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REGISTRATION FOR FUNERAL SERVICE

INTERNSHIP PROGRAM
CHECKLIST AND INSTRUCTIONS

Board of Funeral Directors and Embalmers

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

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

SUBMIT THE FOLLOWING:
 FORMCHECKBOX 
 1.
THE 2-PAGE APPLICATION FOR REGISTRATION IN A FUNERAL SERVICE INTERN PROGRAM - This application will not be considered until all sections have been completed. 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 registration as a Funeral Service Intern is $150.00.  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.
REGISTRATION OF SUPERVISOR – Ensure that your supervisor is registered with the Board as a Supervisor.  Supervisors are required to complete the Funeral Supervisor Registration Application.  The Board will approve only Funeral Service Licensees, Funeral Directors, or Embalmers to give funeral training who have a current/active and full and unrestricted Virginia Funeral license and have at least two consecutive years in practice and are employed full time in or under contract with the establishment where training occurs.  A supervisor licensed as an embalmer or a funeral director shall provide supervision only in the areas of funeral practice for which he is licensed.  Funeral Service Licensees may provide both embalming and directing if it is in their area of funeral practice. Credit shall only be allowed for training under direct supervision.
PLEASE NOTE:
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.

