
1st STOP CHECKLIST: CONTRACTOR/HOME IMPROVEMENT 
(GENERAL or SPECIAL TRADE) 

 
REQUIREMENTS & REGULATIONS 
 
[] The Ohio Department of Commerce is the governing agency to the Ohio Construction 

Industry Licensing Board (OCILB).  The OCILB issues licenses for the purpose of commercial 
construction.  The licenses are for five specific trades:  electrical; heating and air conditioning 
(HVAC); refrigeration; plumbing and hydronic.   

 
[] For further information, contact OCILB at (614) 644-2223 or visit their website: 

http://www.com.ohio.gov/dico/.  For all questions regarding residential and general 
construction not included in the five trades listed above please contact your local building 
department. *Remember to check local government agencies.* 

 
[]  Board of Building Standards: Ohio Building Code can be found in Ohio Revised Code Section 

4101:1.  The Ohio Revised Code can be found in your local library or on-line at 
http://codes.ohio.gov/oac/4101%3A1  

 
 [] The International Code Council provides general information on codes and standards, 

government relations, training, certification and licensing and public safety for contractors 
around the country.  There are special benefits for individuals who chose to pay a 
membership fee.  Contact ICC, Central Regional Office at (888) 422-7233 to request a copy of 
the Ohio Basic Building Code.  Information is available on-line at http://www.iccsafe.org/. 

 
 [] Contractors must have Workers’ Compensation Insurance for their employees.  If, as the 

primary contractor, you decide to hire an independent contractor or a subcontractor, make 
sure they have workers’ compensation insurance for their employees.  Otherwise, if any 
employee suffers a work-related injury, that employee can file suit against you, the 
independent contractor or the subcontractor.  For more information or forms, contact the 
Ohio Bureau of Workers’ Compensation at (800) 644-6292.  Information is also available on-
line at www.bwc.state.oh.us.  *Remember to check local government agencies.* 

 
[] Contractors and home remodelers do not collect sales tax on their work.  But, they do pay 

sales tax on the supplies they purchase.  Some contractors find it’s easier to use a DIRECT 
PAY PERMIT when buying taxable supplies.  The direct pay permit allows them to buy the 
items without paying the tax at the time of purchase.  All of that tax is gathered together and 
paid on a monthly basis.  Direct pay permits are issued by a mutual written agreement 
between the applicant and the Ohio Department of Taxation.  For more information, contact 
the Ohio Department of Taxation at (888) 405-4039 for Business Tax Assistance; (888) 405-
4089 for Tax Registration; or (800) 282-1782 for the Forms Request Line.  Information is 
also on-line at http://www.tax.ohio.gov.  *Remember to check local government 
agencies.* 

  
[] Contact the Ohio Environmental Protection Agency (EPA) for information about the proper 

disposal of hazardous and solid waste.  The EPA can be reached at (614) 644-3020  
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Avoid a bad contract

		              Never enter into a home-improvement deal  
		          unless it is in writing and is signed by both you 
	                   and the contractor. The contract should include:

Make sure the contract has no requirement for a large down payment
or a payment in full before the project is complete and has been  
inspected. Make sure the contract doesn’t include a mandatory 
arbitration clause, in which you waive your right to sue.

•  Your full name and address.
•  The name, address, and 	      	
     telephone number of the contractor.
•  A complete description of the work 	
     to be done and the materials to 
     be used.
•  A provision requiring written  
    approval for any changes.
•  A clear statement explaining any of 	
     the contractor’s guarantees,  
     warranties, or oral promises.
•  A provision stating the total cost for 	
     the work and the specific terms for   	
     payment covering materials and labor. 

•  A starting date and a 
     completion date.
•  A provision that excludes you 	
     from paying attorney’s fees,  
     court costs, or damages in 	
     case of a dispute or 
     cancellation.
•  A requirement for the 
     contractor to obtain all 
     necessary permits and 
     inspections.
•  Dated signatures by you and 	
     the contractor.



 

Generally, you and the contractor are obligated to fulfill a contract once 
it has been signed. However, you have the right to cancel a home- 

improvement contract when it results  
from a door-to-door solicitation.

Your right to cancel must be exercised 
within three business days from the date 
you receive the cancellation form, which 
must be given to you when you sign the 
contact.

In order to cancel the contract, send your 
cancellation notice by certified mail with 
return receipt requested, or deliver it by 
hand and obtain written proof that it was 
received. If you decide to cancel, the con-
tractor must return any money already 
paid within 10 business days. (Sundays, 
and legal holidays are not considered 
business days.)

Know your cancellation rights

Pay once

The Ohio Mechanic’s Lien Law can help protect 
consumers from paying twice for home improvements 
and from having liens attached to their property. According to the law, if 
you pay the original contractor in full before receiving official notice of a 
mechanic’s lien, a lien can’t be placed on your home by that contractor or 
any supply companies, subcontractors, or laborers.

Mechanic’s liens are issued on behalf of people  
supplying labor or materials for a job in order to guar-
antee payment. Under such a lien, clear title to the 
property can’t be received until the claim is settled. 

Trouble occurs when the contractor fails to pay a subcontractor for  
completed work or a supply company for the building supplies used.  
 



•  You have received at least   	       	
     three written estimates from 	          	
     three different contractors.
•  You always ask for the manu-	         	
     facturer’s warranty in writing 
     on items such as siding, 	      	
     windows, roofing materials,         	
     and heating and cooling 
     equipment.
•  After the job has been 
     completed, you request an  	              
     itemized receipt for the work 	          
     performed. Keep the old parts 	
     in case you later need to prove 	
     that a particular item didn’t   	      	
     need to be replaced.

The supply company or a subcontractor might try to the get money directly 
from you by placing a lien on your property.

If the contractor fails to pay a subcontractor, laborer or supply company, you 
should withhold that amount from the original contractor and make a check 
jointly payable to the original contractor and subcontractor in exchange for a 
lien release from the subcontractor. 
 
Once 60 days have passed from the date when work on your property
has been completed, no contractor, subcontractor, supply
company, or laborer has the right to file a mechanic’s
lien on your property.

If you are financing your home-improvement project
through a lending institution, you should ask your
lender about the steps you must take to protect
your property from a mechanic’s lien.

Cover your bases

Before signing a home-improvement contract, make sure:

•  All project financing is preapproved.
•  You have checked with local 
     officials to see whether permits 
     are required for the project.
•  The contractor has given you 
     references, which you’ve checked.
•  The contractor has shown you proof    	
     of licenses, insurance, and 
     bonding. (State law doesn’t require  
     home-improvement contractors     	
     to be licensed, but many Ohio  
     cities do.)
•  You have checked with the Ohio  
     Attorney General’s Office and    	
     the Better Business Bureau to see 	
     whether complaints are on file    	
     against the company.



Read and understand all papers before you sign them.” This practice  
is when an unscrupulous contractor or lender slips paperwork, such as 
a second mortgage deed, into the package without your knowledge.

Don’t fall for the contractor who says he is working in the neighborhood 
and has extra materials and time to offer you a deal. This “deal” rarely 
turns out to be a bargain.

Watch for scams

Be wary of any contractor who uses
scare tactics. If a contractor tells you
that your furnace will blow up or your 
roof will collapse, get a second opinion.
Check with another company or with
a city inspector before you
authorize repairs.

Watch out for people who attempt to bait
you with advertisements for cheaply priced repairs or materials and 
then switch you to a more expensive job later. Bait-and-switch tactics
are against the law.

Be careful when a contractor says, “We’re going to use your home as 
a model, so we’re giving you a special discount.” This “model home” 
pitch is used frequently with sellers of siding, swimming pools, storm 
windows, and fencing. If not truthful, the technique violates Ohio’s 
consumer protection laws.



•  Contracts
•  Change orders
•  Permits and licenses
•  Payment evidence and receipts
•  Correspondence and notes
•  Warranties
•  Subcontractor names and addresses
•  Material suppliers
•  Samples of paint, carpet, wallpaper, 		
     shingles, or other materials, in case 		
     replacements are needed
•  Promotional materials
•  Loan or financing documents

Keep track

Be careful what you throw away.  
You never know when you might need 
home-improvement records, such as:

Don’t pay a contractor a large sum of money in advance. 
Pay a reasonable down payment, but reserve final pay-
ment until the job is completed. Always get a receipt for 
partial payments or deposits.

Watch out for contractors who promise you a discount or 
commission if you supply names of other potential  
buyers. A “referral sale” is illegal in Ohio, and you  
probably won’t get the promised discount.



Ohio Attorney General’s 
Consumer Protection Section

30 E. Broad St., 14th floor
Columbus, OH 43215

800-282-0515
www.OhioAttorneyGeneral.gov 

Better Business Bureau
Research a business or find  

local contact information
www.bbb.org

Ohio Secretary of State’s Office
180 E. Broad St., 16th floor

Columbus, OH 43215
877-767-6446

www.sos.state.oh.us

For more information, to report a scam, or to schedule 
a speaker on consumer protection issues, contact 
Ohio Attorney General Mike DeWine’s office at  
www.OhioAttorneyGeneral.gov or 800-282-0515.

For TTY, please call Relay Ohio at  
800-750-0750.
 



 

                     

   

 Ohio Construction Industry Licensing Board 
 6606 Tussing Road 
 PO Box 4009 
 Reynoldsburg, OH 43068-9009 U.S.A. 

     

 Frank Alexander, Administrative Section Chairman 
 

        An Equal Opportunity Employer and Service Provider 

                   614 | 644 3493 
             Fax 614 | 728 1200  

     TTY/TDD 800 | 750 0750 
             www.com.ohio.gov 
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The Ohio Construction Industry Licensing Board (OCILB), issues state commercial licenses to 
Electrical, HVAC, Refrigeration, Plumbing, and Hydronics Contractors.  
 

Applicants must: 
 

 be at least 18 years of age 
 be a U.S. citizen or a legal alien (must provide proof) 
 been a tradesperson in the type of licensed trade for which the application is filed for not less 

than five years immediately prior to the date of application and be able to show the last 5 years 
as a tradesperson working under a licensed contractor on projects that required a permit. You 
must attach at least one permit for each of the last five years and provide the license number of 
the contractor you worked under. Permits are public record and can be obtained from the local 
building department  

 or currently be a registered engineer in Ohio with three years of business experience in the 
construction industry in the trade for which you are applying 

 or other experience acceptable to the appropriate section of the board as defined in OAC 
4101:16-3-02  

 never have been convicted of a disqualifying offense as defined in S.B. 337 
 attach W-2’s (please cross out social security number) 

 
 
 
 
 
 
 

 
 

Your application will be reviewed by the Board to determine eligibility to sit for the examination. Applications 
are reviewed by the Board the first week of each even month. Therefore, your application must be 
received by the 20th of the month prior. You will be notified by mail of the results of the Board review 
results. ONCE YOU HAVE BEEN APPROVED (valid for one year) BY THE BOARD, YOU ARE 
REQUIRED TO OBTAIN A BCI and FBI BACKGROUND CHECK PRIOR TO SITTING FOR THE 
EXAMINATION. Approved candidates will be provided with a PROV Candidate Information Bulletin. The 
Bulletin will contain detailed instructions on how to schedule your exam(s). All licensure exams are computer 
based testing by appointment at sites throughout Ohio & the U.S. Individuals who take the examination will 
receive a notice advising them of their examination pass/fail status at the completion of the exam. Those who 
pass both sections of the exam can receive a state license by sending a copy of the examination results, a $25 
check made payable to “Treasurer, State of Ohio”, and proof of at least $500,000 contractor liability insurance 
“Certificate of Liability Insurance”.  
 
 

OCCUPATIONAL LICENSING PROCESS FOR VETERANS  
 

Complete entire application as instructed above. Be sure to complete Question (11); include all hands-on work 
experience and inclusive dates. You MUST Attach your DD214 (training records). You may also attach any documents 
that support your experience and training in the trade you are applying for such as: training certificates, job evaluation 
reports, joint transcript, and /or a letter from your Commanding Officer.    



DIC 3526    02/17/2016 

 

Application Fee:     $25.00  
Make check payable to: 
          TREASURER-STATE OF OHIO 
Mail to: 
 
      Division of Industrial Compliance  
      Ohio Construction Industry Licensing Board 
       6606 Tussing Road, P.O. Box 4009 
       Reynoldsburg, Ohio 43068-9009 
 

Check # _____________________ 
 

Date ________________________ 
 

FOR OFFICE USE ONLY 
 
Application is: 
                 Approved ___________________ 

                                Board Member Initials 

                 Denied _____________________ 
                                                Board Member Initials 

 
Additional information needed:             
_____________________________________ 
 
_____________________________________ 

OHIO CONSTRUCTION INDUSTRY LICENSING BOARD—EXAMINATION APPLICATION 
 

APPLICATIONS ARE REVIEWED BY THE BOARD THE FIRST WEEK OF FEBRUARY, APRIL, JUNE, AUGUST, OCTOBER, AND  
DECEMBER.THEREFORE, YOUR APPLICATION MUST BE RECEIVED BY THE 20TH OF THE MONTH PRIOR.  

 

MUST TYPE OR PRINT CLEARLY 
  

1. Type of examination applied for:      CHECK ONLY ONE 
____ Hydronics   ____ Electrical            ____ HVAC 
____ Plumbing               ____ Refrigeration 
 
2. Full Name ____________________________________________________ 

First        Last                            M.I. 

3. Street Address _________________________________________________ 
 
    City __________________________________ State ________________ 
 
    ZIP ______________         County ____________________________ 
 
4. Are you a U.S. citizen? Y   N      Date of Birth _______/______/_______ 
             OR 
5. Are you a legal alien?    Y  N   (if yes, provide documentation) 
  

6. Home Phone (_____) ______-_______ Work Phone (_____) ______-_______ 
 
7. E-Mail Address__________________________________________________ 
  

8. Have you ever been convicted of a felony? _____ Yes _____No 
        If yes:              Date of Conviction:  _______/________/________ 
 

    Ohio County of conviction:  ______________________________ 
  

    Offense:  ______________________________________________ 
 

9. NOTE:  If approved and issued; you MUST assign your license to a  
    Contracting Company, indicate the Contracting Company name & your position. 
  

   Contracting Company Name _________________________________________________ 
  

   Your Current Position/Title:   ____  Owner       ____ Employee        ____ Partner   

  
 

Be very specific in nature of duties  
 

** NOTE** You MUST indicate to the Board that you have worked the last five years as a Tradesperson, 
                     working under a licensed Contractor, performing permitable work, and be able to prove it.    

 

1. Attach a minimum of 1 permit for each of the last 5 years the licensed contractor (your employer)  
    obtained, and that you worked under. (Permits are public record and can be obtained from the Building Department). 
 

2. Attach copies of your W-2’s for the past 5 years, working as an Employee for the licensed Contractor.  
 
 
10. List below your employment history, beginning with the most recent. Attach additional sheets if necessary. 

 
Nature of Duties:  __________________________________________________________________________________________________________________________ 
 
_____________________________________________________________________________________________________________________________________________ 
 
 

EMPLOYER’S NAME 
AND ADDRESS 

Contractor 
License # you 

worked under. 
PHONE NUMBER 

DATES OF 
EMPLOYMENT 

PLEASE 
CIRCLE ONE 

TITLE OF  POSITION 

             /       / 
to 

/       / 

FULL 
OR 

PART-TIME 
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EMPLOYER’S NAME 
AND ADDRESS 

Contractor 
License # you 

worked under. 

PHONE 
NUMBER 

DATES OF 
EMPLOYMENT 

PLEASE 
CIRCLE ONE 

TITLE OF POSITION 

 
 
 
 

  /       / 
to 

/       / 

FULL 
OR 

PART-TIME 

 

 

Nature of Duties:  __________________________________________________________________________________________________________________________ 
 
_____________________________________________________________________________________________________________________________________________ 
 
_____________________________________________________________________________________________________________________________________________ 

 

EMPLOYER’S NAME 
AND ADDRESS 

Contractor 
License # you 

worked under. 

PHONE 
NUMBER 

DATES OF 
EMPLOYMENT 

PLEASE 
CIRCLE ONE 

TITLE OF POSITION 

 
 
 

   

/       / 
to 

/       / 

 

FULL 
OR 

PART-TIME 

 

 
 

 

Nature of Duties: __________________________________________________________________________________________________________________________ 
 
_____________________________________________________________________________________________________________________________________________ 
 
_____________________________________________________________________________________________________________________________________________ 
 
  

This applicant agrees to conform to Rules 4101:16-1 through 4101:16-3 of the Ohio Administrative Code relating to the 
type of license indicated on the front page of this application. 
 
I solemnly swear or affirm that the information I have supplied to each and all of the questions within this application are 
complete and true to the best of my knowledge and belief. 

 
_______________________________________ 

         Signature of Applicant 
 

THIS APPLICATION MUST BE NOTARIZED 
 
Subscribed and duly sworn before me according to law, by the above named applicant this ______ day of _____________ 
 
, _______ in the County of __________________________, State of _________________________. 

 
_______________________________________ 
Signature of Notary Public 

 
_______________________________________ 
Printed Name of Notary Public 

 
Submit application, supporting documents and $25 nonrefundable fee payable to “Treasurer, State of Ohio” to: 

 
OHIO DEPARTMENT OF COMMERCE 

OHIO CONSTRUCTION INDUSTRY LICENSING BOARD (OCILB) 
6606 TUSSING ROAD, P.O. BOX 4009 

REYNOLDSBURG, OH 43068-9009 
 

 
APPLICATIONS ARE REVIEWED BY THE BOARD THE FIRST WEEK OF FEBRUARY, APRIL, JUNE, AUGUST, 
OCTOBER, & DECEMBER. YOUR APPLICATION MUST BE RECEIVED BY THE 20TH OF THE MONTH PRIOR.  
 

ONCE YOU HAVE BEEN APPROVED BY THE BOARD, YOU ARE REQUIRED TO  
OBTAIN A BCI BACKGROUND CHECK PRIOR TO SITTING FOR THE EXAM. 



CONTRACTOR/HOME IMPROVEMENT CONTINUED 
 

For General Inquiries or (800) 329-7518 for Office of Compliance Assistance and Pollution 
Prevention.  The Ohio EPA is also on-line at www.epa.state.oh.us.  *Remember to check 
local government agencies.* 

 
[] Home remodeling and home improvement businesses should be aware of consumers’ rights 

under Ohio’s laws.  Attached is home improvement information from the Ohio Attorney 
General’s Office.  If you have questions, contact the Attorney General’s Office at (877)-244-
0515 or (614) 466-4320.  Information is also available on-line at 
www.ohioattorneygeneral.gov. *Remember to check local government agencies.* 

 
[] Anyone in the business of working on private water systems in Ohio must register with the 

Ohio Department of Health as a Private Water Systems Contractor. Private water systems 
are regulated by the Ohio Department of Health (ODH) under Sections 3701.344 to 
3701.347 of the Ohio Revised Code (ORC) and Chapter 3701-28 of the Ohio Administrative 
Code (OAC). For Information contact the Private Water Systems Program at (614) 644-7558. 
Information is available on-line at http://www.odh.ohio.gov. *Remember to check local 
government agencies.* 

 
[] North American Board of Certified Energy Practitioners certifies individuals as solar electric 

installers.  Contact NABCEP, the national certification organization for professional installers 
in the field of renewable energy at (800) 654-0021.  Information is available on-line 
at http://www.nabcep.org/. 

 
[] For information on bonding/insurance, please contact your personal insurance agent. 
 
[] More information on contractor licensing can be found in Ohio Revised Code Section 4740.  

The Ohio Revised Code can be found in your local library or on-line at 
http://codes.ohio.gov/orc. 

 
For more help, contact your local Small Business Development Center (SBDC). 

 

www.ohiosbdc.ohio.gov  
 

*REMEMBER TO CHECK LOCAL GOVERNMENT AGENCIES* 
 

THIS CHECKLIST IS ABOUT STATE REQUIREMENTS. 
 

 

NAICS 236/16 
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