
APPLICATION FOR LICENSED PROFESSIONAL COUNSELOR 
* * * GENERAL INSTRUCTIONS * * * 

 
GENERAL INSTRUCTIONS: 
 Application should be completed by the applicant using the online process. Paper version is for reference. 
 Refer to the Rules & Regulations when completing the Application and Forms. 
 All items in Part I, II, III, IV, V, & VI of Application must be completed and submitted via the online process to the MS 

Board of Examiners for Licensed Professional Counselors (Rule 9). Every blank should have a response; even if it is N/A. 
 Forms must be filled out completely and submitted together in one packet to complete the online application.  
 Note:  Form A, B, and/or C, must be properly notarized and signed, placed in a sealed envelope with the supervisor’s 

signature over the envelope flap and returned to you for inclusion with your application materials. 
 Faxed documents are not acceptable. 
 Applicants must meet all applicable requirements before being considered for licensure. 
 All forms/documents submitted in support of the application must bear original signatures. 
 NAME(S): If some of your records are in different names, please indicate in Part I of application. 
 Provide only requested information. If the Board requires additional information, you will be notified in  writing. 
 Applicants are encouraged to make a copy of application materials for their personal records. 
 The Board must receive all the supporting documents required, e.g. color passport style photo, supervision verification 

form(s) (Form A, B, and/or C), transcript(s), and background check from the Department of Public Safety (Form E). 
 You are responsible for ensuring that your file is complete.  There are no exceptions!  
 The Board only reviews complete applications with all required information and application materials received by the 

deadline date. Incomplete applications will not be reviewed by the Board. 
 

CHECKLIST FOR COMPLETE APPLICATION MATERIALS: 
 Online Application for Licensed Professional Counselor (Parts I, II, III, IV, & V, VI) 
 Notarized Supervision Verification Forms 

o Practicum/Internship Supervision Verification – Form A (If applicable) 
o Post-Master’s Supervision Verification - Form B (This form has 2 pages.) 
o Post-Master’s Supervision Verification - Missing or Deceased Supervisor Affidavit - Form C (if applicable) 

 Official Transcript(s) from an approved educational institution verifying educational qualifications are to be 
included with application materials. Only the graduate-level transcripts are required. The official transcript(s) 
should be sealed in an envelope and signed or stamped across the envelope's seal by the transcript clerk issuing 
the document to the applicant. If the approved educational institution will not issue an official transcript to the 
applicant, the approved educational institution may submit the official transcript directly to the Board. If 
transcript(s) are sent directly to the Board office from the school/university, ask the Registrar to provide you with 
a verification that the transcript has been sent and include this with your application.   

 Fee Schedule.  New Applications:  A non-refundable Application Fee of $100.   
 Official NCE or NCMHCE score report, if applicable. The official score report must be submitted directly to the 

Mississippi LPC Board from the National Board for Certified Counselors, Inc. (NBCC). 
 Completed background check release (Form E) and fee sent directly to Department of Public Safety. 
 Color passport style photo uploaded. 
 Verification of Licensure in Other Jurisdiction (Form D): If you are or have ever been licensed in another State(s), 

please have that/those State(s) officially certify that license directly to the Board office 
 
APPLICANT FILE: 
 A file is “open” one year from the date application is received; the applicant must pay a reapplication fee in order to 

reactivate their file for one (1) additional year. After two (2) years, incomplete applications will be destroyed. 
 
APPLICATIONS REVIEW: 
 The Board reviews only applications received by the deadline that corresponds to the regularly scheduled meetings (10 

days prior to regularly scheduled meeting). 
 Only complete applications received by the corresponding deadline will be reviewed. 
 Individuals approved by the Board as candidates will receive a letter from the Board notifying them of their Candidacy to 

sit for the licensure exam, and it is the candidate’s responsibility to schedule licensure exam. 
 Individuals approved for licensure will be awarded a license as a professional counselor.  
 The Board meeting dates are posted on the website.  www.lpc.state.ms.us 
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DENIED APPLICATIONS (Board Rule 5.1(D)): 
 If your application is denied, you will receive a reason for the denial. Within sixty (60) days of the date of that letter, you 

may request an administrative hearing at the next regularly scheduled Board meeting. You should enclose additional 
evidence [documentation] to support your qualifications, if you wish the Board to reconsider the denial of your application. 
You may request, in writing, to meet with the Board. If you do, an appointment will be scheduled. 

 If the Board reviews your application again and denies it, an individual can appeal the decision of the Board to the circuit 
court of the county of the applicant’s residence. 

 If you do not petition the Board to re-evaluate your application within the 60-day period, your application file will be 
closed. Any subsequent request for licensure will require submission of a new application, documents, and the required 
fee. 

 
REINSTATEMENT (LICENSE LAPSED GREATER THAN One (1) YEAR) (Rule 5.3)  
 You must meet the current licensure requirements, submit a new application, and pay all application and renewal fees.                                                                              
 
YOUR COPY:  
 Keep a complete copy of your application materials, except those under seal. 
 
SUBMIT PACKET VIA RETURN RECEIPT TO: 

MISSISSIPPI BOARD OF EXAMINERS 
FOR LICENSED PROFESSIONAL COUNSELORS 

239 N. Lamar Street  
Suite 402 

Jackson, MS  39201 
601-359-1010 

 
(Return Receipt will provide you with assurance/proof materials are received by Board office.) 

 
 
 Although the Mississippi LPC Board's licensure process requires that an applicant receive Mississippi LPC 

Board approval to sit for the National Counselor Examination (NCE) or the National Clinical Mental Health 
Counselor Exam (NCMHCE), there are two specific situations in which an applicant may have already taken 
the NCE or the NCMHCE outside of the Mississippi LPC Board licensure process: Individuals holding the 
National Certified Counselor (NCC) credential may have already taken the NCE or those licensed in another 
jurisdiction may have already taken the NCE or the NCMHCE. If you have already taken the NCE or the 
NCMHCE in either of these two situations, you have one additional requirement. IN ADDITION TO THE 
MATERIALS LISTED ABOVE, YOU MUST ALSO SUBMIT: 
· An official copy of your passing scores. (Your licensure application is considered incomplete without 

submission of the test scores and will not be forwarded to the Mississippi LPC Board for review until an 
official copy of your passing scores is received by the Board Office. Therefore, if you have already taken 
the NCE or the NCMHCE, you should contact the National Board for Certified Counselors, Inc., (NBCC) 
and request that your test scores be submitted directly to the Mississippi LPC Board.  It is your 
responsibility to ensure that the Mississippi LPC Board receives an official copy of your passing test 
scores.) 
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Application Instructions - Screen 1

Begin application process by going to LPC web site https://www.lpc.ms.gov.
Then click on the Forms item in the menu on the left of the screen.
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Application Instructions - Screen 2

1. Before you begin the online process you should review the paper version to ensure that
you have all the required documentation.

2. Once that has been done then click the Online Link to begin the process.
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Application Instructions - Screen 3

Step one of the process is to verify that you don't already have a profile in the LPC system. When
you enter your SSN number if it already exist in the system you will be instructed to go to the login
screen. On that screen there are Login and Profile Instructions.

If you do not already have a profile then you will be taken to the first application screen. The online
application has the same basic layout as the paper application.
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Application Instructions - Screen 4

In the first section you indicate what type of application you are submitting and if you are a
member of the military.

1. Select one of the 3 types.
2. If you select Apply For Licensure Candidacy then check whether you require special

accommodations for License exam.
3. Check Military radio button
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Application Instructions - Screen 5

In PART I you enter your personal information. You should use proper capitalization on all fields.
You must have a passport sized picture to upload with this part of the application.
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Application Instructions - Screen 6

PART I also includes your educational information. After you have completed all the required fields
click Save and Continue to Part II.

NOTE: At this point your profile is created and you could complete your application from within
your profile.

Page 6



Application Instructions - Screen 7 Top

You must have course work completed in each of the 12 areas. You can enter part of the
information and then save the form multiple times until you complete the form. However you must
click the "Save and Add More" button at least every 15 minutes. Once you have completed all
fields in the form you click "Save and Continue to Part III"
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Application Instructions - Screen 7 Bottom
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Application Instructions - Screen 8

In PART III you will enter all of your completed Supervised Experience.

1. You may not continue to PART IV until you have entered at least one supervised
experience.

2. If you enter an experience and it has an error, then you should delete and reenter it.
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Application Instructions - Screen 9

In PART IV you answer questions related to your personal and licensure history.
ALL questions must be answered. The failure to accurately disclose information will result in
immediate denial of licensure.
When all questions have been answered and any required explanations provided, click "Save and
Continue to Part V".
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Application Instructions - Screen 10

PART V and PART VI are your electronic signature for the application.
Below PART VI are links to review and edit your information entered in PARTS I - IV.
Once you complete PART V and PART VI click the Save and Continue To Payment button.
This will take you to the payment screen.(See Screen 11)
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Application Instructions - Screen 11

From this screen you may pay your Application Fee online by credit card or electronic check.
Check the box next to the fee amount and then click Next. You will be taken to the State of
Mississippi's online payment processing web site. After you have completed the payment you will
be returned to the LPC site to print your receipt.

Application Instructions - Screen 12

If you leave a screen open but inactive for too long (more than 15 minutes) the application session
will time out and you will be taken to this screen.

1. If you completed Part I then you may login to your profile and complete your application.
2. If you did not complete and save Part I then you must start your application over.
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Application Instructions - Screen 13

As indicated on Screen 6, once you have saved PART I your profile is created in the LPC system.
If you did not completed your application, you may complete it through your profile. Once you login
(Login and Profile Instructions) go to the App Info tab to see each part of your application. You
may make changes to PARTS I - IV by clicking the Edit Part button. The "Edit Application or
Review and Apply for License with Payment" button will allow you to review each part of your
application and if all parts (I - VI) have been completed you can make your application payment
online. Once you check the Oath check box in PART V, you cannot make any changes to
PARTS I - VI and this button and the Edit Part buttons will no longer be available.
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Application Instructions - Screen 14

Once you have electronically signed the Oath and Affidavit And Release, the Make Payment
button will be displayed. If you haven't paid your New Licensee Application Fee you may use this
button to do so.
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