
Provider Approval 
Renewal Application



ACE Provider Approval Renewals

New ACE providers must renew one year after initial approval. Following the first-year renewal, 
providers must renew every three years. 

Learn more about provider renewals in the ACE provider procedures located in the provider 
appendix here.

The renewal due date is one month prior to the current approval period’s expiration date.

Providers who do not submit all required materials and fees by the due date are subject to late and 
reinstatement fees. Reference the renewals section of the ACE provider procedures for fees.

The ACE providers approval status remains active if the complete renewal application, required 
attachments, and payment is received by ACE by the renewal due date.

ACE may audit and request course samples or materials in addition to what is required in the 
renewal application at any time during the approval period. 

https://www.aswb.org/licenses/ace-approved-continuing-education/ace-approval-types/provider-approval/applying-to-be-an-ace-provider/ace-provider-appendix/


 

Verification of Staff Contacts

Prior to starting the 
provider approval 
renewal process, 

verify the staff listed 
for the provider are 

accurate.

Expand the provider staff 
section and verify the 
individuals listed in the 
contact roles are accurate. If 
changes are needed, submit 
a change request. Reference 
the user guide for change 
requests. 



Renewal- Provider Approval

From the provider 
details page, click 

“Create New” then 
click “Renewal- 

Provider Approval” 



 The following areas of the provider approval renewal application require completion: 

• Staff verification
• Course delivery formats
• Continuing education and promotion
• Evaluation and quality
• Grievances
• Ownership
• Other accreditations
• Renewal fees
• Required uploads
• Provider agreement (initials and signatures) 

 Questions requiring a response or selection are identified with an *.

  

Provider Approval Renewal Application Completion



 

Provider Renewal Completion

The renewal start date will auto 
populate by the system. This date is 
the start date of the next approval 

period. 

Identify if the provider staff listed 
are correct or if a change request 

has/will be submitted.



 

Selecting Course Delivery Formats for Renewal

Note: The formats listed here 
are the formats currently 

approved for the provider. These 
are not editable. 

If the organization chooses to 
not renew a format for the 

upcoming approval period, click 
to unselect it from the list.

Complete the remainder of the application, filling in text boxes 
and uploading documents where required. 



 

Renewal Fees

The number of courses paid during 
the last approval period will 

default here.

Identify the number of courses offered during the 
last approval period here.

Identify the number of courses expected to be offered 
during the upcoming approval period here.

The total fee represents the fee for the number of 
courses expected during this renewal period plus any 
positive difference in fees for the number of courses 

offered during the last renewal period and the number 
of courses paid for during the last renewal. 



 

Required Uploads

Upload the required 
documents. 

Click

Note: an attendance 
certificate must be uploaded 
for each approved delivery 

format.



Attestation Completion

Each yellow box of the 
attestation must be 
initialed by the CE 

Director. 



The application requires signature by the Social Work Consultant, CE Director and CEO/ 
Department Head.

Signatures 

Each contact in those roles can login to the system using their own user login and access 
the provider approval application for signature. 

Sign via mobile device may be used. Note that the browser tab with the 
application must be open until the signature is recorded via mobile device. 

Options for Signing

Select “Save Entry” when complete.



Payment

Select “Pay by CC” or “Pay by Check”

If paying by credit card, enter the card information and submit.



If paying by credit card, enter the card 
information and click “Submit”

Payment – Credit Card 

The following confirmation will appear when processing of the credit card 

payment is complete. 



Renewal Submission

Select “Submit”



Submitted and Under Review

From the provider 
detail page, the status 

of the renewal will 
be“Submitted and 

Under Review”.



Successful Submission
Once the renewal is successfully submitted, the status will be 

“Submitted and Under Review”

Select the “Provider Details” button to return to the provider details page.



 

The renewal will be reviewed 
by ACE staff.

Once approved, the status of 
the renewal application will be 
updated from “Submitted and 
Under Review” to “Renewal 

Accepted”.

Renewal Provider Approval -  Review Process 

If corrections or additional 
information is required, email notice 
will be sent to the primary contact 
and CE director outlining the items 
requiring correction or response. 

If corrections are not required, 
the renewal will be accepted.



Renewal Accepted

The delivery formats 
approved in the renewal will 

be listed.

Once the renewal is accepted, the 
status will be “Renewal Accepted”.

The new approval period will be 
shown in the renewal start date 
and renewal end date fields. 

The next renewal due date will be 
listed.



Provider Approval Statement- Approval Period

[Provider name], [provider number], is approved as an ACE provider to offer social work continuing 
education by the Association of Social Work Boards (ASWB) Approved Continuing Education (ACE) 
program. Regulatory boards are the final authority on courses accepted for continuing education credit. 
ACE provider approval period: [dates]. Social workers completing this course receive [number] [type*] 
continuing education credits.

Once the renewal is accepted by ACE, the primary contact and CE 
Director will receive an email from ACE indicating the renewal is 

accepted and the new approval period may be used. 

Once the current approval period expires, the ACE provider approval 
statement should be updated with the new approval period.



Renewal Audit Reminder

ACE may audit and request course samples or 
materials in addition to what is required in the 

renewal application at any time during the 
approval period. 


