OHIO’S STATE BOARD OF REGISTRATION FOR PROFESSIONAL ENGINEERS AND SURVEYORS		3010-R
Certificate of Authorization
2016-2017 Renewal Application Instructions
Each application must include-
· Notarized Firm Certificate of Authorization 2016-2017 Renewal Application: PES 3011-R (Rev. 04/2016)
· Separate notarized Firm Affidavit of Responsibility for each professional engineer and professional surveyor designated in responsible charge: PES 3012 (Rev. 04/2016)
· An active Ohio Secretary of State charter or registration number authorizing the firm to do business in the state of Ohio. Additionally, if a firm is using a doing business as (DBA) name, you must have an active Ohio Secretary of State charter or registration number authorizing the firm’s DBA name to do business in the state of Ohio.
· $50.00 renewal application fee, using check or money order, made payable in U.S. funds to Treasurer, State of Ohio. *After June 30, 2016, the fee increases to $75.00 for a late renewal.

Applications are mailed to:
	Certificate of Authorization
	State Board of Registration for 
[bookmark: _GoBack]	Professional Engineers and Surveyors
	77 S High Street, Suite 2472
	Columbus Ohio 43215

Important Renewal Packet Information 
· Application must be filled out completely. All fields are required unless indicated otherwise.
· All forms and fees must be mailed as one packet.
· Each full-time employee designated in responsible charge of the professional engineering or professional surveying activities and decisions must fill out the Firm Affidavit of Responsibility PES 3012 (Rev. 04/2016).
· The full-time employee(s) must be registered as a P.E. and/or P.S. in Ohio and a partner, manager, member, officer, or director. Full-time requirements include working more than 30 hours per week or working substantially all of the engineering and/or surveying hours for the firm that holds the Certificate of Authorization. 
· The firm and/or its DBA must hold an active registration(s) with the Ohio Secretary of State.
· Applications without the correct fee or with incomplete information will be returned. The Board is not responsible for late or expired Certificate of Authorizations due to the incomplete application being returned.
· All currently active Certificate of Authorizations expire June 30, 2016.
· Failure to renew the Certificate of Authorization by the June 30th deadline renders the firm inactive and unauthorized to practice in the state of Ohio. 
· Firms must notify the Board within 30 days of any change to the firm’s name or address.
· Firms are responsible for notifying the Board within 30 days of any changes to the partner(s), manager(s), officer(s), member(s), director(s), shareholder(s), designated professional engineer(s), designated professional surveyor(s), or change of ownership. 
· Firms that do not wish to renew their Certificate of Authorization must notify the Board within 30 days
· A Certificate of Authorization is not the same as an individual license to practice professional engineering or professional surveying in the state of Ohio. 


Application instructions
1. $50.00 biennial renewal fee
The application fee is $50.00, made payable in U.S. funds to Treasurer, State of Ohio. Online and credit card payment is not available. Applications including cash will be returned. 
2. Ohio Certificate of Authorization Number REQUIRED
Active firms in Ohio have a Certificate of Authorization (COA) number. This is a 5-digit number beginning with “0” and is used by the Board. You can find the number by using our license lookup at http://peps.ohio.gov/licenselookup.aspx. The COA number is required for all renewal applications. 
3. Professional Services Offered
Indicate professional services to be offered; engineering only, surveying only, or engineering and surveying
4. Registered with the Ohio Secretary of State as- 
Please indicate the type of business structure. Select only one
5. Firm Contact Information 
All fields are required in this section unless otherwise indicated. An active Ohio Secretary of State charter or registration number authorizing the firm to do business in the state is required for each firm name; and, if used, the firm’s DBA name. Any discrepancies between the application firm name and the Ohio Secretary of State registration will result in the application being delayed or returned. 

All applications must include either the firm’s Federal Employer Identification Number (FEIN) or for sole proprietors, your social security number (SSN). 

Ohio Secretary of State Information
All companies must be currently registered with the Ohio Secretary of State’s (SOS) office and have an active SOS charter or registration number before submitting a Certificate of Authorization application to the Board. You can contact the SOS online at www.sos.state.oh.us or by telephone at (877) 767-6446 or (614) 466-2655. 

Sole Proprietor Instructions
Per the Ohio Secretary of State, any business entity, domestic or foreign, planning to transact business within Ohio, using a name other than his or her own personal name, must register with the Ohio Secretary of State office. Business entities must file the appropriate formation documents to register their business. Sole proprietorships and general partnerships are not required to register the business entity; however, they may need to register a trade name or report the use of a fictitious name if they are doing business in a name other than their own. For example, if you are doing business under your personal name, i.e. Bob Smith, then you do not need to register with the Ohio Secretary of State office, but if you are doing business under the name “Bob Smith Engineering,” the name must be registered with the Ohio Secretary of State office.
6. Ownership
Firm owner name and address is required for each owner of the firm. If needed, attach additional page(s). If your firm is owned by an Employee Stock Ownership Plan (ESOP), please state as such and submit a list of officers.
7. Registered Individual(s) in Responsible Charge
All professional services shall be executed by, or be under the direct supervision of, an Ohio-registered professional engineer or professional surveyor. Pursuant to Ohio R.C. section 4733.16, each corporation, limited liability company, partnership or professional association through which professional engineering or surveying services are offered or provided in Ohio, shall designate one or more directors, partners, managers, members, or officers employed by the firm full-time as being responsible for and in responsible charge of the professional engineering or professional surveying activities and decisions of the firm. IMPORTANT! Each registrant listed as in responsible charge must include an accompanying Firm Affidavit of Responsibility PES 3012 (Rev 04/2016). If needed, attach additional page(s). Please ensure the person(s) listed in responsible charge have an active individual license before submitting.
8. Additional Ohio P.E., P.S. Registrant(s) Employed by Firm
List registrant name, registration number and firm location address of each Ohio P.E. or Ohio P.S. whose services are employed by the firm as of the date of the application. If needed, attach additional page(s). 
9. Disciplinary Actions
Any firm disciplinary action must be reported to the Board. Include any disciplinary action taken against the firm, its subsidiaries or predecessor legal entities, or firms with common ownership. Also include any disciplinary action taken against any of the owners of the firm or individuals listed on the Firm Affidavit of Responsibility, and/or if those individuals have ever worked for a company with disciplinary action in any state or U.S. jurisdiction. 
10. Disclosure Statement, Privacy Notice
Ohio’s State Board of Registration for Professional Engineers and Surveyors is requesting disclosure of information that is necessary to accomplish our statutory purposes required by Ohio Revised Code Chapter 4733. Failure to provide required information may result in your approval being delayed or your application being returned. Subject to certain Ohio Revised Code statutory exceptions, most documents and records maintained by the state of Ohio, including those maintained by the Board, are public records under Ohio law. This means information submitted to us may be subject to disclosure if there is an official public records request. 
11. Notarized Affidavit
All Certificate of Authorization applications must be notarized in order to be reviewed and processed. The affidavit must include the affiant’s printed name, signature, titles, and date signed, as well as all appropriate required notary public information. All notarized pages must be originals. Scans/copies are not accepted. 
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