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Department of the Treasury  
Internal Revenue Service 

Request for Taxpayer 
Identification Number and Certification

Give Form to the  
requester. Do not 
send to the IRS.
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Name (as shown on your income tax return)

Business name/disregarded entity name, if different from above

Check appropriate box for federal tax 

classification (required): Individual/sole proprietor  C Corporation S Corporation Partnership Trust/estate

Limited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=partnership) ▶  

Other (see instructions) ▶ 

Exempt payee

Address (number, street, and apt. or suite no.)

City, state, and ZIP code

Requester’s name and address (optional)

List account number(s) here (optional)

Part I Taxpayer Identification Number (TIN)
Enter your TIN in the appropriate box. The TIN provided must match the name given on the “Name” line 
to avoid backup withholding. For individuals, this is your social security number (SSN). However, for a 
resident alien, sole proprietor, or disregarded entity, see the Part I instructions on page 3. For other 
entities, it is your employer identification number (EIN). If you do not have a number, see How to get a 
TIN on page 3.

Note. If the account is in more than one name, see the chart on page 4 for guidelines on whose 
number to enter.

Social security number

– –

–

Employer identification number 

Part II Certification
Under penalties of perjury, I certify that:

1.  The number shown on this form is my correct taxpayer identification number (or I am waiting for a number to be issued to me), and

2.  I am not subject to backup withholding because: (a) I am exempt from backup withholding, or (b) I have not been notified by the Internal Revenue 
Service (IRS) that I am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that I am 
no longer subject to backup withholding, and

3.  I am a U.S. citizen or other U.S. person (defined below).

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withholding 
because you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage 
interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IRA), and 
generally, payments other than interest and dividends, you are not required to sign the certification, but you must provide your correct TIN. See the 
instructions on page 4.

Sign 
Here

Signature of 
U.S. person ▶ Date ▶

General Instructions
Section references are to the Internal Revenue Code unless otherwise 
noted.

Purpose of Form
A person who is required to file an information return with the IRS must 
obtain your correct taxpayer identification number (TIN) to report, for 
example, income paid to you, real estate transactions, mortgage interest 
you paid, acquisition or abandonment of secured property, cancellation 
of debt, or contributions you made to an IRA.

Use Form W-9 only if you are a U.S. person (including a resident 
alien), to provide your correct TIN to the person requesting it (the 
requester) and, when applicable, to:

1. Certify that the TIN you are giving is correct (or you are waiting for a 
number to be issued),

2. Certify that you are not subject to backup withholding, or

3. Claim exemption from backup withholding if you are a U.S. exempt 
payee. If applicable, you are also certifying that as a U.S. person, your 
allocable share of any partnership income from a U.S. trade or business 
is not subject to the withholding tax on foreign partners’ share of 
effectively connected income.

Note. If a requester gives you a form other than Form W-9 to request 
your TIN, you must use the requester’s form if it is substantially similar 
to this Form W-9.

Definition of a U.S. person. For federal tax purposes, you are 
considered a U.S. person if you are:

• An individual who is a U.S. citizen or U.S. resident alien,

• A partnership, corporation, company, or association created or 
organized in the United States or under the laws of the United States,

• An estate (other than a foreign estate), or

• A domestic trust (as defined in Regulations section 301.7701-7).

Special rules for partnerships. Partnerships that conduct a trade or 
business in the United States are generally required to pay a withholding 
tax on any foreign partners’ share of income from such business. 
Further, in certain cases where a Form W-9 has not been received, a 
partnership is required to presume that a partner is a foreign person, 
and pay the withholding tax. Therefore, if you are a U.S. person that is a 
partner in a partnership conducting a trade or business in the United 
States, provide Form W-9 to the partnership to establish your U.S. 
status and avoid withholding on your share of partnership income.
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The person who gives Form W-9 to the partnership for purposes of 
establishing its U.S. status and avoiding withholding on its allocable 
share of net income from the partnership conducting a trade or business 
in the United States is in the following cases:

• The U.S. owner of a disregarded entity and not the entity,

• The U.S. grantor or other owner of a grantor trust and not the trust, 
and

• The U.S. trust (other than a grantor trust) and not the beneficiaries of 
the trust.

Foreign person. If you are a foreign person, do not use Form W-9. 
Instead, use the appropriate Form W-8 (see Publication 515, 
Withholding of Tax on Nonresident Aliens and Foreign Entities).

Nonresident alien who becomes a resident alien. Generally, only a 
nonresident alien individual may use the terms of a tax treaty to reduce 
or eliminate U.S. tax on certain types of income. However, most tax 
treaties contain a provision known as a “saving clause.” Exceptions 
specified in the saving clause may permit an exemption from tax to 
continue for certain types of income even after the payee has otherwise 
become a U.S. resident alien for tax purposes.

If you are a U.S. resident alien who is relying on an exception 
contained in the saving clause of a tax treaty to claim an exemption 
from U.S. tax on certain types of income, you must attach a statement 
to Form W-9 that specifies the following five items:

1. The treaty country. Generally, this must be the same treaty under 
which you claimed exemption from tax as a nonresident alien.

2. The treaty article addressing the income.

3. The article number (or location) in the tax treaty that contains the 
saving clause and its exceptions.

4. The type and amount of income that qualifies for the exemption 
from tax.

5. Sufficient facts to justify the exemption from tax under the terms of 
the treaty article.

Example. Article 20 of the U.S.-China income tax treaty allows an 
exemption from tax for scholarship income received by a Chinese 
student temporarily present in the United States. Under U.S. law, this 
student will become a resident alien for tax purposes if his or her stay in 
the United States exceeds 5 calendar years. However, paragraph 2 of 
the first Protocol to the U.S.-China treaty (dated April 30, 1984) allows 
the provisions of Article 20 to continue to apply even after the Chinese 
student becomes a resident alien of the United States. A Chinese 
student who qualifies for this exception (under paragraph 2 of the first 
protocol) and is relying on this exception to claim an exemption from tax 
on his or her scholarship or fellowship income would attach to Form 
W-9 a statement that includes the information described above to 
support that exemption.

If you are a nonresident alien or a foreign entity not subject to backup 
withholding, give the requester the appropriate completed Form W-8.

What is backup withholding? Persons making certain payments to you 
must under certain conditions withhold and pay to the IRS a percentage 
of such payments. This is called “backup withholding.”  Payments that 
may be subject to backup withholding include interest, tax-exempt 
interest, dividends, broker and barter exchange transactions, rents, 
royalties, nonemployee pay, and certain payments from fishing boat 
operators. Real estate transactions are not subject to backup 
withholding.

You will not be subject to backup withholding on payments you 
receive if you give the requester your correct TIN, make the proper 
certifications, and report all your taxable interest and dividends on your 
tax return.

Payments you receive will be subject to backup  
withholding if:

1. You do not furnish your TIN to the requester,

2. You do not certify your TIN when required (see the Part II 
instructions on page 3 for details),

3. The IRS tells the requester that you furnished an incorrect TIN,

4. The IRS tells you that you are subject to backup withholding 
because you did not report all your interest and dividends on your tax 
return (for reportable interest and dividends only), or

5. You do not certify to the requester that you are not subject to 
backup withholding under 4 above (for reportable interest and dividend 
accounts opened after 1983 only).

Certain payees and payments are exempt from backup withholding. 
See the instructions below and the separate Instructions for the 
Requester of Form W-9.

Also see Special rules for partnerships on page 1.

Updating Your Information
You must provide updated information to any person to whom you 
claimed to be an exempt payee if you are no longer an exempt payee 
and anticipate receiving reportable payments in the future from this 
person. For example, you may need to provide updated information if 
you are a C corporation that elects to be an S corporation, or if you no 
longer are tax exempt. In addition, you must furnish a new Form W-9 if 
the name or TIN changes for the account, for example, if the grantor of a 
grantor trust dies.

Penalties
Failure to furnish TIN. If you fail to furnish your correct TIN to a 
requester, you are subject to a penalty of $50 for each such failure 
unless your failure is due to reasonable cause and not to willful neglect.

Civil penalty for false information with respect to withholding. If you 
make a false statement with no reasonable basis that results in no 
backup withholding, you are subject to a $500 penalty.

Criminal penalty for falsifying information. Willfully falsifying 
certifications or affirmations may subject you to criminal penalties 
including fines and/or imprisonment.

Misuse of TINs. If the requester discloses or uses TINs in violation of 
federal law, the requester may be subject to civil and criminal penalties.

Specific Instructions
Name
If you are an individual, you must generally enter the name shown on 
your income tax return. However, if you have changed your last name, 
for instance, due to marriage without informing the Social Security 
Administration of the name change, enter your first name, the last name 
shown on your social security card, and your new last name.

If the account is in joint names, list first, and then circle, the name of 
the person or entity whose number you entered in Part I of the form.

Sole proprietor. Enter your individual name as shown on your income 
tax return on the “Name” line. You may enter your business, trade, or 
“doing business as (DBA)” name on the “Business name/disregarded 
entity name” line.

Partnership, C Corporation, or S Corporation. Enter the entity's name 
on the “Name” line and any business, trade, or “doing business as 
(DBA) name” on the “Business name/disregarded entity name” line.

Disregarded entity. Enter the owner's name on the “Name” line. The 
name of the entity entered on the “Name” line should never be a 
disregarded entity. The name on the “Name” line must be the name 
shown on the income tax return on which the income will be reported. 
For example, if a foreign LLC that is treated as a disregarded entity for 
U.S. federal tax purposes has a domestic owner, the domestic owner's 
name is required to be provided on the “Name” line. If the direct owner 
of the entity is also a disregarded entity, enter the first owner that is not 
disregarded for federal tax purposes. Enter the disregarded entity's 
name on the “Business name/disregarded entity name” line. If the owner 
of the disregarded entity is a foreign person, you must complete an 
appropriate Form W-8. 

Note. Check the appropriate box for the federal tax classification of the 
person whose name is entered on the “Name” line (Individual/sole 
proprietor, Partnership, C Corporation, S Corporation, Trust/estate).

Limited Liability Company (LLC). If the person identified on the 
“Name” line is an LLC, check the “Limited liability company” box only 
and enter the appropriate code for the tax classification in the space 
provided. If you are an LLC that is treated as a partnership for federal 
tax purposes, enter “P” for partnership. If you are an LLC that has filed a 
Form 8832 or a Form 2553 to be taxed as a corporation, enter “C” for   
C corporation or “S” for S corporation. If you are an LLC that is 
disregarded as an entity separate from its owner under Regulation 
section 301.7701-3 (except for employment and excise tax), do not 
check the LLC box unless the owner of the LLC (required to be 
identified on the “Name” line) is another LLC that is not disregarded for 
federal tax purposes. If the LLC is disregarded as an entity separate 
from its owner, enter the appropriate tax classification of the owner 
identified on the “Name” line.
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Other entities. Enter your business name as shown on required federal 
tax documents on the “Name” line. This name should match the name 
shown on the charter or other legal document creating the entity. You 
may enter any business, trade, or DBA name on the “Business name/
disregarded entity name” line.

Exempt Payee 
If you are exempt from backup withholding, enter your name as 
described above and check the appropriate box for your status, then 
check the “Exempt payee” box in the line following the “Business name/
disregarded entity name,” sign and date the form.

Generally, individuals (including sole proprietors) are not exempt from 
backup withholding. Corporations are exempt from backup withholding 
for certain payments, such as interest and dividends.

Note. If you are exempt from backup withholding, you should still 
complete this form to avoid possible erroneous backup withholding.

The following payees are exempt from backup withholding:

1. An organization exempt from tax under section 501(a), any IRA, or a 
custodial account under section 403(b)(7) if the account satisfies the 
requirements of section 401(f)(2),

2. The United States or any of its agencies or instrumentalities,

3. A state, the District of Columbia, a possession of the United States, 
or any of their political subdivisions or instrumentalities,

4. A foreign government or any of its political subdivisions, agencies, 
or instrumentalities, or

5. An international organization or any of its agencies or 
instrumentalities.

Other payees that may be exempt from backup withholding include:

6. A corporation,

7. A foreign central bank of issue,

8. A dealer in securities or commodities required to register in the 
United States, the District of Columbia, or a possession of the United 
States,

9. A futures commission merchant registered with the Commodity 
Futures Trading Commission,

10. A real estate investment trust,

11. An entity registered at all times during the tax year under the 
Investment Company Act of 1940,

12. A common trust fund operated by a bank under section 584(a),

13. A financial institution,

14. A middleman known in the investment community as a nominee or 
custodian, or

15. A trust exempt from tax under section 664 or described in section 
4947.

The following chart shows types of payments that may be exempt 
from backup withholding. The chart applies to the exempt payees listed 
above, 1 through 15.

IF the payment is for . . . THEN the payment is exempt 
for . . .

Interest and dividend payments All exempt payees except 
for 9

Broker transactions Exempt payees 1 through 5 and 7 
through 13. Also, C corporations.

Barter exchange transactions and 
patronage dividends

Exempt payees 1 through 5

Payments over $600 required to be 
reported and direct sales over 
$5,000 1

Generally, exempt payees 
1 through 7 2

1 See Form 1099-MISC, Miscellaneous Income, and its instructions.
2 However, the following payments made to a corporation and reportable on Form 

1099-MISC are not exempt from backup withholding: medical and health care 
payments, attorneys' fees, gross proceeds paid to an attorney, and payments for 
services paid by a federal executive agency.

Part I. Taxpayer Identification Number (TIN)
Enter your TIN in the appropriate box. If you are a resident alien and 
you do not have and are not eligible to get an SSN, your TIN is your IRS 
individual taxpayer identification number (ITIN). Enter it in the social 
security number box. If you do not have an ITIN, see How to get a TIN 
below.

If you are a sole proprietor and you have an EIN, you may enter either 
your SSN or EIN. However, the IRS prefers that you use your SSN.

If you are a single-member LLC that is disregarded as an entity 
separate from its owner (see Limited Liability Company (LLC) on page 2), 
enter the owner’s SSN (or EIN, if the owner has one). Do not enter the 
disregarded entity’s EIN. If the LLC is classified as a corporation or 
partnership, enter the entity’s EIN.

Note. See the chart on page 4 for further clarification of name and TIN 
combinations.

How to get a TIN. If you do not have a TIN, apply for one immediately. 
To apply for an SSN, get Form SS-5, Application for a Social Security 
Card, from your local Social Security Administration office or get this 
form online at www.ssa.gov. You may also get this form by calling 
1-800-772-1213. Use Form W-7, Application for IRS Individual Taxpayer 
Identification Number, to apply for an ITIN, or Form SS-4, Application for 
Employer Identification Number, to apply for an EIN. You can apply for 
an EIN online by accessing the IRS website at www.irs.gov/businesses 
and clicking on Employer Identification Number (EIN) under Starting a 
Business. You can get Forms W-7 and SS-4 from the IRS by visiting 
IRS.gov or by calling 1-800-TAX-FORM (1-800-829-3676).

If you are asked to complete Form W-9 but do not have a TIN, write 
“Applied For” in the space for the TIN, sign and date the form, and give 
it to the requester. For interest and dividend payments, and certain 
payments made with respect to readily tradable instruments, generally 
you will have 60 days to get a TIN and give it to the requester before you 
are subject to backup withholding on payments. The 60-day rule does 
not apply to other types of payments. You will be subject to backup 
withholding on all such payments until you provide your TIN to the 
requester.

Note. Entering “Applied For” means that you have already applied for a 
TIN or that you intend to apply for one soon.

Caution: A disregarded domestic entity that has a foreign owner must 
use the appropriate Form W-8.

Part II. Certification
To establish to the withholding agent that you are a U.S. person, or 
resident alien, sign Form W-9. You may be requested to sign by the 
withholding agent even if item 1, below, and items 4 and 5 on page 4 
indicate otherwise.

For a joint account, only the person whose TIN is shown in Part I 
should sign (when required).  In the case of a disregarded entity, the 
person identified on the “Name” line must sign. Exempt payees, see 
Exempt Payee on page 3.

Signature requirements. Complete the certification as indicated in 
items 1 through 3, below, and items 4 and 5 on page 4.

1. Interest, dividend, and barter exchange accounts opened 
before 1984 and broker accounts considered active during 1983. 
You must give your correct TIN, but you do not have to sign the 
certification.

2. Interest, dividend, broker, and barter exchange accounts 
opened after 1983 and broker accounts considered inactive during 
1983. You must sign the certification or backup withholding will apply. If 
you are subject to backup withholding and you are merely providing 
your correct TIN to the requester, you must cross out item 2 in the 
certification before signing the form.

3. Real estate transactions. You must sign the certification. You may 
cross out item 2 of the certification.
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4. Other payments. You must give your correct TIN, but you do not 
have to sign the certification unless you have been notified that you 
have previously given an incorrect TIN. “Other payments” include 
payments made in the course of the requester’s trade or business for 
rents, royalties, goods (other than bills for merchandise), medical and 
health care services (including payments to corporations), payments to 
a nonemployee for services, payments to certain fishing boat crew 
members and fishermen, and gross proceeds paid to attorneys 
(including payments to corporations).

5. Mortgage interest paid by you, acquisition or abandonment of 
secured property, cancellation of debt, qualified tuition program 
payments (under section 529), IRA, Coverdell ESA, Archer MSA or 
HSA contributions or distributions, and pension distributions. You 
must give your correct TIN, but you do not have to sign the certification.

What Name and Number To Give the Requester
For this type of account: Give name and SSN of:

1. Individual The individual
2. Two or more individuals (joint             

account)
The actual owner of the account or, 
if combined funds, the first 
individual on the account 1

3. Custodian account of a minor 
 (Uniform Gift to Minors Act)

The minor 2

4. a. The usual revocable savings 
trust (grantor is also trustee) 
b. So-called trust account that is 
not a legal or valid trust under 
state law

The grantor-trustee 1

The actual owner 1

5. Sole proprietorship or disregarded 
entity owned by an individual

The owner 3

6. Grantor trust filing under Optional 
Form 1099 Filing Method 1 (see 
Regulation section 1.671-4(b)(2)(i)(A))

The grantor*

For this type of account: Give name and EIN of:

7. Disregarded entity not owned by an 
individual

The owner

8. A valid trust, estate, or pension trust Legal entity 4

9. Corporation or LLC electing 
corporate status on Form 8832 or 
Form 2553

The corporation

10. Association, club, religious, 
charitable, educational, or other   
tax-exempt organization

The organization

11. Partnership or multi-member LLC The partnership
12. A broker or registered nominee The broker or nominee

13. Account with the Department of 
Agriculture in the name of a public 
entity (such as a state or local 
government, school district, or 
prison) that receives agricultural 
program payments

The public entity

14. Grantor trust filing under the Form 
1041 Filing Method or the Optional 
Form 1099 Filing Method 2 (see 
Regulation section 1.671-4(b)(2)(i)(B))

The trust

1
 List first and circle the name of the person whose number you furnish. If only one person on a 
joint account has an SSN, that person’s number must be furnished.

2
 Circle the minor’s name and furnish the minor’s SSN.

3
 You must show your individual name and you may also enter your business or “DBA”  name on 
the “Business name/disregarded entity” name line. You may use either your SSN or EIN (if you 
have one), but the IRS encourages you to use your SSN.

4
 List first and circle the name of the trust, estate, or pension trust. (Do not furnish the TIN of the 
personal representative or trustee unless the legal entity itself is not designated in the account 
title.) Also see  Special rules for partnerships on page 1.

*Note. Grantor also must provide a Form W-9 to trustee of trust.

Note. If no name is circled when more than one name is listed, the 
number will be considered to be that of the first name listed.

Secure Your Tax Records from Identity Theft
Identity theft occurs when someone uses your personal information 
such as your name, social security number (SSN), or other identifying 
information, without your permission, to commit fraud or other crimes. 
An identity thief may use your SSN to get a job or may file a tax return 
using your SSN to receive a refund.

To reduce your risk:

• Protect your SSN,

• Ensure your employer is protecting your SSN, and

• Be careful when choosing a tax preparer.

If your tax records are affected by identity theft and you receive a 
notice from the IRS, respond right away to the name and phone number 
printed on the IRS notice or letter.

If your tax records are not currently affected by identity theft but you 
think you are at risk due to a lost or stolen purse or wallet, questionable 
credit card activity or credit report, contact the IRS Identity Theft Hotline 
at 1-800-908-4490 or submit Form 14039.

For more information, see Publication 4535, Identity Theft Prevention 
and Victim Assistance.

Victims of identity theft who are experiencing economic harm or a 
system problem, or are seeking help in resolving tax problems that have 
not been resolved through normal channels, may be eligible for 
Taxpayer Advocate Service (TAS) assistance. You can reach TAS by 
calling the TAS toll-free case intake line at 1-877-777-4778 or TTY/TDD 
1-800-829-4059.

Protect yourself from suspicious emails or phishing schemes.  
Phishing is the creation and use of email and websites designed to 
mimic legitimate business emails and websites. The most common act 
is sending an email to a user falsely claiming to be an established 
legitimate enterprise in an attempt to scam the user into surrendering 
private information that will be used for identity theft.

The IRS does not initiate contacts with taxpayers via emails. Also, the 
IRS does not request personal detailed information through email or ask 
taxpayers for the PIN numbers, passwords, or similar secret access 
information for their credit card, bank, or other financial accounts.

If you receive an unsolicited email claiming to be from the IRS, 
forward this message to phishing@irs.gov. You may also report misuse 
of the IRS name, logo, or other IRS property to the Treasury Inspector 
General for Tax Administration at 1-800-366-4484. You can forward 
suspicious emails to the Federal Trade Commission at: spam@uce.gov 
or contact them at www.ftc.gov/idtheft or 1-877-IDTHEFT 
(1-877-438-4338).

Visit IRS.gov to learn more about identity theft and how to reduce 
your risk.

Privacy Act Notice
Section 6109 of the Internal Revenue Code requires you to provide your correct TIN to persons (including federal agencies) who are required to file information returns with 
the IRS to report interest, dividends, or certain other income paid to you; mortgage interest you paid; the acquisition or abandonment of secured property; the cancellation 
of debt; or contributions you made to an IRA, Archer MSA, or HSA. The person collecting this form uses the information on the form to file information returns with the IRS, 
reporting the above information. Routine uses of this information include giving it to the Department of Justice for civil and criminal litigation and to cities, states, the District 
of Columbia, and U.S. possessions for use in administering their laws. The information also may be disclosed to other countries under a treaty, to federal and state agencies 
to enforce civil and criminal laws, or to federal law enforcement and intelligence agencies to combat terrorism. You must provide your TIN whether or not you are required to 
file a tax return. Under section 3406, payers must generally withhold a percentage of taxable interest, dividend, and certain other payments to a payee who does not give a 
TIN to the payer. Certain penalties may also apply for providing false or fraudulent information.
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Instructions:

1

2

3

4

This spreadsheet provides offerors the opportunity to describe how the attributes and 
capabilities of their proposed solution align with the Enterprise eLicensing System 
functional and technical requirements.

Each requirement has four functionality columns labeled Base Functionality, 
Configuration, Custom Development, and Not Supported.  Offerors must  indicate the 
level of functionality supported by adding an "X" mark in the appropriate column for 
each requirement.  The functionality levels are defined in detail in Attachment Three.

Each requirement has three configuration/customization complexity columns labeled 
High, Medium, and Low. Offerors must indicate the level of complexity by adding an 
"X" mark in the appropriate column for each requirement. The complexity levels are 
defined in detail in Attachment Three.

The response/description area immediately below each requirement allows the entry 
of textual information.  Offerors must use this space to describe in detail how their 
proposed solution conforms with the requirement.  Precise references to other 
portions of the submission may be used as necessary.  Simply repeating the 
requirement or stating agreement will not be considered a satisfactory response.

Offerors must submit the completed spreadsheet in Microsoft Excel 2003 or 2007 
format.  The response/description cells may be expanded to accommodate text 
responses.  However, other formatting changes such as removing or inserting rows 
or columns, renumbering requirements, hiding or protecting cells, altering colors or 
fonts, or modifying headings are not permitted and may be grounds to dismiss a 
proposal.



Supplement 2 System Requirements Specifications

Requirement Description Base Config Custom Not
Supported High Medium Low

1 System Functions
1.1 Management of Licenses
1.1.1 The system must automatically update a license status as defined by business rules.

1.1.2 For a group of shopping cart transactions initiated by a licensee, the system must process each 
transaction independently such that the processing of one transaction does not affect the processing of 
transactions for a separate board, and such that each transaction is represented to board employees as 
if it occurred independently.

1.1.3 The system must automatically issue a license once a license application, renewal or miscellaneous 
application is approved as defined by business rules.

1.1.4 The system must allow multiple experience records to be added to an application.

1.1.5 The system must allow an authorized user to create an entity record in order to track an individual or 
business who may not be licensed (e.g., to receive a payment from them).

1.1.6 The system must allow an authorized user to view and recommend approval or disapproval of 
experience.

1.1.7 The system must allow an authorized user to maintain experience information associated with a license 
application.

1.1.8 The system must allow an authorized user to add, modify or delete user‐defined flags on an 
application, entity or licensee record.

Functionality Delivered Through 
(indicate with 'X')

Configuration / 
Customization Complexity 

(indicate with 'X')
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Requirement Description Base Config Custom Not
Supported High Medium Low

Functionality Delivered Through 
(indicate with 'X')

Configuration / 
Customization Complexity 

(indicate with 'X')

1.1.8 a.
• the date of change;

• the change (add, modify, or delete);

• the user initiating the action.

1.1.9 The system must allow an authorized user to place multiple 'flags' on a license.

1.1.10 The system must allow an authorized user to assign, modify or remove one or more 'flag' statuses for 
an application or license record.

1.1.11
• maintain a comment field for each flag status;

• enter a begin date for each flag status;

• enter an end date for each flag status.

1.1.12 The system must maintain current and historical records for all past and present licensees, including 
record of all license applications, renewals, and updates by date and license type.

1.1.13 The system must display an ongoing history of changes of address and name, reason for the change 
and date of the change on the licensing screen as defined by business rules.

1.1.14 The system must allow an authorized user to capture, modify and track license application information 
for each license application entered.
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Requirement Description Base Config Custom Not
Supported High Medium Low

Functionality Delivered Through 
(indicate with 'X')

Configuration / 
Customization Complexity 

(indicate with 'X')

1.1.15 The system must allow an authorized user to maintain evaluation information about each reviewed 
application.

1.1.16 When entering an application, the system must allow an authorized user to create a new entity record.

1.1.17 The system must allow an authorized user to associate or terminate a license to an entity as defined by 
business rules.

1.1.18 When entering a new entity, the system must allow an authorized user to choose whether an existing 
entity record is a duplicate or to add it as new

1.1.19 The system must allow an authorized user to update the status of a license at any point in the license 
period.

1.1.20 The system must allow an authorized user to display an entity's history profile, licensing profile, and 
payment fee history for each type of license

1.1.21 The system must prompt the user to verify all associated addresses when the Licensee changes an 
address associated with their license.

1.1.22 The system must maintain license types for individual licensees, applicants, and entities.

1.1.23 The system must identify incomplete, un‐submitted applications that have had no activity for a 
predetermined period of time and notify the applicant that the application will be closed if not 
completed within a specified period.
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Requirement Description Base Config Custom Not
Supported High Medium Low

Functionality Delivered Through 
(indicate with 'X')

Configuration / 
Customization Complexity 

(indicate with 'X')

1.1.24 The system must allow an authorized user to search, sort, filter, and view licenses by board.

1.1.25 The system must allow an authorized user to modify an existing license type for a licensee.

1.1.26 The system must determine the application‐filing address based on the type of license requested, 
licensing board, and the Ohio County where the business resides or must reside.

1.2 Administration of Licensing Functions
1.2.1 The system must allow a board‐level administrator to define routines to automatically process a group 

of records and then execute them non‐interactively.

1.2.2 The system must maintain specific questions and responses for each license type for each licensing 
cycle indefinitely as historical data. This includes when questions are added, deleted or modified.

1.2.3 The system must allow an authorized user to customize application checklists by license type.

1.2.4 The system must allow an authorized user to maintain authority information about each license type 
including, but not limited to: statutory authority, regulatory authority, federal authority and category 
of business regulated by the license.

1.2.5 The system must allow an authorized user to merge duplicate entity records by board as defined by 
business rules.

1.2.6 The system must  allow an authorized user to add, edit and deactivate entities and their related 
licenses.
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Requirement Description Base Config Custom Not
Supported High Medium Low

Functionality Delivered Through 
(indicate with 'X')

Configuration / 
Customization Complexity 

(indicate with 'X')

1.2.7 When entering a new entity the system must perform a search for an existing record using a unique 
identifier for the entity such as a social security number, name or other identifier as defined by the 
board, in order to prevent duplicate entry of entity records.

1.2.8 The system must allow a board‐level administrator to establish relationships between license types and 
enforce rules that determine the sequence that licenses can be applied for

1.2.9 The system must verify eligibility for renewal as defined by business rules (e.g., flags, alerts, statuses, 
enforcement rules, etc.).

1.2.10 Each license created must have a unique identifier, which may be system‐generated or user assigned as 
defined by business rules.

1.2.11 The system must provide at least 500 configurable fields on each entity and each license type per 
board.

1.2.12 The system must allow a board‐level administrator to maintain fee and requirements information 
about each license type including, but not limited to: description of fees (fee type, fee amount, 
returnable), fee payment options, additional required documentation, supplemental permits, special 
requirements, additional information and comments.

1.2.13 The system must allow a board‐level administrator to synchronize the renewal dates of related license 
types (e.g., RN + prescribing authority) held by an individual as defined by business rules.

1.2.14 The system must have the ability to display more than one DBA (Doing Business As) for an entity 
license.
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Requirement Description Base Config Custom Not
Supported High Medium Low

Functionality Delivered Through 
(indicate with 'X')

Configuration / 
Customization Complexity 

(indicate with 'X')

1.3 Management of License Renewals
1.3.1 The system must maintain specific questions and responses for each licensee for each licensing cycle 

indefinitely as historical data.

1.3.2 The system must allow a board‐level administrator to define license renewal rules for each license type 
including: time period that the license is valid for; time period prior to expiration date to trigger 
renewal rules for each license type including: time period that the license is valid for; time period prior 
to expiration date to trigger renewal notifications; time period that the application is available to 
applicant; renewal limits; and late fees (a license renewal may be considered late even before the 
license expiration date). (For some license types ‐ such as Limited Licenses ‐ there is a limit on how 
many times the license can be renewed.)

1.3.3 The system must allow an authorized user to generate additional renewal notices at user‐defined time 
periods if a license has not been renewed within a specified time period as defined by business rules.

1.3.4 The system must allow an authorized user to generate a delinquent notice if a license has not been 
renewed within the user‐defined time period as defined by business rules.

1.3.5 The system must automatically or when requested by an authorized user generate a renewal notice for 
each license according to the user‐defined renewal and business rules.

1.3.6 The system must automatically set the expiration or renewal date of a new or renewed license as 
defined by business rules for that license type.
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Requirement Description Base Config Custom Not
Supported High Medium Low

Functionality Delivered Through 
(indicate with 'X')

Configuration / 
Customization Complexity 

(indicate with 'X')

1.3.7 The system must allow an authorized user to override and extend expiration and renewal dates of a 
license or group of licenses in case of extenuating circumstances.

1.3.8 The system must inactivate licenses or registrations and generate appropriate notifications for licenses 
that are beyond a user‐specified time period after expiration as defined by business rules.

1.4 Pre‐disciplinary Enforcement Actions
1.4.1 The system must link cases with other associated cases or subcases by licensee, address, entity or 

company.

1.4.2 The system must allow an authorized user to maintain workflows specific to cases.

1.4.3 The system must automatically route hearing results to the relevant unit as defined by business rules.

1.4.4 Each case must have a unique identifier, which may be system generated or user assigned as defined 
by business rules with a distinct sequence per board.

1.4.5 The system must allow an authorized user to escalate a complaint for further investigation or 
disciplinary action. The system should have all the departments and associated people hierarchy 
defined.

1.4.6 The system must allow an authorized user to request an investigation, maintain investigation activities 
and results for each investigation, and maintain multiple notes or reports for an investigation.
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Requirement Description Base Config Custom Not
Supported High Medium Low

Functionality Delivered Through 
(indicate with 'X')

Configuration / 
Customization Complexity 

(indicate with 'X')

1.4.7 The system must associate each enforcement activity to an entity or license record.

1.4.8 The system must route a complaint to the relevant user or queue as defined by business rules.

1.4.9 The system must allow an authorized user to create and track subpoenas.

1.4.10 The system must allow an authorized user to maintain pre‐hearing and post‐hearing actions such as 
interviews, settlement conferences and adjournment requests.

1.4.11 The system must allow an authorized user to group or associate related complaints, such as associating 
complaints by complainant, address, or licensee.

1.4.12 The system must select entities for random inspection/investigation based on user‐selected criteria 
(such as license type, geographic area, date of last inspection/investigation).

1.4.13 The system must allow an authorized user to assign individuals as members of an investigation 
committee.

1.4.14 The system must automatically schedule inspections when they are due according to business rules.

1.4.15 The system must allow an authorized user to maintain hearing information for each session of the 
hearing including date, participants and results.

1.4.16 The system must prevent final inspection/investigation reports from being modified based on user‐
defined business rules.
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Requirement Description Base Config Custom Not
Supported High Medium Low

Functionality Delivered Through 
(indicate with 'X')

Configuration / 
Customization Complexity 

(indicate with 'X')

1.4.17 The system must allow an authorized user to view previous inspection/investigation information for a 
selected applicant/customer.

1.4.18 The system must allow an authorized user to maintain daily time logs for investigations/inspections 
performed.

1.5 Post‐disciplinary Enforcement Actions
1.5.1 The system must determine if a disciplinary fine or other compliance action is overdue as defined by 

business rules.

1.5.2 The system must alert an authorized user when action is taken against a licensee who may supervise or 
collaborate with other licensees so that an authorized user may take appropriate action to notify 
affected licensees as defined by business rules (See Supplement Six ‐ Parent/Child eLicensing 
Relationships).

1.5.3 The system must allow an authorized user to close a case.

1.5.4 The system must automatically generate penalties based on user‐defined parameters when violations 
are found.

1.5.5 The system must allow an authorized user to provide the reason a case was closed. (For example, error, 
sustained, not founded based on evidence, withdrawn, dismissed).

1.5.6 The system must allow an authorized user to maintain corrective action plans and compliance statuses 
for each case.
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Requirement Description Base Config Custom Not
Supported High Medium Low

Functionality Delivered Through 
(indicate with 'X')

Configuration / 
Customization Complexity 

(indicate with 'X')

1.5.7 The system must allow an authorized user to maintain inspection/investigation results (including 
dispositions, violations, correction plans and status of compliance) for each inspection/investigation.

1.5.8 The system must allow an authorized user to track post‐inspection/investigation activities.

1.5.9 The system must allow an authorized user to maintain violations, corrective actions, and disciplinary 
actions for a licensee or entity.

1.6 Administration of Enforcement Functions
1.6.1 The system must allow a board‐level user to define and configure data fields for different case types.

1.6.2 The system must maintain a complete history of enforcement activities.

1.6.3 The system must capture the dates associated with each compliance activity in order for an authorized 
user to search, display and request reports.

1.6.4 The system must restrict access to certain fields of case information based upon the access privileges of 
the authorized user viewing the case.

1.6.5 The system must allow an authorized user to review complaint history based on user‐specified criteria 
such as address or licensee.

1.7 Administration of Enforcement Workflows
1.7.1 The system must allow an authorized user to manage complaints, inspections, case investigations, 

hearings and disciplinary actions.
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Requirement Description Base Config Custom Not
Supported High Medium Low

Functionality Delivered Through 
(indicate with 'X')

Configuration / 
Customization Complexity 

(indicate with 'X')

1.7.2 The system must allow an authorized user to trigger an interactive workflow to process and approve 
inspection/investigation information as defined by business rules.

1.7.3 The system must track complaint history from the time the complaint is created to when the complaint 
is closed and display status and age at any point in time as defined by business rules, accessible only by 
authorized users.

1.7.4 The system must manage compliance data and create compliance process workflows for compliance 
activities as defined by business rules.

1.7.5 The system must notify the licensing board or entity of an overdue compliance action.

1.8 Management of Fees and Payments
1.8.1 The system must notify the licensee of an underpayment and prevent the associated application from 

completing as defined by business rules.

1.8.2 The system must alert an authorized user when a licensee has made a partial or incomplete payment 
or an over‐payment.

1.8.3 The system must route payments received to the appropriate boards's accounts based on transaction 
type.

1.8.4 The system must allow an authorized user to apply the refund amount to other monies owed by the 
licensee.

1.8.5 The system must associate a repayment with the original payment.
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Supported High Medium Low

Functionality Delivered Through 
(indicate with 'X')

Configuration / 
Customization Complexity 

(indicate with 'X')

1.8.6 The system must mark a payment as "bad" if the payment is returned or rejected (bounced checks, 
declined credit cards), showing a negative general ledger balance for non sufficient funds, and placing a 
flag on the license for insufficient funds.

1.8.7 The system must generate a unique fee receipt number for each payment instrument (check, money 
order, and credit card) received.

1.8.8 The system must associate the unique fee receipt number with each license and/or entity record that 
the payment applies to.

1.8.9 The system must allow an authorized user to view all fees and payments for an entity for a specified 
period of time when processing payments.

1.9 Administration of Fees
1.9.1 The system must allow a board‐level administrator to define and configure fees across license types, 

transaction types, enforcement actions, miscellaneous sales and other fee‐related transactions.

1.9.2 The system must calculate license fees based on the user‐defined fee schedule and user‐defined 
business rules for the license.

1.9.3 The system must generate an invoice for license fees according to business rules.

1.9.4 The system must allow a board‐level administrator to create defined payment types not directly tied to 
license application or renewal.
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Functionality Delivered Through 
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Customization Complexity 

(indicate with 'X')

1.9.5 The system must calculate late‐filing fees based on the user‐defined fee schedule for the license.

1.10 Transaction Processing
1.10.1 The system must generate a notification to the licensee regarding refund status.

1.10.2 The system must assign payments to satisfy fees across license types within a board as defined by 
business rules.

1.10.3 The system must capture and store fines related to discipline actions.

1.10.4 The system must allow an authorized user to apply a single payment to one or more separate 
applications from different individuals within a board as defined by business rules.

1.10.5 The system must allow an authorized user to capture, store, adjust, reverse, return and void fee and 
fine receipt records.

1.10.6 The system must allow an authorized user to un‐assign a payment that has been assigned to satisfy a 
fee and either reassign or refund the payment.

1.10.7 The system must automatically place a 'flag' on records associated with a 'bad' payment.

1.10.8 The system must automatically remove a 'flag' associated with a 'bad' payment, once the payment is 
satisfied.

1.10.9 The system must allow a licensee or member of the public to request a full or partial refund based on 
user‐defined business rules.
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(indicate with 'X')

1.10.10 The system must prevent duplicate payments.

1.10.11 The system must allow an authorized user to request a report on the status of payment requests. (e.g., 
open invoice, cleared payment).

1.10.12 The system must track bad check fees separately from the amount of the original fee or fine.

1.10.13 The system must allow an authorized user to refund an overpayment to a customer as defined by 
business rules.

1.10.14 The system must allow an authorized user to itemize fees by type and provide the total amount due.

1.10.15 The system must automatically generate and process an approved refund according to business rules.

1.10.16 The system must reflect the subtraction of  bad or insufficient check payments on reports used in 
financial management reporting.

1.10.17 The system must prevent the issuance of a refund if a 'flag' is on the license or the licensee.

1.10.18 The system must allow an authorized user to capture, store and maintain user‐defined payment 
information.

1.10.19 The system must allow an authorized user to reconcile and approve revenues prior to release for 
deposit and making the payment available to satisfy fees.
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Supported High Medium Low

Functionality Delivered Through 
(indicate with 'X')

Configuration / 
Customization Complexity 

(indicate with 'X')

1.11 Credit Card Processing
1.11.1 The system must prevent the submittal of an application for the applicant if the credit card payment 

processing is denied.

1.11.2 The system must allow an authorized user to request a report verifying and reporting credit card 
transaction type, i.e. MasterCard, Visa, Discover, American Express.

1.11.3 The system must comply with the Payment Card Industry (PCI) Data Security Standards.

1.11.4 The system must place authorized credit card fees in a 'delay capture' status, in accordance with 
business rules, until the licensing board processes the application. When the application is approved, 
the system must collect credit card fees that were previously placed in a 'delay capture' status.

1.11.5 The system must collect only the nonreturnable credit card fees when an application is rejected and 
fees were previously placed in a 'delay capture' status.

1.11.6 The system must match credit card payments to fees assessed.

1.12 Administration of Payment Functions
1.12.1 The system must transfer funds (fees collected) to OAKS revenue accounts based on user defined 

business rules.

1.12.2 The system must allow a board‐level administrator to define distinct fee formulas for each license type, 
such as whether an off‐cycle application is pro‐rated as defined by business rules.
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Functionality Delivered Through 
(indicate with 'X')
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(indicate with 'X')

1.12.3 The system must maintain a history of fee schedules.

1.13 Management of Educational Requirements
1.13.1 The system must generate renewal notices for approved education programs, allow for online renewal 

of approval status and generate correspondence.

1.13.2 The system must allow an authorized user to set‐up approved courses and link them to approved 
providers as defined by business rules.

1.13.3 Each education program must have a unique identifier, which may be system‐generated or user 
assigned.

1.13.4 The system must allow an authorized user to maintain an inventory of approved educational 
institutions, courses, course locations and instructors by discipline, course title, course code and 
location.

1.13.5 The system must allow an authorized user to track Licensure Qualifying Programs within each 
educational institution record.

1.13.6 The system must allow an authorized user to maintain program information including curriculum 
changes, title changes, and licensure designation changes.

1.13.7 The system must automatically mark an applicant's education requirement as satisfied if the applicant 
completed an approved Licensure Qualifying Program as defined by business rules.

1.13.8 The system must allow an authorized user to maintain information on comparative education 
evaluations.
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Configuration / 
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(indicate with 'X')

1.13.9 The system must allow storing education information and exam results from course providers and third 
party organizations to verify education status for each licensee or applicant. This includes APN National 
Certifying Organizations, School graduation / Completion Letters.

1.13.10 The system must maintain a history of all past and present instructors, schools and curriculum including 
when a school modifies its name.

1.13.11 The system must allow an authorized user to associate a license application to an educational 
institution.

1.13.12 The system must allow educational institutions to apply for Qualifying Program status (Ohio Licensure 
Qualifying Program or non‐licensure qualifying program) online.

1.13.13 The system must allow a licensee to display an inventory of approved schools appropriate to his or her 
profession.

1.14 Management of Continuing Educational Requirements
1.14.1 System must allow an authorized user to remove a CE exemption from a group of licensees non‐

interactively (i.e.: following the renewal date, all first time renewals no longer exempt from CE).

1.14.2 The system must allow an authorized user to view a summary of a licensee's continuing education 
history.

1.14.3 The system must determine if a licensee has met continuing education requirements and/or calculate 
the balance of hours remaining based upon business rules.
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1.14.4 The system must allow an authorized user to add, edit and deactivate continuing education 
requirements for each profession and license type as defined by business rules.

1.14.5 Each continuing education provider must have a unique identifier, which may be system‐generated or 
user assigned.

1.14.6 The system must allow an authorized user to maintain continuing education course information 
including education hours, subject matter and course completion date as defined by business rules.

1.14.7 The system must randomly select licensees for CE audit based on user‐specified data (such as 
percentage of population, date period, license type) or other complex business rules.

1.14.8 The system must allow an authorized user to manually select or deselect a licensee for CE audit.

1.14.9 The system must maintain a record of licensees that have been selected for CE audit.

1.14.10 The system must alert the user if a licensee is selected at random more than once for CE audit.

1.14.11 The system must display CE audit results with the license record.

1.14.12 The system must add a continuing education record for the licensee when a roster is uploaded 
electronically.

1.14.13 The system must allow an authorized user to store and track follow up actions taken in response to a 
failed CE audit.
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Configuration / 
Customization Complexity 

(indicate with 'X')

1.14.14 The system must allow an authorized user to adjust (or provide exemption) of continuing education 
requirements on an individual basis.

1.14.15 The system must allow an authorized user to conduct qualifying and continuing education audits of the 
education completed by a licensee.

1.14.16 The system must allow an authorized user to maintain approved continuing education providers as 
defined by business rules.

1.15 Public License Verification
1.15.1 The system must allow an employer to create an account, identify employees and upon board 

verification and approval, receive automated emails when employee is due for license renewal, license 
expiration, disciplinary action, etc.

1.15.2 The system must allow members of the public to retrieve subsets of publicly‐available information in a 
machine‐readable form, as each board individually defines "publicly available".

1.15.3 The system must allow a licensee to view the status of its employees' licenses as allowed as defined by 
business rules (See Supplement Six ‐ Parent/Child eLicensing Relationships).

1.15.4 The system must automatically provide confirmation of complaint receipt to the complainant.

1.15.5 The system must allow an external user to register for system access and as part of this registration, 
create their own User ID and password.

1.15.6 The system must allow an applicant or member of the public to access a list of requirements for the 
various licensure options as defined by business rules.
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1.15.7 The system must allow a member of the public to create an account in order to request and pay for 
non‐licensing items such as employer verifications and special requests as defined by business rules.

1.15.8 The system must allow customers to view the status of their complaints according to business rules 
(this would not reveal any non‐public information).

1.15.9 The system must allow an authorized user to  create a user survey.

1.15.10 The system must allow a licensee or member of the public to access a printer friendly version of License 
Verification information when located online.

1.15.11 The system must allow a member of the public to search and view a public record report concerning 
the status of both individual and entity licenses.

1.15.12 The system must allow a complainant to upload supporting documents and images to a complaint as 
defined by business rules.

1.15.13 The system must allow a licensee or member of the public to register for system access.

1.15.14 The system must allow a licensee or member of the public to search for a license by an alias.

1.15.15 The system must allow a member of the public to request a license lookup in multiple languages.

1.15.16 The system must prevent a licensee or member of the public from registering more than once with the 
same key identification information.
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1.15.17 The system must allow a licensee or member of the public to request profile information changes 
online as defined by business rules.

1.15.18 The system must allow a member of the public to create an account in order to monitor the public 
information (as defined by the board) available on one or more licensees.

1.15.19 The system must allow a member of the public to file a complaint, assigning each complaint a unique 
identifier as defined by business rules.

1.15.20 This system must allow an authorized user to block individuals, agencies and license types from public 
search and lookup as defined by business rules.

1.15.21 The system must allow a member of the public to lodge a complaint against a licensee that identifies a 
specific licensee or against an unlicensed entity as defined by business rules.

1.16 Management of Examinations
1.16.1 The system must allow an authorized user to define examination criteria such as fees and passing 

criteria, to schedule examination dates and to schedule licensees for examinations as defined by 
business rules.

1.16.2 The system must allow an authorized user to associate an exam with a license type including: exam 
eligibility requirements, and the pass criteria (passing grade or pass/fail), and (if specified) the time 
period in which all exams or sections must be passed).

1.16.3 The system must maintain a complete history of examination information (exam name, date of exam, 
score, expiration of exam results) for each exam taken by an individual.
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1.16.4 The system must allow an authorized user to maintain the date, time, location and proctor of exam.

1.16.5 The system must notify new applicants if they have passed or failed an exam via email or paper letter 
as defined by business rules.

1.16.6 The system must allow an authorized user to configure exam parameters. Exam parameters include: 
exam locations, proctors, seating capacity, passing criteria, expiration of exam results, exam parts 
and/or sub‐parts and other requirements as defined by business rules.

1.16.7 The system must allow an authorized user to maintain information about each exam provider 
including: name, contact information, exams provided, and exam schedules.

1.16.8 The system must allow an authorized user to maintain exams.    

1.16.9 The system must validate if an applicant has met all conditions to sit for an exam as defined by 
business rules.

1.16.10 The system must allow an authorized user to enter licensee exam scores and determine pass/fail status 
by comparing the scores to the minimum passing score for that exam.

1.16.11 The system must allow an authorized user to search, view and maintain exam results as defined by 
business rules.

1.17 Scheduling of Meetings
1.17.1 The system must allow an authorized user to schedule reoccurring meetings.
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1.17.2 The system must allow an authorized user to schedule, modify (or reschedule), or cancel meetings.

1.17.3 The system must allow an authorized user to invite multiple people to a meeting as defined by business 
rules (ex: inviting a user group or region).

1.17.4 The system must allow an authorized user to select from a list of available times and dates when 
scheduling meetings.

1.17.5 The system must allow an authorized user to assign a predefined type for each meeting (ex: 
inspection).

1.17.6 The system must allow an authorized user to manage agenda items for a meeting.

1.17.7 The system must allow an authorized user to perform a multilevel sort of scheduled meetings by, at a 
minimum, region, county, meeting responsibility, meeting type, proposed date.

1.17.8 The system must notify meeting attendees of meeting invitation or meeting updates according to 
business rules.

1.17.9 The system must allow an authorized user to view schedules for a group of people or location.

1.17.10 The system must allow an authorized user to view details of a scheduled meeting as defined by 
business rules.

1.17.11 The system must allow an authorized user to maintain scheduling notes related to each meeting.
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1.17.12 The system must allow an authorized user to schedule meeting dates based on the participants' 
availability.

1.18 Online Licensing Wizard
1.18.1 The system must allow an applicant to display a list of all license types by business area at any step 

during the license application wizard process.

1.18.2 The system must allow an applicant to bypass the license assistance wizard and directly select license(s) 
to apply for online.

1.18.3 The system must allow an applicant to use an online, publicly accessible license application wizard to 
assist the licensee in determining which license(s) to apply for.

1.18.4 The system must use applicant responses to wizard questions to guide the applicant to the license(s) 
required for their particular needs.

1.18.5 The system must display a list of next steps to guide the user in completing their application, renewal 
or miscellaneous transaction application during the online application process.

1.19 Online License Applications
1.19.1 The system must allow licensees to request special accommodations for examinations (such as special 

needs, foreign language, etc.).

1.19.2 The system must allow a licensee to request that access to one or more entity records be assigned to 
his or her user profile.
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1.19.3 The system must allow licensees and members of the public to fill out a user satisfaction survey and/or 
enter general comments and inquiries after using the system as defined by business rules.

1.19.4 The system must prevent a user from modifying or deleting an application or application data once 
submitted.

1.19.5 The system must allow an applicant to attach and upload documents and associate electronic files as 
information supporting  an application, while maintaining clear information on the source of each file 
(e.g., applicant, endorser, school).

1.19.6 The system must allow an applicant to apply for every license type on‐line including but not limited to 
new licenses, license renewals, late renewals, reactivations, restorations, and licensure by 
endorsement as defined by business rules.

1.19.7 The system must allow an applicant to download a "License Packet" consisting of  application 
instructions and required forms specific to a license type.

1.19.8 The system must allow an applicant to view the status of his or her pending (application or renewal), 
current, and expired licenses as allowed, as defined by business rules. Note: Users in this category can 
be a facility, a customer or an applicant.

1.19.9 The system must allow an applicant to save a partially completed application and allow the user to 
return to the application for completion and submission as defined by business rules.
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1.19.10 The system must allow an authorized user to maintain and customize a "License Packet" for each 
license type. The packet can include license instructions, required documents list, license checklist, etc.

1.19.11 The system must allow an authorized user to view a list of scheduled exams and to filter the search by 
exam type, location, available seats, date and time, etc as defined by business rules.

1.19.12 The system must allow an applicant or authorized user to download a printable version of a partially 
completed license application.

1.19.13 The system must prompt and instruct the user to submit other required documentation during the 
application process.

1.19.14 The system must allow an applicant to access an application checklist so the applicant can track 
whether required items such as transcripts, fingerprints, etc. have been received as defined by business 
rules.

1.19.15 The system must allow an applicant to withdraw his or her own application as defined by business 
rules.

1.19.16 The system must allow an applicant to view the status and track the progress of his or her application 
as defined by business rules.

1.19.17 The system must prompt the licensee to verify (or allow the user to update) user‐specified fields when 
renewing a license as defined by business rules.
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1.19.18 The system must allow an applicant to add, modify and delete data on his or her application until 
submitted.

1.19.19 The system must allow a licensee to view his or her exam results for all exams taken as defined by 
business rules.

1.19.20 The system must allow a licensee to renew multiple licenses during a single session, and force the user 
to renew multiple licenses if they depend on each other, as defined by business rules.

1.19.21 The system must allow an applicant to change their license type during renewal as defined by business 
rules, such switching from active to escrow or from supervisory to non‐supervisory.

1.20 Online Payment Processing
1.20.1 The system must allow customers to make multiple payments for multiple fees or fines or penalties.

1.20.2 The system must allow an authorized user to access a transactional ledger sufficient to audit and 
reconcile user‐defined time periods and individual payment histories.

1.20.3 The system must allow an entity to pay fees and fines online to include allowing and tracking 
installment payments. Fees will vary by credential type and time period paid.

1.20.4 The system must allow entities to pay multiple fees, fines and penalties with a single transaction.

1.20.5 The system must allow customers to make multiple payments for a single fee, fine or penalty.
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1.20.6 The system must allow a customer to pay fees online according to business rules.

1.20.7 The system must allow a user to request and submit fees for a copy of his or her exam grades.

1.20.8 The system must allow an applicant to cancel their own miscellaneous transaction application until the 
application is submitted as defined by business rules.

1.20.9 The system must allow a licensee to request and pay for a replacement copy of its licenses and/or 
licensing documents online, paper license verification or request license verification to another state, 
as defined by business rules.

1.21 Online Licensing Maintenance
1.21.1 The system must allow applicants or licensees to add new addresses to their individual or business 

records as defined by business rules.

1.21.2 The system must require the user to enter their information (address, etc…) during registration and 
apply this information to applications the user completes.

1.21.3 The system must allow a licensee to store insurance expiration dates.

1.21.4 The system must allow a licensee to omit the main address (not required field). The system must 
provide the option of only one address (credential mail address) as defined by business rules.

1.21.5 The system must allow a licensee to inactivate his or her license at any point in the license period as 
defined by business rules.
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1.21.6 The system must allow an authorized licensee or entity, to view and manage all related and/or 
subordinate licenses as allowed as defined by business rules (See Supplement Six ‐ Parent/Child 
eLicensing Relationships).

1.22 Online Licensee Printing
1.22.1 The system must provide the customer with printable confirmation and confirmation number when 

payment has been received through an online process.

1.22.2 The system must allow a licensee to pay to print and/or send license certificate and/or license 
verification as defined by business rules.

1.22.3 The system must allow a licensee to print a wallet sized card with Licensee information as defined by 
business rules.

1.22.4 The system must allow an applicant to download a printable version of a completed (or partially 
completed) application.

1.22.5 The system must allow an applicant or authorized user to print license applications and application 
instructions.

1.22.6 The system must allow an applicant to request the display of a printable list of all follow‐up information 
that is required to complete the application process.

1.23 Online Licensing Administration
1.23.1 The system must allow each board‐level administrator to add, edit and deactivate online application 

forms only for their board.
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1.23.2 The system must allow each board‐level administrator to add, edit and deactivate online renewal forms 
only for their board.

1.24 Online CE Reporting
1.24.1 The system must allow licensees to submit their Continuing Education activities online.

1.24.2 The system must allow an authorized licensee to view their earned Continuing Education credits.

2 Additional Features
2.1 Correspondence
2.1.1 The system must allow an authorized user to create correspondence types.

2.1.2 The system must allow an authorized user to merge correspondence templates with selected fields 
from the database.

2.1.3 The system must allow an authorized user to maintain correspondence and notification templates.

2.1.4 The system must allow an authorized user to add comments to each correspondence item. The system 
must capture the date and user id at the time any comment is added to a correspondence item.

2.1.5 The system must allow an authorized user to view correspondence based on defined business rules.

2.1.6 The system must allow an authorized user to view a list of created correspondence not yet mailed and 
those correspondence items that require action.
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2.1.7 The system must allow an authorized user to modify notification or correspondence content prior to 
sending.

2.1.8 The system must automatically generate correspondence and notifications as defined by business 
rules.

2.1.9 The system must track the status of a correspondence (Sent, Not Sent, Draft, Final).

2.1.10 The system must store all notifications and correspondence, whether system‐generated or user‐
generated, including data such as Subject, To, From, Date, correspondence body, etc.

2.1.11 The system must assign a unique identifier for each correspondence item generated within the system.

2.1.12 The system must capture the date incoming (non‐system generated) correspondence items were 
received and store all information on the correspondence along with the date the correspondence was 
generated.

2.1.13 The system must allow an authorized user to view, resend and print correspondence items whether 
system‐generated or user‐generated.

2.1.14 The system must allow an authorized user to select a format for generated correspondence, such as 
print or email.

2.1.15 The system must store any correspondence generated and the correspondence method (print, email) 
used for each correspondence item.

Response/Description: 

Response/Description: 

Response/Description: 

Response/Description: 

Response/Description: 

Response/Description: 

Response/Description: 

Response/Description: 

Response/Description: 

Page 31 of 61



Supplement 2 System Requirements Specifications

Requirement Description Base Config Custom Not
Supported High Medium Low

Functionality Delivered Through 
(indicate with 'X')

Configuration / 
Customization Complexity 

(indicate with 'X')

2.1.16 The system must allow an authorized user to specify the date format on printed documents such as 
form letters and certificates.

2.1.17 The system must allow an authorized user to merge renewal notice templates with selected fields from 
the database in a tabular format for multiple license renewals as defined by business rules.

2.1.18 The system must allow an authorized user to configure and send mass emailings.

2.2 Workflow Queues
2.2.1 The system must provide each authorized user an electronic work queue ('inbox') of assigned workflow 

tasks.

2.2.2 The system must automatically start the next workflow task when a preceding workflow task is 
completed as defined by business rules.

2.2.3 The system must allow an authorized user to perform inquiries or generate reports indicating the 
status of workflow tasks within a board and as defined by business rules.

2.2.4 The system must track workflow progress at the workflow task level as defined by business rules 
(Completed, in progress, who assigned to, etc.).

2.2.5 The system must notify an authorized user when no users or roles have been assigned to a task as 
defined by business rules.
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2.2.6 The system must verify that all actions associated with a workflow task have been satisfied before the 
next workflow task in the workflow is allowed to start as defined by business rules.

2.2.7 The system must allow an authorized user to choose from multiple options for sorting and filtering 
views of assigned workflow tasks in the electronic work queue as defined by business rules.

2.2.8 The system must automatically track the expiration of workflow tasks as defined by business rules.

2.2.9 The system must allow an authorized user to manually verify queued license transactions before they 
are finalized.

2.2.10 The system must prevent the assignment of a task to an inactive user.

2.3 Workflow Configuration
2.3.1 The system must prevent authorized users from creating workflows impossible to perform given the 

intended user's privileges, ensuring that security controls are consistent with needed data access.

2.3.2 The system must not allow an authorized user to create approvals that cannot be enforced by the 
system security logic (e.g., workflow rules require 7 approvals, but the security module can only 
enforce one).

2.3.3 The system must allow an authorized user to define alerts associated with a workflow task per board as 
defined by business rules.
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2.3.4 The system must allow an authorized user to define the work to be performed for a workflow task per 
board as defined by business rules.

2.3.5 The system must allow a board‐level administrator to create, delete, and modify a workflow process 
per board as defined by business rules.

2.3.6 The system must identify, report and disable inactive user accounts and in workflow system must 
create an error message if work is routed to an inactive user account as defined by business rules

2.3.7 The system must allow an authorized user to view existing workflows in text and diagram format within 
a board and as defined by business rules

2.3.8 The system must allow an authorized user to define lead and lag times between activities per board as 
defined by business rules.

2.3.9 The system must allow a board‐level administrator to define discrete steps and dependencies in each 
workflow and specific workflows for each license type or task per board and as defined by business 
rules.

2.3.10 The system must allow a board‐level administrator to create multiple workflows for all system modules 
including but not limited to license types, reviews, complaints and enforcement activities as defined by 
business rules.

2.3.11 The system must allow a board‐level administrator to define both sequential and concurrent workflow 
tasks as defined by business rules.
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2.4 Workflow Notifications and Alerts
2.4.1 The system must allow an external user to receive notifications via email related to a workflow or 

workflow task by board as defined by business rules. Example: Notification when workflow task is 
completed.

2.4.2 The system must generate and send automatic reminders to an authorized user regarding incomplete 
workflow tasks based on time thresholds configured for the workflow task as defined by business rules.

2.4.3 The system must allow an authorized user to send an email and/or paper notification when a workflow 
step requires action from an external or authorized user as defined by business rules.

2.4.4 The system must notify an authorized user that a workflow task has been assigned to them as defined 
by business rules.

2.5 Workflow Supervision
2.5.1 The system must allow an authorized user to query which accounts have been inactive for a selectable 

period of time, show the tasks assigned to those users and allow the authorized user to reassign those 
tasks.

2.5.2 The system must allow an authorized user to monitor another user's work queue within a board and as 
defined by business rules (ex: Supervisors can view their subordinates work queues).

2.5.3 The system must allow an authorized user to assign or reassign workflow tasks from one user to 
another within a board and as defined by business rules.

2.5.4 The system must allow an authorized user to initiate a workflow.
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2.5.5 The system must allow an authorized user to view workflow audit trails by various selection criteria, 
including but not limited to: license, entity, user, and board.

2.5.6 The system must allow an authorized user to view all workflow tasks associated with a workflow 
process per board as defined by business rules.

2.5.7 The system must allow an authorized user to assign one or more users or roles to a task associated 
with a workflow process per board as defined by business rules.

2.5.8 The system must allow an authorized user to view overdue work items assigned to an individual, role, 
or department within a board and as defined by business rules.

2.5.9 The system must allow an authorized user to define time thresholds or parameters for each task in a 
workflow per board as defined by business rules.

2.6 Workflow Automation
2.6.1 The system must trigger user‐defined workflows on an application or licensee record upon the setting 

of a flag.

2.6.2 The system must flag transactions to identify activities that require special handling.

2.6.3 The system must track batch processing results (success, failure) for each batch job.

2.6.4 The system must maintain a complete history of all batch jobs.
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2.6.5 The system must allow an authorized user to schedule, manually initiate and control all batch 
processes.

2.6.6 The system must be able to run batch and on‐line processes concurrently as defined by business rules.

2.6.7 The system must allow for non‐interactive processing of routine license transactions.

2.7 Board‐level Configurability
2.7.1 The system must allow each board‐level administrator to configure data validation rules only for their 

board.

2.7.2 The must allow each board‐specific administrator to manage license types only for their own board.

2.7.3 The system must allow the system‐level administrator to set controls such that each board‐level 
administrator can independently manage board‐specific information and configuration only for their 
board.

2.7.4 The system must allow a board‐level administrator to define dependencies between data fields such 
that a particular value in one field requires one or more other fields to also be propagated.

2.8 Configurable Automation
2.8.1 The system must allow an authorized user to create "skip logic" that allows a questionnaire or form to 

add or remove questions based on the answers to previous questions.
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2.8.2 The system must allow a board‐level administrator to maintain (add, modify and delete) business rules 
relating to a specific license type by board.

2.8.3 The system must allow a board‐level administrator to enter reasons for changes to business rules 
relating to a license type.

2.8.4 The system must allow a board‐level administrator to configure rules‐based automated notifications 
including, but not limited to: System alerts (e.g., pop‐up windows), Automatically generated 
notifications with variable narrative or appropriate web links.

2.8.5 The system must allow a board‐level administrator to specify business rules in a natural language.

2.9 Data Configuration
2.9.1 The system must allow each board‐level administrator to designate which address displays on the 

contact or credential view screen (such as main, business or credential) only for their board.

2.9.2 The system must allow an authorized user to define required inspection/investigations for each license 
type.

2.9.3 The system must allow a board‐level administrator to add custom fields for the profile and customize 
field requirements.

2.9.4 The system must allow a board‐level administrator to modify the system terminology (for example, 
titles and labels) by board.
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2.9.5 The system must allow each board‐level administrator to add, edit and deactivate pick lists only for 
their board.

2.9.6 The system must allow a board‐level administrator to specify how fields names display (localization).

2.9.7 The system must allow each board‐level administrator to add, edit and deactivate license types only for 
their board.

2.9.8 The system must allow each board‐level administrator to add, edit and deactivate lists to be used as 
predefined selectable drop‐down lists, radio buttons and "lookup" tables only for their board.

2.9.9 The system must allow very large field sizes on data entry forms (at least 2500 characters).

2.9.10 The system must allow each board‐level administrator to configure the properties, format, and display 
of data elements, error messages and on‐line help text and data validation rules only for their board 
and by license type.

2.9.11 The system must allow a board‐level administrator to capture, store and maintain (adding, modifying, 
deleting) license information about each license type including, but not limited to: permit ID, board 
name, board code, license name, license description, application form name, application form number 
and date, link to a downloadable application form, and a link to the on‐line application form.

2.9.12 The system must allow each board‐level administrator to configure the application evaluation process 
for each license type only for their board.
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2.9.13 The system must allow a board‐level administrator to establish relationships between license types and 
enforce rules that determine the sequence that licenses can be applied for.

2.9.14 The system must allow a board‐level administrator to add hyperlinks to other websites that will display 
on the system homepage, opening in a new window or tab.

2.10 Document Management
2.10.1 The system must allow only an authorized user to delete documents, files, records, action items or 

rename documents only for their own board.

2.10.2 The system must allow an authorized user to hide specific data items, such as personal identifiers, on 
application documents for blind review by board members or others.

2.10.3 The system must allow an authorized user to specify the maximum file size and the file types accepted 
as attachments per board.

2.10.4 The system must allow an authorized user to retrieve and view stored documents only for their board.

2.10.5 The system must allow an authorized user to categorize all license‐related documents, images, and 
audio/video files.

2.10.6 The system must allow an authorized user to add  to an entity or licensee record a direct link to an 
outside document that may reside on a webserver or external document management system.
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2.10.7 The system must allow an authorized user to view an history for each document (in all areas of the 
system) including when uploaded, modified, accessed, deleted, and include date and user 
identification.

2.10.8 The system must allow an authorized user to categorize a document as sensitive and prevent all but 
specifically authorized users to view, retrieve, save, or send due to sensitive or confidential 
information.

2.10.9 The system must allow an authorized user to store photos of Licensees and display with the licensee 
record as defined by business rules.

2.10.10 The system must perform virus scans on all external files.

2.10.11 The system must allow an authorized user to rename attachments.

2.10.12 The system must allow an authorized user to retrieve and send authorized documents in response to a 
Freedom of Information Law (FOIL) request and redact as needed.

2.11 Reporting and Queries
2.11.1 The system must allow an authorized user to produce a report displaying full license history, including 

the applicant's actual responses, in a format that can be certified and admitted as evidence in a 
disciplinary hearing.
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2.11.2 The system must allow an authorized user to request a report containing operations control statistics 
such as  average number of days to process an initial application, average number of days to process a 
renewal, common reasons for denial, permit term, whether or not the permit is renewable, how often 
the permit is renewable, whether or not an automatic renewal notification is generated, the number of 
days prior to expiration that the notification is generated, grace period, late penalty, application 
submittal methods and comments.

2.11.3 The system must allow an authorized user to request a report summarizing a licensee's complete 
application history, including new and renewal applications.

2.11.4 The system must allow an authorized user to perform a search on data specific to entities, licenses, and 
licensees in the system including, but not limited to, demographics, date range, status, licenses by 
entity, and licensees by entity.

2.11.5 The system must allow an authorized user to conduct searches by entering full or partial matches 
(including wild cards) to search attributes.

2.11.6 The system must allow an authorized user to create reports without needing advanced technical 
knowledge using a robust, user‐friendly reporting tool (OEM or bolt‐on) that allows for report 
design/execution and ad‐hoc queries of all system data only for their board. For example, User should 
not have to know SQL to create a report. A board employee should not be able to modify another 
board's reports, but should be able to run and/or view the code of other board's reports, but not their 
data.

2.11.7 The system must allow an authorized user to modify the parameters, layout, and structure of reports, 
letters and notices as defined by board, license type and business rules only for their own board.
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2.11.8 The system must allow an authorized user to share ad‐hoc report definitions with all authorized users.

2.11.9 The system must allow an authorized user to customize report headers and footers, including the name 
of the report, description of report, the date generated, and the page number on each page of a 
report.

2.11.10 The system must provide predefined reports. a list of all the pre configured reports and their 
description must be attached for reference.

2.11.11 The system must allow an authorized user to create and save reports in the following formats: 
Hypertext Markup Language (.html), Adobe Acrobat Portable Document Format (.pdf), Microsoft Word 
(.doc), Rich Text Format (.rtf), Delimited text by tab or comma, fixed length text, Microsoft Excel 
Spreadsheet format (.xls), and XML.

2.11.12 The system must allow an authorized user to request a report using data from archived and current 
audit logs.

2.11.13 The system must allow an authorized user to distribute reports in the following manner: e‐mail, web, 
fax, paper, etc.

2.11.14 The system must allow an authorized user to save report layouts and ad‐hoc report definitions for 
future use.

2.11.15 The system must provide a default set of reports for retrieving information from the system.
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2.11.16 The system must allow an authorized user to schedule automatic generation and distribution of reports 
as defined by business rules (e.g., daily, weekly, monthly).

2.11.17 The system must allow an authorized user to "drill down" into reports.

2.11.18 The system must allow an authorized user to request a report listing operating metrics sufficient to 
identify bottlenecks within the licensing process.

2.11.19 The system must allow an authorized user to access a management dashboard for reporting 
performance metrics and statistics (key result measures, board goals, and business and trend reporting 
or analysis).

2.12 External System Interfaces
2.12.1 The system must allow an authorized user to upload electronically or manually enter rosters for 

approved courses.

2.12.2 The system must allow an authorized user to import examination scores from approved third party 
vendors.

2.12.3 The system must maintain a complete history of all interface jobs.

2.12.4 The system must be compatible with the State's ACH processing provider CBOSS (see Supplement 
Three ‐ CBOSS CPP Information).

2.12.5 The system must update the applicant's license application with education information from course 
providers and third party organizations.
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2.12.6 The system must allow external systems to query the public data of specific licenses non‐interactively 
through a web API (application programming interface).

2.12.7 The system must interface with the  state of Ohio Financial Management System, OAKS, to allow for 
the transfer of financial information, reading/writing to "OAKS ERP standard" format (building of 
custom APIs), map to OAKS ERP chart of accounts.

2.12.8 The system must interface with the State of Ohio's third‐party payment service (CBOSS) for the 
processing of electronic payments (see Supplement Three ‐ CBOSS CPP Information).

2.12.9 The system must allow an authorized user to create scheduled, automated data exports and imports of 
user‐specified data to and from external systems, such as Import of background check results and 
examination results.

2.12.10 The system must allow an authorized user to create multiple interfaces to outside systems and data 
exchanges with outside entities to be built to address specific participating board requirements. 
Current system interfaces and data exchanges which must have to be built as part of this project are 
identified in AttachmentXX. API as defined by state or vendor.

2.12.11 The system must allow an authorized user to integrate it with email software such as Microsoft 
Exchange, Lotus Notes and GroupWise by way of MAPI, vCard and iCal API standards.

2.12.12 The system must have an interface with Ohio BMV to send data to the Automated Title Processing 
System System at least every 60 minutes.

2.13 Employee Mobile Access
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2.13.1 The system must allow remote field staff to access entity or licensee data using a wireless internet‐
enabled mobile computer or handheld device.

2.13.2 The system must allow an authorized user to suspend an inspection or compliance activity and save the 
entered compliance information on a mobile device as a work in progress.

2.13.3 The system must allow an authorized user to resume recording inspection or compliance information 
on a work in progress on a mobile device.

2.13.4 The system must allow an authorized user to schedule follow‐up appointments from the field using a 
mobile device.

2.13.5 The system must allow an authorized user to export completed inspection or compliance information 
from a mobile device to the central system.

2.13.6 The system must allow remote field staff to view, capture, store, print, scan, and maintain compliance 
information using a wireless internet‐enabled mobile computer or handheld device.

2.13.7 The system must automatically synchronize compliance information between a mobile device and the 
system when internet connectivity becomes available as defined by business rules.

2.13.8 The system must allow remote field staff to print notices, violations, and licenses using a wireless 
internet‐enabled mobile computer or handheld device.

2.13.9 The system must allow inspected licensees to digitally sign a mobile device to indicate a report has 
been received using a wireless internet‐enabled mobile computer or handheld device.
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2.13.10 The system must allow remote field staff to search and view the details of license records using a 
wireless internet‐enabled mobile computer or handheld device.

2.13.11 The system must allow an authorized user to select one or more scheduled compliance activities for 
which the system must download all relevant compliance information to a mobile device.

2.13.12 The system must allow an authorized user to transfer all compliance information for each selected 
compliance activity to a mobile device.

2.13.13 The system must allow an authorized user to record inspection or compliance information on a mobile 
device.

2.14 Document Generation and Printing
2.14.1 The system must allow an authorized user to print  documents such as license certificates in batches.

2.14.2 The system must allow an authorized user to add user‐defined barcodes on outputs for purposes of 
routing and verifying authenticity of documents.

2.14.3 The system must allow an authorized user to print licenses on special printing media such as sticker 
type licenses or laminated photo ID cards.

2.14.4 The system must allow an authorized user to print mailing labels, post cards, and letters.

2.14.5 The system must queue print jobs and allow an authorized user to track the status of each print job 
and print items, and must maintain a history of prints completed.
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2.14.6 The system must allow an authorized user to define the print layout (templates) for each license type, 
notification type and by board.

2.15 Data Specifics
2.15.1 The system must allow an authorized user to enter, view and process international addresses.

2.15.2 The system must store the time with applicable date fields (i.e.. Create and modify dates, etc.).

2.15.3 The system must be able to store an unlimited number of addresses associated with a licensee or 
external user; the system must maintain the previous address of each individual or entity as defined by 
business rules.

2.15.4 The system must allow an authorized user to change dates, as defined by business rules.

2.15.5 The system must allow a licensee to have an unlimited number of supervised licensees, businesses or 
locations but allow an authorized user to limit the number as defined by business rules (See 
Supplement Six ‐ Parent/Child eLicensing Relationships).

2.15.6 The system must allow an authorized user to maintain surety information including: surety options, 
surety instruments, effective dates, surety status, minimum surety, supplemental surety, number of 
days coverage, surety provider, surety type, date received, active or inactive indicator, inactive date for 
each surety type.

2.15.7 The system must allow multiple licenses to be associated to a licensee.
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2.15.8 The system must support license relationships between superior and subordinate license types as 
defined by business rules (See Supplement Six ‐ Parent/Child eLicensing Relationships).

3 Security Controls
3.1 Authentication
3.1.1 The system must integrate with the State's single sign on facility utilizing MS Active directory or LDAP 

authentication.

3.1.2 The system must allow a system administrator to create a system‐wide user profile and assign 
attributes to that user profile that will be accessible by board‐level authorized users, but that do not 
prevent board‐level authorized users from assigning their own attributes such as unique identifiers or 
over‐riding common attributes such as address.

3.1.3 Each user account must have a unique identifier, which may be system generated or user assigned.

3.1.4 The system must enforce password complexity such as requiring passwords to include: Letters, 
Numbers, Special characters. See State of Ohio IT Standard ITS‐SEC‐02 as it relates to password 
management.

3.1.5 The system must automatically log a user off the system after a pre‐defined inactivity period.

3.1.6 The system must automatically prompt users to change their password based on password 
management policies.
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3.1.7 The system must provide one central login page for all users. Ex: External and Internal users login 
through same page but see different options after login based on permissions

3.1.8 The system must allow the system security administrator to set the allowed maximum number of 
unsuccessful login attempts before the user account is locked.

3.1.9 The system must verify a user's identity when completing password management activities such as 
resets.

3.1.10 The system must display a security notice or banner at the start of the logon process as defined by 
board.

3.1.11 The system must display, upon log‐on, the last date and time the user logged onto the system.

3.2 Authorization
3.2.1 The system must allow each board‐level administrator to assign a user account to multiple security 

roles only for their board.

3.2.2 The system must allow a board‐level administrator to assign one or more entity records to a licensee’s 
user profile so that the licensee can perform any permitted action such as renew one or more  licenses, 
etc.

3.2.3 The system must allow each board‐level administrator to assign multiple user accounts to a single 
security role only for their board.

3.2.4 The system must allow each board‐level administrator to add or remove a user account to or from a 
security role only for their board.
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3.2.5 The system must allow each board‐level administrator to assign system restrictions based on the user's 
security role only for their board

3.2.6 The system must allow an authorized user to create hierarchical security controls to enforce access to 
specific data reporting tool in the reporting tool applying to ad hoc reporting capabilities: by board user 
or group of users, individual report, time of day, and/or data element (ex: cannot view data in bank 
account field, SSN, etc.).

3.2.7 The system must allow an authorized user to maintain hierarchical security levels controlled both 
centrally and at the board level.

3.2.8 The system must allow the system administrator to delegate authority to administer user accounts and 
permissions and to configure the system for each board or commission so that changes made by one 
board will not affect any other users of the system.

3.2.9 The system must allow an authorized user to immediately suspend access temporarily of a certain 
function to all users due to support circumstances (i.e., all current usage and future usage of the 
function be halted temporarily until the circumstance is rectified).

3.2.10 The system must allow an authorized user to set security control at the level of the user interface and 
at the menu, window, record, and field levels.

3.2.11 The system must allow an authorized user to designate individual applications and attachments as read‐
only
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3.2.12 The system must allow an authorized user to apply field level security at the user, role, department, 
direct report, or organizational level.

3.2.13 The system must allow an authorized user to create templates for user profiles (i.e. roles) so that 
individual user accounts may inherit privileges.

3.2.14 The system must allow the board‐specific administrator to control items such as access controls, 
authority to approve financial transactions and document access.

3.3 Privacy
3.3.1 The system must adhere to the State of Ohio IT Standard ITS‐SEC‐02 and Privacy Policies Framework 

which may be retrieved from http://www.privacy.ohio.gov.

3.3.2 The system must conform to State of Ohio Revised Code , Access Rules for Confidential Personal 
Information. The system must provide customizable event auditing must log user specified information. 
For example, log user information when a social security number is viewed.

3.3.3 The system must encrypt data in transit with either session‐based encryption or message‐based 
encryption.

3.4 Auditing
3.4.1 The system must allow an authorized user to maintain license or application inquiry information for 

external agency contacts, including but not limited to: 

a. agency name; 

b. application processing location;
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c. mailing address; 

d. phone number;

e. website address; and

f. other sources for applications.

3.4.2 The system must allow an authorized user to maintain license or application inquiry information for 
internal contacts, including but not limited to: 

a. name; 

b. phone number;

c. physical address; 

d. mailing address; 

e. fax number;

f. email addresses;

g. follow up information;

h. form names; and
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i. form types;

3.4.3 The system must maintain a history of changes to each 'flag' status including the date of change and 
the changes (add, modify, or delete).

3.4.4 The system must record the date and time that each workflow task was performed, and the user ID of 
the user who performed it.

3.4.5 The system must record the user name, date, and time of license information changes made to the 
system as well as the previous values and new values entered.

3.4.6 The system must record all changes made to licensee and entity data with the user ID of the person 
making the change, the time and date of the change, and the before and after values.

3.4.7 The system must generate an alert when a security control is violated.

3.4.8 The system must archive audit logs after a defined period of time.

3.4.9 The system must archive all audit, access, history and violation of logs; these logs must be accessible to 
an authorized user.

3.4.10 The system must generate an alert when the maximum number of unsuccessful logon attempts is 
reached for a user account.

3.4.11 The system must maintain an audit trail of any action that occurs as part of an automated workflow.
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3.4.12 The system must log all access to Confidential Personal Information (CPI) with the user's ID, the data 
accessed, and the date and time of access.

3.4.13 The system must record all failed access attempts in a violation log.

3.4.14 The system must maintain logs for each user access, time of entry and activity and enable an 
authorized user to query access through a user‐friendly interface.

3.4.15 The system must log unsuccessful logon attempts.

3.4.16 The system must record the user name, date, and time of configuration changes made to the system as 
well as the previous values and new values entered.

4 Quality Standards
4.1 Usability Configuration
4.1.1 The system must allow an authorized user to view all of a licensee's information on one screen, 

including contact and credential information as defined by business rules.

4.1.2 The system must allow an authorized user to maintain system help files including Frequently Asked 
Questions, error messages and on‐line help text.

4.1.3 The system must allow a board‐level administrator to define a default for a particular field, such as 
date field defaulting to the current date, as defined by business rules.

4.1.4 The system must update City, County, and State fields when country and/or zip code information is 
entered into the system as defined by business rules.
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4.2 Interface for Authorized and External Users
4.2.1 The solution must employ a web‐based architecture with tiers that separate the presentation, web 

page creation, application logic and database access.

4.2.2 The presentation layer must be browser‐based.  The application must support the four market‐leading 
web browsers:  Internet Explorer, Chrome, Safari, and Firefox.

a. The vendor must certify their product’s support for the required browsers within 90 days of a general 
release of a new version of the required browsers, as well as maintain compliance and support for at 
least the two previous generally released versions of the required browsers.

4.2.3 The system must provide data‐entry and processing screens that are easy to use and efficient to 
navigate.

4.2.4 The system must allow a licensee to complete multiple transactions, such as license renewals and fee 
payments, with one or more boards during a single session and using a single user profile (i.e. a 
‘shopping cart’).

4.2.5 The system must display user‐friendly data validation error messages to the user when data validation 
fails.

4.2.6 The system must allow a user to select and view information about an individual record in a new  
window from the search results list so as not to lose the search results.

4.2.7 The system must provide users with a visual indication of data entry fields that are mandatory.
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4.2.8 The system must allow a user to modify the size and font that will display on their own screen without 
the need to modify the workstation screen resolution.

4.2.9 The system must provide the user a list of possible selections if one zip code represents multiple 
counties, cities, or towns.

4.2.10 The system must allow a user to sort and filter columns returned in the search results list.

4.2.11 The system must allow a user to enter multiple characters to select a specific choice from a pick list. For 
example should be able to enter "oh" to get to Ohio rather than typing "O" several times to move 
through list to Ohio (i.e. autocomplete).

4.2.12 The system must display user‐friendly error messages (rather than codes) when communicating 
information to users for public and backend interfaces as well as on reports and extracts.

4.2.13 The system must provide the user context‐sensitive help for all system functions.

4.2.14 The system must allow but not require a user to select dates using a graphical calendar tool for all date 
fields within the system.

4.2.15 The system must provide the user screen‐level and field‐level help.

4.2.16 The system must allow a user to enter, view, and edit all measurements in Metric and US Customary 
units as defined by business rules.

4.2.17 The system must allow a user to access html and video demonstrations for help topics.
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4.2.18 The system must allow a user to preview and print the entire contents of any page that they are 
authorized to access.

4.2.19 The system must allow a user to search on available help topics including Frequently Asked Questions.

4.3 Accessibility
4.3.1 The system must support open browser standards and must support at a minimum, Internet Explorer 

(Version 7 or higher), Firefox (Version 4 or higher), Safari (Version 4 or higher), Chrome (Version 15 or 
higher) regardless of operating system for internal and external users.

4.3.2 The system must allow a user to reset his or her own password without  intervention by the system 
administrator.

4.3.3 The system must adhere to the State of Ohio IT Policy ITP‐F.4 Executive Branch Cabinet Agency Web 
Site Standardization which may be retrieved from http://redesign.ohio.gov/.

4.3.4 The system must adhere to the State of Ohio IT Policy ITP‐F.4 Web Site Accessibility which may be 
retrieved from  ftp://ftp.ode.state.oh.us/geoDoc/CSLSdesign/ITP‐F.4.pdf.

4.4 Reliability and Supportability
4.4.1 The system must conform with the State's preferred server infrastructure (a web service on the MS 

.NET platform, running Windows 2008 R2 64‐bit virtualized on VMware with an MS SQL Server 2008 R2 
database).
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4.4.2 The system must allow a system administrator to perform maintenance tasks that affect the system as 
a whole, such as creating and maintaining security roles, performing backups and restores, reviewing 
security logs, maintaining board‐common configuration settings, and creating reports.

4.4.3 The system must provide load balancing and failover for redundancy and performance.

4.4.4 The system must provide system upgrade processes and support for future released versions of the 
application including migration of custom code (as applicable).

4.4.5 The system must provide a clearly defined patch management process and provide patch management 
support (including custom code as applicable.)

4.4.6 The system must provide an interface or mechanism so that a system administrator can monitor the 
health of the application or system and trigger alerts in case of failure.

4.4.7 The system shall be available 24 hours per day, with high availability.

4.5 Data Integrity
4.5.1 The system must allow an authorized user to manage entries in the custom dictionary for spellcheck 

per board.

4.5.2 The system must verify the data entered by an applicant or licensee against data already known by the 
system, such as making sure a social security number matches.

4.5.3 The system must either notify the user or must trigger a workflow when entered information does not 
match existing information already stored in the system as defined by business rules.
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4.5.4 The system must prevent out of state applicants from selecting an Ohio county on their application.

4.5.5 The system must restrict external users from submitting the final application until data validation has 
passed.

4.5.6 The system must enforce entry of an unambiguous four‐digit year.

4.5.7 The system must allow a user to check the spelling of all text fields against a custom dictionary.

4.5.8 The system must enforce the integrity of submitted data by utilizing data input masks and calculating 
amounts on user input screens to support the entry and submission of correct and adequate 
information.

4.6 Performance
4.6.1 The system must efficiently handle a high number of concurrent transactions. (Specify the maximum 

number of transactions, storage requirements, concurrent users, or any other quantifiable information 
about capacity capabilities given the specified architecture and hardware requirements).

4.6.2 The system must be able to accommodate large and/or complex queries against large datasets within a 
reasonable amount of time without timing out.

4.6.3 The system must be scalable and should be able to accommodate growing data with respect to the 
boards and commissions with time.
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4.6.4 The system must respond to a web‐based user's request within 2 seconds, with a median (50th 
percentile) aggregate time below 4 seconds and a 95th percentile aggregate time below 5 seconds.
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SUPPLEMENT THREE:  THE CBOSS CENTRAL PAYMENT PORTAL 
 
 
The State currently uses the CBOSS (www.cboss.com) Central Payment Portal (CPP) solution for 
automated payment processing.  It is a highly secure online solution that allows for secure collection while 
providing customers with a convenient way to pay bills, fees, taxes, subscriptions, etc. 
 
CPP is a PCI-certified, web-based payment solution with data security, flexibility, scalability and 
centralized transaction management features in addition to reporting tools.    
 
The CPP payment engine supports a wide range of payment types: credit cards, debit cards, electronic 
checks, as well as recurring, and cash payments. As a securely hosted Software-as-a-Service (SaaS) 
solution, CPP provides a centralized payment processing and administrative functionality for real-time 
tracking, reporting and auditing.  
Each and every transaction is assigned its own unique tracking number that enables detailed data and 
account tracking throughout the entire payment and settlement process. The CPP system offers several 
options of integration from any originating application.  
 
Methods of Integration 

1. Web Site Integration Service 
2. Simple Form Data Collection 
3. Single or Bulk Authorization Service 

 
Web Site Integration: 
CPP integrates directly with agency web sites to complete customer payment transactions directly on the 
client web site or to redirect customers to a customizable payment intake form hosted at CBOSS.  CPP 
integration documentation will be provided to the agency upon request for integration. 
 
For applications that have a form or lookup process already in place on their web site, CBOSS offers a 
tokenization process to allow each application to securely pass transaction information to CBOSS for 
processing of payment data through CPP. Once the token is created, the application is able to pass data 
to CBOSS. The system allows an application to pass specific information like an account number, invoice 
number, balance due, etc. Once the data is passed to the portal system, the solution will securely capture 
and process payments from the end user. Payment data will be processed and authorized in real time. 
After the payment is authorized, the CPP system can display a receipt or a control can be passed back 
through a token to the application to display a receipt. Backend notification of successful authorization to 
the application is also available. The backend integration can be performed via a real-time XML web 
service or as a daily batch csv file.  
 
Simple Form Data Collection: 
For those agencies that do not have a web application in place for data lookup, and only want to utilize a 
form to collect payment data manually, CBOSS also offers this service. CBOSS can work with the agency 
to define user specific fields of data to be manually completed by the client and pass this data to the CPP 
to process the payment for the client. This process will be branded with the look and feel of the agency 
and process payments securely. Transaction data can be passed back to the agency via an XML web 
service or as a daily batch csv file. 
 
Single or Bulk Authorization Service: 
For applications that collect payment data, CBOSS can authorize, store and settle the payment 
information through a CPP Authorization service. This service allows the application to pass transaction 
and payment data to CBOSS for processing and reporting. This option can be for single transactions or a 
bulk set of transactions that need to be processed at the same time. If the agency wishes to pass credit 
card data to CBOSS via this service, the agency application must be PCI compliant, with proper 
documentation provided to CBOSS before integration can occur. CBOSS will provide API documentation 
to the agency upon request. This method does not utilize any web pages managed by CBOSS. All data is 
tracked and stored in web based reports available to the agency.   



 
The Central Payment Portal (CPP) supports almost every source of revenue for government and 
business: Web, IVR, Over-the-counter, Kiosk, Point-of-Sale, etc. and every method of payment: Visa, 
Master Card, Discover, American Express, Diners Club, JCB, E-checks, and Cash. Any source or method 
of payment can be added or removed at any time post-deployment per application per agency.  
 
In addition, CBOSS offers flexible payment options by allowing one time payments to be made through 
our CPP solution, and for deferred payments to be made through our CPP OnTime! solution.   
 
CBOSS also provides all payment services in multiple languages. This feature can be leveraged at a later 
time for enhanced customer service; for example, to provide equivalent services in Spanish if needed.  
 
CBOSS also offers a full array of reporting tools and queries available directly from the administrative 
console.  
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Supplement Four - Board-Commission Peak Processing
eLicense Heavy Usage Intervals 
Updated: 4/16/2012

Board Name of  License and Renewal  Heavy Period Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec

Ohio Board of Nursing R R R R R
Cosmetology Board (Biennial - Even number years) R  R R R R R
Medical Board L L/R L/R L/R L/R L
Pharmacy Board (Annually) R L/R L/R R R L/R L/R R R
Accountancy Board (Tri-Annually) R R R R R R R
Respitatory Care Board R R R R R R
Board of Speech Language Pathology & Audiology Board (Biennial - even number years) L L L R R R R
Counselor and Social Worker Board L/R L/R L/R L/R L/R R
Occupation Therapy, Physical Therapy & Athletic Trainers Board R R R R R* R* R R
Veterinary Medical Licensing Board (Biennial - even/odd number years for 2 license types) R R R L
Psychology Board (Biennial - even number years) R R R
Dietetics Board R R   
Engineers and Surveyors Board R R
Dental Board R R R
Optometry Board R R
Orthopedics, Prosthetics and Pedorthics Board R R
USAGE SUB-TOTALS 6 2 2 5 6 9 8 8 6 4 7 9

Architects Examiners Board (Renews Biennially - Odd number years for 2 license types) R R R R R R R R
Barber Board (N/A no online services (Renews Biennially - Even number years) R R R
Chemical Dependency Professionals Board (Renews Biennially - Even number years - DAY TO DAY) R R R R
Chiropractic Examiners Board (Renews Biennially - Even number years - Licensing differs year to year) R R R
Collision Repair Board (Annually - Load unknow from DAY TO DAY)
Embalmers and Funeral Directors Board (Renews Biennially - Even number years) R R R
Ohio Manufactured Homes Commission (Annually) R R R
Optical Dispensers Board  (Annually) R L R R R L R R R
Sanitarian Registration Board (Annually) R R R R
USAGE SUB-TOTALS 2 4 2 1 2 5 4 3 3 3 4 4
TOTAL USAGE 8 6 4 6 8 14 12 11 9 7 11 13

HEAVIEST  USAGE  MONTHS Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec

LEGEND:  
R = Renewal
L = Licensing.
GREEN - Board/Commission uses eLicense Online Services
ORANGE - Board/Commission does not use eLicense Online Licensing & Renewal Services
* Even-numberd years only
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Legislative Service Commission 1 2011 Board Report 

Introduction 

Section 103.13(H) of the Revised Code requires the Legislative Service 

Commission (LSC) to prepare a report each year evaluating the extent to which Ohio's 

various occupational licensing and regulatory boards and commissions are financially 

self-supporting.  This report summarizes the year-end cash balances for funds used by 

40 such boards and commissions in FY 2011 (July 1, 2010 through June 30, 2011).  These 

40 boards and commissions use a number of different state funds as operating accounts 

into which their receipts are deposited and from which their expenses are paid.  As of 

June 30, 2011, the 18 funds used primarily by the boards and commissions for 

operations had a combined cash balance of $51.3 million, compared to a combined cash 

balance of $74.4 million as of July 1, 2010.  As of June 30, 2011, the boards and 

commissions also encumbered a total of $3.4 million in FY 2011 funds to be spent in 

FY 2012, leaving the funds with a combined unobligated cash balance of $47.9 million.  

Collectively, the 40 boards and commissions had sufficient revenues to cover their 

expenditures and were financially self-supporting in FY 2011. 

The financial and licensing data presented in this report was compiled from 

information provided by the boards and commissions and data from the Ohio 

Administrative Knowledge System (OAKS).  The report is divided into three sections.  

Section I provides a simplified cash balance statement for the 18 funds used primarily 

by the boards and commissions for operations and also summarizes their revenue and 

expenditure activity for FY 2011.  Section II compares the total number of active licenses 

for each board or commission in FY 2011 to FY 2010.  Section III provides agency 

staffing levels, web site addresses, and a summary of newly enacted legislative changes 

affecting the boards and commissions in FY 2011. 

In addition to the printed version, this report may be viewed online at 

www.lsc.state.oh.us by clicking on Publications, and then Occupational Licensing and 

Regulatory Board Report under the Staff Research Reports heading. 

 

http://www.lsc.state.oh.us/
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Section I:  Revenues, Expenditures, and Year-End Fund Balances 

Year-End Fund Balances 

In FY 2011, 40 different boards and commissions regulated and licensed various 

occupations and professions in the state of Ohio.  These boards and commissions did 

not receive any funding from the General Revenue Fund (GRF).  Rather, their 

operations were supported by license fees, fines, penalties, and other assessments 

deposited into 21 different non-GRF operating funds.  This section of the report 

presents a review of cash balances in 18 of these funds at the close of FY 2011, as well as 

operating income and expenditures for all 21 of the funds over the fiscal year.1  This 

information provides an indication of whether these licensing and regulatory boards 

and commissions are financially self-supporting. 

Table 1 provides a simplified cash balance statement covering 18 of these funds 

that are used primarily by the boards and commissions.  As of July 1, 2010, the first day 

of FY 2011, these 18 funds had a combined cash balance of $74.4 million.  During 

FY 2011, a total of $76.5 million in receipts were deposited into the funds and a total of 

$99.6 million in expenditures (including transfers) were paid out of the funds.  As of 

June 30, 2011, the last day of FY 2011, these 18 funds had a combined cash balance of 

just over $51.3 million and outstanding encumbrances of $3.4 million, leaving the funds 

with a combined, unobligated cash balance of approximately $47.9 million.  All of the 18 

operating funds finished FY 2011 with positive unencumbered cash balances.   

In FY 2011, of the $99.6 million in expenditures made by boards and 

commissions, $52.7 million (52.9%) was used for board operations and $46.9 million 

(47.1%) were transfers.  Of the amount expended for operations, $41.0 million (77.8%) 

was for personal services, which includes payroll, fringe benefits, and purchased 

services, $9.3 million (17.6%) was for supplies and maintenance, and the remaining 

$2.4 million (4.6%) was for equipment, subsidies, and other miscellaneous expenditures.  

Of the amount transferred out of the funds used by boards and commissions, 

$32.3 million (68.9%) was transferred from the Occupational Licensing and Regulatory 

Fund (Fund 4K90) mostly to the GRF, and $13.1 million (27.9%) was transferred from 

the Division of Securities Fund (Fund 550) to the GRF; the remaining $1.5 million of 

transfers were made out of multiple other funds.   

                                                 
1 Table 1, which shows fund cash balances, does not include the General Operations Fund (Fund 4700) 

used by the Department of Health, the Bureau of Motor Vehicles Fund (Fund 4W40) used by the 

Department of Public Safety, or the Industrial Compliance Operating Fund (Fund 5560) used by the 

Department of Commerce, as these funds are used mainly for purposes other than board licensing 

activities.   
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Occupational Licensing and Regulatory Fund (Fund 4K90) 

The largest of the 18 funds is the Occupational Licensing and Regulatory Fund 

(Fund 4K90), which serves as the operating fund for 27 of the 40 boards and 

commissions covered by this report.  Fund 4K90 finished FY 2011 with a cash balance of 

$17.4 million, a decrease of $20.8 million (54.5%) from the beginning cash balance of 

$38.2 million.  Taking into account the year-end encumbrance of $1.3 million, 

Fund 4K90 finished FY 2011 with an unobligated cash balance of $16.1 million.2   

Fund 4K90 receipts totaled $38.7 million in FY 2011, an increase of $9.6 million 

(33.0%) over FY 2010 receipts of $29.1 million.  Much of this increase is due to 

differences in renewal cycles.  The majority of biennial licenses issued by several larger 

boards and commissions are renewed in odd-numbered fiscal years, thus accounting for 

the increase in FY 2011.   

Fund 4K90 expenditures for FY 2011 totaled almost $59.5 million, an increase of 

about $29.9 million (101.0%) over FY 2010 expenditures of $29.6 million.  The increase is 

due to a transfer out of Fund 4K90 of $32.3 million.  Most of this transfer went into the 

GRF.  When this transfer is excluded, expenditures totaled $27.2 million, which is about 

$1 million more than FY 2010 expenditures when the transfer out of $3.2 million is 

removed from FY 2010 expenditures.   
 

                                                 
2 The Fund 4K90 balance reflects the combined cash balance of all boards and commissions operating out 

of the fund, including the contribution of the State Board of Career Colleges and Schools, which is 

otherwise not covered in this report. 
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Table 1.  Simplified Cash Balance Statement for Operational Funds of Occupational Licensing and Regulatory Boards and Commissions, FY 2011 

Fund Name 
Fund 
Code 

Beginning 
Cash Balance 

Revenues 
(Including 

transfers in) 

Expenditures 
(Including 

transfers out) 

Ending Cash 
Balance 

Year-End 
Encumbrances 

Unobligated 
Ending Cash 

Balance 

Occupational Licensing & Regulatory Fund 4K90 $38,207,954 $38,716,894 $59,488,603 $17,436,245 $1,303,597 $16,132,648 

Board of Pharmacy Drug Law Enforcement Fund 4A50 $845,365 $76,733 $124,774 $797,324 $99,560 $697,764 

Real Estate Appraiser Recovery Fund  4B20 $852,199  $14,800  $10,000  $856,999  $0  $856,999  

Auction Education Fund 4D20 $236,491  $29,821  $17,042  $249,270  $5,360  $243,910  

Cemetery Registration Fund 4H90 $696,597  $268,997  $224,875  $740,720  $21,363  $719,356  

CPA Education Assistance Fund 4J80 $624,036 $293,590 $210,000 $707,626 $40,000 $667,626 

Motor Vehicle Dealers Board Fund 5390 $1,248,751  $193,447  $802,830  $639,368  $52,482  $586,885  

Real Estate Education & Research Fund 5470 $700,828  $60,349  $13,837  $747,340 $0  $747,340 

Real Estate Recovery Fund 5480 $859,955  $110,705  $31,996  $938,664  $0 $938,664  

Division of Real Estate Operating Fund 5490 $3,583,088  $3,006,498  $3,088,231  $3,501,356  $175,532  $3,325,823  

Division of Securities Fund 5500 $8,062,811  $17,393,262  $17,070,766  $8,385,308  $611,250  $7,774,058  

Consumer Finance Fund 5530 $6,996,093  $3,117,758  $3,567,502  $6,546,349  $599,669  $5,946,681  

Nurse Education Grant Program Fund 5AC0 $1,445,940 $714,103 $1,023,225 $1,136,818 $0 $1,136,818 

Auctioneers Fund 5B80 $421,506  $308,180  $302,324  $427,362  $0  $427,362  

Priv. Investigator & Security Guard Provider Fund 5B90 $1,841,529  $1,125,055  $1,330,442  $1,636,142  $58,087  $1,578,055  

State Medical Board Operating Fund 5C60 $4,622,814 $7,512,192 $9,063,879 $3,071,126 $355,822 $2,715,304 

Real Estate Appraiser Operating Fund  6A40 $1,387,654  $585,064  $635,134  $1,337,584  $2,351  $1,335,232  

Trauma & Emergency Medical Services Fund  83M0 $1,791,381  $2,932,427  $2,545,333  $2,178,476  $81,809  $2,096,667  

Total  $74,424,992 $76,459,875 $99,550,793 $51,334,077 $3,406,882 $47,927,192 

Source:  The Ohio Administrative Knowledge System 
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Revenues and Expenditures 

After examining a fund's year-end cash balance, it may be helpful to examine a 

fund's revenue and expenditure patterns without taking into account the beginning 

cash balance.  While a sufficient beginning cash balance may help a board or 

commission to absorb an operating deficit during a given year, a board or commission 

with an annual expenditure level consistently exceeding its annual revenue level may 

eventually have to reduce its expenditures, increase its license fees, or both.  Table 2 lists 

revenues and expenditures for each board and commission at the fund level.  It also 

compares each fund's revenues and expenditures to determine whether the revenues 

generated during a given period were sufficient to cover the expenditures incurred in 

that period.  Transfers in and transfers out are excluded from this table in order to view 

board finances only pertaining to operations.3  Nearly all of the revenue received by the 

boards and commissions covered in this report comes from license fees.  This means 

that license renewal cycles (generally one, two, or three years) can have a significant 

effect on annual revenue. 

In order to provide a more complete picture of revenue and expenditure patterns 

for those boards and commissions issuing annual licenses, Table 2 lists their FY 2011 

revenues and expenditures by fund.  For those boards and commissions issuing 

biennial licenses, the table lists total revenues and expenditures by fund over the 

FY 2010-FY 2011 period.  Likewise for boards and commissions issuing on a triennial 

basis, the table lists revenue and expenditure data over the FY 2009-FY 2011 period.  

Note that some boards and commissions with biennial or triennial license renewal 

cycles have staggered their license renewal periods to avoid larger fluctuations in 

revenues and expenditures from year to year. 

As can be seen from the table, four agencies on annual renewal cycles had seven 

funds that registered expenditures at levels higher than their revenues in FY 2011.  Of 

these agencies, only the State Board of Optometry and the State Board of Pharmacy use 

Fund 4K90 as their primary operating fund.  The Consumer Finance Fund (Fund 5530) 

used by the Division of Financial Institutions in the Department of Commerce had the 

largest deficit, with FY 2011 expenditures exceeding revenues by $302,752.  The State 

Pharmacy Board experienced deficits in three funds:  Fund 4A50 (Drug Law 

Enforcement), Fund 3BC0 (Dangerous Drugs Database), and Fund 3CT0 (2008 

Developing/Enhancing Prescription Monitoring Program).4  Also showing deficits were 

the Department of Commerce's Real Estate Appraiser – Operating Fund (Fund 6A40), 

                                                 
3 Two funds from Table 1, the Nurse Education Grant Program Fund (Fund 5AC0) and the CPA 

Education Assistance Fund (Fund 4J80), are excluded from Table 2, as these funds are used to disburse 

grants and are not used for general board operations. 
4 Of the $47,089 expended from Fund 3BC0, $20,000 was returned to the federal Department of Justice and 

was not an operating expenditure.  This would reduce the deficit for that fund from $27,089 to $7,089.   
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used by the Division of Real Estate and Professional Licensing and the Department of 

Public Safety's Private Investigator and Security Guard Provider Fund (Fund 5B90). 

Of the 21 funds with FY 2011 revenues exceeding expenditures, the Division of 

Securities Fund (Fund 5500), which is used by the Department of Commerce to regulate 

the sale of securities and license security professionals in Ohio, registered the largest 

surplus, with FY 2011 revenues exceeding operating expenditures by approximately 

$13.4 million.  However, about $13.1 million of this amount was transferred to the GRF, 

thereby reducing the operating surplus to $322,495.  Other large surpluses occurred in 

Fund 5560, used by the Department of Commerce for the Division of Industrial 

Compliance and the Ohio Construction Industry Licensing Board.  While this fund is 

mainly used for other purposes by the Department besides licensing activities, the 

reported surplus in this fund for both boards was over $1 million. 

Of the funds used by boards and commissions to process biennial licenses, Fund 

4K90 saw deficits from three agencies:  the Chemical Dependency Professionals Board, 

the Ohio Manufactured Homes Commission, and the Board of Speech-Language 

Pathology and Audiology.  The State Medical Board Operating Fund (Fund 5C60) 

showed the largest deficit over the past two years of $564,317.  The other board that 

processes biennial licenses to show a deficit was the Motor Vehicle Salvage Dealer 

Licensing Board within the Department of Public Safety.  The Board of Nursing's 

portion of Fund 4K90 had the largest biennial surplus, almost $7.2 million. 

Of the funds used by boards and commissions to renew licenses on a triennial 

basis, the Real Estate Fund (Fund 5490), used by the Division of Real Estate and 

Professional Licensing within the Department of Commerce, posted the only deficit at 

$685,120.  The Accountancy Board's portion of Fund 4K90 posted the largest surplus at 

$1.8 million over the three-year period. 
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Table 2.  Summary of Revenues and Expenditures by Agency by Fund  

Agency Name Fund Code Revenues Expenditures 
Revenues 

Over (Under) 
Expenditures 

Annual Renewal Cycle, FY 2011 

Ohio Athletic Commission 4K90 $267,166 $256,421 $10,744 

Board of Dietetics 4K90 $348,384 $293,023 $55,361 

State Board of Registration for Professional Engineers and Surveyors 4K90 $1,098,782 $889,734 $209,047 

Ohio Medical Transportation Board 4K90 $666,394 $483,182 $183,212 

Board of Motor Vehicle Collision Repair Registration 4K90 $343,442 $322,031 $21,412 

Ohio Optical Dispensers Board 4K90 $343,677 $343,407 $270 

State Board of Optometry 4K90 $307,550 $336,518 ($28,968) 

State Board of Orthotics, Prosthetics, and Pedorthics 4K90 $110,797 $106,985 $3,812 

State Board of Pharmacy 4K90 $5,206,980 $5,191,478 $15,502 

State Board of Pharmacy* 3BC0 $20,000 $47,089 ($27,089) 

State Board of Pharmacy* 3CT0 $78,275 $79,398 ($1,123) 

State Board of Pharmacy* 3DV0 $162,774 $161,092 $1,682 

State Board of Pharmacy* 3EB0 $117,852 $117,852 $0 

State Board of Pharmacy* 3EY0 $85,360 $70,193 $15,167 

State Board of Pharmacy* 3EZ0 $80,760 $80,541 $219 

State Board of Pharmacy* 4A50 $76,733 $124,774 ($48,041) 

State Board of Sanitarian Registration 4K90 $120,434 $114,866 $5,568 

Ohio Construction Industry Licensing Board (Commerce) 5560 $1,332,706 $786,123 $546,583 

Division of Financial Institutions (Commerce) 5530 $3,117,758 $3,420,510 ($302,752) 

Division of Industrial Compliance (Commerce) 5560 $672,545 $165,554 $506,991 

Division of Real Estate and Professional Licensing (Commerce) 4B20 $14,800 $10,000 $4,800 

Division of Real Estate and Professional Licensing (Commerce) 4H90 $268,997 $216,463 $52,534 

Division of Real Estate and Professional Licensing (Commerce) 5470 $60,349 $13,837 $46,512 

Division of Real Estate and Professional Licensing (Commerce) 5480 $110,705 $31,996 $78,709 

Division of Real Estate and Professional Licensing (Commerce) 6A40 $585,064 $604,679 ($19,615) 

Division of Securities (Commerce) 5500 $17,393,262 $3,971,776 $13,421,486 

Hearing Aid Dealers and Fitters Licensing Board (Health) 4700 $131,050 $89,642 $41,408 

Board of Examiners of Nursing Home Administrators (Health) 4700 $599,696 $595,383 $4,313 

Private Investigator/Security Guard Section (Public Safety) 5B90 $1,125,055 $1,288,207 ($163,152) 
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Table 2.  Summary of Revenues and Expenditures by Agency by Fund  

Agency Name Fund Code Revenues Expenditures 
Revenues 

Over (Under) 
Expenditures 

Biennial Renewal Cycle, FY 2010-FY 2011 

Architects Board and the State Board of Landscape Architect Examiners 4K90 $1,323,167 $882,029 $441,138 

Auctioneers Program (Agriculture) 5B80 $656,203 $597,786 $58,417 

Auctioneers Program (Agriculture) 4D20 $64,261 $48,184 $16,077 

Ohio State Barber Board 4K90 $1,492,878 $1,275,273 $217,605 

Chemical Dependency Professionals Board 4K90 $875,644 $935,666 ($60,022) 

State Chiropractic Board 4K90 $1,239,062 $1,012,848 $226,214 

State Board of Cosmetology** 4K90 $7,981,565 $6,379,687 $1,601,878 

Counselor, Social Worker, and Marriage and Family Therapist Board 4K90 $2,381,058 $2,205,177 $175,881 

Ohio State Dental Board 4K90 $3,190,257 $2,967,119 $223,138 

State Board of Embalmers and Funeral Directors  4K90 $1,216,583 $1,149,804 $66,779 

Ohio Manufactured Homes Commission  4K90 $644,910 $977,829 ($332,919) 

State Medical Board 5C60 $16,122,390 $16,686,707 ($564,317) 

Motor Vehicle Dealer Licensing Board (Public Safety) 5390 & 4W40 $663,672 $309,274 $354,398 

Motor Vehicle Salvage Dealers Licensing Board (Public Safety) 4W40 $80,262 $129,712 ($49,450) 

Board of Nursing  4K90 $18,380,131 $11,224,349 $7,155,782 

Occupational Therapy, Physical Therapy, and Athletic Trainers Board 4K90 $2,188,393 $1,537,404 $650,989 

State Board of Psychology  4K90 $1,261,771 $927,387 $334,384 

Respiratory Care Board 4K90 $1,161,784 $933,015 $228,769 

Board of Speech-Language Pathology and Audiology 4K90 $891,722 $966,523 ($74,801) 

Veterinary Medical Licensing Board 4K90 $934,157 $580,146 $354,011 

Triennial Renewal Cycle, FY 2009-FY 2011 

Accountancy Board 4K90 $4,582,406 $2,744,051 $1,838,355 

Board of Building Standards (Commerce) 5560 $271,426 $269,877 $1,549 

Division of Real Estate and Professional Licensing (Commerce) 5490 $8,021,936 $8,707,056 ($685,120) 

Board of Emergency Medical Services (Public Safety) 83M0 $7,434,332 $7,029,667 $404,665 

*These funds are grant funds, holding funds, or special law funds that do not collect license revenue. 
**These amounts do not include approximately $64,200 in reinstatement fees from the Board's lapsed license amnesty program that were deposited directly into the GRF. 
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Section II:  Active Licenses, FY 2010 and FY 2011 

Table 3 lists the total number of active licenses for each board or commission for 

FY 2010 and FY 2011 and the percent change in the total number of licenses between 

these two fiscal years.  Of the 40 boards and commissions, 20 reported increases in the 

number of active licenses and 20 reported decreases.  Two boards and commissions 

reported increases in active licenses of more than 10% and two reported decreases of 

more than 10%. 

 

Table 3.  Active Licenses, FY 2010 and FY 2011 

Agency and License FY 2010 FY 2011 % Change 

Accountancy Board 32,839 32,561 -0.8% 

Certified Public Accountant – Ohio Permit 20,201 20,746 2.7% 

Certified Public Accountant – Ohio Registration 9,284 9,171 -1.2% 

Public Accountant – Ohio Permit 12 11 -8.3% 

Public Accountant – Ohio Registration 111 90 -18.9% 

Firm Registration – Peer Review 1,620 946 -41.6% 

Firm Registration – Tax Consulting 1,611 1,597 -0.9% 

Architects Board and the State Board of Landscape Architect Examiners 8,148 8,542 4.8% 

ARC Individual Certificate of Qualification 6,321 6,611 4.6% 

ARC Firm Certificate of Qualification 1,123 1,196 6.5% 

Dual Firm (ARC/LA) Certificate of Qualification 33 36 9.1% 

Landscape Architect Individual Certificate of Qualification 587 612 4.3% 

Landscape Architect Firm Certificate of Authorization 84 87 3.6% 

Ohio Athletic Commission 5,766 4,447 -22.9% 

Athlete Agent 30 86 186.7% 

Boxing/Mixed Martial Arts/Toughperson 2,027 1,572 -22.4% 

Nonofficial:  Second, Manager, Trainer, Matchmaker 2,063 1,501 -27.2% 

Official:  Judge, Referee, Timekeeper, Physician, Inspector 150 100 -33.3% 

Boxing/Mixed Martial Arts/Toughperson Promoter 47 41 -12.8% 

Wrestling Promoter 29 29 0.0% 

Federal ID Boxing 91 312 242.9% 

National Mixed Martial Arts ID 1,329 806 -39.4% 

Auctioneers Program (Department of Agriculture) 3,120 3,124 0.1% 

Auctioneer  2,681 2,658 -0.9% 

Apprentice Auctioneer 159 178 11.9% 

Special Auctioneer 5 3 -40.0% 

Auctioneer:  Corporation, Partnership, or Association 189 203 7.4% 

Auction Firm 86 82 -4.7% 
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Table 3.  Active Licenses, FY 2010 and FY 2011 

Agency and License FY 2010 FY 2011 % Change 

Ohio State Barber Board 12,204 11,670 -4.4% 

Barber 8,915 8,435 -5.4% 

Barber School 17 17 0.0% 

Barber Shop 3,200 3,150 -1.6% 

Barber Teacher 72 68 -5.6% 

Board of Building Standards (Department of Commerce) 4,800 4,477 -6.7% 

Commercial Building Inspector 878 821 -6.5% 

Residential Building Inspector 354 250 -29.4% 

Commercial Building Official 410 403 -1.7% 

Residential Building Official 936 828 -11.5% 

Electrical Safety Inspector 737 658 -10.7% 

Fire Protection Designer 423 384 -9.2% 

Fire Protection Inspector 103 98 -4.9% 

Industrialized Unit Inspector 17 18 5.9% 

Residential I.U. Inspector 12 11 -8.3% 

Mechanical Inspector 112 91 -18.8% 

Residential Mechanical Inspector 11 13 18.2% 

Medical Gas Inspector 33 35 6.1% 

Commercial Plans Examiner 325 305 -6.2% 

Residential Plans Examiner 119 93 -21.8% 

Commercial Plumbing Inspector 0  202 N/A 

Residential Plumbing Inspector 330 267 -19.1% 

Chemical Dependency Professionals Board 7,514 7,345 -2.2% 

Licensed Independent Chemical Dependency Counselor 2,171 2,029 -6.5% 

Licensed Chemical Dependency Counselor III 968 1,009 4.2% 

Licensed Chemical Dependency Counselor II  355 326 -8.2% 

Chemical Dependency Counselor Assistant 3,134 3,125 -0.3% 

Ohio Certified Prevention Specialist II 256 217 -15.2% 

Ohio Certified Prevention Specialist I  128 115 -10.2% 

Registered Applicant for Prevention Certification 502 524 4.4% 

State Chiropractic Board 2,368 2,559 8.1% 

Chiropractic Physician  2,271 2,429 7.0% 

Chiropractic Temporary 3 0 -100.0% 

Chiropractic Voluntary Public Service 0 0 N/A 

Preceptorship 0 15 N/A 

Acupuncture Certificate 94 115 22.3% 
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Table 3.  Active Licenses, FY 2010 and FY 2011 

Agency and License FY 2010 FY 2011 % Change 

Ohio Construction Industry Licensing Board (Department of Commerce) 18,956 18,230 -3.8% 

Electrical Contractor 6,401 6,216 -2.9% 

Plumbing Contractor 4,835 4,521 -6.5% 

Hydronics Contractor 1,974 1,884 -4.6% 

HVAC Contractor 4,225 4,170 -1.3% 

Refrigeration Contractor 1,521 1,439 -5.4% 

State Board of Cosmetology  123,337 116,580 -5.5% 

Cosmetologist 23,845 21,447 -10.1% 

Cosmetologist Instructor 5,242 4,710 -10.1% 

Managing Cosmetologist 51,930 48,771 -6.1% 

Beauty Salon 9,515 9,515 0.0% 

Esthetician 1,126 980 -13.0% 

Esthetician Instructor 122 120 -1.6% 

Managing Esthetician 2,304 2,242 -2.7% 

Esthetic Salon 361 363 0.6% 

Hair Designer 234 195 -16.7% 

Hair Designer Instructor 3 4 33.3% 

Managing Hair Designer 74 82 10.8% 

Hair Designer Salon 242 253 4.5% 

Independent Contractor 12,708 13,769 8.3% 

Manicurist 4,262 3,825 -10.3% 

Manicurist Instructor 215 179 -16.7% 

Managing Manicurist 7,880 7,274 -7.7% 

Nail Salon 1,115 969 -13.1% 

Natural Hair Stylist 5 7 40.0% 

Natural Hair Stylist Instructor 0 0 N/A 

Managing Natural Hair Stylist 15 17 13.3% 

Natural Hair Stylist Salon 11 4 -63.6% 

Cosmetology School 180 178 -1.1% 

Tanning Facility 1,948 1,676 -14.0% 

Counselor, Social Worker, and Marriage and Family Therapist Board 31,450 32,100 2.1% 

Professional Counselor 3,587 3,751 4.6% 

Professional Clinical Counselor 4,297 4,450 3.6% 

Social Worker Assistant 635 586 -7.7% 

Social Worker 15,318 15,470 1.0% 

Independent Social Worker 7,363 7,576 2.9% 

Marriage and Family Therapist 67 81 20.9% 

Independent Marriage and Family Therapist 183 186 1.6% 
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Table 3.  Active Licenses, FY 2010 and FY 2011 

Agency and License FY 2010 FY 2011 % Change 

Ohio State Dental Board 30,094 30,303 0.7% 

Dentist 6,963 7,188 3.2% 

Dental Hygienist 7,779 8,032 3.3% 

Dental Assistant Radiology 12,804 12,194 -4.8% 

Limited Residents 281 323 14.9% 

Limited Teaching 31 27 -12.9% 

Limited Continuing Education 34 45 32.4% 

Coronal Polishing 860 983 14.3% 

Expanded Function Dental Assistant 1,342 1,511 12.6% 

Board of Dietetics 3,689 3,560 -3.5% 

Dietician – Initial 180 215 19.4% 

Dietician – Reactivated 15 21 40.0% 

Dietician – Reinstated 16 21 31.3% 

Dietician – Renewed 3,411 3,239 -5.0% 

Limited Permit 67 64 -4.5% 

State Board of Embalmers and Funeral Directors 6,828 6,704 -1.8% 

Crematory 103 109 5.8% 

Embalmer Apprentice 46 51 10.9% 

Embalmer Registration 37 48 29.7% 

Embalmers 2,294 2,233 -2.7% 

Embalming Facility 4 2 -50.0% 

Funeral Director Apprentice 71 71 0.0% 

Funeral Director Registration 65 67 3.1% 

Funeral Directors 3,028 2,952 -2.5% 

Funeral Homes 1,180 1,171 -0.8% 

Board of Emergency Medical Services (Department of Public Safety) 102,163 103,546 1.3% 

Instructors 9,463 10,147 7.2% 

Assistant Fire Instructors 732 718 -1.9% 

EMS Instructors 1,797 1,785 -0.7% 

Assistant EMS Instructors 176 178 1.1% 

Continuing Education Instructors 1,457 1,861 27.7% 

Fire Instructors 3,099 3,258 5.1% 

Fire Safety Inspector  Instructors 111 120 8.1% 

First Responder 2,091 2,135 2.1% 

Physician Instructors
5
 0 92 N/A 

                                                 
5 In previous issues of the LSC Board Report, this category was included in the EMS Instructors category.  

EMS now reports on Physician Instructors separately instead of with EMS Instructors.  Separating 

Physician Instructors accounts for the decrease in the number of active EMS Instructors licenses from 

FY 2010 to FY 2011.  
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Table 3.  Active Licenses, FY 2010 and FY 2011 

Agency and License FY 2010 FY 2011 % Change 

Emergency Medical Technicians and Firefighters 92,700 93,491 0.9% 

Emergency Medical Technician – Basic 21,326 21,378 0.2% 

Emergency Medical Technician – Intermediate 2,311 2,288 -1.0% 

Emergency Medical Technician – Paramedic 15,989 16,344 2.2% 

Firefighter – Volunteer 15,911 14,911 -6.3% 

Firefighter – Level I 4,163 4,455 7.0% 

Firefighter – Level II 22,692 23,391 3.1% 

Fire Safety Inspector  10,308 10,632 3.1% 

State Board of Registration for Professional Engineers and Surveyors 28,688 29,021 1.2% 

Companies 2,007 2,195 9.4% 

Professional Engineers 24,557 24,710 0.6% 

Dual (Professional Engineers/Professional Surveyors) 750 751 0.1% 

Professional Surveyors 1,374 1,365 -0.7% 

Division of Financial Institutions (Department of Commerce) 6,425 8,193 27.5% 

Check Cashers 1,008 929 -7.8% 

Credit Service Organizations 29 29 0.0% 

Mortgage Brokers (OMBA) 461 531 15.2% 

OMBA Loan Originators 2,172 3,302 52.0% 

OMBA Mortgage Banker 172 205 19.2% 

OMBA CUSO 4 4 0.0% 

Pawnbrokers 290 299 3.1% 

Premium Finance Companies 45 43 -4.4% 

Precious Metals Dealers 106 184 73.6% 

Small Loan Companies 510 291 -42.9% 

Short-term Lenders 0 0 N/A 

Mortgage Loan Act Registrants 1,555 1,489 -4.2% 

OMLA CUSO 1 2 100.0% 

OMLA Mortgage Loan Originators 18 829 4,505.6% 

Money Transmitters 54 56 3.7% 

Hearing Aid Dealers and Fitters Licensing Board (Department of Health) 694 682 -1.7% 

Individual License 409 412 0.7% 

Corporation License 229 224 -2.2% 

Trainee Permits 56 46 -17.9% 

Division of Industrial Compliance (Department of Commerce) 16,376 21,134 29.1% 

Historical Boiler Operator 608 617 1.5% 

Examiners of Steam Engineers 12,213 15,597 27.7% 

Plumbing Inspector Certificate 330 420 27.3% 

Backflow Tester Certificate 3,225 4,500 39.5% 
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Table 3.  Active Licenses, FY 2010 and FY 2011 

Agency and License FY 2010 FY 2011 % Change 

Ohio Manufactured Homes Commission 416 844 102.9% 

Licensed Installers 313 296 -5.4% 

Certified Inspectors 103 95 -7.8% 

Licensed Dealers/Brokers 0 231 N/A 

Licensed Salespersons 0 222 N/A 

State Medical Board  62,839 64,755 3.0% 

Cosmetic Therapists 166 201 21.1% 

Massage Therapists 11,380 11,842 4.1% 

Doctor of Osteopathy 4,908 5,121 4.3% 

Medical Doctor 36,802 37,353 1.5% 

Doctor of Podiatric Medicine 960 972 1.3% 

Mechanotherapist 31 31 0.0% 

Naprapath 1 1 0.0% 

Physician Assistant  1,994 2,204 10.5% 

Doctor of Medicine Training Certificate 4,108 4,229 2.9% 

Doctor of Osteopathic Medicine Training Certificate 942 968 2.8% 

Doctor of Podiatric Medicine Training Certificate 79 94 19.0% 

Acupuncturist 156 183 17.3% 

Anesthesiologist Assistant  153 166 8.5% 

Physician's Assistant Provisional Certificate to Prescribe 260 181 -30.4% 

Physician's Assistant Certificate to Prescribe  702 987 40.6% 

Special Activity Certificates 65 80 23.1% 

Visiting Medical Faculty Certificate 14 17 21.4% 

Visiting Podiatric Faculty Certificate 0 0 N/A 

Telemedicine Licenses 112 117 4.5% 

Radiologist Assistants 6 8 33.3% 

Ohio Medical Transportation Board 436 450 3.2% 

Emergency Medical Service 126 130 3.2% 

Nonemergency Medical Service 294 303 3.1% 

Air Medical Service 16 17 6.3% 

Board of Motor Vehicle Collision Repair Board Registration 1,462 1,397 -4.4% 

Motor Vehicle Collision Repair Operator 1,462 1,397 -4.4% 

Motor Vehicle Dealers Licensing Board (Department of Public Safety) 24,520 24,318 -0.8% 

Motor Vehicle Dealer License 7,806 7,376 -5.5% 

Motor Vehicle Leasing Dealer 1,509 1,446 -4.2% 

Motor Vehicle Salesperson 15,056 15,357 2.0% 

Motor Vehicle Distributor/Auction 149 139 -6.7% 

Motor Vehicle Salvage Dealers Licensing Board (Department of Public Safety) 1,502 1,525 1.5% 

Salvage Motor Vehicle Dealers 647 626 -3.2% 

Buyer ID Cards 855 899 5.1% 
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Table 3.  Active Licenses, FY 2010 and FY 2011 

Agency and License FY 2010 FY 2011 % Change 

Board of Nursing 241,503 251,765 4.2% 

Registered Nurse 168,880 179,203 6.1% 

Licensed Practical Nurse 57,086 55,575 -2.6% 

Certificate of Authority  9,010 9,813 8.9% 

Certificate to Prescribe 4,680 5,343 14.2% 

Certified Dialysis Technician 1,469 1,333 -9.3% 

Dialysis Technician Temporary 1 195 299 53.3% 

Dialysis Technician Temporary 2 15 5 -66.7% 

Dialysis Technician Temporary 3 1 0 -100.0% 

Community Health Worker 73 61 -16.4% 

Medication Aide – Certified 94 133 41.5% 

Board of Examiners of Nursing Home Administrators (Department of Health) 2,025 1,956 -3.4% 

Nursing Home Administrator 2,025 1,956 -3.4% 

Occupational Therapy, Physical Therapy, and Athletic Trainers Board 22,510 23,368 3.8% 

Occupational Therapist 4,525 4,550 0.6% 

Occupational Therapy Assistant 3,043 3,191 4.9% 

Physical Therapist 7,304 7,764 6.3% 

Physical Therapist Assistant 5,626 5,855 4.1% 

Athletic Trainer 2,012 2,008 -0.2% 

Ohio Optical Dispensers Board 5,299 5,496 3.7% 

Optician Initial  162 158 -2.5% 

Optician Renewal 3,160 3,174 0.4% 

Ocularist Initial 1 0 -100.0% 

Ocularist Renewal 7 8 14.3% 

Apprentice Registration Initial/Renew 1,969 2,156 9.5% 

State Board of Optometry 2,148 2,156 0.4% 

Therapeutic Optometrist 2,051 2,071 1.0% 

Diagnostic Optometrist 43 38 -11.6% 

Optometrist Only 42 37 -11.9% 

Military 12 10 -16.7% 

State Board of Orthotics, Prosthetics, and Pedorthics 395 389 -1.5% 

Orthotist 86 90 4.7% 

Pedorthist 116 117 0.9% 

Prosthetist 67 63 -6.0% 

Prosthetist – Orthotist 106 104 -1.9% 

Temporary Orthotist 4 4 0.0% 

Temporary Pedorthist 10 7 -30.0% 

Temporary Prosthetist 4 1 -75.0% 

Temporary Prosthetist – Orthotist 2 3 50.0% 
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Table 3.  Active Licenses, FY 2010 and FY 2011 

Agency and License FY 2010 FY 2011 % Change 

State Board of Pharmacy 36,535 35,840 -1.9% 

Pharmacy Intern 2,746 2,534 -7.7% 

Registered Pharmacist 16,911 16,386 -3.1% 

Veterinary Facility Drug 613 603 -1.6% 

Terminal Distributor of Dangerous Drugs CAT I 18 16 -11.1% 

Terminal Distributor of Dangerous Drugs CAT II 4,429 4,239 -4.3% 

Terminal Distributor of Dangerous Drugs CAT III 9,383 9,863 5.1% 

Wholesale Distributor of Dangerous Drugs 1,442 1,599 10.9% 

Controlled Substance Manufacturer 993 600 -39.6% 

Private Investigators and Security Guard Section (Department of Public Safety) 24,326 21,645 -11.0% 

Provider Licenses 715 875 22.4% 

Class A (Private Investigator & Security Guard) Provider License 266 319 19.9% 

Class A (Private Investigator & Security Guard) Branch  59 71 20.3% 

Class B (Private Investigator) Provider License 223 283 26.9% 

Class B (Private Investigator) Branch 3 6 100.0% 

Class C (Security Guard) Provider 109 125 14.7% 

Class C (Security Guard) Branch 55 71 29.1% 

Registrations 23,611 20,770 -12.0% 

Class A (Private Investigator & Security Guard) 6,260 6,487 3.6% 

Class B (Private Investigator) 881 1,199 36.1% 

Class C (Security Guard) 16,470 13,084 -20.6% 

State Board of Psychology 3,729 3,485 -6.5% 

Psychologist 3,421 3210 -6.2% 

School Psychologist 308 275 -10.7% 

Division of Real Estate and Professional Licensing (Department of Commerce) 55,855 53,822 -3.6% 

Cemetery 3,517 3,528 0.3% 

Real Estate Appraiser 3,243 3,157 -2.7% 

Real Estate Broker 5,810 5,685 -2.2% 

Real Estate Business 4,226 4,136 -2.1% 

Real Estate Foreign Corporation 30 29 -3.3% 

Real Estate Foreign Corporation Dealer 29 29 0.0% 

Real Estate Foreign Individual 14 15 7.1% 

Real Estate Foreign Salesperson 49 43 -12.2% 

Real Estate Registered Appraiser Assistant 276 283 2.5% 

Real Estate Salesperson 38,661 36,917 -4.5% 
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Table 3.  Active Licenses, FY 2010 and FY 2011 

Agency and License FY 2010 FY 2011 % Change 

Respiratory Care Board 8,151 8,800 8.0% 

Respiratory Care Practitioner Licenses 7,100 7,678 8.1% 

Limited Permit (Student/Graduate) 281 219 -22.1% 

Limited Permit (Employment Based) 43 38 -11.6% 

Home Medical Equipment Facility License 121 125 3.3% 

Home Medical Equipment Facility Certificate of Registration 606 740 22.1% 

State Board of Sanitarian Registration 1,585 1,506 -5.0% 

Registered Sanitarian 1,314 1,259 -4.2% 

Sanitarian-in-Training 176 147 -16.5% 

Training Agencies 95 100 5.3% 

Division of Securities (Department of Commerce) 171,376 177,199 3.4% 

Securities Dealers 2,301 2,236 -2.8% 

Securities Salesperson 150,664 156,578 3.9% 

Investment Advisor 2,284 2,294 0.4% 

Investment Advisor Representative 16,055 16,005 -0.3% 

State Retirement System Investment Officer 71 85 19.7% 

Chief Investment Officer of BWC 1 1 0.0% 

Board of Speech-Language Pathology and Audiology 7,411 7,246 -2.2% 

Audiology 949 914 -3.7% 

Speech-Language Pathology 6,071 5,978 -1.5% 

Speech-Language Pathology Conditional License 258 250 -3.1% 

Audiology Aide 70 62 -11.4% 

Speech-Language Pathology Aide 19 10 -47.4% 

Student Permits 44 32 -27.3% 

Veterinary Medical Licensing Board 6,594 6,775 2.7% 

Veterinary 3,790 4,022 6.1% 

Registered Veterinary Technician 2,493 2,476 -0.7% 

Veterinary Specialists 129 130 0.8% 

Business Facility Licenses 52 42 -19.2% 

Limited License for Resident 29 35 20.7% 

Limited License   99 66 -33.3% 

Provisional License 0 1 N/A 

Temporary Permits 2 3 50.0% 
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Section III:  Additional Operating Statistics and  
Newly Enacted Legislation 

This section consists of a table listing some additional operating statistics for the 

boards and commissions and a brief summary of laws that became effective during 

FY 2011 that affect operations of the state's occupational and professional licensing 

boards and commissions. 

Additional Operating Statistics 

Table 4 lists the web site address, the primary renewal cycle, the number of 

appointed board members, and the staffing level for each of the 40 boards and 

commissions covered by this report.  In most cases, the full-time equivalent (FTE) staff 

numbers were provided.  In some instances, however, full-time (FT) or part-time (PT) 

staff numbers were reported.  The staffing level for each board or commission may 

include administrative staff, investigators, and inspectors. 

 

Table 4.  Additional Operating Statistics 

Agency 
(Web Site) 

Primary 
Renewal Cycle 

Board 
Members  

Staff  

Accountancy Board 
(www.acc.ohio.gov) 

Triennial 9 9 FTE 

Architects Board and the State Board of 
Landscape Architect Examiners

6
  

(www.arc.ohio.gov) 
Biennial 10 4 FTE 

Ohio Athletic Commission 
(www.aco.ohio.gov) 

Annual 5 3 FTE 

Auctioneer Program – Department of Agriculture
7
 

(www.ohioagriculture.gov/auction/) 
Biennial 5 7 FTE 

Ohio State Barber Board  
(www.barber.ohio.gov) 

Biennial 3 7 FTE 

Board of Building Standards –  
Department of Commerce 
(www.com.ohio.gov/dico/bbs.aspx) 

Triennial 15 12 FTE 

                                                 

6 The Architects Board and the State Board of Landscape Architect Examiners share the same 

administrative staff and operate on a combined budget.  Each board has five members.  Architects and 

landscape architect examiners renew biennially while related firms renew annually. 

7 In the Auctioneer Program of the Department of Agriculture, three licenses renew biennially and two 

renew annually.  Additionally, of the seven staff members noted for the program, five are investigators 

that work for the entire Department. 
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Table 4.  Additional Operating Statistics 

Agency 
(Web Site) 

Primary 
Renewal Cycle 

Board 
Members  

Staff  

Chemical Dependency Professionals Board 
(www.ocdp.ohio.gov) 

Biennial 13 5 FTE 

State Chiropractic Board  
(www.chirobd.ohio.gov) 

Biennial 5 5 FTE 

Ohio Construction Industry Licensing Board – 
Department of Commerce 
(www.com.ohio.gov/dico/OCILB.aspx) 

Annual 17 7 FTE 

State Board of Cosmetology 
(www.cos.ohio.gov) 

Biennial 9 34 FTE 

Counselor, Social Worker, and Marriage and 
Family Therapist Board 
(www.cswmft.ohio.gov) 

Biennial 15 12 FTE 

Ohio State Dental Board  
(www.dental.ohio.gov) 

Biennial 13 14 FTE 

Board of Dietetics 
(www.dietetics.ohio.gov) 

Annual 5 3 FT, 1 PT 

State Board of Embalmers and Funeral Directors 
(www.funeral.ohio.gov) 

Biennial 7 6 FTE 

Board of Emergency Medical Services – 
Department of Public Safety 
(www.ems.ohio.gov) 

Triennial 20 30 FTE 

State Board of Registration for Professional 
Engineers and Surveyors 
(www.peps.ohio.gov) 

Annual 5 8 FTE 

Division of Financial Institutions –  
Department of Commerce 
(www.com.ohio.gov/fiin/) 

Annual N/A
8
 34 FTE 

Hearing Aid Dealers and Fitters Licensing  
Board – Department of Health 
(www.odh.ohio.gov/odhPrograms/dspc/hdlr/hdama
in1.aspx) 

Annual 7 1 FTE 

Division of Industrial Compliance – Department of 
Commerce

9
 

(www.com.ohio.gov/dico/) 
Annual 6 1 FTE 

Ohio Manufactured Homes Commission 
(www.omhc.ohio.gov) 

Biennial 9 6 FTE 

                                                 

8 This agency has no executive board. 

9 The Board members noted belong only to the Historical Boiler Board. 
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Table 4.  Additional Operating Statistics 

Agency 
(Web Site) 

Primary 
Renewal Cycle 

Board 
Members  

Staff  

State Medical Board
10

 
(www.med.ohio.gov) 

Biennial 12 80 FTE 

Ohio Medical Transportation Board
11

 
(www.mtb.oh.gov) 

Annual 10 3 FTE 

Board of Motor Vehicle Collision  
Repair Registration 
(www.collisionboard.ohio.gov) 

Annual 7 3 FTE 

Motor Vehicle Dealers Licensing Board; Motor 
Vehicle Salvage Dealers Licensing Board – 
Department of Public Safety

12
 

(www.ohioautodealers.com) 

Biennial 13 42 FTE 

Board of Examiners of Nursing Home 
Administrators – Department of Health 
(www.ohiobenha.org) 

Annual 9 6 FTE 

Board of Nursing  
(www.nursing.ohio.gov) 

Biennial 13 57 FTE 

Occupational Therapy, Physical Therapy, and 
Athletic Trainers Board 
(www.otptat.ohio.gov) 

Biennial 20 8 FTE 

Ohio Optical Dispensers Board 
(www.optical.ohio.gov) 

Annual 9 3 FTE 

State Board of Optometry 
(www.optometry.ohio.gov) 

Annual 6 3 FTE 

State Board of Orthotics, Prosthetics, and 
Pedorthics 
(www.opp.ohio.gov) 

Annual 7 1 FT, 1 PT 

State Board of Pharmacy 
(www.pharmacy.ohio.gov) 

Annual 9 47 FTE 

                                                 

10 The State Medical Board's 80 employees include one intermittent employee. 

11 The Board uses independent contractors for investigation and inspection work.  These contractors are 

off-duty firefighters, paramedics, and emergency medical technicians who are familiar with the medical 

equipment and vehicle safety requirements of the vehicles the Board regulates. 

12 The number of Board members includes nine on the Motor Vehicle Dealers Licensing Board and four 

on the Motor Vehicle Salvage Dealers Licensing Board.  Of the 42 employees listed in the table, only two 

full-time staff exclusively serve the Motor Vehicle Dealers Licensing Board and Motor Vehicle Salvage 

Dealers Licensing Board.  The other 40 staff members work for the Bureau of Motor Vehicles (most are 

investigators) and spend varying amounts of time performing inspections and other licensing-related 

duties on behalf of the two boards. 
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Table 4.  Additional Operating Statistics 

Agency 
(Web Site) 

Primary 
Renewal Cycle 

Board 
Members  

Staff  

Private Investigators and Security Guard Section – 
Department of Public Safety

13
 

(www.pisgs.ohio.gov/pisgs.stm) 
Annual 12 15 FTE 

State Board of Psychology
14

 
(www.psychology.ohio.gov) 

Biennial 13 5 FTE 

Division of Real Estate and Professional Licensing 
– Department of Commerce

15
 

(www.com.ohio.gov/real) 
Triennial 19 38 FTE 

Respiratory Care Board 
(www.respiratorycare.ohio.gov) 

Biennial 9 4 FT, 1 PT 

State Board of Sanitarian Registration  
(www.sanitarian.ohio.gov) 

Annual 7 1 FT, 1 PT 

Division of Securities – Department of Commerce 
(www.com.ohio.gov/secu/) 

Annual N/A
16

 27 

Board of Speech-Language Pathology  
and Audiology 
(www.slpaud.ohio.gov) 

Biennial 8 4 

Veterinary Medical Licensing Board 
(www.ovmlb.ohio.gov) 

Biennial 7 2 FT, 1 PT 

 

Legislation Effective in FY 2011 

The bills discussed below became effective in FY 2011.  One bill, S.B. 2 of the 

129th General Assembly, affects all state agencies, including licensing and regulatory 

boards and commissions.  This bill creates a new business rule review procedure, where 

agencies must use a business impact analysis instrument for filing new rules.  The bill 

also requires agencies to develop customer service standards for employees that have 

significant contact with the public.  Some boards may incur costs from these new 

requirements. 

                                                 

13 The number of staff does not include four contract investigators and one contract business analyst who 

are not on state payroll. 

14 The State Board of Psychology has nine Board members as well as four Board-appointed members on 

the School Psychology Examination Committee.  

15 The 19 board members belong to the Cemetery Dispute Resolution Commission (nine), Real Estate 

Appraiser Board (five), and Real Estate Commission (five).  Real Estate Salespersons and Real Estate 

Brokers, the Division's largest categories of licensure, renew triennially while the rest renew annually. 

16 The licenses issued by the Division of Securities within the Department of Commerce are overseen by 

the Commissioner of Securities, not an appointed board. 
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In FY 2011, two bills became effective that affected multiple boards.  H.B. 93 of 

the 129th General Assembly establishes and modifies laws regarding the prevention of 

prescription drug abuse.  This bill mainly impacts the State Board of Pharmacy and the 

State Medical Board.  H.B. 215 of the 128th General Assembly modifies the law 

governing investigations and hearings conducted by the State Dental Board and 

licensure of audiologists and speech-language pathologists.  The changes made by these 

two bills and other bills that became effective in FY 2011 are briefly discussed below. 

State Board of Pharmacy 

H.B. 93 requires the State Board of Pharmacy to license and regulate pain 

management clinics in the state.  The bill requires the Board to prepare an annual report 

containing information related to its regulation of pain management clinics for the next 

four years.  The report is to be submitted to the Governor and the General Assembly.  

The bill permits the Board to suspend the license of a wholesaler of controlled 

substances without a hearing if the Board determines that there is clear and convincing 

evidence that the method used to distribute controlled substances presents a danger of 

immediate and serious harm to others. 

H.B. 93 also modifies the operation of the Ohio Automated Rx Reporting System 

(OARRS)17 and establishes criminal penalties for failing to comply with certain 

requirements of the system.  The Board may accept grants, gifts, or donations to operate 

the database.  The bill establishes the Drug Database Fund for this purpose.  The bill 

requires the Board to consider improvements to Ohio's method of monitoring the 

misuse and diversion of controlled substances through OARRS and to submit a report 

not later than six months after the bill's effective date. 

The bill requires the State Board of Pharmacy, in conjunction with the Attorney 

General and the Department of Alcohol and Drug Addiction Services, to develop a 

program under which drugs are collected from the community for destruction or 

disposal.  The bill specifies that the Attorney General is responsible for the costs of the 

program, though participating agencies may obtain grants to fund the program.  Any 

grants received are credited to the Drug Take-Back Program Fund, which is created by 

the bill. 

State Medical Board of Ohio 

For the State Medical Board, H.B. 93 requires that rules be adopted for physicians 

that operate pain management clinics.  The bill authorizes the Board to impose fines of 

up to $20,000 on any physician who fails to comply with the rules of operation or 

standards for pain management clinics.  The bill also requires the Board to adopt rules 

                                                 
17 OARRS was first authorized by Sub. H.B. 377 of the 125th General Assembly.  The Act, which became 

effective May 2005, permitted the Board to establish and maintain an electronic database to monitor the 

misuse and diversion of controlled substances and certain dangerous drugs.   
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requiring medical professionals licensed by the Board to check OARRS when issuing 

prescriptions.  H.B. 93 also creates the Medical Board Education and Patient Safety 

Fund, which is to be used to develop and maintain programs that address patient safety 

and education, supply and demand of healthcare professionals, and information 

sharing with the public and individuals regulated by the Board.  Fund revenue will 

consist of grants solicited and accepted by the Board from public and private sources. 

Ohio Board of Nursing 

H.B. 93 expands access to information collected by the Board of Nursing in an 

investigation and requires the Board to adopt rules requiring medical professionals 

licensed by the Board to check OARRS when issuing prescriptions. 

State Dental Board 

H.B. 93 requires the State Dental Board to adopt rules requiring medical 

professionals licensed by the Board to check OARRS when issuing prescriptions. 

H.B. 215 generally modifies the way the State Dental Board investigates and 

disciplines medical professionals licensed by the Board.  The bill requires the Board to 

create a supervisory investigative panel and to appoint three referees or examiners who 

are not Board members and do not otherwise represent the Board to oversee all of the 

Board's disciplinary hearings and deliberations.  The bill also modifies the Board's 

subpoena authority by requiring all subpoenas to be authorized by the supervisory 

investigatory panel.  The bill modifies Board procedures pertaining to dentists who fail 

to renew registration or submit evidence of continuing education credits. 

H.B. 190 of the 128th General Assembly changes the restrictions placed on dental 

hygienists, allowing them to operate, under certain restrictions, without the presence of 

an overseeing dentist under the Oral Health Access Supervision Program.  The bill also 

makes licensing and other administrative changes such as allowing dentists to 

temporarily retire. 

State Board of Speech Pathology and Audiology 

H.B. 215 reauthorizes certain persons to obtain an audiologist license without 

holding a doctor of audiology degree.  The bill also permits a licensed speech-language 

pathologist or audiologist to apply to the State Board of Speech-Language Pathology 

and Audiology to have their license classified as inactive; the bill allows the Board to 

charge a fee for classifying a license as inactive.  The bill authorizes the Board to adopt 

rules as necessary for classifying a license as inactive. 
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State Board of Emergency Medical Services 

H.B. 114 of the 129th General Assembly, the transportation budget, abolishes the 

Seat Belt Education Fund (Fund 8840), which formerly received 8% of the fines for seat 

belt violations, and requires that the money be credited to the Trauma and Emergency 

Medical Services Fund (Fund 83M0) instead.  The money credited to the Seat Belt 

Education Fund was used by the Department of Public Safety to establish a seat belt 

education program.  The Trauma and Emergency Medical Services Fund, which already 

received 28% of the fines for seat belt violations, is required to be used by the 

Department for the administration of the Division of Emergency Medical Services and 

the State Board of Emergency Medical Services. 
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Supplement	Six	‐	Parent‐Child	Relationships	
Various Ohio Boards and Commissions maintain data documenting “Parent Child Relationships” 
between licensees. 

These relationships are the result of two types of rules 

• That some professions, either during an apprenticeship period or during the entire career of the 
professional, must be supervised by another licensed professional, often holding a related but 
different type of license 

• That some licensed businesses must have a licensed professional registered as a responsible 
party 

These relationships are a requirement for licensure in the State of Ohio. 

Presented here for reference are some examples of this type of relationship. 

• The Veterinary Medical Licensing board requires a licensed Veterinary Business Facility to have a 
licensed Supervisory Veterinarian 

• The Respiratory Care Board requires that a Limited Permit Holder have an assigned supervisor 
who holds a Respiratory Care Permit 

• The Respiratory Care Board required that Home Medical Equipment facilities maintain a license 
or certificate of registration that names an Authorized Representative and a Facilities Manager, 
with the Facilities Manager generally reporting to the Authorized Representative 

• The Optical Dispensers Board requires that Apprentices have a Direct Supervisor of the same 
specialty; that is, Spectacle Apprentice must be supervised by a Licensed Optician with a 
Spectacle License; a Licensed Optician with an Ocularist license would not qualify. Additionally,  
a Licensed Optician may only supervise at most three apprentices at one time 

• The State Board of Registration for Professional Engineers and Surveyors requires that a 
credentialed firm be supervised by a professional matching its specialty: an Engineering 
Specialty firm must have a supervising Professional Engineer; a Surveying Specialty firm must 
have a supervising Professional Surveyor; and a firm specializing in both must have one of each. 

• The Ohio Casino Control Commission requires that casinos be licensed to operate in the State 
(currently the constitution limits the number to four) and that all Key Employees and major 
investors in those casinos be licensed. Additionally, Gaming Equipment Vendors must be 
licensed to sell gaming equipment, along with their Key Employees and major investors. 

 

What follows are the further needs of the Board of Nursing. 

  



Board of Nursing Credential Relationships 

November  2011 

 

 

Below is a description of each credential type issued by the Board of Nursing. Licenses and 
related secondary certificates are described in the “dependencies” column. Some credential 
certificates are independent from other credentials.  

 

• All Certificate of Authority (COA) holders must also have a current Registered Nurse 
(RN) license. RNs with at least one COA are often referred to at Advanced Practice 
Nurses (APNs). 
 

• RX credential holders, those who have a Certificate to Prescribe (CTP) must also have a 
current RN license and at least one COA (NP, NS, NM) in addition to their corresponding 
RN license. (See chart below.) 
 

• COA-NA only holders are not eligible for a CTP. 
 

• RX-EX indicates the individual is presently in an Externship status and working towards 
their permanent CTP. 
 

• All RX credentials require the certificate holder to enter into a “collaborative agreement” 
with a physician. 
 

• Temporary Dialysis Certificate 1 (TC1), 2’s and 3’s are intermediate steps towards 
obtaining a OCDT. (See chart below.) 

 

 

Primary Subcategory Description Type Dependencies 

RN  Registered Nurse License  

RN COA1 Registered Nurse -with 
1 Certificate of 
Authority 

License Subcategory used to separate RNs 
from RNs with COAs as Advanced 
Practice Nurse (sub group) for 
reporting and renewal processes. 



RN COA2 Registered Nurse - 
with 2 Certificates of 
Authority 

License Subcategory used to separate RNs 
from RNs with COAs as Advanced 
Practice Nurses (sub group) for 
reporting and renewal processes. 

RN COA3 Registered Nurse - 
with 3 Certificates of 
Authority 

License Subcategory used to separate RNs 
from RNs with COAs as Advanced 
Practice Nurses (sub group) for 
reporting and renewal processes. 

COA NM Certified Nurse 
Midwife – Certificate of 
Authority 

Certificate Must also hold a current (RN) 
Registered Nursing License in 
good standing. 

COA NP Certified Nurse 
Practitioner  – 
Certificate of Authority 

Certificate Must also hold a current (RN) 
Registered Nursing License in 
good standing. 

COA NS Certified Nurse 
Specialist – Certificate 
of Authority 

Certificate Must also hold a current (RN) 
Registered Nursing License in 
good standing. 

COA NA Certified Registered 
Nurse Anesthetist 
(CRNA) – Certificate of 
Authority 

Certificate Must also hold a current (RN) 
Registered Nursing License in 
good standing. 

RX  Certificate to Prescribe 
(CTP) 

Certificate - Sometimes referred to as 
“Prescriptive Authority”. 

- Must also hold a current (RN) 
Registered Nursing License in 
good standing, AND 

- Must hold a current (COA) NM, 
NP, NS in good standing.  

- COA-NA not eligible. 

- Also requires collaborating 
physician agreement. 

RX Ex1 Certificate to Prescribe 
– Externship 1 

Certificate - Sometimes referred to as 
“Prescriptive Authority”. 

-  Temporary Externship period for 
attaining full RX (CTP) status. 



- Must also hold a current (RN) 
Registered Nursing License in 
good standing, AND 

- Must hold a current (COA) NM, 
NP, NS in good standing.  

- COA-NA not eligible. 
- Also requires collaborating 

physician agreement. 
RX Ex2 Certificate to Prescribe 

– Externship 2 
Certificate - Sometimes referred to as 

“Prescriptive Authority”. 

- Temporary Externship period for 
attaining full RX (CTP) status. 

- Must also hold a current (RN) 
Registered Nursing License in 
good standing, AND  

- Must hold a current (COA) NM, 
NP, NS in good standing. 

- COA-NA not eligible. 
- Also requires collaborating 

physician agreement. 
PN  Licensed Practical 

Nurse (LPN) 
License  

PN MEDS Licensed Practical 
Nurse (LPN) – with 
certificate to administer 
medications. 

License Subcategory of PN (LPN) with 
expanded scope.  

PN M-IV Licensed Practical 
Nurse (LPN) – with 
certificate to administer 
medications and IV 
therapy. 

License Subcategory of PN (LPN) with 
expanded scope. 

DT  Ohio Certified Dialysis 
Technician (OCDT) 

Certificate  

TC1  Temporary Dialysis 
Certificate 1 

Certificate Initial temporary training period for 
those working towards a DT 
(OCDT) certificate. 

TC2  Temporary Dialysis 
Certificate 2 

Certificate Secondary temporary training 
period for those working towards a 



DT (OCDT) certificate. 

TC3  Temporary Dialysis 
Certificate 3 

Certificate Tertiary temporary training period 
for those working towards a DT 
(OCDT) certificate. 

CHW  Community Health 
Worker 

Certificate  

MA-C  Certified Medication 
Aide 

Certificate  

MA-C R Certified Medication 
Aide – Residential 
Facility Only 

Certificate Certificate holder restricted to 
Residential Facilities only. 
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Supplement 7 
 

Participating Boards-Commissions 



Supplement Seven - Participating Boards and Commissions 
 

      Active Licenses 

Board & Link  Renewal 
(years) 

Employee 
FTEs 

FY 
2010 

FY 
2011 

Accountancy Board 
(www.acc.ohio.gov) 3 9 32,839 32,561 

Architects Board and the State Board of Landscape 
Architect Examiners (www.arc.ohio.gov) 2 4 8,148 8,542 

Board of Dietetics 
(www.dietetics.ohio.gov) 1 3.5 3,689 3,560 

Board of Motor Vehicle Collision Repair Registration 
(www.collisionboard.ohio.gov) 1 3 1,462 1,397 

Board of Nursing 
(www.nursing.ohio.gov) 2 57 241,503 251,765 

Board of Speech-Language Pathology and Audiology
(www.slpaud.ohio.gov) 2 4 7,411 7,246 

Chemical Dependency Professionals Board
(www.ocdp.ohio.gov) 2 5 7,514 7,345 

Counselor, Social Worker, and Marriage and Family 
Therapist Board (www.cswmft.ohio.gov) 2 12 31,450 32,100 

Occupational Therapy, Physical Therapy, and Athletic 
Trainers Board 
(www.otptat.ohio.gov) 

2 8 22,510 23,368 

Ohio Casino Control Commission 
(www.casinocontrol.ohio.gov) 3 N/A N/A N/A 

Ohio Manufactured Homes Commission
(www.omhc.ohio.gov) 2 6 416 844 

Ohio Optical Dispensers Board 
(www.optical.ohio.gov) 1 3 5,299 5,496 

Ohio State Barber Board 
(www.barber.ohio.gov) 2 7 12,204 11,670 

Ohio State Dental Board 
(www.dental.ohio.gov) 2 14 30,094 30,303 

Respiratory Care Board 
(www.respiratorycare.ohio.gov) 2 4.5 8,151 8,800 

State Board of Cosmetology 
(www.cos.ohio.gov) 2 34 123,337 116,580 

State Board of Embalmers and Funeral Directors
(www.funeral.ohio.gov) 2 6 6,828 6,704 

State Board of Optometry 
(www.optometry.ohio.gov) 1 3 2,148 2,156 

State Board of Orthotics, Prosthetics, and Pedorthics
(www.opp.ohio.gov) 1 1.5 395 389 

State Board of Pharmacy
(www.pharmacy.ohio.gov) 1 47 36,535 35,840 

State Board of Psychology 

(www.psychology.ohio.gov) 2 5 3,729 3,485 

State Board of Registration for Professional Engineers 
and Surveyors (www.peps.ohio.gov) 1 8 28,688 29,021 

State Board of Sanitarian Registration 
(www.sanitarian.ohio.gov) 1 1.5 1,585 1,506 



      Active Licenses 

Board & Link  Renewal 
(years) 

Employee 
FTEs 

FY 
2010 

FY 
2011 

State Chiropractic Board 
(www.chirobd.ohio.gov) 2 5 2,368 2,559 

State Medical Board 
(www.med.ohio.gov) 2 80 62,839 64,755 

Veterinary Medical Licensing Board 
(www.ovmlb.ohio.gov) 2 2.5 6,594 6,775 

TOTAL 333.5 687,736 694,767 
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Supplement	Eight	–	Requirement	Dictionary	and	Use	Cases	
	
eLicense	Requirements	Dictionary	
 

Roles	
Role  Description 

All Users  Pertains to any user of the system 

Applicant  An individual or entity seeking to obtain a license, permit, certificate, or 
certification 

Authorized User  A State employee with a logon ID to the system and who is authorized to perform a 
particular action or set of actions 

Board‐level 
Administrator 

Any licensor holding enhanced privileges in the System, but limited to a specific 
board 

Customer  See External User 

Education Provider  An authorized external party who offers education, training or continuing education 
for licensees 

Enforcement Supervisor 
 

Any licensor with specific investigation and enforcement management 
responsibilities 

Entity  A contact record within the system, either an individual or business and either 
licensed or unlicensed 

Establishment  Entity that is a business 

External User  Any user not a State employee, such as a licensee or member of the public 

General Public  Any person seeking to access public information using the system 

Licensee  An individual, business or facility already possessing a license, permit, certificate, or 
certification and seeking to renew or update it 

Licensor  Any person working for a licensing organization authorized to process license 
applications 

Licensor Fiscal Clerk  Any licensor with specific responsibility for accounting and transactions 

Licensor Investigator  Any licensor with specific investigation and enforcement responsibilities 

Licensor Supervisor  Any licensor holding enhanced rights and responsibilities 

System  Performs automated information processing as an agent of a user 

System Administrator  Any individual holding enhanced privileges in the overall system 



 

Definitions	
Term  Definition 

Access Log  A record of all Authorized Users who have accessed Confidential Personal 
Information (CPI) stored by the system; must store who accessed, the data 
accessed and the date and time it was accessed 

Activity  A defined sequence of work that may or may not be part of a pre‐defined workflow 

Alert  A high‐priority notification sent to a State employee intended to trigger immediate 
action by the employee 

Application  Submission of documentation required for a license, permit, certificate, or 
certification; can be done via paper or online 

Approved Education 
Provider 

A school, instructor or program recognized by a board as eligible to deliver 
professional training 

As defined by business 
rules 

Denotes a section of the system that must be highly configurable using some sort of 
rules engine or similar mechanism such that each board can independently define 
and administer their own unique rules applying only to their own data 

Attachment  A file originating outside of the system and stored alongside an entity record 

Audit  A special type of investigation where no wrong‐doing has been alleged 

Audit Log  A record of all changes made to the information stored by the system; must capture 
the who, what, and when of the event and the previous data and the newly entered 
data 

Batch job  An action initiated automatically by the system after being defined by an 
authorized user 

Board  An autonomous business unit responsible for licensing a specific profession or 
group 

Case  A record of an inspection or enforcement action 

CE  Abbreviation for Continuing Education; subject to verification 

CE Audit  A verification of continuing education credits reported and earned 

Certificate  See License 

Certification  See License 

Comments  See Note 

Commission  See Board 

Complaint  A record of a specific allegation filed against a licensee; may lead to a case being 
opened 



Term  Definition 

Compliance  See Enforcement; may or may not be associated with discipline 

Continuing Education  On‐going training required of licensee to maintain a valid license 

Correction Plan  A possible result of a violation; recorded in a case 

Correspondence  Any communication sent from Licensor to an entity or Licensee; by post or email 

CPI  Confidential Personal Information; access regulated by Ohio Revised Code section 
1347.15 

Credential  Setup for a specific license type, category, and subcategory specific by board as 
defined by business rules 

Dialogue  An interactive message presented to a user when a specific condition holds; 
commonly a "popup" 

Discipline  A type of enforcement 

Document  A file originating outside of the system and stored alongside an application record; 
Any printed output generated and stored by the system 

Education Program  A school or other provider of education services qualified to prepare a candidate 
for a professional license or to fulfill continuing education requirements; includes 
degree‐granting, non‐degree‐granting and certification programs 

Enforcement  Any action taken as a result of a case, complaint, audit, investigation, etc. where a 
violation exists or corrective action is necessary 

Fee  A financial charge to a licensee or member of the public for services such as 
licensing, inspection, reproduction or research 

Fine  A financial charge to a licensee to remedy a violation 

Flag  An indicator of a special status placed on a licensee record; used to draw attention 
to a record for manual processing or to trigger an automatic action 

Hearing  A step in the compliance/enforcement process 

Hold  A type of Flag, indicating that processing should not proceed without manual 
intervention by an authorized user 

Inbound 
Correspondence 

Any communication received by a licensor not part of an application 

Inspection  A review of a licensee's compliance with specific laws, codes, and rules 

Investigation  A more thorough form of inspection, frequently prompted by a complaint or audit 

License  Authority or privilege granted by a Board to an entity to perform an otherwise 
regulated or restricted activity requiring specific skills, knowledge, education, or 
training; Could also be called a permit, certificate, certification, preliminary or 
probationary license or certificate 



Term  Definition 

License Assistance 
Wizard 

An interactive program that a licensee or applicant can access online that guides 
the licensee through the application process 

Non‐interactively  In bulk, through a batch process 

Note  Free‐form text added to a record 

Notification  Automatic message sent to a user when a specific condition holds; typically by 
email 

Penalty  See Fine 

Permit  See License 

Pick List  A set of values that are used to constrain the answers on a particular electronic 
form 

Post‐discipline 
 

Ongoing action taken on a license or an entity based on previous discipline 
(enforcement) 

Probation  See Post‐discipline 

Queue  A collection of tasks or record objects awaiting processing by a user or group 

School Code  A unique identifier for an Education Program; Either assigned by the State, a 
national authority or the school itself 

Security Role  A particular set of permissions and authorizations allowing or preventing access to 
view or change a specific set of fields and/or records 

Skip Logic  Intelligence programmed into an online form such that certain questions may be 
skipped or added based on the answer to previous questions (ie if, then, else logic) 

Subordinate 
Relationship 

A relationship between an entity’s licenses (ie primary and secondary) or between 
different licensees, such as between supervisors and employees; owners or 
responsible persons and businesses; or businesses and locations; or between two 
or more licensees. The subordinate often cannot practice if the superior’s license 
lapses and must be notified 

Superior Relationship  See Subordinate Relationship 

Supervision Plan  A delegation or collaboration agreement between two or more licensed healthcare 
professionals in order to delegate the authority to prescribe medication or 
procedures  to one who otherwise would not have the statutory authority to do so  

Surety  Proof of financial responsibility required to hold some licenses, such as insurance or 
a bond 

Task  The smallest element contained in a workflow; something that needs to be done to 
complete the workflow 



Term  Definition 

Unique Identifier  A set of numbers and/or letters that unambiguously and uniquely identifies a 
specific record or object and that is unique within a board; either manually 
generated with a mix of letters and numbers or serially generated automatically; 
configurable per board with business rules 

Violation  A possible finding from an inspection; recorded in a case 

Workflow  A pre‐programmed series of tasks and/or checklists that must be performed to 
process an application, case, etc. 

 

List	of	Use	Cases	by	Role	
 

All Users 
Reset own password 

Licensor (all by board) 
Add approved class 
Add approved education provider 
Approve License Application 
Approve License Renewal 
Assess Fee 
Create “form” correspondence or renewal applications, etc. 
Create new entity/licensee records 
Create subordinate relationship 
Deactivate approved class 
Deactivate approved education provider 
Identify abandoned applications 
Import External Background Check 
Import external CE records 
Import External Exam Scores 
Manage Attachments 
Manually enter new entity/licensee records 
Manually enter renewal data for existing licensees 
Modify existing entity/licensee records 
Print and mail certificate/verification/license/renewal application 
Print and mail correspondence 
Remove subordinate relationship 
Request investigation 
Review License Status 
Search and retrieve application 
Search and retrieve cases/investigations 
Search and retrieve correspondence 



View work queue 
Licensor Fiscal Clerk (all by board) 

Apply payment to fees or fines 
Back-out payment 
Issue refund 
Receive payment 
Reconcile financials with OAKS 

Licensor Management/Supervisor (all by board) 
Allow to delete entity/licensee records and associated data 
Control work queues including rerouting/overrides 
Create batch job 
Deactivate batch job 
Modify batch job 
Monitor batch job 
Review activity statistics 
Review audit reports 

Licensor Administrator (all by board) 
Assign permissions 
Create online applications and renewal applications setup  
Create user ID 
Create workflow 
Deactivate workflow 
Disable user ID 
Identify inactive accounts 
Modify credential definitions 
Modify online applications and renewal applications setup 
Modify workflow 
Purge & archive data 
Reset other's password 
Setup credential definitions 

Enforcement Supervisor (all by board) 
Assess Fine (Only as result of Board action) 
Close case 
Create case 
Resolve case 
Search cases 
Update case 

Licensor Investigator (all by board) 
Search cases 
Update case 
View case 

General Public (may be limited by board) 
Make complaint 
Make special request, i.e. a verification 



Register with system 
Upload attachments 
Verify license 
View public action taken as a result of the complaint 

Licensee (all by board) 
Act as licensee delegate as defined by business rules 
Apply for license 
Check processing status 
Create user ID 
Designate license inactive as defined by business rules 
Download certificate or card 
Pay Fees/Fines 
Renew license 
Report CE 
Request certificate/verification/license/exam schedule 
Request refund 
Schedule exam as defined by business rules 
Update contact information as defined by business rules 
Upload Attachments 
View CE 
Withdraw application as defined by business rules 

System Administrator 
Create data import/export 
Schedule data import/export 

System 
Approve license 
Display dialogue 
Generate invoice 
Receive data import 
Record history/audit log 
Request investigation 
Send data export 
Send Notification 

Education Provider 
Enter attendees as defined by business rules 
Maintain contact & license information 
Maintain curriculum information 
Renew as an approved provider 
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Supplement Nine – Board‐Commission Complexity and Sizing 

Modules Currently In Use 

Active 
User 

Accounts 
Credential 

Types 
Active 

Credential 
Records 

Recently 
Issued 

Credentials 
Super-
vision 

Online 
Application 

Online 
Renewal 

Com-
plaints 

Enforce-
ment Exams Continuing 

Education Schools 
Exter-

nal 
Docu-
ments 

Imports/
Exports 

Accountancy Board 26 16 66,399 1,093 Y   Y Y Y Y Y Y     
Architects Board and the State Board of 
Landscape Architect Examiners  15 6 19,284 398 Y   Y Y   Y   Y Y   

Board of Dietetics 16 9 16,475 496 Y           Y Y     
Board of Motor Vehicle Collision Repair 
Registration  14 18 3,250 35         Y           

Board of Nursing 115 32 488,420 19,337     Y     Y   Y     
Board of Speech-Language Pathology and 
Audiology 20 13 15,658 713 Y Y Y Y Y   Y Y     

Chemical Dependency Professionals Board 8 35 24,043 1,370     Y     Y         
Counselor, Social Worker, and Marriage and 
Family Therapist Board  21 17 91,776 4,226 Y Y Y Y Y     Y Y   

Occupational Therapy, Physical Therapy, and 
Athletic Trainers Board 21 32 50,708 1,723   Y Y     Y   Y     

Ohio Casino Control Commission                              
Ohio Manufactured Homes Commission 17 664 2,534 82 Y           Y     Y 
Ohio Optical Dispensers Board 16 13 13,267 909 Y   Y Y     Y       
Ohio State Barber Board 12 5 34,871 557                     
Ohio State Dental Board 34 12 55,416 2,297 Y   Y         Y Y   
Respiratory Care Board 18 23 24,278 897 Y   Y Y Y     Y Y   
State Board of Cosmetology 95 52 409,044 14,119 Y Y Y Y Y   Y Y     
State Board of Embalmers and Funeral 
Directors 33 20 13,134 449 Y     Y Y Y Y       

State Board of Optometry 12 3 3,089 79                     
State Board of Orthotics, Prosthetics, and 
Pedorthics 12 12 964 30 Y   Y Y       Y     

State Board of Pharmacy 78 226 130,440 4,073 Y   Y         Y   Y 
State Board of Psychology 19 4 17,267 132 Y     Y Y   Y Y Y   
State Board of Registration for Professional 
Engineers and Surveyors  22 6 65,567 1,645     Y     Y   Y   Y 

State Board of Sanitarian Registration 20 3 5,518 120 Y     Y Y Y Y Y     
State Chiropractic Board 19 5 3,794 131 Y         Y   Y     
State Medical Board 195 73 209,336 8,941 Y Y Y Y Y Y   Y Y Y 
Veterinary Medical Licensing Board 15 10 15,976 504 Y   Y     Y   Y     
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