MEMORANDUM

TO:

Licensure Applicants 

FROM:
Joyce Williams, Administrative Assistant, Board of Counseling

RE:

Instructions

Please read the instructions and rules included in this packet carefully prior to applying.  Application fees are non-refundable, and all documents submitted become part of your file and are not returnable or transferable.  Faxed documents will not be accepted.  It is advisable that you make a copy of your completed application prior to mailing it to have for your records.  

A postcard is included with your application packet.  If you want acknowledgement of receipt of your application, complete the postcard with your name and address, and affix the correct postage.  When the application is received in the office, the card will be mailed to you.

If, upon initial administrative review your application is found to be incomplete, or supporting materials have not arrived in this office, a deficiency letter will be sent to you.  Files that are deficient on the deadline date may result in a delay in processing your application and ability to sit for the next exam.  When the application is deemed administratively complete, you will be notified in writing.  Board reviews of completed applications are conducted on approximately a monthly basis.  All inquiries should be in writing and will be responded to in writing.

If it is necessary for you to come by the office for any reason, an appointment needs to be scheduled to ensure that the staff person you need to see is available.  

