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Section 1: Line-by-Line Application Instructions

All information must be typed or printed clearly in black ink. Any application that is not legible will be
returned to you.

Part1: ApplicantInformation

1. Applicant or Company Name
The applicant or company name is the name that appears appear on the license and is the actual name under

which the contracting business will operate.

2.

The fictitious trade name (or assumed name, trade name, FN or DBA name) is a business name that is
different from your personal name, the names of your partners or the officially registered name of your
LLC or corporation.

Example: DBA AJ’s Plumbing

3. License Number
The license number issued in which the company is replacing the Qualifying Party.

4. Classification

This is the classification and description of the license for the company seeking replacement of the
Qualifying Party.

Example: A- General Engineering is a license with a classification of “A-"and a description of “General
Engineering”

FAQ: Where can | find information on the different license classifications?

License classifications are found in R4-9-102, R4-9-103, and R4-9-104 (see “Registrar of Contractors” rules
at http://www.azsos.gov/public_services/Table of Contents.htm). A description of the classifications can
also be found on the ROC websiteat https://roc.az.gov/license-classification.

5. ;
Arizona Revised Statute Title 23, Chapter 6 governs workers’ compensation. Check the box that
indicates how the applicant will comply with the Workers’ Compensation Act.

Attach to your application proof of how the applicant will comply with the Workers’ Compensation Act.
Such as:

e A copy of the certificate or insurance statement, including the policy number, or

¢ The affidavit of self-employment exemption.

If the qualifying party is NOT an owner, a partner, a member or manager of an LLC or an officer or
director of a Corporation, he/she is an employee. You MUST provide a copy of the workers’
compensation insurance.

The owner, a partner, a manager or member, or an officer or director must certify compliance with the
Workers’ Compensation Act by printing their name, title and signing.

More information on Workers’ Compensation can be found by contacting the Industrial Commission
of Arizona.
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Industrial Commission of Arizona http://www.ica.state.az.us
Phoenix: 800 W. Washington Street Phone (602)542-4661
Phoenix, AZ 850007

Tucson: 2675 E. Broadway Phone (520)628-5181
Tucson, AZ85716

Part 2: Former Qualifying Party Information

6.
This is the complete name of the Qualifying Party to be replaced.

7. Date of Disassociation
This is the date the Qualifying Party to be replaced disassociates from the company.
Check the appropriate box to indicate how the Qualifying Party is resigning.

Pursuant to A.R.S. § 32-1167(A) when a qualifying party for a license disassociates from the licensed
entity, both the licensee and the qualifying party must give written notice to the Registrar of Contractors
of the disassociation. If a qualifying party is a partner, corporate officer, or member the business entity
must also submit an amended Articles of Incorporation, Amended LLC Agreement or Amended
Partnership Agreement reflecting the change.”

Part 3: Personnel Information (Qualifying Party)

The Part 3, Personnel Information (Qualifying Party) form should only be completed by qualifying
individuals. Each applicant will have only one Qualifying Party. The Qualifying Party is the “responsible
managing employee” or “qualifying party” described in A.R.S. 8 32-1127. The Qualifying Party is the
individual who has the requisite experience and has taken and passed the required trade and business
managementexam(s).

8. Eull Legal Name Midd astand ¢ ) applicat
The complete legal first, middle and last names are required. If the individual has no middle name, write
“None”. If the individual only has a middle initial, write “Only” after the initial.

9. Date of Birth
A date of birth for each individual must be provided. A.R.S. § 32-1122 prohibits a minor from being
an individual owner, partner, corporate officer, member or Qualifying Party on a contractor’s license.

10.Driver’s License or Government ID: State/Number (please enclose a co

Write the state issuing the ID and the ID number. Typically the Government ID will be a government
issued driver’s license or a passport.

Example: AZ/D12345678

Please submit a clear copy of the ID.
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11.Soci

Pursuant to A.R.S. 88 25-320, 25-518 and 25-519 the ROC must collect social security numbers. Please
include a copy of your social security card with the application. The ROC will not use social security
numbers in an unauthorized manner.

If ownership is held by a Limited Liability Company, Corporation, or Partnership, write the Tax
Identification Number.

12. Residential Address

Write the complete residential address, including city, state and zip code.

If ownership is held by a Limited Liability Company, Corporation, or Partnership, the mailing address
may be used in lieu of a residential address.

13. Percent Ownership
Write the percent ownership. The ownership percent for all personnel must total 100%. Publicly traded

companies must be noted.

14. Title or Position
Check the box that indicates the title or position of this entity.

15.Have you ever received a citation or been convicted for contracting without a license?
Check yes or no. If yes, describe where and when in the space provided.

Check yes or no. If yes, in the space provided write the state(s), the current license status(es), the license
number(s), the license name(s), and the license class(es). Use additional pages to indicate all previous
licenses.

17.Ha

Check yes or no. If yes, in the space provided write the license number(s), the current status of the
license(s), and the cause of the discipline(s).

Please note, to avoid delay in the review of this application, all discipline and pending complaints should
be resolved prior to submitting the application.

18.Have you ever been convicted of a felony, or currently have a felony charge pending? List all felony

convictions. Use additional paper if needed.
Check yes or no. If yes, describe when, what the charge or conviction was, and the name of the court in the

space provided. (Use additional paper if needed.) If you are currently on a license or were on a license
within one year prior to the date of this application, and have previously disclosed a felony and have had no
further felony convictions and currently have no pending felony charges provide a written and notarized
statement to that effect.

Please provide any additional information about your charges or convictions that you would like the ROC
to consider. For example, you may want to submit information showing rehabilitation. Examples of
rehabilitation: counseling, gainful employment, passage of time without additional or repeat violations,
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completion of an appropriate rehabilitation program, an order vacating (setting aside) a conviction. This is
often referred to as expungement. Providing evidence of rehabilitation will help the ROC decide whether
to deny this application based on these charges or convictions.

Note: Even though a conviction has been vacated, pardoned, expunged, dismissed, appealed, listed as
undesignated or otherwise reduced, or your civil rights have been restored, you are required to
answer “YES.”

Check yes or no. If yes, complete who and attach a detailed explanation and provide a payment
schedule and Certificate of Good Standing from the Arizona Department of Revenue.

20.1 have completed a criminal backaround check at https://roc.az.qov within the last 4-60 days.
Please complete the criminal background check prior to submitting this application. You must include a

copy of your background check receipt with your license application.
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Section 2: Examination Requirements

Examinations are determined by the license classification for which the applicant is applying. Exams
must be completed by the person who will act as the Qualifying Party as defined in A.R.S. § 32-1127
and taken not more than two (2) years before submitting the application.

The ROC has contracted with PSI to conduct its examination program. Please refer to the PSI website
to check for the most updated testing information at www.psiexams.com. You may also contact PSI by
phone at (800)-733-9267.

Refer to the License Classification Requirements table (shown in the experience section) for the number
examination requirements for each license classification.

Exam Key
B  Business Management Exam

T  Trade Exam
S  Solar Exam

W  Arizona Department of Water Resources Trade Exam

If you meet the following criteria you may be able to waive the trade exam.

1. The applicant/qualifier shall have taken and passed an equivalent trade exam that led to the
approval of a contractor’s license.

2. The exam content and the license classification must be equivalent to the Arizona exam and
license for which the exam waiver is being requested.

3. The contractor’s license must have been active and in good standing within the preceding five

years.

For more information see the Application to Waive a Trade Exam form on the ROC
website https://roc.az.gov/forms.
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Section 3: Glossary of Terms

Cancel

DBA

Expired
Foreman

Inactive

Journeyman

Letter of
Verification

Maintenance
projects

Name Change

New projects

Practical or
Management
trade experience

Projects
Re-apply
Reinstate

Renew

Return

Glossary of Terms

A voluntary written request to terminate a license. Once cancelled, you must re-apply for a new
license if you wish to have a contractors’ license.

An acronym for 'Doing Business As' is a business filing which declares that an individual,
business or organization is operating a business under a name other than his/her birth name
or legal business name. If using a DBA, you must advertise both your legal entity name and
your DBA. R4-9-109(A).

After 1 year of suspension for non-renewal, the license will expire. Once expired, you must
re-apply for a new license if you wish to have a contractors’ license.

Overseer of a specific trade or construction project who is in charge of a group of workers and
usually responsible to the superintendent or manager.

A request to place a license on a hold status for up to 5 years. This can be done twice within
the lifetime of the license. You cannot contract during the inactive period. Commonly
referred to “put on a shelf’ or ‘put on hold’.

A skilled worker competent in the trade usually served as an apprentice to learn the skill.

Verifications should be signed and should be from contractors, sub-contractors, property/home
owners, building inspectors, employers or anyone with first-hand knowledge of your
experience.

Remodel, improvement or repair to existing buildings, structures or systems

Adding or removing a DBA (Doing Business As) hame or changing the Corporate or LLC
name via anamendment at the Arizona Corporation Commission. If you have changed
entities, you must re- apply for a new license.

New buildings, structures or systems.

In the registrar’s opinion custom and usage of industries or crafts require from two to four
years laborer or apprenticeship prior to be considered at journey or practical experience level.
Industries require four to six years journeyman or foreman to be considered at superintendent
level. A person with a four year degree in construction management from an accredited
college or university may be considered as having up to two years superintendent level
experience. Technical classes froman accredited trade school or college may be considered as
experience equivalent to the class room hours.

Construction phase of buildings or improvements.
Submit an application for approval again.
A request to make an inactive license current.

A license must be renewed every 2 years by submitting an application for renewal. Failure to
renew timely will result in an administrative suspension and a $50 late fee. If a license has
been suspended for failure to renew for one year, the license will expire. A.R.S. §32-1125 A

An application that was not accepted.
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Superintendent

Suspension
Administrative

Suspension
Disciplinary

Withdraw

Contractor representative at the work site responsible for continuous field supervision,
coordination and completion of the work.

A licensee cannot perform any contracting services while administratively suspended.
e Lack of Bond

o Lack of Qualifying Party

o Non-Renewal - A.R.S §32.1124 (F) 1,2, 0r 3

o Recovery Fund Payout

o Corporate Status

After suspension of the license pursuant to the provisions of A.R.S. 832-1154, the licensee may
perform without compensation, warranty work or other corrective work.

o Warranty work using own employees for NO compensation.

e Supervise sub-contractors doing warranty work for NO compensation.

e Do corrective or repair work ordered by R.O.C. for NO compensation

NOTE: If license is Administratively Suspended in addition to a Disciplinary Suspension
NO work may be performed.

A voluntary written request to stop the application process.
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