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Dear Student,

Attached you will find information and required forms that
must be completed and faxed or mailed to us before your
exam can be sent to your Proctor. Please keep copies of all
forms for your records. You have one year from the date of
purchase to complete course and end-of-course final exam.

Steps to completing course:

. Once all required forms and work are received the

1. Complete online portion of course.
2,
3. Have proctor fill out Proctor Arrangement Form

Read information on setting up proctor.

and fax or mail to us.

. Student must fill out and fax or mail forms:

e Distance Education Course Evaluation.
e Licensing Process and Deadlines.
e Student Affidavit

e Homework and assignments.
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exam will be mailed to your proctor.

. Schedule day and time with proctor, take exam

and proctor will mail to us in the postage paid
envelope.
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j % 7. Upon passing the exam we will notify the state and
2t send you a copy of the certificate-of-completion

NE T for your records.
8. The student can then apply to the state.

If you have any questions or difficulties please feel free to
contact us at 800-943-9993. Our hours are Monday thru
Friday 8am to Spm and Saturdays 8am to 12pm EST.

Best wishes on your course,
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Bridget Joseph
Administrative Assistant
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Information on setting up a proctor

We recommend contacting a librarian at any city/county school,
college, university, military or other public library to administer the test.
Libraries are usually the most helpful but in the event they are too busy
or unable to provide this service, you may try the following:

. A proctor can be someone that is NOT a relative and is NOT going
to benefit or has benefited from the student having a real estate
license. It is preferred the person works under a code of ethics
such as a doctor, lawyer or consoler

. The principal, assistant principal, counselor, superintendent, or
respective administrative assistant at any accredited high, junior
high, or grade school.

. A clergyman, pastor or assistant pastor from a local church or
sanctuary.

- A notary public.

We cannot allow your broker, close friend or a close relation proctor
your exam. The proctor will be required to sign a "Test Administrator
Certification" form attesting to the fact that such a relationship does not
exist.







