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Please Note:
• Review the Renewal Application FAQs for on the DPOS Connect Resources website or 

contact your program specialist for specific questions.
• If you do not have a current active agent to renew or need new agents for your school, 

you will need to submit those new agent applications separately from the renewal 
application by going to the APPLICATIONS/FORMS TO SUBMIT page and click on NEW 
AGENT APPLICATION. All new agents approved will have the same expiration date as 
your school (6/30/2025) and will appear on the renewal application for renewal.  If a 
new agent application is submitted after the renewal application is submitted for 
review, then that agent will need to be renewed separately prior to the expiration 
date.

• Pursuant to Rule III.A.3, a complete set of compiled financial statements prepared by 
an independent public accountant or certified public accountant must be uploaded 
with the Renewal Application.

• After completing payment, you must return to DPOS Connect and click SUBMIT TO 
DPOS to send your renewal application to DPOS for review.



Documents you will need:
1. List of members having controlling interest in the school
2. Articles of Incorporation from the Office of the Secretary of State
3. Certificate of Good Standing from the Office of the Secretary of State
4. Statement of trade name or Doing Business As (DBA), if applicable
5. Statement of foreign entity authority to transact business in Colorado, if applicable
6. Accreditation letter/certificate, if applicable
7. Completed Renewing Agent Application signed by applicant (download from DPOS Connect Resources website)
8. Surety documentation, if needed
9. Compiled financial statements prepared by independent public accountant or certified public accountant
10. Signed lease agreement for facility
11. Current safety inspection report for facility completed within past 12 months
12. Current equipment inspection report (if applicable)
13. Catalog and Catalog Checklist (download from DPOS Connect Resources website)
14. Enrollment Agreement and Checklist (download from DPOS Connect Resources website)
15. Samples of current media advertising, promotional literature, website, and/or social media
16. Comprehensive and itemized list of all equipment and supplies maintained by the school to provide training
17. Internship/externship agreements, if applicable



Login
DPOS Connect Login
Enter username and password to log 
in to DPOS Connect. Click “Forgot Your 
Password” to reset your password for 
your account, if needed.

School Profile
Click the school’s name to go to the 
Welcome Page for the specific 
school/location.



Welcome Page
Applications/Forms to Submit
Click Applications/Forms to Submit to 
access the Renewal Application for the 
first time. Once the renewal application is 
in progress, it will be available on the 
School Action Required page to continue 
completing.

Renewal Application
Warning: On January 2, 2025, the buttons 
for new or revised programs/stand-alone 
courses, cost updates, new catalog or 
enrollment agreements, and change of 
name or location applications will not be 
visible until after the renewal application 
has been approved by the DPOS Board. 



Demographics

School Demographics
Basic demographic information will be pre-
populated from the current school details.  Update 
school contact information, as necessary.

Registered Business Information
Update, as necessary, any registered business 
information.



Demographics

Business Documents
Click Choose File to upload the requested 
attachments to the application for review.

Location
The school’s physical address and mailing 
address will be pre-populated and not 
editable.  If the school’s address is 
different, a change of location application 
must be submitted to the Division.  If the 
school provides training at a separate 
location, check yes and upload a Separate 
Classroom Document describing the 
address, reason, list of equipment, and 
program/course name(s) to be taught.



School Contacts

Active School Contacts
Schools are required to maintain contact 
information for at least one director, one 
school owner, and one designated agent.  The 
designated agent’s address must be different 
from the school’s physical address and must 
be in Colorado. Review the table of active 
contacts.  Click Save Application & Go to 
School’s DPOS Profile Page and click the 
Contacts tab to archive or edit an active 
contact.  To add a new contact, return to the 
Welcome Page and click Applications/Forms 
to Submit.



Enrolling Agent Information
**An agent permit is required for ALL individuals who represent the school in recruiting students. Only the 
approved Agent is authorized to sign an Enrollment Agreement as the school’s licensed agent.
Renew Agents
On the table of Active Agents, select the box next to the agent for renewal and click the Renew Selected Agent button. 
Upload the completed and signed Renewing Agent Permit Application where required. Repeat for each agent to be 
submitted with renewal application.

Add New Agents
If you need to add new agents, navigate out of the renewal application to the Welcome Page and click the 
APPLICATIONS/FORMS TO SUBMIT button.  Click the New Agent Permit Application button to complete, pay fee, and submit 
to DPOS for review.  Once the agent is approved, they will appear on the renewal application to renew. If a new agent 
permit application is submitted after the renewal application has been submitted to DPOS, this agent will need to be 
renewed separately before June 30.



Surety Information 
Surety Information
Click the Surety Calculation Template to complete by entering 
the highest amount of prepaid, unearned amount of tuition 
and fees held at anytime during the past 12-month period. 
Save and upload this Surety Calculation form by clicking 
Choose File. Enter the highest amount calculated in the space 
provided.  This is the minimum amount of surety coverage 
required for the school. The minimum surety amount for an 
in-state school is $5,000. Review the current surety files in the 
table to determine if sufficient surety coverage is in place or if 
a continuation certificate, rider, or new (original) surety is 
required.

Upload Surety (if needed) 
Choose Continuation Certificate, Original, or Rider if 
additional surety is required and follow the instructions. Click 
Submit Surety to attach the surety document to the 
application for review. The uploaded surety details will be 
displayed in the table to verify the information is correct.



Financial Attachments
Click Choose File to upload compiled financial 
statements prepared by a certified public accountant or 
independent public accountant using generally accepted 
accounting principles and procedures including a cover 
sheet, current balance sheet, current income and 
expense statement, and any supporting notes.

Accreditation
Enter all information requested for accredited schools 
only.

Facility Attachments
Click Choose File to upload the requested documents 
for review with the application. 



Education
Required Attachments
Click Choose File to upload current media advertising 
and a comprehensive and itemized list of all equipment 
and supplies maintained by the school to provide 
training.  Upload the remaining requested school 
documents for review with the application. The Catalog 
Checklist and Enrollment Agreement Checklist must be 
downloaded from the DPOS Connect Resources website, 
filled out, and saved as a file for upload with the 
application.

Education Information
Answer questions and provide additional information 
as requested for any yes answers. If the school offers 
any curriculum via distance education, select yes and 
answer questions.  



Instructors
Current Instructors
Update any instructor information as 
needed by clicking on the instructor 
record on the Active Instructors table or 
click Add Instructor to add a new 
instructor to the renewal application. 



Required Disclosures

Disclosures
Answer the questions regarding the school 
itself. For any yes answers, provide the 
additional information requested.

Required Disclosures
For the time period since your last application 
to operate was approved by the Board, 
answer all questions for any principal 
owner(s), officer(s), or any person in 
management capacity. For any yes answers, 
click Choose File to upload the required 
explanation and documents.  Click Next Step: 
Preview Unsubmitted Application to review 
all application details.



Review Application

Review Application
Click on each tab to review each section 
of the application.  

View Payment Details
After reviewing each section, scroll to the 
bottom to choose the next step.  To 
complete payment of fees, click Next 
Step: View Payment Details. If any 
application requirements are missing, a 
message will popup with a list of items 
that need to be addressed prior to moving 
to the next step.



Make Payment and Submit to DPOS
Pay Invoice
Click on Click Here to Pay which will open a new window on Colorado.gov to complete the secure transaction. Once 
payment is completed, a printable receipt will be generated, and a confirmation email will be sent. Scroll to the bottom 
of the receipt page and click Continue to return to DPOS Connect. You must return to DPOS Connect to submit the 
application.

Submit
Click Update Payment Status to verify payment status is Paid. Click Submit to DPOS to send application to DPOS for 
review.
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