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training program and whether or not the fees include any materials for the training program and, if 
not, the materials that students are required to furnish. 

o For comprehensive and introductory training programs, a copy of the final, written 
examination and question item bank must be provided.   

• Attachment # 4:  Schedule of Training Program Dates and Locations – Provide information 
pertaining to the anticipated schedule and location(s) for the training program.  If a schedule has not 
been developed, please provide an anticipated start date for the program.   

• Attachment # 5:  Training Program Completion Certificate/Documentation – Provide a copy, 
marked “sample”, of the certificate of completion or other documentation to be provided at the end of 
the training program to verify successful completion. 

• Attachment # 6:  Online/Correspondence Training Program Information – If an online or 
correspondence training program, please provide information on the security procedures to be 
utilized.  In addition, provide information on the examination that will be given at the end of the 
training program and security related to the examination.  Online training providers must provide the 
website address, a user ID, and a password to be utilized by the Board during the review process in 
order to access the training program.  Correspondence training program providers must provide a 
copy of the packet that will be distributed to students. 
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9.  Type of training program (only one per application) 

   
 Introductory (16-hour minimum)  Virginia fair housing laws related to CIC management (2-hour 

minimum) 
    Comprehensive (80-hour minimum)  Virginia common interest community law and regulation training 

(2-hour minimum) 
    

10.  Please provide the name of the training program and the number of contact hours.   
  Training Program Name  Contact Hours 

           
   

11.  List all instructors that will provide instruction in the training program.  Trade-appropriate designations, as well as a 
professional resume with a summary of teaching experience and subject matter knowledge and qualifications will need 
to be submitted as Attachment #2 (see below).  Attach an additional page that provides the information below if more 
space is needed to list instructors. 

   
  The subject area will be the number that corresponds with the following:   
  Comprehensive and Introductory Training Required Program Subject Areas: 
  1. Governance, legal matters, and communications  5. Management ethics for common interest

community managers 
2. Financial matters, including budgets, reserves, 

investments, internal controls, and assessments 6. Facilities maintenance 

3. Contracting 7. Human resources 

4. Risk management and insurance 

Virginia Fair Housing Laws and CIC Laws and Regulations Subject Areas: 

8. Virginia fair housing laws related to common interest community management 

9. Virginia common interest community laws and regulations 

         Name of Instructor  CIC Manager License #  
(if applicable) 

 Subject area referenced above 
(insert appropriate number(s)) 

       05             
       05             
       05             

         05             
         05             
   

12.  Please summarize the applicant’s qualifications and experience in providing training for common interest communities. 
You may attach additional pages if needed.   
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13.  I, the undersigned, certify that the foregoing statements and answers are true, and I have not suppressed any 
information that might affect the Board’s decision to approve this application.  I certify that the training provider has 
complied with all the laws of Virginia related to the training provider requirements under the provisions of Title 54.1, 
Chapter 23.3 of the Code of Virginia and all regulations of the Common Interest Community Board. 

     
  

Responsible Person’s Name 
(Printed)        Title       

  Responsible Person’s Signature   Date       
 
 
 


