How to Renew Certificate of Authorization
Engineering & Land Surveying
10/01/2023

The screen prints are for the Engineering CA, but the process is the same for the
Land Surveying CA. The only difference is the wording.

e The managing agent should be completing the application and signing the
certifying statement.

e Login to the company account with the email address or user id to complete the
CA you want to renew. Your user id is the license type and number (Example:
ECA1234 or LSCA1234).

e DO NOT select the orange button that says, “Register a new Company”.

e If you need to reset the password, you must have access to the email account in
our records to receive the password setup email. If you are also the managing
agent for a firm, a different email address is required for the firm.
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Alabhama Board of Professional Engineers and Land Surveyors Licensing Portal

Individual Applicant: i
ndividual Applicants Login

To Submit an application to become a Professional Engineer, Engineer Intern, Professionai

Enter your User ID (License Type and Number) and Password below to log in.
Land Surveyor or Land Surveyor Intern

You must use your license type in front of your license/certification
number. (Ex. PE12345, PLS12345, EI12345, LSI12345, ECA12345,
LSCA12345)

Go to login and put in your User ID to:

» Renew an existing PE or PLS License
= Check on the status of an application
» Update personal information

User ID or Email

Password

Eorgol your password?

[ remember me

PLEASE DO NOT CREATE A NEW ACCOUNT IF YOU ARE ALREADY LICENSED
OR HAVE STARTED AN APPLICATION. Instead request a password to the new
Update Contact information site by clicking here.
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e When you log into the company account, you will see the Renewal Application.
Select the orange button that says “Begin” or “Continue”.

= Engineering Company Renewal or Reinstatement Verify Contact Informaticn

Use this application to renew or reinstate an Engineering Company Certificate of Authorization

Affidavit Questions

e Select “Answer Question” to provide a response for the three questions.

Engineering Company Renewal or Reinstatement Return to: Applicstions

[E Verify Contact Information w8 & 8 verity Contact Information

O Affidavit Questions

Response

Required

Since its last renewal, has the firm been disciplined or does
it have a complaint pending in any jurisdiction? New
applications: Has the firm ever been disciplined, or does it
have a complaint pending in any jurisdiction?

Required
Have you previously filed a Certificate of Autherization

application with this Board that is currently expired?

Required

Has the firm offered or performed engineering services
tnrough any of its office locations for projects in the State
of Alabama during the time the firm did not hold a valid
Certificate of Authorization issued by the Alabama Board?

¢ Since the last renewal, select No or Yes if the firm has been disciplined or if there
are pending complaints in another state.

Since its last renewal, has the firm been disciplined or does it have a b
complaint pending in any jurisdiction? New applications: Has the firm ever

been disciplined, or does it have a complaint pending in any jurisdiction?:
Answer Question

Question: Since its last renewal, has the firm been disciplined or does it have a
complaint pending in any jurisdiction? Mew applications: Has the
firm ever been disciplined, or does it have a complaint pending in
any jurisdiction?
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¢ If you answered Yes, a summary of the disciplinary charges is required and upload
a document of the action. Then select “Continue”.

Since its last renewal, has the firm been disciplined or does it have a complaint pending in any x

Jjurisdiction? New applications: Has the firm ever been disciplined, or does it have a compiaint pending
in any jurisdiction?: Provide Explanation

Activity Title: Since its last renewal, has the firm been disciplined or does it have a complaknt pending In any
jurisdiction? New applications: Has the firm eves been disciptined, or does it have a complaint
pending in any jurisdiction?

Your Response: Yes

Please provide a summary of |
the disciplinary charges®:

Please provide a copy of the
document outlining the final
disciplinary action®: ;

e Select No or Yes if the firm has previously filed a Certificate of Authorization
application with Alabama that is currently expired. Check the expiration date on
your Certificate of Authorization. If you submit the renewal application after the
expiration date, you must select Yes for this question.

Have you previously filed a Certificate of Authorization application with X

this Board that is currently expired?: Answer Question

Question: Have you previously filed a Certificate of Authorization application
with this Board that is currentiy expired?

e If you answered Yes, a comment is required about the expired Certificate of
Authorization. Then select “Continue”.

Have you previously filed a Certificate of Authorization application with this Board that is currently x

axpired?: Provide Explanation

Activity Title: Have you previcusly filed a Certificate of Autnerization application with this Board that is
currently expired?

Your Response: Yes

Please provide more
infermation about your
previous Certificate of
Autharization application with
this Board*:

Cangal Change your answer Save and Finish Later m
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e Select No or Yes if the firm offered or performed engineering or land surveying
services through any of its office locations for projects in the State of Alabama
during the time the firm did not hold a valid Certificate of Authorization issued by
the Alabama Board.

Has the firm offered or performed engineering services through any ofits X
office locations for projects in the State of Alabama during the time the

firm did not hold a valid Certificate of Authorization issued by the
Alabama Board?: Answer Question

Question: Has the firm offered or performed engineering services through any
of its office locations for projects in the State of Alabama during the
time the firm did not hold a valid Certificate of Authorization issued
by the Alabama Board?

Ca HCEI n m

o |If you answered Yes, an explanation about the services that were offered or
performed before having a valid Certificate of Authorization is required. Then
select “Continue”.

Has the firm offered or performed engineering services through any of its office locations for projects X
in the State of Alabama during the time the firm did not hold a valid Certificate of Authorization issued

by the Alabama Board?: Provide Explanation

Ac‘l:'l!ty Tithe: Has e Tirm offered of pérformed enginearing services through any of its office Iocations for
profects In the State of Alabama during the time tha firm did not hold a valid Certificate of
Authorization ssued by the Alabams Board?

Your Response; Yes

Explanation®:

A

Canpe! Change your answar Save and Finish Later m

¢ Once you have completed the information under Affidavit Questions, the section
will turn green. “Response Submitted” will be shown if you answered Yes and
“Accepted” will be shown if you answered No.

@ Affidavit Questions

Required
Has the firm ever been disciplined, or does it have a Yes :o Response Submitted
complaint pending against it in any jurisdiction

Required
Have you previously filed a Certificate of Authorization No @ Accepted

application with this Board
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e Next, select the orange “Verify Contact Information” button on the top right.

Engineering Company Renewal or Reinstatement \- Fturn ba. Appfications

B 3 Verify Contact Information a8 8

& Affidavit Questions

Response

Fequired
02 No [
"
. i g in

e Your primary contact information will be displayed. To update the information,
select “My Account Details”. If the information is correct, select “The above contact
information is correct”.

Engineering Company Renewal or Reinstatement: Verify Contact

Information

If you need to correct your contact information, please update it on
your Account Details page: IRV T Ut Il "

1903 Cobbs Ford Rd
Prattvilie, AL 36066
Unitad States
engineertest@gmail.com

(205) 620-3092

Finish Later

o If you select “My Account Details”, the screen print on the next page shows that
changes are made on the left side under Phone Numbers, Email Addresses or
Addresses by clicking on # to edit the information.
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Engineering R Us: Account Detalls

& Ao tesin = Appicitos 5 Teo [ Paymedd Hiooy. fl Commuccsfions. B Ubey. @ @at 8 Creege Pusawend 4 0o
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Engineerning R Us £ Emgineering Eompany ) ECA Bmnchen @ Susverig Compny 5 LECA Banches
=== o
Almiiate Nam u Engineering Company Artive r
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Primary Emal -
ENHETRILEQME] COm i ECA Branches
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Swrveying Compan
[kpmber Type u eying ¥
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ke in Direct
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ra Mol Mgk Comlact indo Ayailabie
- uﬂumpnm' Camparny

Wark Phone b i

kb L b
[Fax Phoas
205) 5I0-309E

[Primary
engnieteILgmal com aw

Addresses {r:d
Husiress hdaress *
Comporate Ofice

1903 Coobs Foi Al
Frattwile, AL SE06E
Uit Shatis

o After the changes have been saved, hit the back arrow on your internet browser
and then select the orange “Verify Contact Information” button on the top right. If
the information is correct, select “The above contact information is correct”.

& o C A e —

Engineering Company Renewal or Reinstatement \ Bt e gy g
BB VerfyContact information ™ 8 m -
Engineering Company Renewal or Reinstatement: Verify Contact x
Information

If you need 1o comect your contact information, please update i on
LN Teee TR ENEY My Account Details

1503 Cobbs Ford Rd
Prattville, AL 35065
United States
engineertest@gmail com

{205) 620-3092

/
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Offices Offering Engineering Services or Offices Offering Surveying Services

The system will prepopulate all office locations shown in your account
profile.

You will be required to enter or verify the managing agent and branch
responsible.

You must list all offices where engineering work (for engineering CA) or where
surveying work (for surveying CA) is performed for projects in Alabama.

For each office location, you must list an active full time Alabama PE (for
engineering CA) or an active full time Alabama PLS (for surveying CA) who lives
no more than 75 miles from the office they are working from.

If the office location is a home address, it will be shown on the BELS website.
If the address shown below on Exhibit #1 in the “Office Location” column does
not match an office address, select “Submit Office Details”, and click on
“Remove Office”.

If the address shown below on Exhibit #1 in the “Office Location” column matches
an office address, select “Submit Office Details”, and follow the instructions on
Page 8 under the Exhibit #2 Process.

If your firm offers or provides services for projects in Alabama and the correct
address did not prepopulate, select “Add Branch Office” to enter the phone
number, address, and managing agent. NOTE: Include the city, state, and zip
in the address entry.

Exhibit #1

) Ofices Offaing Engaesing Soracs I,il’

(2] At D O

When you review the land surveying section, click on the arrow next to the office
location to see the PLS name.

) Offices Offering Land Surveying Services \L

List all offices where Land Surveying work is performed for projects in Alabama. Once the Responsible Individual is added and approved for each Additional Office, you can view
B o IO S (@ Add Branch Office
the pame by clicking on the arrow next to the Office Location. (show more)

Office Location Principal Managing Agent

1744 EASTWOO

74 TWOOD DR
WAYNESBORD MS

N (0 fes5i0nal Land Surveyor i)
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Exhibit #2 Process

If the Branch Office Phone Number, Branch Office Address, and Managing Agent
information is in your account profile, the fields will be prepopulated, and you do
not need to enter the information unless a change is needed.

If you need to update the “ldentify the Managing Agent ...” field, start typing the
name until it is shown in the licensee list and click on the appropriate name.
Another way to find the name is to enter the licensee # (Example: PE1234 or
PLS1234).

For the question “Will this individual serve as the Managing Agent for the
Company?”, select Yes or No. All firms must have one Yes response. If your
firm has more than one office, only select Yes for one office and No for the
other office locations because there can only be one company managing
agent and the others are branch managers.

Next, select Continue

Renewal Branch: Submit Office Details x

Branch Office Phone Number*:
(334) 654-5214

@ Branch Office Address (Start typing and select your address when it shows in the list)*
100 N Union St, Ste 200, Alexandria, VA 22314-3244.

Identify the Managing Agent for this engineering office location (BRI E):
—— (F 0250l Engineer M)

\\g Wil this individual serve as the Managing Agent for the Company?*

Select
Yes or No
to this

s renewal or amendmentLSC: Question
No

Is Engineering Office:
v

is renewal or amendment ENG:
Yes

The information for the office will be displayed. If everything is correct, select
“Submit Request to Responsible Individual” and then select “OK”.

A riquest will b et 10 Ihe igentified individuai to confirm that they sccepl this responsibility,

4

- =
Cange: K
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e If you need to add an office location, select “Add Branch Office”, and enter the
Branch Office Phone Number, Branch Office Address, and Managing Agent.

§ Offices Offering Engineering Services \‘

for projects in Alabama. There should only be 1 managing agent for the company. If there are other offices, they must be
(®) Add Branch Oice

ible individual Principal Managing Agant

Yes &0 Confirming Designation

922 Travis St, Monigomery  ROY SMITH {Professional Enginser FE17321) Mo =g Confirming Designation

-
=

e NOTE for “Confirming Designation” Step: The Alabama licensed engineer or
land surveyor should log into their PE or PLS account. Then select “Task” in the
upper right corner. Next click on “Confirm Designation as Responsible Charge”
and answer the questions. For the “Commute from Address”, enter the home
address or alternate housing address that is no more than 75 miles from the office
address (include street address, city, state, and zip). Now select “Next” and the
PE or PLS should type their name for the “Signature” and then select “| Agree”.

¢ Once the information under all sections have been completed and the Responsible
Individuals have responded to the “Confirming Designation” step, all sections will
turn green, and it will show the requirements have been met. Select “Submit” to
continue to the payment portion.

Engineering Company Renewal or Beinstaterment

- - L A .-\-'\- !

H 2 Complete Afidasi ™ & = =
e

alidi by i B o Bl - et i B e el o gl e e s Dnmfiimin b
i b e — L
L -1 i
& Offices Offering Engineering Services @
List all offices where engineering work is performed for projects in Alabama. There shouid only be 1 managing agent for the company. If there are other offices, they must be @
Add Branch Office

sted as branch responsible. (sho! ore)

Office Location Responsible Individual Principal Managing Agent
VA PE22193)

922 Travis St, Montgomery ~ ROY SMITH (Professional Engineer PE17321) No :9 Review Office Details

l 100 N Union St, Alexandria ~ DOUGLAS JONES (Professional Engineer Yes :e Review Office Details
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¢ Type your name for the signature and select “Proceed to Pay Fees”.

Engineering Company Renewal or Reinstatement: Complete Affidavit x

» Administrative Code Section 330-X-3-.02(5) states ing i or untrue ill be cause for
denial of application.

= The Code of Alabama 1975, Section 34-11-11 states that the Board may take disciplinary action against any licensee, engineer intern,
land surveyor, o firm for the practice of fraud or deceit in obtaining a certificate.

Certifying Statement:

« The firm listed as the applicant has identified all its offices and services offered for projects in the State of Alabama as identified in
the application.

Signature*:

Go Back and Add More Branch Offices m Proceed to Pay Fees

e Select “Pay Fees”

Engineering Company Renewal or Reinstatement: Submit and Pay Fees X

Member Name: Engineering RUs

Certificate of Authorization ECAS0739
D:

Certificate of Authorization  Title: Renewal Fee m

Renewal Fee™: Amount: § 200.00

Check Out

e What you are paying for, and the amount will be displayed. Select “Continue”

Check Out e

femis) To Be Purchased

e Complete the customer information for the credit/debit card. Remember to enter
the address that matches the billing address for the credit/debit card to
prevent an error message. Select “Next”.

Alabama Board of Professional
Custamas tnbormation
Engineers & Land Surveyors

[0 } O o= } O =} Qi ; o

Y

Transaction Detail i
Total Fee Paid Through Alabama.gov  5200.00

£ Desription  Unitrie Quanity Amount
i Need Help?
Payment
— - I [ =——————
1]
Credit/Debit Card
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e Enter your credit card information and Select Next.
Payment Information

Credit Card Number " i@

T -
e

o,

Ct 2 Month - Select 3 Year v

Security Code * §)

&

™~
[

e Next, click in the box next to “I'm not a robot” and then select “Submit Payment”.
Verification

I'm not a robot

Cantel Submit Payment

e You will see a screen that says, “Please Wait”. The payment will not process
correctly if you close the tab/window or hit the browser’s back button.

Please wait

Your payment is being processed

Please do not close your tab or window, and please do not use your browser's Back button

e Once the payment has processed, select “Continue”.

Payment Confirmation

Thank you Tor your payment! Yo will receive an
Detais of this and all pravious transactions ane g

B
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¢ You will get an email stating your application has been submitted.

From: info@bels.alabama.gov 08/21/2021 05:25PM
To: engineeringrus@test.com
Subject:  BELS: Engineering Company Renewal or Reinstatement Submitted

Dear Engineering R Us,

Thank you for submitting your Engineering Company Renewal or Reinstatement. You will receive a follow up email with the status of your application.
Thank you,

Alabama Board of Licensure for Professional Engineers and Land Surveyors

https://bels.alabama.gov

PLEASE DO NOT REPLY TO THIS MESSAGE

All replies are automatically deleted. For questions regarding this message, refer to the contact information listed or go to our website under Staff to contact the appropriate individual.

Confidential Notice: This email, including may include and/or proprietary i and my be used only by the person or entity to which it is addressed. If the reader of this email is not
the intended recipient or his or her authorized agent, the reader is hereby notified that any dissemination, distribution or copying of this email is prohibited. If you have received this email in error, please notify the
sender by replying to this message and delete this email immediately.

¢ You will get an email receipt for the application fee. At any time, you can log back
into your account and get this email under the “Communications” section.

Dear Engineering R Us,

Thank you for your payment. Please review ihe details and print this receipt for your records. You can log in at any time in your BELS account and reprint this receipt under My Account then under
Communications.

Purchase Details
Transaction ID: 68782788
Transaction Date: 09/26/2023

Renewal Fee: §200.00

Thank you,

Alabama Board of Licensure for Professional Engineers and Land Surveyors
hitps://bels.alabama. gov

PLEASE DO NOT REPLY TO THIS MESSAGE

All replies are automatically deleted. For questions regarding this message, refer to the contact information listed or go to our website under Staff to contact the appropriate individual.

Confidential Notice: This email, including attachments, may include confidential and/or proprietary information, and my be used only by the person or entity to which it is addressed. If the reader of this email is not
the intended recipient or his or her authorized agent, the reader is hereby nofified that any dissemination, distribution or copying of this email is prohibited. If you have received this email in error, please notify the
sender by replying to this message and defete this email immediately.

¢ Once your application has been reviewed, you will get an approval email, and you
can log into your account to print the certificate.

e —

Congratulations! Your Engineering Company Certificate of Authorization has been approved. You can print a copy of your Certificate under your My Account at anytime. Flease note that it authorizes your firm to
use the name listed on the Certificate of Authorization and to begin providing or offering services in the State of Alabama.

Renewal notices are sent biennially.
You are required to file an amended application within 30 days of a change if -
« the managing agent or individuals in responsible charge as identified in the application for your firm change

+ abranch office is added or closed
« anyof the addresses listed in the application changes

Business entities located outside of Alabama must contact the Alabama Secretary of States office at (334) 242-5324 or www.sos alabama.gov to determine their requirements for your firm to qualify to transact
business in Alabama. Business entities located in the State of Alabama must contact the Alabama Secretary of State's office to determine their requirements.

Issue Date: 8/28/2023

Thank you,

Alabama Board of Licensure for Professional Engineers and Land Surveyoars
https #/bels alabama.gov/

PLEASE DO NOT REPLY TO THIS MESSAGE



Page 13 How to Renew Certificate of Authorization Engineering & Land Surveying

Print Certificate of Authorization

Login to the company account.

Select, “My Account” on the top right.

Click on the white arrow next to Engineering Company or Surveying Company.
Scroll down and click on “Download Company Certificate”

:= Tasks = My Account | [mp Logown

b

% u Engineering Company Activ
—")H Surveying Company Kestivie

Engineering Company Active

Credential Number
Original File Number
Disciplinary Action
Cycle Start Date
Cycle End Date

Last Renewal Date

Initial Issue Date

Principal Managing Agent -
PLS

i
===
Tt
Principal Managing Agent - PE e — " =]
—_—

Company Certificate Download p—
| a| Download Company Certificate



