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Renewing Your Pesticide License is an
Annual Requirement

e All Massachusetts Pesticide Applicator Licenses
and Catch Basin Permits expire each calendar year
and should be renewed before December 315t

e Applicator (core) License (AL)
e Commercial Certification (CC)
e Private Certification (PC)
e Catch Basin Permit (CB)
e All Massachusetts Pesticide Dealer Licenses (DL)

also expire annually and should be renewed
before February 28t



Gather Needed Files to be
Submitted with Renewal

Before you begin, please gather any
needed documentation and have them
saved and ready to upload into your
renewal application. This will make
the process of submitting your
renewal simple and efficient.

If you have a Commercial Applicator
(core) License or a Commercial
Certification License, then you will
need your Certificate of Insurance
(COl) or Proof of Government
Employee Letter — if you are making
pesticide applications for your
government agency employer.

If the 3-year Recertification or
Retraining Cycle, for your license or
category, ends on December 31t of
the current year then you will need
electronic copies of any outstanding
Training Certificates to show
compliance with these requirements.



Compatible Equipment and
Web Browsers

* Please also be sure that you are
using a regular computer
(Windows 10+ / MacOS 10.11+
computer or laptop) with MS Edge
or Chrome web browser.

e All instructions were written, and
screenshots based on Windows 10
and MS Edge browser—other
browsers may be different or
incompatible.

e Chromebooks are not 100%
compatible with the EEA ePLACE
Portal and users may find it
difficult to upload training credits,
proof of insurance, etc..

e Mobile devices; such as, iPhone,
iPad, Android phone or tablets,
etc. are NOT compatible with the
EEA ePLACE Portal.



Log Into Your EEA ePLACE Portal
Account



Renewal Process in Two Primary Steps

o After gathering any needed electronic copies
of training credits, proof of insurance, etc.,

and after logging into your EEA ePLACE Portal,
please follow the detailed instructions

outlined in this guide to renew your license.

— Step 1: Make any needed updates to your
information using Account Management

— Step 2: File your renewal application and pay fees



Step 1: Update Your Information Using
Account Management

 There two IMPORTANT places where you will
periodically need to update your information
prior to renewing your license.

— 1. Login Information — includes your unique login
email address, security questions and password.

— 2. Contact Information — includes your mailing
address, phone number, and your contact email
address—where the new license and other
important notifications will be sent.



Click on Account Management



Update Your Login and Contact
Information as Needed



Important Note

* Please be sure that all your information in
Account Management is correct.

— What’s printed on your license letter comes from
the contact information in Account Management.

— All notifications, license letters, etc. are sent to
the contact email address that you maintain in
Account Management.



Step 2: Begin Your Renewal
Application

e Click on My Records to see a list of your
examination and license records.

* Find your Pesticide License Record beginning
with either AL, CC, PC, CB, or DL.

e Click on the Renew Authorization hyperlink to
begin the Renewal Application.




Click on My Records



Start Your Renewal Application



Update Your Insurance Information
and Continue the Application



Update the Training Credits Earned



Update the Training Credits Earned
and Click Submit for Each Category



You May Enter Zero (0) Credits if Your
Recertification Date is a Future Year



Do NOT Enter Partial Credits — Whole
Numbers Only e.g. %2+ %2 = 1 Credit



Applicator has all Required Credits to
Renew All 4-Categories



Update your Employer Information
and Continue the Application



Enter Employer Information and
Continue the Application



Update your Employer Information
and Continue the Application



See List of Required Documents and
Directions for Uploading



Upload Certificate of Insurance (COIl)

* Proof of insurance is required for pesticide
applicators seeking a new commercial license
or renewing an existing commercial license

— The Certificate of Insurance (COI) can be obtained
through your employer or via your insurance agent

— Municipal, State, and Federal Government Employees
who use pesticides exclusively within their role as
government employees must upload a Proof of
Government Letter



Proof of Government Employee (PGE)

* Federal, State, and Municipal government
employees follow a similar process but are
required to upload a “Proof of Government
Employee” (PGE) Letter
— The letter must be on Agency letterhead and

clearly indicate that such license is being used for
government work only

— Pesticide applications made outside of one's
government job to the property of another
require a separate (COl)
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Sample Proof of Government
Employee Letter



Certificates of Credit Must Be
Saved as PDF Files or JPEG Image Format



Click the Add Button



10/3/2023

Select Add
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Locate File on Computer
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Continue
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Select Type and Enter Description

Remove

*Type:
Proof of Insurance v «

File:
Proof of Government Employee pdf
100%

* Description (Maximum 50 characters):
Proof of insurance

oo [
' After you "Add" a required document, you

must indicate the document "Type" and enter
a very brief "Description”. When all is done,

you must click "Save" before you "Continue

Application”.
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Success! Now Continue Application



Review and Certification
Upper Part of Application



Review and Certification
Lower Section of Application



Choose Payment Method



Successfully Completed



Await MDAR Review and Approval

e After you have completed your renewal
application and successfully submitted your
renewal payment, the MDAR must review and
approve your renewal.

 Once approved, the system will send you a
notification with the License Letter attached.

e The MDAR no longer issues hard copy
licenses--save the email notification and
attached license letter!



Check Your Records



Please visit the Mass.gov
Examination and Licensing Page

https://www.mass.gov/guides/applying-for-a-pesticide-exam-license-and-
renewal-through-the-eplace-portal

https://www.mass.gov/guides/applying-for-a-pesticide-exam-license-and-renewal-through-the-eplace-portal

Flngl Step-By-S.tep Guides to most Key Actions f
actions that will help you make the

most of your EEA ePLACE Portal B B ,
Apply for Pesticide Exam, Pesticide Exam & License
Account. License and Renewal information

File Amendment - Update

* Keep your ema” address and How to Renew Your License License and Training Credits ‘
mailing address up-to-date

° Get a copy of your license Additional Resources
° Apply for new exams Applying for a Pesticide Exam or Catch Basin Permit (PDF 1.77 MB)
* ReneW you r ||Cense Applying for Applicator (Core) License After Passing the (Core) Exam (PDF 2.59 MB)

Applying for Commercial Certification (CC) License After Passing CC-Exam (PDF 1.63 ME)

Guide to Accessing Your Pesticide License (PDF 1.41 MB) «
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ePLACE Technical Support

* Need Help? For technical assistance with the
ePLACE website, please call the ePLACE Help Desk
Team at 844-73-ePLAC (844-733-7522), 7:30 AM-
5:00 PM, Monday-Friday (except on holidays)

* You can also
email ePLACE helpdesk@state.ma.us

e For assistance with non-technical questions,
please contact the issuing Agency directly using
the links below




Thank You

e Additional Questions?

— Contact the Pesticide Program Exam and Licensing
Team:
e Voice Mail: (508) 281-6787

e Email: pestexamlicense@mass.gov




