
SALES REPRESENTATIVE APPLICATION PACKAGE AND CHECKLIST 
Pursuant to M.G.L. c. 112, s. 263, private occupational schools seeking to hire sales representatives to solicit 

prospective students within the Commonwealth of Massachusetts must obtain a license for the sales representative from the 
Division of Professional Licensure (DPL). In order to obtain a sales representative license, the school (not the prospective 
sales representative) must submit to DPL a completed application for licensure and surety in the amount of $1,000 (see Sales 
Representative Forms available on the DPL website) and the requisite application fee. (See Schedule of Filing Fees available 
on our website for the current fee). Incomplete applications will not be accepted by DPL. 

In order to assist schools in submitting complete sales representative license applications, this checklist must be used 
for each application. Each application must include the following: 

Section I:  Prospective Sales Representative’s Information 
 Completed personal information  Resume or Curriculum Vita

Section II: Employment and Educational History
 Educational Qualifications: Diploma(s) or transcript(s) for highest educational degree(s) obtained
 Proof of relevant occupational experience (also known as Proof of Trade)

Section III: References
 Completed personal references (all three references) Completed business references (all three references)

Section IV:  Applicant’s Affidavits

 Completed Applicant’s Affidavits (all affidavits on the second page of the approval form must be initialed; however, if
unable to initial, a letter of explanation must be attached to the application)

 Applicant’s original signature on application

Section V:   School’s Certifications and Acknowledgements
 Completed Private Occupational School’s Certifications and Acknowledgements
 Original signature of school’s director of education or other staff responsible for overseeing hiring criteria that verifies that
the application is complete. This individual is certifying to DPL that the application is complete and all required documentation
is attached to the approval form.
 CORI Notification Acknowledgement Form
 SORI Acknowledgement Form
 Sales Representative Information Form
 Surety in the amount of $1,000; DPL must receive the original surety document. Schools may hold a blanket bond to cover
multiple sales representatives (see Blanket Bond for Private Occupational School Sales Representatives available on our
website). If a Blanket Bond is being used, the application must include a Certification of Blanket Bond (see Certificate form on
our website).
 Application fee
The license is for the sales representative and the school. A sales representative who works on behalf of more than one school
must be licensed for each school. Sales representatives may not function in that capacity for a private occupational school until
DPL issues the sales representative license.
Please address all correspondence to: 

MASSACHUSETTS DIVISION OF PROFESSIONAL LICENSURE 
Office of Private Occupational School Education 

1000 Washington Street, Suite 710, Boston, MA 02118-6100 
phone: 617-701-8719 email:  occupational.schools@mass.gov 

website:  www.mass.gov/dpl/schools 

TELEPHONE: (617) 701-8719 FAX: (617) 701-8612 TTY/TDD: (617) 727-2099 http://www.mass.gov/dpl/schools 
Updated 1/14/20 
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Sa l e s R e pr e s e n t a t i v e A p p l i c a t i o n f o r L i c e ns ur e 

I .  P R O S P E C T I V E  S A L E S  R E P R E S E N T A T I V E ’ S  I N F O R M A T I O N 

Name*:  Phone: 
Last First MI 

Name of School Submitting Request: 

Proposed Hire Date:    School's License Number:  _________________  (if applicable)  

* If applicant’s name differs from name on any of the educational and occupational documentation, proof of
name change must also be submitted (e.g. certificate of marriage, court order).

I I .  E M P LO Y M E N T  A N D  E D U C A T I O N A L  H I S T O R Y 
Resume or Curriculum Vita:  Must be current, include dates of employment, and explicitly state the duties for 
each position. 

I II . E DUCAT I O NAL Q UAL I F I CAT I O NS 
A. Proof of Highest Level of Education:

1. If no college/university degree completed, include copy of applicant’s high school diploma or its
equivalent (e.g. GED, Adult Secondary Education Diploma, home schooling certification).

2. If college/university degree was completed, include certified copy of applicant’s transcript (diplomas
not accepted) 1.

3. DPL cannot accept degrees from institutions not accredited by a U.S. Department of Education- 
approved accrediting agency.  To determine whether a college/university is accredited, please refer to
http://ope.ed.gov/accreditation/.

4. If highest level of education is from an institution outside of the United States, applicants must
enclose a detailed equivalency report or course-by-course evaluation by a nationally recognized,
independent agency.  Please refer to an approved list of agencies on the DPL’s website.

5. If the college/university degree is being forwarded to DPL under separate cover, direct the transcripts
to “DPL/[name of the school requesting the application for sales representative].” Example,
“Division of Professional Licensure/American School Institute.”

B. Proof of relevant occupational experience:
Proof occupational experience is documented via a letter from current or past employer(s) on official
stationery of firms where applicant was employed as a sales representative. The letter must detail the
dates of employment, the position held, and the duties of the position.

I V .  RE F E RE NCE S 
Business References:  List the names and contact information for three persons qualified to comment on your 
work experience: 

Name Address Occupation Contact Phone # 

1 Accredited schools may request from applicants two certified copies of their transcripts; or, the school may submit a certified 
copy to DPL and request from DPL that the certified copy be returned. See last item on school’s certifications. 
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Personal References:  List the names and contact information for three persons qualified to comment on your 
reputation and character (cannot be the same as above): 

Name Address Occupation Contact Phone # 

V . A P P L I C A N T ’ S  A F F I D A V I T S
The applicant must initial next to each item and sign below prior to submission to DPL.   If the applicant does 
not initial each statement, attach a letter of explanation for each statement not initialed. 

Initials 
I have completed and attached the CORI Notification Acknowledgment Form for 
Sales Representatives. 

I have completed and attached the SORI Form for Sales Representatives. 

I understand that private occupational schools are governed by M.G.L. c. 112, s. 263 and 
230 CMR 12.00-17.00 and any amendments and modifications thereto. 
I understand that M.G.L. c. 119, § 51A requires educators and others who are paid to care for or 
work with children, to make a report immediately to the Department of Social Services (DSS) or to 
the person in charge of the school or institution if there is reasonable cause to believe a child under 
18 is suffering physical or emotional injury as a result of abuse, including sexual abuse, or neglect. 
I understand our obligations under § 51A and the penalties for failure to comply. (Note:  All 
schools accepting students under the age of 18 are obligated to be mandatory reporters.) 
I understand that M.G.L. c. Chapter 19C requires educators and others who are paid to care for or 
work with disabled adults, to make a report immediately to the Disabled Persons Protection 
Commission (DPPC) or to the person in charge of the school or institution if there is reasonable 
cause to believe a disabled adult, age 18-59 years, is suffering physical or emotional injury as a 
result of abuse, including sexual abuse, or neglect.  I understand our obligations under 19C and the 
penalties for failure to comply.  (Note:  Schools may never know that a student has a disability; 
therefore, all schools are obligated to be mandatory reporters.) 
I understand that my curriculum and facilities must be in compliance with the 1992 Americans with 
Disabilities Act (ADA) that establishes certain rights for qualified individuals with disabilities.  I 
understand our obligations under the ADA and the penalties for failure to comply. 
I understand that any changes to our enrollment agreement, curriculum, or program(s) of study, or 
any information submitted with the enclosed application must be submitted for approval to the 
Massachusetts Division of Professional Licensure’s Office of Private Occupational Education at 
least 30 days prior to intended implementation date, using the proper form(s) available on the DPL 
website. 
Pursuant to M.G.L. c. 30A, § 13(4) , I understand that if I am in default of any federal student loan, I 
may be denied licensure. 
I understand that I cannot contact any prospective student until I receive a Sales Representative License 
from DPL. 
I understand that a license authorizes me to act only on behalf of the school that submitted the license  
application.  The information contained in this application and its exhibits are true and 
correct and are provided under the pains and penalties of perjury.  I understand that providing false or 
misleading information shall be sufficient cause for denial, suspension, or revocation of the license. 
I understand that I must display the license to any prospective student with whom I meet on behalf of 
the school. 

Signature of Applicant Current Date 

Printed Name of Applicant 

I have completed and attached the Sales Representative Information Form. 

http://www.lawlib.state.ma.us/source/mass/cmr/cmrtext/603CMR3.pdf
http://www.doe.mass.edu/lawsregs/603cmr3.html
http://www.mass.gov/legis/laws/mgl/119-51a.htm
http://www.mass.gov/legis/laws/mgl/19c/gl-19c-toc.htm
http://www.ada.gov/
http://www.ada.gov/
http://www.ada.gov/
http://www.malegislature.gov/Laws/GeneralLaws/PartI/TitleIII/Chapter30A/Section13
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VI. PRIVATE OCCUPATIONAL SCHOOL’S CERTIFICATIONS
AND ACKNOWLEDGEMENTS

The owner, director, or designee must attest to each of the following 
certifications and acknowledgments by initialing each and signing below.

Initials 
I understand that pursuant to 230 CMR 13.04(2)(d), sales representatives are required to be 
of sound moral character.  I hereby certify that the school has conducted a thorough pre- 
employment screening of the prospective sales representative, which included the 
verification of at least three references provided by the applicant. Based on the results of 
the pre-employment screening process, the school is satisfied that the applicant is of sound 
moral character. 
I also certify that the pre-employment screening included, but was not limited to the 
verification of the educational documentation and professional license(s), certification(s), or 
registration(s) necessary to be approved as a private occupational school sales representative. 
I certify that verification of this information is included in the applicant's file at the school.

I understand that an incomplete application will not be reviewed by DPL and will be returned 
to me. 
I have used the checklist to verify the completeness of this application. 
Included with this application is an original, certified transcript; if the applicant is issued a 
license, please return with the license. (Only initial this item if the school needs the 
original transcript returned due to accreditation requirements.) 

By signing below, I acknowledge that the information provided in this application is true and 
accurate to the best of my knowledge and provided under pains and penalties of perjury. 

Signature 
Date: 

Printed Name:  Title:  

Direct Email Address:   Direct Phone Number:  

Name of Private Occupational School:  

School’s Address: 
Street City State Zip 

If the applicant is issued a sales representative license, DPL will send the license to the school. 

Date

NOTE: DPL CANNOT 
ACCEPT THIS TWO-PAGE 
CORI ACKNOWLEDGMENT 
FORM UNLESS IT IS EITHER 
(1) SIGNED IN 
PERSON AT THE BOARD'S 
OFFICES IN THE PRESENCE 
OF A DPL EMPLOYEE WHO 
HAS VERIFIED THE 
APPLICANT'S 
IDENTITY THROUGH 
ACCEPTABLE 
IDENTIFICATION, OR (2) 
SIGNED IN THE PRESENCE 
OF A NOTARY PUBLIC WHO 
HAS LIKEWISE VERIFIED 
IDENTITY AND THEN 
MAILED OR OTHERWISE 
DELIVERED TO THE OFFICE 
OF PRIVATE 
OCCUPATIONAL SCHOOL
ION, 1000 WASHINGTON 
STREET, SUITE 710, 
BOSTON, MA 02118.

SUBJECT INFORMATION: (A 
red asterisk (*) denotes a 
required field)

*Last Name                                      
*First Name                                      
Middle Name                                   
Suffix

*Maiden Name (or other 
name(s) by which you have 
been known)

*Date of Birth                                                                              
Place 
of Birth
*Last Six Digits of Your Social 
Security Number:                 -                        

Sex:              

Height:          ft.          in.  Eye 
Color:                    
Driver’s License or ID Number:  
State of Issue:                                                            

Current and Former Addresses:

_ Street Number & 
Name                                                
City/Town                                       
 State                     Zip

Street Number & Name                                                
City/Town                       
                 State                     Zip

IDENTITY VERIFICATION 
SECTION: If this form is 
submitted by hand at DPL 
Offices, Section A must be 
completed.  Otherwise, Section 
B must be completed.
1 If a subject does not have an 
acceptable government-issued 
identification, his or her identity 
shall be verified by other forms 
of documentation as determined 
by DCJIS.  803 CMR 2.09(2).
SECTION A: VERIFICATION 
BY DPL EMPLOYEE: I hereby 
certify that I verified the identity 
of the 
above-referenced subject by 
reviewing the following form(s) 
of government-issued 
identification:1

  Passport            State 
Issued driver’s license      
Military identification    
State-issued identification card
VERIFIED BY:

Name of Verifying DPL 
Employee (Please Print)

Signature of Verifying DPL 
Employee                                 
Date

SECTION B:  VERIFICATION 
BY NOTARY:
On this              day 
of                 , 20        , before 
me, the undersigned notary 
public, 
personally appeared                                                          
(name of document 
signer), and proved to me 
through satisfactory evidence of 
identification, which was the 
following:†

  Passport            State 
Issued driver’s license      
Military identification    
State-issued identification card

to be the person whose name is 
signed on the preceding or 
attached document, and 
acknowledged to me 
that (he) (she) signed it 
voluntarily for its stated 
purpose.

Notary Public:                                                                         
Notary 
Commission Expires On

I certify that if the applicant solicits prospective students on of the school prior to licensure, the 
school’s license(s) may be subject to discipline, and the school may be required to provide 
refunds to all students solicited by the sales representative. 

I understand that the school may not employ the applicant as a sales representative until such 
time as the applicant is licensed by DPL.
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