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IKON REALTY Guide to Becoming a Licensed Realtor
Getting licensed in Virginia, Washington DC & MD is a bureaucratic and time-consuming process.  Information is scattered all around and at times unclear.  Here is a list of steps to follow in order to make the process a little smoother.  NOTE: make sure to save receipts and records of all the many fees you incur as almost all are tax deductible. 

Virginia License:
Step 1

Before a candidate can be admitted to a licensing exam, he/she must complete the appropriate coursework.  In Virginia there are several on-line courses available that allow you to start and stop at your convenience.  One of them is Moseley.
Raj Patel, the Broker/Owner of the IKON REALTY Ashburn teaches Ownership, Contract, Finance & VA Law modules for the Moseley at DAAR Dulles & Leesburg locations. These courses provide a quick way to earn your requisite 60 hours of course work in order to be eligible to take the Virginia Real Estate License exam. 

Step 2

This course requires that you pass a written final exam in order to prove you completed the course and learned the material.  Before you finish the last section call IKON REALTY of Ashburn to set up a proctored exam.

Step 3

Once you pass the exam then Moseley informs the Virginia Department of Professional and Occupational Regulation (DPOR) by email that you have passed.  At this point DPOR informs PSI Examination Services- a private company that DPOR has contracted to conduct the exam.  Contact PSI at 800-733-9267 and ask to schedule a date to take the Virginia Real Estate License exam.  If PSI has received notice from Moseley & DPOR that you completed your coursework then you will show in their system and you can register for the exam over the phone.  If you are not in their system yet, wait a day and call back.  In addition to registering and paying over the phone, you will need to fill out and fax a copy of the “Virginia Real Estate Examination Registration Form”.  You can print this form off of your Career Web school course page.  It is called PSI Registration Form and is located under “course materials”.  You may be able to do it online at http://candidate.psiexams.com/index.jsp.  One nearby exam site is 140 Little Falls St. /  Falls Church, VA 22046-4323.  NOTE: if there is a backlog at a local testing site, you may decide to drive to Richmond (or further) rather than wait a week.

Step 4

You are required to pass the Virginia and National portions of the exam in order to become licensed.  It is a computer exam and you get your scores immediately.  The Virginia section is 40 questions and you must score at least 30.  The national section is 80 questions and you must score at least 56.  You can take a break between sections by letting it time out.    If you pass only one section you will have to return to retake the one you failed.

Step 5

When you pass both sections of the exam you have officially fulfilled the requirements to be a Virginia Real Estate agent.  HOWEVER, you cannot practice unless your license is active (some people choose to leave their license inactive for a time).  To do this you must fill out a form and get it signed by Raj Patel- the broker who represents IKON REALTY Ashburn.  The proctor at the exam will provide you with this form.  As always, to activate the license you must pay a fee- $170.  After Raj does his part, he will send the forms to DPOR.  Email him at raj@brokerraj.com or call him @ 703.282.8444 to arrange a time and place to meet.
Step 6

Wait a week for the documents to arrive and be processed in Richmond.  Then check online http://www.dpor.virginia.gov under the “License Lookup” whether they have processed your request yet and whether you have been issued a license number.  If you have been issued a license number you are a licensed realtor, (you pocket license will arrive later via mail).  You can begin showing properties, advising clients. Welcome to IKON REALTY Ashburn.

Washington DC License:
Step 1

Washington DC and Virginia have a reciprocity agreement in place.  Once you are a licensed realtor in Virginia you need only fulfill two requirements in order to be admitted to the DC license exam.  The first is to produce a letter from Virginia’s DPOR stating Proof of Licensure.  As soon as you receive your Virginia Real Estate License Number, you need to fill out a Certification Request Form.  Include a check for $25 made out to the “Treasurer of Virginia” and send both of them to Department of Professional & Occupational Regulation / Real Estate Division / 3600 West Broad St. / Richmond, VA 23230  / 804-367-8500.  There is no email or telephone or fax option that I am aware of.    

Step 2

When you have done this, you will have to wait a while for DPOR to send you these letters ($25 gets you up to 3 copies).  In the meantime you can fulfill the second requirement which is to complete the DC Fair Housing and Predatory Lending course.  This is a 3 hour class (no online option available) and it costs $36 if you register in advance, $41 if you bring payment with you.  To register, check the course availability at: http://www.pditraining.net/schedule_Georgia_2005.htm  and then call the company that offers the exam, Professional Development Institute (PDI) at 301-949-1771.  They allow you to register over the phone and pay with a credit card.  You do not need to send any forms.  The course is offered at 11501 Georgia Ave. / Suite 410 / Wheaton, MD 20902.  It is just outside the beltway.  NOTE: You must be on time to the class.  They do not admit anyone who arrives late, alleging that the whole class can be disqualified if anyone is admitted late.  Make sure you fill out your information, including VA license number, on the sign up sheet that is passed around or you won’t get credit for the course.  When the course is over, the instructor will hand you a course completion certificate.  They also sell overpriced study materials and guides upstairs.

Step 3

The Proof of Licensure letter from DPOR and the DC Fair Housing Course completion certificate are the two things you need to be admitted to the DC Licensing exam.  Call Promissor at 800-274-2602 to schedule a time to take the exam.  You can also call Mr. Lewis at DC Consumer and Regulatory Affairs 202-442-4345 and ask him to send you a free Copy of the DC Statute- Real Estate Legislation and Regulations.  It is not a study guide per se but is useful for preparing for the exam.  Phil can also send you a study guide and a practice exam in PDF format.  As with the Virginia exam you can pay by credit card over the phone.  The fee is $61 every time you take the exam.  Promissor’s testing site is located at 1000 Vermont Ave. NW, Suite 820.  The easiest way to get there is to take the orange/blue line of the metro to McPherson Square.  Exit on the White House side and walk to the north end of the square (away from the White House).  The building is less than a half a block on the left hand side.

Step 4

As with the Virginia licensing process, once you pass the exam you have to activate your license.  Before exiting the testing facility, Promissor will give you the forms and instructions.  One of the forms needs to be notarized.  Another needs to be filled out and signed by our broker.  Send a check for $295 made out to “Promissor, Inc.” + the three completed forms + your DPOR Proof of Licensure letter to:  Promissor / District of Columbia Real Estate Commission / 8201 Corporate Drive / Metro-Plex II, Suite 400 / Landover, MD 20785.

Maryland License:
Step 1

Maryland does not have direct reciprocity with DC and Virginia.  The requirements for obtaining a Maryland license differs depending on how much experience you have. Each candidate must mail a proof of licensure letter (you should still have two left over from your request to VA) and a cover letter requesting the necessary information about requirements.  The cover letter can simply state: “I am writing to request the necessary information and requirements to become a licensed real estate agent in the State of Maryland.  Please find attached my Proof of Licensure letter from the Virginia Department of Professional and Occupational Regulation.”  The letter must also include your mailing address and contact info, (include your email).  Send them both to: Education Coordinator / Maryland Real Estate Commission / 500 North Calvert St. / Baltimore, MD 21202-3651.  There is no fee as this stage.

Step 2

The Maryland Real Estate Commission will send you a “license certification letter” which will likely state that you are only required to take the State portion of the Maryland exam and will receive reciprocity for the national exam.  With this letter, they will send a packet from PSI (the same company that runs the Virginia exam) which includes the exam registration form.  Fill out the form carefully and send it + the license certification letter + a registration fee of $60 made out to PSI, to:  PSI Examination Services / ATTN: Examination Registration MD RE / 3210 E Tropicana / Las Vegas, NV 89121.

Step 3

PSI will send instructions on how to register for the exam.
