DEPARTMENT OF SAFETY AND PROFESSIONAL SERVICES (DSPS)

Mail received at DSPS is opened,
date-stamped and sorted. Mail
with payments is forwarded to
DSPS Fiscal for receipting and
then forwarded for processing.

Division of Professional Credential Processing

Application Process

If any of the documents show issues
of concern — past convictions,
malpractice, discipline, etc. — the
file is forwarded to the board liaison
or conviction coordinator for further
review. This may add up to 4
weeks to processing.
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Standard processing time is

7-10 business days. During peak
volume times, processing can
increase up to 15 business days.
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In such cases, the board liaison may
determine that the applicant needs
to appear before the board for an
oral exam or review. Depending on
the board’s meeting schedule, this
may add 1-3 months to processing.
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Applications are entered, 1D#s are
assigned and a checklist is created
indicating requirements are either
met or not met. An e-mail is sent to
applicants indicating an update has
been made to their checklist. One
hour later, the status can be checked on
our website under ‘Application Status.”
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When all requirements are
satisfactorily met, the application
process is complete. An e-mail is
sent to applicants indicating that the
license or permit has been issued.
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Incoming documents are matched to
applicants, the checklist is updated
and an e-mail is sent to applicants
indicating an update has been made
to their checklist. One hour later, the
status can be checked on our website
under ‘Application Status.”
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One hour later, the license will
appear on our website under
‘Lookup a License.” At this time,
the applicant can print the license
under ‘Print E-Credential.” The
credential holder is now eligible
to work in Wisconsin.

Applicants will receive an e-mail each time an update is made to their checklist.




