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How to Renew a License 
1. Important: You must be logged in AND have access to the license.  

You can renew a license up to 60 days before the next expiration date. This applies to General 
Liability, Workers Compensation, or your State License—whichever expires first. 

To find out which one is next, click on “My Permits and Licenses” then “My Licenses” and finally 
the “License Number.” 

2. On the License Details screen, find the Expiration Date. To view all upcoming expiration dates, 
click on “More Info.” 

(continued on next page)  
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3. In the example below, General Liability expires before the State License and Workers 
Compensation. This means the earliest you can renew your Liability Insurance is June 1, 2025—
which is 60 days before its expiration on July 31, 2025. 

4. If your next expiration date falls within the early renewal window—or if your license has already 
expired—a Renew button will appear on the My Licenses screen. 

Click “Renew” to begin the renewal process. At this time, only State Licenses can be renewed. 

Important: In Step 3 of the renewal process, you must upload copies of all licensing documents: 

• State License or Exemption Letter 

• Liability Insurance 

• Workers Compensation Insurance or Exemption Letter 

(continued on next page)  
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5. Review the instructions and click “Next” on Step 1 of the renewal process.  

6. Follow the instructions on Step 2 of the renewal process then click “Next” to continue.  

(continued on next page) 
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7. Follow the instructions on Step 3 of the renewal process then click “Next” to continue. 

Important: All licensing documents are required. For individuals exempt from State Licensing or 
Workers Compensation, an Exemption Letter must be uploaded in place of those documents.  

8. Scroll down to Review the renewal information then click “Submit” to complete the process. Click 
the “Back” button if you need to make a correction. Please allow 2-3 business days for review. 

Important: When a license is renewed, a new license record is created with a new Bonita license 
number. The original license will be automatically voided at the end of the day. 

Please note: Your permits will not be affected by this change. 


