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Submitting a New Application



The following steps detail the process of submitting a new registrant appliaction.

1. Click on the Registrants Tab and select one of the New Registrant Types to begin the process.
[bookmark: _GoBack][image: ][image: ]














2. The first screen presented, you will be asked to enter the CRC background check token and registrant’s SSN.  
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Once entered, click on the Get Background Report button.  This will retrive the background report for this application.
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3. Click on the Application Form Tab.
a. Complete the application fields.  Any field that have red stars are required fields and must have information entered for the application to be submitted.
b. Uploading documents.  Where asked to upload a document, click on the blue “Browse” button and slect the file to upload from your desktop.  The file types accepted are .jpg, .jpeg, .png, .pdf.
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c. For the photo upload, the photo must be a recent (within the last 5 years) color head and shoulders photo.  .jpg, .jpeg, .png are the accepted formats.
d. [image: ]Once you have completed the application form, click on the SUBMIT FOR PAYMENT button.  This will take you to the payment screen to enter credit/debit card details.


4. Payment Screen.  The payment screen contains the application fee breakdown and the credit/debit card payment fields.  Once all the information is entered, click on the blue SUBMIT PAYMENT button.  
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5. [image: ]Once the payment goes through, you will be taken to the receipt page.  At this stage, the Licensee and Qualifying Agent entering the registration application, will receive and email notification with confirmation that application has been submitted.  On the receipt page, you can print off the following items:
a. A receipt of the transaction. 


b. [image: ]The Application Packet.  The application contains: 
i. a cover sheet with next step instructions, 
ii. the paper copy of the application form with the registrant information populated,
iii. the authority for release of information.

At this stage, you will need to mail in one (1) set of classifiable fingerprints on an FBI applicant fingerprint card and the authority for release of information to the PPS mailing address:

Attn: PPS Permits & Licensing 
North Carolina Private Protective Services Board 
3101 Industrial Drive, Suite 104 
Raleigh, NC 27609 
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Payment

Cost of Application / Processing

New Unarmed Guard Application Fee $30.00

Number of Applications x1
Finger Print Processing Fee $38.00
Credit Card Processing Fee $2.39
Total Issuance Fees $70.39
Convenience Fee $4.00
Total Fee: $74.39

Please enter your payment information below
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