INSTRUCTIONS FOR RENEWAL:

Please download the renewal form, complete and sign the form and submit to the NDBCE office with the renewal fee.  Renewals should be in the NDBCE no sooner than six weeks prior to renewal date.  

Renewal applications received after the renewal date will be assessed a $100 late fee.

1. Listing Continuing Education:
· All CE must be listed on page two, even those that have been preapproved.  DO NOT send documentation or verification of CE at this time.  List all events and sign at the bottom.  Keep all documentation and verifications in a file or scanned into the computer in the event your name is tagged by the audit program, at which time you will need to submit all supporting documentation and verifications for all CE listed on page two of the renewal application.
In the event of an audit:
For CE that has been preapproved, the board will require a certificate of attendance or other forms that document your attendance at these activities.

For CE that has not been preapproved, please provide content description and presenter credentials, the number of CE hours received, and a certificate of attendance.

Send copies only and keep the originals for your own records.

· No more than 15 hours from any one source, method or topic.  Ex: online is a method.  Courses on transcripts are a topic.  Must show minimum of 15 hours of face to face attendance for LPC’s and 20 hours for LPCC’s.
· Please show a minimum of three (3) CEH’s focusing on Ethics.

· Sign and date the box at the bottom of page two attesting to the CE information listed.

2.   Statement of Professional Intent:

· Please complete all four items on page 3, with part d. being a two-part question asking for the approaches you use and the training you have had to support those approaches.  Please answer the question regarding distance counseling.
