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FAQ’s
What is the definition of ownership?
“Ownership” means ownership of a controlling interest in the school or, in the event that the school is owned or controlled by a
corporation or other legal entity other than a natural person, ownership of a controlling interest in the legal entity owning or
controlling such school. (see §23-64-116, C.R.S.)
Will a site visit be required?
No, unless there has been a significant change to the school’s day to day operations and/or staff.
Does this change have to be submitted to the Board for approval?
Yes, a change of ownership requires the Board’s approval. Once the application, fee and additional materials are received and deemed
complete, the application will be placed on an agenda and scheduled for Board consideration. A representative from the school will be
required to attend the Board meeting. After Board approval, a new Certificate of Approval will be issued.

Documents you will need:
•

List of other members having a controlling interest in the school with all names, titles, home addresses, and phone numbers

•

Copy of Articles of Incorporation

•

Certificate of Good Standing from the Office of the Secretary of State

•

Statement of Trade Name or DBA (if applicable)

•

Statement of Foreign Entity Authority to transact business in Colorado

•

New agent applications (if needed download from DPOS Connect webpage)

•

Surety calculation proposal letter

•

Surety Document

•

Cover Sheet

•

Current Balance Sheet

•

Current Income and Expense Statement

•

Signed facility lease agreement

•

Copies of media advertising

•

School Catalog

•

Catalog Checklist (download from DPOS Connect webpage)

•

Enrollment Agreement

•

Enrollment Agreement Checklist (download from DPOS Connect webpage)

•

Accreditation Letter/Certificate, if applicable

•

Franchise Agreement, if applicable

•

Copy of Bill of Sale

•

Asset Purchase Agreement

New Owner begins Change of
Ownership Application
Step One: New Owner Setup
Once DPOS approves the Change of
Ownership Notification submitted by
the former owner, the new owner will
receive an email with link to setup a
password and will be able to log in to
DPOS Connect. See the “How to
Login” user guide on the DPOS
Connect webpage for instructions.
Step Two: Click Change of Ownership
Click on the Change of Ownership
button on the Applications/Forms tab
to start.

Demographics/
Location
Step Three: School Demographics
This information is pre-populated.
The school phone, e-mail, and website
may be updated.

Step Three

Step Four: Location
The school’s current location
information is pre-populated. If the
school will provide training at any
location other than the main location,
answer yes and provide the address
for each location.
Step Four

Business Information
Step Five: Business Information
This information is pre-populated but
can be updated as needed for the new
ownership.

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

Step Five

Step Six

School Contacts And Agents
Step Seven: School Contacts
School contacts cannot be
modified on the Change of
Ownership application. To update
the active school contacts, click
Save Application & Go to School’s
DPOS Profile Page to make update
or add new contacts.
Step Eight: Agent Information
Only new agents can be added to
the application. Click Add New
Agent to fill out the agent
application. Click on the Current
Active Agents tab to view the
approved agents operating at the
school. These agents can only be
removed on the school details
page.

Step Seven

Step Eight

New Agent Application
Step Nine: New Agent Application

The agent permit application will pop up in a new
window to enter the agent’s information. Click the
calendar icon to select the proposed start date for
the agent. Enter the city and state for the school
locations the agent will represent. If the agent will
operate at any other schools with the same
name/same ownership, select the school from the
dropdown menu.
Step Ten: Agent Information
Enter the applicant’s information as requested on
the form.

Step Nine

Step Ten

New Agent Application (continued)
Step Eleven: Agent History

Answer Questions A and B. Enter employment
history for the last five years by clicking Insert Row.
Complete agent’s employment history table by
clicking Insert Row to add additional entries for the
employment history.

Step Eleven

Step Twelve: Agent Disclosures

Answer each of the five disclosure questions for the
agent. For any yes answers, a Choose File field will
pop up and require an upload providing an
explanation and court documentation.

Step Twelve

Agent Application Affidavit
Step Thirteen: School Affidavit

A school owner or officer must read and sign the
affidavit. Click Sign to complete a signature in the
pop-up window. Use the mouse to complete the
signature in the Sign Here window and click OK to
return to agent application.

Step Fourteen: Agent Application Upload

The agent application must be downloaded from
the DPOS Connect website, completed by the
applicant, and saved as a file to be uploaded with
this application. Click Choose File to upload the
signed agent application. Click Save and Close to
return to the application. Additional agents may be
added using the same process.

Step Thirteen
Step Fourteen

Your Signature Here

Surety Information
Step Fifteen: Surety Information
Click Choose File to upload the surety calculation
proposal which outlines the method of determining the
amount of surety. Enter the amount of surety
determined from the proposed surety calculation. Check
yes or no for Umbrella Bond.
Step Sixteen: Surety Details
Enter the surety amount obtained for the school. Click
the calendar icons to select the effective and
expiration/maturity dates for the surety. Click Choose
File to upload the surety document. Select the type of
surety. Enter the surety account information. Click
Submit Surety to attach the surety document to the
application for review. The surety details will be
displayed in the table to verify the information is
correct.

Step Fifteen

Step Sixteen

Financial/Institution Information
Step Seventeen:
Click Choose File to upload financials to estimate the
school’s income and expenses for the next 12 months.
Click Add Financial Institution to enter the information
for the financial institution where the school conducts
business.

Step Seventeen

Step Eighteen: Accredited Schools Only
If applicable, enter information and upload
Accreditation letter/certificate.
Step Nineteen: Facility Attachments
Click Choose File to upload a copy of the facility’s
signed lease agreement.

Step Eighteen

Step Nineteen

Educational Attachments
Step 20: Educational Attachments
Click Choose File to upload copies of media advertising.
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 website, filled out, and saved as
a file for upload with the application.

Step 20

Step 22

Required Disclosures
Step 21: Disclosures
Answer these three questions. For any yes
answers, provide the additional information
requested.

Step 22: Principal Owner Disclosures
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 document.

Step 21

Step 22

Finish and Preview
Step 23: Attachments
Provide requested documents and information
regarding the sale of the school and change in
ownership.
Step 24: Preview Application
Click Next Step: Preview Unsubmitted Application
to review all details of application. If any required
items are missing, a message detailing the
deficiencies will pop-up. Click on each tab to
review each section of the application.

Step 24

Step 23

Payment and Submit
Step 25: 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.
Step 26: Pay Invoice and Submit
Follow the Payment Instructions to
complete a secure transaction. Once
payment is completed on Colorado.gov, a
printable receipt will be generated and a
confirmation email will be sent. Click
Submit to DPOS to send application to
DPOS for review.

Step 25

Step 26

Verify New Instructor Added
You will be returned to your school dashboard status tab. Scroll down to the
tabs. Click on the “Instructors” tab to view your school’s current list of Active
Instructors and, if you have any, Inactive Instructors. The instructor you just
submitted should be listed under Active Instructors now. There is no approval
required from DPOS for instructors.

