inactive, and current licenses.  Contact each State regarding processing fees.  
 FORMCHECKBOX 
 6.
STATE EXAMINATION – Once the application is complete and has been approved the applicant will receive information, reference materials, and exam application regarding the state examination.  The fee for the state exam is $160.00 and the applicant must receive a scale score of 75 or better for passing.
PLEASE NOTE:

EXAMINATION RESULTS - The minimum passing score on the examination is 75. The board office will notify the candidates in writing within 5 to 7 business days after the board office has received the examination results. - DO NOT TELEPHONE THE BOARD OFFICE TO REQUEST RESULTS or TO SIT FOR THE EXAMINATION BEYOND THE DEADLINE DATE.  Deadlines are established to ensure quality and fast turn around.  THERE ARE NO EXCEPTIONS once the deadline has passed the applicant must apply for the next available exam date.  Neither scores nor pass/fail status will be released by telephone.  An abundance of phone calls will delay the processing of scores, thereby lengthening the time for notification.  Candidates who pass the examination will be granted a Virginia license and a certificate will be sent to the address of record.  Candidates may call the automated verification line to determine if licensure has been issued at 804-270-6836 as well as visiting the Agency’s website at www.dhp.virginia.gov and click under ‘License Lookup’.  You need only to have your social security number to access this information. Candidates who do not pass the examination will be notified in writing.
1.  It is unlawful to practice funeral services in Virginia until you have been issued a Virginia license or until you have been issued written authorization from the board office to serve in an internship program under the direct supervision of a licensed Funeral Service Licensee, Funeral Director, or Embalmer in Virginia.
2.  FAXED DOCUMENTS ARE NOT ACCEPTABLE; only original documents will be accepted.

3.  Applications altered in any way may not be accepted.
