STATE OF IDAHO
OUTFITTERS & GUIDES

Q

Online License Services
Manual for Guides

The Idaho Ouitfitters and Guides Licensing Board enables Guides to easily process license
renewals and new applications online and conveniently pay fees with a credit/debit card
(American Express, Discover, MasterCard, VISA). This manual features step-by-step
instructions for various renewal activities. Screen images, text, and fees shown in this
manual may differ in actual application.

Online Renewal Benefits

Cheaper and faster license processing e Secure, encrypted connection e Guide renewals avoid
expedited/pull-forward fees (If receipt serves as 20-day temporary license— Only Guide
renewals and new Guide applications may qualify) e Calculates fees automatically e Application
is guaranteed complete and accurate e Provides a printable receipt e Allows you to update
contact information instantly.

Need Assistance?

For questions about this service, call Access Idaho at 208-332-0102 (toll free: 1-877-443-3468).
For license questions and information, please call the Outfitters and Guides Licensing Board
office at 208-334-3233.

Important: This application may not work correctly in the MSN browser. It is recommended that
you use another browser, such as Internet Explorer, Netscape, or Firefox. Please make sure
your browser is enabled to accept cookies. Access Idaho (the State’s official web administrator)
processes credit/debit card payments on behalf of OGLB.

Last updated 11/12
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Section 1: Logging into OGLB’s Licensing Services

To ensure maximum security, you will need an Access ldaho username and
password to conduct any business online with the Outfitters and Guides
Licensing Board.

The web address for OGLB’s online licensing services is:

https://www.accessidaho.org/secure/oglb/licensing/services.html

Don’t forget the **s” in the web address, which means it’s a secure site.
Add this web page to your favorites list for easy reference.

ol =
Login Sign Up
Username*:
f = | |New Users start hcnf]
idano ga

* capitalization matters To use this service you will need ess Idaho account.

+  Signup is free, secure easy

1 Login] +  One account for all Afcess Idaho services
Pas SWO rd S ex p Ire - Forsot ., = Online access to ygfir history and receipts
orgot username? Forgot password? | M X A e . . . .
every 6 m 0 n t h S . For additional help, Contact Access Idaho 24, Convenient paypfent options: Visa, Discover, American Express, or

Mastercard

Kah Cutfitters and Guides Licensing Bgflird
1385 North Orchard Street, Room,
Bosse, Idaho BI708
licensing@Eoglb.idaho.

Select this link to set up your username
and password. An initial password will
be sent to the email address you provide
after you create your user account.

Note: The first time you log into this page with your initial password, you will be
prompted to change your password to one of your choosing. Passwords are
case-sensitive, must be at least 5 characters long, and can contain numbers,
letters, and/or symbols. For security purposes, do not allow your web browser
(Internet Explorer, Netscape, Firefox, etc.) to remember your login information.
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Section 2: Associating a License with Your Account

After logging in successfully for the first time (or after selecting the “I Have
Another License” link on the User Services page), you will see the screen below.
Enter the requested information and select the “Continue” button.

Associate a License with Your Account

Outfitters with designated agents use vour DA license and S8N,
License Number

Social Security Number

Continue =>>

idaho Dutliters and Gudes Licensang Board
1385 North Orchard Street; Room 172
Boise, idaha H3706
lizensing@ogib.idaho.gev =3

After associating your user account with your license, the application displays all
licenses associated with your account.
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Section 3: Renewing Guide License—Paying for Own License

Before renewing your Guide license online, you must log in with your Access
Idaho username and password (see Sections 1 and 2).

Step 1. Select the “Renew Your License” link.

User Services

[ 1 Hawve Another License | [ Logout ]

20-G: AK SMITH
[ Remove this License ]

s Change nforrnation

5 nnta
» Renew Vour License

[ I Hawe Another License | [ Logout ]

Step 2. Verify Outfitter authorization(s) and click “Continue.”
/

/

Verify Qutfitter Certifications

= P

| Cancel Renewal |

The following outfitters have authorized you to guide for them in 2012:
You are renesving your Seense for 2012. This will not authonize youto provide any guide services during fcense year 13,

For each activity that requires training, any required training foms must be maintained on file by the outfittr (except for Techical Mountaineering, Level One Skiing and Level Two Skiing documentation which must be submitted directty to I0GLB) before the applicant
can guids chents. To add an activity after this transaction you must submit an amendment application.

Notice:Ifall of your employing Qutitters are not lsted below, please contac them. Request to be added to their onine "Guide Roster"
30 AMERICAN RVR TOURING ASS0C
DAY HIKES (14DH) at $E1

[Remave |
DAY HIKES (14DH) at MFI

[ Remove ]

Continue »>»

Idaho Quifitters and Guides Licensing Board
1365 North Orchard Street; Room 172
Boise, Idaho 43708
licensinogZoqih.idaho.gov =1
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Section 3: Renewing Guide License—Paying for Own License

Step 3. Answer litigation questions.

W

» ACTIVITIES » APPLICANTINFO » LITIGATION » RE

Litigation Questions

Notice: Your answers lo these questions are legally binding.

* A conviction includes any forfeiture of bail, bond or collateral, suspended sentence, probation, or withheld jud

I, . understand that my answers to the above questions are correct and legally binding.

| Continue ===|

Enter your name.

| Back to Main Menu |

Step 4. Review your renewal fees.

[ Cancel Renewal ]

their last renewal
[ Change Your Answer |

Outfitters and Activities :
training for a hunting activity.

1-C: GLEN ABC
o ZALMON RIVER-CORNM CREEK TO SPRING BAR (ZA6)

[ Change Cutfitter Associations ]

AKSMITH 20-G

Online Convenience Fee

Review Renewal Fees

Litigation : You answered "No" has been entered indicating that no citations, wiolations or litigations against these licenses have occurred since

Ta be licensed to the following Cutfitters for the activities indicated below the Board must have all the required training forms on file. Activities that
vou do not have training for will be 1gnored with the exception of hunting. Vou will be given "Apprentice" status if you do not have the required

$95.00
$4.50

Total

Pay for Renewal >»> |

[ Cancel Renewal |

OGLB Licensing Instruction Manual
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‘[ I certify that the applicant: ]|
HAVE _ | HAVE NEVER| |
been icted of or ived a withheld judg for a felony or misdemeanor in any state; A”
HAVE " | HAVE NEVER[ | .
* paid two (2) or more forfeitres of any deposits of money or collateral with a court or administrative agency for a conviction for violation of regulations of the United ques“ons
States Forest Service or the Bureau of Land Management; N
HAVE (| HAVE NEVER|( | L must be
* been icted of any violation, forfeited bail or coll 1 deposited to secure or paid any funds to a court with respect to a citation of any state or federal d
fish and game laws or outfitting and guiding laws of ANY state; answered
HAVE (| HAVE NEVER| |
* been convicted of any violation, forfeited bail or collateral deposited to seeure app on a charge of violation of the Fish and Game laws of the State of Idaho;
HAVE (| HAVENEVER| |
* been found to have committed a violation of the Idaho Outfitters and Guides Act or Board Rules, or been denied an outfitter or guide license in any state.



Section 3: Renewing Guide License—Paying for Own License

Step 5. Enter your credit/debit card billing information.

Welcome to Access [daho's instant payment gateway. Vou've been sent here to pay for the following;
OGLB: Renewal for 20-G
Service: License Renewal (43)
Cost Oty Total
$95.00 1 $95.00
$4.50 1 $4.50
Total: $99.50

Instant Payment Customers
Please fill out the following information, and select your desired method of payment. Fields marked with an asterisk (*) are required; your

telephone tumber and e-mail address wil be used only for the purpose of contacting you in the event of billing difficulties andfor e-mailing you
a copy of your receipt. Biling contact mformation is strictly confidential and will not be used for marketing purposes. For more information,

please read Access [daho's privacy policy.

Description
20-G : AK SMITH 2005 Renewal
Online Convenience Fee

* Name

* Billing Address

a
- ;
* city: | Required
* State/Province: I— f|6|ds

Country: I United States j

* Postal’Zip Code: I i

Telephone Number:
(Optional: For billing questions)
E-mail Address:

{Optional: For hilling gquestions and e-mail receipt)
* Payment I\-Ietllml‘ CreditCard |9}

<<< Back | et »»>

<+«—— No need to change this.

Step 6. Enter card number, type, and expiration date.

Billing Information
Please verify that the following information s correct. The address shown should be the billing address of the credit card you mtend to use.

OGLB: Renewal for 20-G
Service: License Renewal (43)

Cost Oty Total
$95.00 1 $95.00
$4.50 1 $4.50
Total: $99.50

Description
20-G: AR SMITH 2005 Renewal
Online Convenience Fee

Name: AK Smith
. At .. 321 Any Street
AdmESS: (i) derness, ID US 83555
Telephone Number:

E-mail Address:
[ #=< Back to payment information page 1 ]

Credit Card Information

Please provide vour credit card information helow:

Card Number: I ChOOSG between VISA,
<+— MasterCard, Discover,
Expiration Date: and American Express. -

Notice: If you supplied your e-tnail address on the previous page, you will see your receipt quickly flash on the screen as itis transmitted to
you. The application will then automatically forward to the next step.
<<< Back | MNext >»> |

Card Type: |—selectone— =
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Section 3: Renewing Guide License—Paying for Own License

Renewal Receipt (Carry it with you as a valid, 20-day temporary license if
qgualified.)

Receipt may be used as a
20-day temporary license if

all training and
A copy of this recept must be i your possession while suiding and must be produced upon the request of an authorized person per Boardrdle IDAPA qual ifications for the

(Temporary License
Vou may use this receipt as a 20-day temporary leense authorization to contimue guiding under the actiwiies Hsted on your previous icense.

applicant have been
certified by the Outfitter.

[Renewal Receipt
Save or print a copy of this receipt for your records.

Outfitters and Activities No 20-d ay tem porary

Yo will be heensed for the following Outfitters and Actwities, provided the Board has &ll the required training forms on file. Actiities that you do not H H H

have tranmg for will be ignored, with the exception of hunting, You will be given "Apprentice” status if you do not have the required tramng for I |Cense Wi I I be ISSUGd for
hustngacty, Skiing Level | & II,

1.0 GLEN ABC Technical

+ SALMON RIVER-CORN CREEK TO SPRING BAR (B46) M ou ntal neerl ng/CI | mb | ng

License Renewal for 20-G

Transaction 1D 3875 I\_Io 20-day temporary
Date Created Mon 11/07/2005 01:28:06 PM MST license will be issued for
Description OGLB: Renewal for 20-G responding to any of the

Litigation questions as

20-G: AK SMITH 2005 Renewal §95.00 “Have” for any ViOIationS

Online Convenience Fee $4.50

Cost §99.50

en to Expect Your License

Your guide license will be issued and mailed to vour employing outfitter once the Board has verified your application requirernents. It is your
tesponsthty to have your guwde beense i hand when gudng for any outfitter.

Please contact the Idaho Outfitters and Guides Licensing Board if you have any problems or questions regarding this icense renewal and refer to your
license number (20-G) as well as the Access [daho transaction number (3875)

[ Refurn to Memn |

After successfully renewing, your “Menu” indicates your license has been paid
and that you can view your receipt.

[ 1 Have Another License | [ Logout ]

20-G: AKSMITH

[ Betove this License ]

Renew Your License - Paid [ View Receipt ]

[ 1 Have Another License | [ Logout ]
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Section 4: Renewing Guide License—Qutfitter Pays

Before viewing your Guide license receipt, you must log in with an Access ldaho
username and password after the Outfitter has paid for the license (see Sections
1 and 2).

Step 1. Select the “Renew Your License” link to [View Receipt].

r 7 =

69-G : RAY COX

[ Remove this License ]

+  Renew Your License - Paid | View Receipt |
+ Change Contact Information

Step 2 The receipt paid for by the Outfitter will show up as follows. If you qualify,
this receipt may act as a 20-day temporary license as stated on the receipt:

i = | Receipt may be used as a 20-
day temporary license if all
training and qualifications
e — for the applicant have been
o certified by the Outfitter.

g kovaeaaea

ot T Vioeetuinerng L ot Simg L v T Sing Pap—

Ity P Essacten o st b o mmeninest sppices

No 20-day temporary license
will be issued for Skiing Level
| & I, Technical
Mountaineering/Climbing.

Traucaal S0

o GGE B30 No 20-day temporary license

86 RAY COX 12 Resenad SIS

JR—— will be issued for responding
o 8 to any of the Litigation
TvET— : — questions as “Have” for any
R —" b i o violations.

[Ratzmix ke |

st i e Lonrsng Bt
——t

18 e o

You must have a copy of this receipt while guiding within the 20 days or until
your license is in your possession.
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Section 5: New Guide Applicant—Complete Form and Pay

To complete the new Guide license application form and pay, you must log in
with an Access Idaho username and password (see Sections 1 and 2). You must
receive a Guide license number from your Outfitter, who receives the guide
license number after initiating a “New Guide Application” step then inputting the
applicant’s first and last name with the social security number and indicating the
activities you are to be licensed for.

Step 1. Select the “New Guide Application” link.

17644-G : JANEY JONES (Applicant)
[ Remove this License ]

New Guide Application
Change Contact Information -- Not available until application is complete.

[ L[Have Another License ][ Logout ]
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https://beta.accessidaho.org/secure/oglb/licensing/services.html?ScriptForm.startstep=removeLicense&ScriptForm.startScriptForm.start.ScriptStepView.removeLicenselicense=17644-G
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Section 5: New Guide Applicant—Complete Form and Pay

Step 2. Enter your information.

Apphicant Informnation

Eewiew and complete the information below.

-I Permanent Mailing Address I

wsthome’ it | ad -
sk T Already filled in by outfitter.
Last Mame |Last

Cuitfitter Adriress Nof Accepfable
Steest Address” |Street | |
City, State, Zip® [Boise o |learm |

~ Phone Numbex(s) (optional) |

U5 Phowne Number mcluding Aren Code

Home Fhone | 2083277320

Othet Phone

H

*| Personal Information

Gender”
Hair Color"
Eye Color’
Height' B in
Weight' | 220]ths
Birthdats™ [§ | MN/DDAYYY

Continue ==>

[Bave & Cuit for Now ]
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Section 5: New Guide Applicant—Complete Form and Pay

Step 3. Answer litigation questions and enter your name. (If you select “Have” for

any question, an online form will display to explain the conviction. The
explanation will be forwarded to the Board.)

Ll =
» ACTIVITIES » APPLICANTINFO § LITIGATION » REVIEW » PAY
Litigation Questions
Notice: Your answers lo these questions are legally binding.
(| I certify that the appli |
HAVE (| HAVE NEVER| |
been icted of or received a withheld judgment for a felony or misdemeanor in any state; A”
HAVE]" | HAVENEVER|C | i
+ paid two (2) or more forfeitures of any deposits of money or collateral with a court or administrative agency for a conviction for violation of regulations of the United questlons
States Forest Service or the Bureau of Land Management;
HAVE | HAVENEVER| | [ must be
* been icted of any viclation, forfeited bail or collateral deposited to secure apg or paid any funds to a court with respect to a citation of any state or federal d
e o i e e e answered.
HAVE (| HAVE NEVER| |
* been icted of any violation, forfeited bail or collateral deposited to secure app on a charge of violation of the Fish and Game laws of the State of 1daho;
HAVE " | HAVE NEVER[C |
* been found to have committed a violation of the Idaho Outfitters and Guides Act or Board Rules, or been denied an outfitter or guide license in any state.
* A conviction includes any forfeitire of bail, bond or coll 1, suspended probation, or withheld jud,
1 , understand that my answers to the above questions are correct and legally binding.
[ Continue >>>
Enter your name.
[ Back to Main Menu ]
Step 4. Outfitter certifies training. The actual forms are to be kept on file with the
outfitter.
W
il /)
Boating Training
L Terese Sauceds, wish to certify thet MARK EVANE as 2 muide for:
v Cenfied Float Lead Boatman for FLOAT BOATING (10FE) at MF1
v Certiied Float 1 2ad Roatman for FLOAT ROATING (10FR) at MFL
Tcertfy thatthis applicant will have the training 25 provided in IDAPA Rules 250101034 hrough 048 | will mintein on fle 2 copy ofthetrining ecerds to be avadable forinspection by 2n authorized agent of the Doard.
[ Back to Mz Meem | [ Back to Activities |

by (efitiers and Guirdec | inpncing Rnaed
1385 North Orchard Stest: Room 172
Boe. Idsha 33708
icensinaBoalh idabo.oov =1
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Section 5: New Guide Applicant—Complete Form and Pay

Step 5. Verify information on the review page and click “Pay for Application.”

Review

Resriew the following for accuracy before continuing to pagment.

Fersonal Information

Hame Gender
Tatie Doe Female

Address Hait Color
123 State 3t. Browt
Buoise, ID 83702 Esre Color

Hotme Phone # Browt
555-555-3555 Height

Other Phone # 3"
444 444 4444 Weight

DOE 125 1hs.
11/26/1980

Ontfitter

IDAHO & OREGON RIVER JOURNEYS LLC

< < chatige Personal Information
—

Litigation

You cettified that you:

* HAVENEVER been convicted of or received a withheld sentence for 1y i atiy state, pursuant to 36-2113. 1.2,

& HAVENEVER paid two or more forfeitures of any deposits of money or colla
cotrviction of wiolation of regulations of the United States Forest Service of the Burea anid Management

& HAVENEVER heen convicted of any wiolation or paid any funds to a court with respect to a citatd
Fish and Game laws or outfitting and guiding laws of ANY state

* HAVENEVER foifeited hail or collateral deposited to secure appearatice on a charge of wiolation of the Fish afh
of the State of [daho

* HAVENEVER heen found to have committed a violation of the [dahao Outfitters and Guides Act or Board Rules, or heenn
denied an outfitter or guide license in Idaho

Explanation: the explanation goes hete

< < change Litigation

Activities

You will be licensed for the following activities:
&  Float MIDDLE FORK SALMON RIVER-BOUNDA,
*  Float MIDDLE FORK SALMON RIVER-L

TO INDIAN CREEK (MF1) - # fratning frips submitfed
CREEK TO CACHE BAR (MF2) - O fraining frips submiffed

< < change A ctivities

Fees
Application Fee $20.00

Licensing Fee $60.00
Online Comvenience Fee $4.50

Total $24.50

Your outfitier has approved your application. You may now pay for your new
guide application.

Fay for Application ==

ith a court or admirdstrative agency fora

11 of any state or federal

OGLB Licensing Instruction Manual
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Section 5: New Guide Applicant—Complete Form and Pay

Step 6. Enter your credit/debit card billing information.

7

Lu N
Welcome to Access Idaho's instant payment gateway. You've been sent here to pay for the following:
New Guide Application for 15183-G

Service: Guide Application

Description Cost Qty Total
Application Fee $2000 1 $20.00
Licensing Fee $100.00 1 $100.00
Online Convenience Fee $5.50 1 $5.50
Total: $125.50

Instant Payment Customers

Please fill out the following information, and select your desired method of payment. Fields marked with an asterisk (*) are required; your telephone
mumber and e-mail address will be used only for the purpose of contacting you in the event of billing difficulties andfor e-mailing wou a copy of your
receipt. Billing contact information is strictly confidential and will not be wsed for marketing purposes. For more information, please read Access
Idaho's privacy policy.

* Name

3
* Billing Address: |

+ City: | Required
* State/Province: | fle|dS
Country: | United States j

* Postal/Zip Code: |

Telephone Number:
(Optional: For billing questions)

E-mail Address:
(Optional: For billing questions and e-mail receipt)

—
CreditCard )+

Mext >

* Payment Method No need to change this.

Billing problems? Contact Access [daho E3 (208) 332-0102, 1 (877) 4ID-EGOV.
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Section 5: New Guide Applicant—Complete Form and Pay

Step 7. Enter your credit/debit card number, type, and expiration date.

-
hi =
Billing Information

Please verify that the following information is cotrect. The address shown should be the billing address of the credit card you intend to use.
Mew Guide Application for 15183-G

Service: Guide Application

Description Cost Qty Total
Application Fee $2000 1 $20.00
Licensing Fee $10000 1 $100.00
Online Convenience Fee $5.50 1 $5.500
Total: $125.50

Name: Applicant Name

Street Name
Bois, ID US 83702

Telephone Number: 555-555-5555
E-mail Address: email@address.com

Address:

[ === Back to payment information page 1 ]
Credit Card Information

Please provide your credit card information below:

Card Number: | Choose between VISA,
— 5

cartTwe{“solcone- % MasterCard, Discover,

Expiration Date: and American Express.

MNext >>> |

Billitg problems? Contact Access Idaho E9 (208) 332-0102, 1 (877) 4ID-EGOV.
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Section 5: New Guide Applicant—Complete Form and Pay

Step 8. Save or print receipt (the application automatically emails a receipt to you
as well), which provides an overview of your information, answers to litigation
guestions, activities, and a list of any documentation that needs to be mailed to
the OGLB office.

e
W 3 HOME 5 OH-LINE LICENSIHG ¥ NEW GUIDE APPLICATION
|

=

Guide Application Receipt

Please saw TTage fot futurs refsrence — [ is your receipt for ihis license application

emporary License

&
<
You may use this receipt as a 20-day temporary license authorization beginning 03/01/2006.
of this receipt must be in your possession while guiding and must be produced upon the request of an authorized persg Gard
rule IDA] e

FIRST LAST 15155-G

You certified that the applicant:

* HAVENEVER been convicted of or received a withheld sentence for a felony in any state, pursuant to 36-2113. 1.C

*  HAVE NEVER paid two or more forfeitures of any deposits of money or collateral with a court or administrative agency for a
corviction of wiolation of regulations of the United States Forest Service or the Bureau of Land Management

*  HAVENEVER been convicted of any violation or paid any funds 10 a court with respect to a citation of any state ot federal Fish
and Clame laws or outfitling and guiding laws of ANY state

*  HAVENEVER forfeited bail or collateral deposited to secure appearance on a charge of violation of the Fish and Game laws of
the State of [daho

*  HAVE NEVER beenfound to have committed a violation of the [daho Outfitters and Guides Act or Board Rules, or been denied
an outfitter or guide license in Idaho

Activities
Cince the board has reviewed and approved the documentation the applicant is applying for the following activities

» DAY HIKES (14DH)
*  ANTELOPE(1A)

« DEER(ID)

. ELK(E

o GOAT (I

*  MOOSE(IMD

*  SHEEP(1S)

*  PHOTO TRIFS (20PT)

* EEARCE

. COUGAR (XD

»  PREDATORS (3P

*  CHUEAR (4CH)

»  FOREST GROUSE(4FCH

*  HINGARIAN PARTRIDGE (4HF)

*  FISHING (P

»  TRAILRIDES (6TR)

*  BACKFACKING (FEF)

o SHOWMORILING (Z5H)

*  Float SALMON RIVER. | st HIWAY 93 ERIDGE ABOVE CHALLIS TO [RON CRK (343)
*  Float SALMON RIVER - [RON CREEK T NORTH FORK FROM 51 TO 330 (34443
*  Float SALMON RIVER-IRON CREEK TO MORTH FORK 1041 TO 430 (3A44E)

Float 3ALMON RIVER-NORTH FORE TO CORN CREEK (345

Fees
Youg credit card will show a charge from Aecess Idaho.
TramsactionID 4713

Create date  Tue 06/26/2007 01:54:50 P GMT-07:00

Description New Chuids Application for 1515503
Application Fee $2000

Licensing Fee $100.00

Online Convenience Fee $3.50

Total  $123.50

Return to Menu

OGLB Licensing Instruction Manual

Receipt may be used as a
20-day temporary license
if all training and
qualifications for the

Fendmglg.lag?éeNumber GenderMale applicant have been
M st T certified by the Outfitter.
b Eve Cilor

Street 1 Elue

Boise, ID 83702 Height.
i Pgﬂoggezf73gﬂ Weightﬁ‘lu NO 20_day temporary
S 0 e license will be issued for

T oo o Skiing Level | & I1,
Cutfitter -
JOHN ACCESS Technical
Mountaineering/Climbing.
Litigation

No 20-day temporary
license will be issued for
responding to any of the
Litigation questions as
“Have” for any violations.

Page 16



	Online License Services Manual for Guides
	Online Renewal Benefits
	Table of Contents
	OGLB User Account Information
	Guide License Renewal Services
	New Guide Application Process




