STATE OF MICHIGAN

RICK SNYDER DEPARTMENT OF LICENSING AND REGULATORY AFFAIRS STEVEN H. HILFINGER
GOVERNOR LANSING DIRECTOR
TO: All Code Update Course Providers

SUBJECT: Requirements for the 2008 Code Update Course Approvals

Upon completion of the update course the course provider must submit to the Electrical
Division:

. The instructor will be required to provide the original completed program roster. The roster is required
to be mailed to our office within 10 business days of the program conclusion. Retain a copy of the
roster for your records.

. A completed roster must include the name, license number(s), initials, dates and the total hours.
Licensees must complete all 15 hours to receive credit.

. Please use master, journey, fire alarm specialty technician, and sign specialist numbers on the rosters,
as contractor’s license does not require a course to renew their license.

. Instructor’s must use the rosters provided by the State of Michigan or a roster approved by the
Electrical Administrative Board.

. The instructor’s signature must appear on all pages of the roster certifying the licensee has completed
the course.

. Internet and correspondence course providers using a proctored exam as the method of verification of
completion of an approved code update course must complete the proctor verification section on the
roster. Exams must be delivered to the proctor from the course provider and returned to course

provider directly from the proctor. Student must not be in possession of exam material without proctor
present.

. Any improper or incomplete roster will be returned to you for completion.

. Certificates issued to class attendees must contain the following information: course approval number,
course provider information, date certificate was issued, Students name, address, license number,
Instructors signature certifying that the licensee completed the course in accordance with PA 217 of
1956 and the Electrical Administrative Board General Rules.

. Provide the original completed certificate to the licensee. Retain a copy for your records. Do not send
a copy of the certificate to the Electrical Division. You have access to download the form for the code
update roster or sample certificate of completion from our website at www.michigan.gov/bcc.
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Electrical Code Update Course Attendance Roster --|
Michigan Department of Licensing and Regulatory Affairs Print Clear
Bureau of Construction Codes / Electrical Division
P.O. Box 30254, Lansing, MI 48909

Course and proctor information 517-241-9320 page 1 of

can be completed by tabbing to o
each field and typing in the www.michigan.gov/bcc Number of Attendees

required information.

Instructor: Complete the information below. Submit the original copy of attendance roster to the address listed above within 10 business
days of program conclusion. If additional pages are needed, copy page 2. Instructor must sign each page of the attendance roster.

IMPORTANT-PLEASE READ CAREFULLY: A LICENSEE WILL NOT GET CREDIT, AND THEIR NAME SHOULD NOT APPEAR BELOW,
UNLESS THEY HAVE COMPLETED ALL (15) HOURS. IF THE LICENSEE TOOK CLASSES AT SEPARATE TIMES PLEASE ADD THEIR
NAME TO THE ROSTER OF THEIR LAST COMPLETED COURSE INCLUDING THE DATES THEY ATTENDED.

Course Title

Course Approval Number

Credit Hours

Course Type (Class, Internet, Correspondence)

Instructor Name

Course Date(s)

INTERNET/CORRESPONDENCE COURSES ONLY (Note: Proctor may not be related to examinee)

Proctor’'s Name

Proctor’'s Phone Number

Proctor’s Location (Street Address, City, Zip)

Date Exam Was Given

NOTE: If you have more than one license number you must record ALL of them to receive credit. You must place them on a separate line.

(INT=Initials) Licensee must initial each session attended

Session 1 Session 2 Session 3 Session 4 Session 5

Total

Printed Name License
INT | Hours

MUST BE LEGIBLE Number(s) Date INT Date INT Date INT Date INT Date

INSTRUCTOR'’S SIGNATURE DATE

BCC-770 (4/11) Page 1




Bureau of Construction Codes / Electrical Division
Course Attendance Roster (continued) Page of

NOTE: If you have more than one license number you must record ALL of them to receive credit. You must place them on a separate line.

(INT=Initials) Licensee must initial each session attended

Session 1 Session 2 Session 3 Session 4 Session 5
Printed Name License Total
MUST BE LEGIBLE Number(s) Date INT Date INT Date INT Date INT Date INT | Hours
INSTRUCTOR'S SIGNATURE DATE

BCC-770 (4/11) Page 2
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