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**** This package contains: Instructions Pages A-G, and Application Pages 1-10

Sample forms Pages S-1 to S-3, and FAQ last 2 Pages

INSTRUCTIONS FOR APPLICATION FOR EXAMINATION OR RECIPROCITY

FOR PALM BEACH COUNTY CERTIFIED CONTRACTORS

CONSTRUCTION INDUSTRY LICENSING BOARD OF PALM BEACH COUNTY
2300 NORTH JOG ROAD
WEST PALM BEACH, 33411-2741
PHONE: 561-233-5525 FAX #: 561-233-5554

GENERAL INFORMATION AND INSTRUCTIONS

Please read the first three (3) pages of the instructions thoroughly prior to completing your
application. ** If your application is incomplete it will be returned.

This complete, original application, (no faxes), including credit reports, and application fee, must be in our office prior to the
1st Friday of the month (deadline), to possibly be on the agenda of the regularly scheduled board meeting for that month.

The full legal name of the company for which you apply, will be the only way it will appear on your certificate.

Any change will require a change of status application, (additional fee and board approvalt).

You may purchase a Corporate kit (book, seal, forms, stock) online or at a local business supply company. If you
have any questions you should contact the Secretary of State, your Attorney or Accountant, as we are unable to
_advise you.  Secretary of State at 850-488-9000 or www.dos.state.fl.us)

Original applications may be mailed or dropped off at our office between 7:30 a.m. and 4:30 p.m., Monday through Friday.
All applicants approved for examination or reciprocity will be notified by mail.

If you wish to be present while, your application is reviewed by the Certification Specialist
you must bring it to our office between 8:00 a.m. and 11:30 a.m. only.

Experience Prerequisites - (Hands On Experience)

General Contractor 5 years supervisory
Building Contractor 4 years supervisory
Residential Contractor 3 years supervisory
Plumbing Contractor 7 years,
4 of which shall be as a_Journeyman in a supervisory capacity.
Electrical Contractor 7 years,
4 of which shall be as a Journeyman in a supervisory capacity.
HARYV Contractor 7 years supervisory
Specialty Contractor 3 years, 1-1/2 years supervisory
PHOTOS: 1. One (1) clear, recent, close up picture of applicant. (maximum 2" x 2").

2. A clear photocopy of your driver’s license.

FEE: $450.00 - Cash, check or money order payable to;: BCC - PALM BEACH COUNTY must be submitted with
application. Check must contain your address and phone number. NO CREDIT CARDS ACCEPTED

CREDIT
The applicant must order original, clear, professional credit reports from a CILB approved credit bureau. The

report must clearly state that a search of the "public records” (County, State and Federal) was completed.

The credit reports must be mailed directly to our office, by the credit-reporting agency. Credit reports
over three (3) months old will not be accepted
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Page B Exam / Reciprocity
CREDIT REPORTS REQUIRED:

If company is currently in operation: one (1) on applicant and one (1) on company.

If company is new, (less than six (6) months old):

Sole Proprietorship: One (1) On Applicant
Partnership: One (1) On Each Partner and The Applicant
Corporation: One (1) On Each Officer and The Applicant

If the corporation is more than 6 months old but no credit has been established, you must order a credit report on the
Corporation / LLC, as well as each officer. In addition, a credit report on the firm that you last qualified or owned, even if in
another area or state,, is required.

If there are collections, delinquent payments, etc listed on the credit report, you must provide either, documentation that
they are paid, or payment schedules from the creditors with proof of payment.

¢ [f there has been a Bankruptcy, within the past 5 years. Please furnish a copy of "Discharge of Debtor" and a
“Schedule of Bankruptcy” listing the creditors and amounts covered.

o Paid Liens, require a copy of the Release of Lien from The Court House.

¢ Judgments require a copy of Satisfaction of Judgment.

» Contractors who let their Palm Beach County Certificate of Competency expire must file a change of status
application to renew. If it has been expired more than two (2) years, applicant must be re-examined

CORPORATIONS ORLLC  (For information, contact the Secretary of State at 850-488-9000 or www.dos.state.fl.us)

If you are applying to qualify a Corporation/LLC, you must furnish, with your application, a copy of a current Florida Certificate of
Status. For a new corporation, submit a copy of Election of Corporate/LLC Officers from the minutes in the Corporate/LLC
book (minutes of the first meeting). Established corporations submit most recent Annual Corporate Report.

The officers listed in the minutes or the Annual Report must match exactly those you list on page 2 of this application. If the
Corporation/LLC has a dba, you must also furnish a Certificate of Status for the dba. The complete Corporate/LLC name,
including the dba, must be listed on all pages requiring the Corporate/LLC name.

You may purchase a Corporate kit (book, seal, forms, stock) online or at a local business supply company. If you have
questions you should contact the Secretary of State, your Attorney or Accountant, as we are unable to advise you.

FICTITIOUS NAME

For a sole proprietorship or partnership: you are required to register a Fictitious Name with the Secretary of State in Tallahassee,
Florida. For information, call their office at 850-488-9000. You must file a copy of the certificate received from the state with this
application. (A fictitious name registration is not required if the applicant’s first and last names are the Business Name)

RECIPROCITY APPLICANTS:

You should make arrangements with the reciprocal County In Florida that sponsored your original examination, to mail us an
original letter of reciprocity, in good standing, verifying that you obtained at least 75% on the examination. You must

complete the entire application, including verification of experience. ( a copy of your Current License is required)

CERTIFICATE ISSUANCE:

After Approval By The Board for reciprocity or attaining a minimum grade of 75% on the exam, the following is required for the issuance of
a certificate of competency. A current certificate of insurance on the firm in minimum amounts of $100,000/$300,000 general liability,
$10,000 property damage, an original $2,000 surety bond On The Company, workers compensation insurance or an “accepted”
exemption form. Certificates of Insurance must be in the exact name of the company being qualified and reflect the
Construction Industry Licensing Board of Palm Beach County as the Certificate Holder, at the address shown on page 1.

For Information Regarding Workers Compensation Requirements or Exemption Form Contact:
05/09 Department Of Labor & Employment Security — Bureau Of W.C. Compliance Page B
3111 S. Dixie Hwy Suite 123
West Palm Beach, Florida 33405, Phone 561- 837-5412.



Page C Exam / Reciprocity

Pages 1 - 10: Fillin all blanks. If it does not apply to you, insert N/A.

Page 3: Complete the top of the page, and then the section that applies to you:
Sole Proprietorship (doing business in your own name or company name)
Partnership (list all partners, use extra page if needed)
Corporation or LLC (if applicant is the only officer, he or she should sign).
Page 4: Complete the entire page.
Page 5; Complete the entire page . Sign page in front of a Notary Public, in the two places indicated
Page 6: You must complete the resume’ on page 6. (List former employment — including duties)
Page 7: This page must be completed by the certified contractor(s) under whom you gained your
experience.

(The contractor must include their Certification Number. You may make additional copies as needed.

If the contractor is out of County or State, they must attach a copy of their contractor's license, or
business license, as well as a copy of his/her driver’s license for identification purposes.
This form must be notarized. Alterations of any kind will void the verification form.

If you are self-employed, or the qualifier, follow directions at the bottom of page 7.

Letters verifying experience, as_a subcontractor must be on company letterhead, and contain all the
information required on the verification of experience form. These letters must be notarize.

Page 8: Complete the sections that apply to you.

PAGE9: Statement of Qualifier Responsibility (applicant responsibility) |
Print your company name and your name. Sign as qualifying agent before a Notary Public ‘

If you are a Qualifying Agent living outside The State of Florida Explain on a separate page in detail the
responsibilities of supervision of job sites, and how you will perform this.

Page 10: Financial Statement is on the company being qualified. You must complete the form provided.

If the firm is not yet in existence, list the name of the proposed firm and whatever assets you are using to start |
the company (i.e., cash, truck, equipment, etc.), Sole Proprietorship - if in applicants name only
(i.e. John Jones), fill in as a personal financial statement.

Net worth required: General, Building, Residential, $20,000 - Carpentry, Demolition, Electrical, HARV,
Plumbing, Roofing, Structural Steel, Swimming Pool Construction, Underground Utilities, $10,000 -
Marine, $5,000.  All other categories, $2,500.

Net Worth shall be defined as having a minimum of 50(%) percent in cash, and this shall be verified by a bank
letter or three (3) recent consecutive months bank statements. Each statement must show the minimum balance of
cash required. Cash shall be defined to include a line of credit from a bank.

The other 50%, or iess net worth, may be vehicles, equipment, tools, etc.

v EXAMAMINATION ADMINISTRATION ****

Once the Construction Industry Licensing Board approves your application for examination, you will be sent a registration form
and schedule of exam dates. You will then schedule directly with the approved examination company. An additional fee will be
payable.

Re-exam fee-$50.00 per exam, payable to Palm Beach County. Applicants for any category may take a maximum of four (4)

exams in a twelve (12) month period, Minimum between tests is 60 days. You must reapply at the construction industry

licensing board office. An additional re-exam fee will be charged by the testing agency.
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Page D

837.06 False official statements.

Whoever knowingly makes a false statement in

writing with the intent to mislead a public servant
in the performance of his or her official duty shall
be guilty of a misdemeanor of the second degree,
punishable as provided in s. 775.082 or s. 775.083.

History.--s. 58, ch. 74-383; s. 34, ch. 75-298; s. 207, ch. 91-224; s, 1313, ch. 97-
102.

837.012 Perjury when not in an official
proceeding.

(1) Whoever makes a false statement, which he or
she does not believe to be true, under oath, not in
an official proceeding, in regard to any material
matter shall be guilty of a misdemeanor of the first
degree, punishable as provided in s. 775.082 or s.
775.083.

History.--s. 2, ch. 1637, 1868; RS 2560; GS 3472; RGS 5341; CGL 7474, s. 997,
ch. 71-136; s. 54, ch. 74-383; s. 32, ch. 75-298; s. 205, ch. 91-224; s. 1310, ch.
97-102.
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Page E

CONSTRUCTION INDUSTRY LICENSING BOARD
ACCEPTABLE CREDIT REPORTING AGENCIES
(This list is nol all-inclusive, Please see disclaimer below.)

Credit Check, Inc. 1-877-616-5556 West Palm Baach
Florida Exam Sookstore 1-561-471-1828 Wast Palm Beach
Associate Credlt 1-800-676-7T640 Fort Lauderdale

i Gables Credit Services, Inc.  1-407-551-1500 Orlando

. Merchants Asscociation 1-407-29%-7491 Orlando

Ciscirner; We cannot recommend or endoras a particular Credit Raporting Aguncy. it 13 provided sclaly 95 @
counesy (o a8l pou In Bealing mecsces.




Pae€ F

PALM BEACH COUNTY GONTRACTORS CERTIFICATION
APPLICANTS SOCIAL SECURITY NUMBER REQUIREMENT (SSN}

Dear Applicant,

This statement of purpose is provided in accordance. with Chapter
118.071 (5) F.S. and is intended as an explanation for the requiremennt to provive
your $ocial security number,

In order to establish and verfy your qualifications and competency for
certification to angage in the business of a constructian contractor in a regulated
wrade a definite Identify must be established. This agency uses a number of
documents for this purpose including your driver’s license. Your 3SN is a unique
numeric identifier and is used by other independent entities Lo verify your credit
history, financial responsibility and past business reputation.

Althaugh your contractor license application is a public record, please be
assured that any public viewing or copies will have your SSN and credit
information removed.




Listed below ure the names & telephone #'5 of Rookstores and Schools
where you can buy the booky or take prep courses:

» Construction Depot — (877) 624-2562 (affikiated with Nxperior)

» Construction Book Express - 1-800-253-0541 in Tampa
www.constructionbook.com

¢ Mlorida Exam Bockstore, Tne. - 1-800-277-8877 or 239-275-7621

2424 . CONGRESS AVE. . W, PALM PEACH - FLORIDA 33406 .
Usually open at 11:00 a.m. until 7:00 p.m., Mon. -Fui,
www.contractorscxamschool.com

s American Construction School & Bookstore, Ine. -
1-800-451-4974 in Ilollywood, FL
www.anericanconstrucschool.com

s Building T'rades Fducation Services & Builder's Bonk Barn -
1-800-832-2496 in Surazota .
www.buildershookbarn.com or E-Mail; btes@comecast.net.

» Dave Buster/Carl Matthew’s School/Scotty's Contractor's School -
1-800-676-3006 in Hudson, FL but teaches all over the state.
www.contractorsinstitnte.com

+ Builder's Boock Depot - 1-800-284-3434 in Phoenix, Arizona
www.bhuildersbookdepot.com

» CAM TECH Schoal & Book Store — Tampa —(813) 960-0100 or
1-800-875-7277 www.camtechschool.com
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