69B-227.290 Forms.

(1) All forms necessary to comply with filing requirements outlined in this rule part may be obtained from and shall be submitted to the Bureau of Agent and Agency Licensing, Larson Building, 200 East Gaines Street, Tallahassee, Florida 32399-0319, and may be reproduced at will. School officials will receive a complete set of blank forms when courses are approved. School officials are expected to maintain copies of the original forms received from the Department for use in making required submissions of schedules, certifications of instructors, certification of students, or other required filings. Requests for replacement sets will result in a document charge at $0.50 per page. Forms and other documents that are filed with the Department for processing course information after the course is approved and that require a response from the Department must be filed in duplicate and must include a self-addressed stamped envelope. No facsimile transmissions of forms shall be accepted by the Department for filing purposes.

(2) Forms shall be filed in accordance with the respective time provisions set forth in this rule part. Forms filed after a particular deadline shall evidence “lateness”. Late shall be evidenced determined by the Department date-received stamp. Forms are required to be submitted in original. Facsimile transmissions will not be accepted to prevent late filing status. Changes to information on approved original forms shall be sent to the Department as soon as knowledge of the change occurs.
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