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Wisconsin Department of Safety and
Professional Services 
Division of Policy Development
Ofc of Education and Examinations
4822 Madison Yards Way
PO Box 8935 
Madison WI 53708-8935 

Phone: 608-266-2112 
Web: http://dsps.wi.gov 

Email: dsps@wisconsin.gov

Tony Evers, Governor
Daniel Hereth, Secretary

__________________________________________________________________________________________
May 01, 2024 

InterNACHI 
1750 30th St., Suite 301 Boulder 
Colorado, United States 80301-1024 

Customer ID number: 999558 
Re: Course Identification Number: 961627  Expiration Date: 05/01/2029
Course Name/Title: How to Inspect HVAC Systems 

***** If this approval is for other than a face-to-face training session, you shall inform students that,
effective October 1, 2010, they may not retake the same course for credit more than once during the

1-, 2- or 4-year term of a specific credential *****

HOURS OF CREDIT CREDENTIAL TYPE

8 UDC HVAC Inspector

The department has reviewed the application for the educational course listed in the regarding line
above and has approved the course for the hours and credentials specified in the regarding line. The
approval is based upon the information provided with the Request for Trades Education Course
Approval.

All proposed revisions to previously approved courses must be approved by the division at least 30
days prior to implementation.

The department may rescind an approval of an education course for any of the following reasons:
false statements made in application, misrepresentation in application, false statements in course
content, misrepresentation in course content, and falsification of attendance records. The division may
rescind an approval of a course at any time, but not less than 30 days prior to the course scheduled
date.

Special Examination Requirements: For certain types of education approvals, we require that you
administer an examination to attendees as follows:
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Face-to-face Dwelling Contractor Qualifier and Manufactured Home Installer initial training –
Course provider to test attendees on mastery of course content.
All non-face-to-face training – Minimum 10 review questions per hour with a passing score of
70%
Question-and-answer training on the code without significant additional training materials
provided – Minimum 30 questions per hour with a passing score of 70

The approval expires on the date specified in the regarding line. Renewal notices will be sent at least
30 days prior to the expiration date to course providers who indicated they wanted a renewal notice.
Follow the instructions to renew the course if you are still giving the course for continuing education
credit. Education credit will only be given to attendees if the course approval is valid at the time the
course is held.

Responsibilities of Course Provider: If a course is based on a superseded code or standards edition,
inform the students in advance of registration. Course providers are responsible to maintain an
attendance record of those individuals who have completed their course for at least five years from the
date when the course was held. The attendance record shall include the course name, the course
identification number, the date the course was held, the name of each credentialed attendee, the
name of each credential held by the attendee for which the course applies, and the attendee’s
complete credential number (obtained from their credential card.) Course providers are required to
provide a written attendance record to the course attendee and report who attended to the department
within 14 calendar days of the course being held or completed (see website below). Distribute the
attendee’s copy at the course or mail the attendee’s copy to the attendee. Inform the attendee that
record of their attendance will be provided to the department.

Course providers may create their own attendance forms. Attendance forms or certificates of
completion must include: course provider name, the course name, the DSPS course identification

 the date the course was held, the name of the credentialed attendee, and the attendee’snumber,
complete credential number (obtained from their credential card.) If you do not wish to create your
own forms, you may purchase forms from Document Sales (see link:
http://www.doa.state.wi.us/Divisions/Enterprise-Operations/Bureau-of-Enterprise-Fleet/Document-Sales-and-
Distribution)

Online Attendance Entry –Go to https://apps2.dsps.wi.gov/cecredits/login.jsp
and enter your customer ID number (found above) on the first screen. A list of all the approved
courses you have with Department of Safety Professional Services will appear. If a course is expired,
that course ID number will not appear on the list.

Advertising - The department requires that hours of credit and the specific credentials be included in
advertising done for the course and be posted prominently where the course will be taught, so people
do not unknowingly take a course they will not receive credit hours for. Also, for free, a provider may
go to the Department of Safety and Professional Services site and enter course information to have
the course appear among the department’s online course information. See the continuing education

http://www.doa.state.wi.us/Divisions/Enterprise-Operations/Bureau-of-Enterprise-Fleet/Document-Sales-and-                           Distribution)
http://www.doa.state.wi.us/Divisions/Enterprise-Operations/Bureau-of-Enterprise-Fleet/Document-Sales-and-                           Distribution)
https://apps2.dsps.wi.gov/cecredits/login.jsp
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listing and the link to course entry at the bottom of the page here: 
http://dsps.wi.gov/Licenses-Permits/trades-ce

http://dsps.wi.gov/Licenses-Permits/trades-ce

