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 POLICIES AND PROCEDURES 

 for  

 DEARBORN/REcampus ONLINE COURSES 
 

 

Background 
 
The Professional Development Institute is a private career school licensed by the Maryland 
Higher Education Commission and the Virginia Real Estate Board. It is approved by the 
Maryland Real Estate Commission; the Real Estate and Appraisal Boards of the District of 
Columbia; the Maryland Appraisal Commission and the Maryland Division of Financial 
Regulation.  
 
This manual addresses the Institute’s policies and procedures for the online continuing education 
courses approved by the aforementioned authorities and offered through the 

Dearborn/REcampus education company. The policies and procedures for courses offered 
through the Thomson Computaught company appear in a separate manual.  
 
 

Minimum System Requirements 

 
To access and take the course, your system must conform to the following minimum 
requirements: 
 

• 56K modem (40 kbs) 
• 800 x 600 (16 bit) 
• Pentium II, 233 MHZ 
• Sufficient memory to run your system software and browser 
• Windows 2000, XP, Me, NT, 98, 95 
• Supported Browser is Microsoft Internet Explorer 5.x, 6.x. 
• Cookies enabled 
• JavaScript enabled  

 
Please note: AOL, Earthlink & Compuserve dial-up users should minimize their connection 
window and launch Microsoft Internet Explorer from the Start button in order to use the 
standard, supported Microsoft Internet Explorer browser.  
 
Additionally, some courses will require Adobe Acrobat Reader software. This will be made 
known on the course enrollment page. The Reader is available as a free download. The 
enrollment page contains detailed information on how to obtain it, and a link for testing your 
computer.  
 
 



Courses Offered 
 

The following are offered through Dearborn/REcampus: 
 
Maryland real estate sales licensees. Mandatory legislative update, ethics, and fair housing 
courses, and electives on many topics.  
 
Virginia real estate sales licensees. Continuing education courses, as well as residential and 
commercial post license courses for salespersons licensed fewer than two years. 
 
Maryland mortgage lenders. Elective courses only.  Mandatory courses are offered in our 
classrooms. 
 
Links to a complete list of online courses and what they are approved for, and a handy form you 
can use when enrolling for classes, are available on our web pages containing introductory 
information for each licensing jurisdiction.  
 
 

Time Allotted to Complete the Course/Extensions 
 
Each course must be completed within one year from the date of enrollment. After that date, you 
will no longer be able to access the class. There are no extensions if you do not complete the 
course within one year of enrollment.  
 
 

Requirements for Completing the Course 
 
To receive a course completion certificate you must pass unit quizzes before advancing to the 
next unit, complete the entire course and pass a final exam. The passing grade on the quizzes is 
90%. The passing grade on the final depends on the state and type of license you want continuing 
education credit for.     
 
Maryland real estate agents, brokers and associate brokers. Dearborn/REcampus’ software is 
designed to require a passing grade of 65% on the final exam for Maryland real estate 
salespersons. However, the Real Estate Commission requires that you score at least 70% on the 
final to receive continuing education credit. If you score less than 70%, a completion certificate 
will not be issued. 
 
Virginia real estate agents, brokers and associate brokers. Dearborn/REcampus’ software is 
designed to require a passing grade of 75% on the final exam for Virginia salespersons. If your 
score is lower, a completion certificate will not be issued. 
 
Maryland mortgage lenders. Dearborn/REcampus’ software is designed to require a passing 
grade of 65% on the final exam for Maryland mortgage lenders. If your score is lower, a 
completion certificate will not be issued. 

 



 

Repeating the Course and Final Exam 
 
You may repeat the course and take the final exam as often as necessary, as long as you do so 
within one year of enrollment.  
 
Reporting Course Completions/Affidavit for Maryland Real Estate Agents, Brokers and 
Associate Brokers 
 
If you achieve the required passing score on the final exam, the online course will inform you via 
on the Study Plan page that you have completed the course and report your final exam score to 
us. You will then be able to print an affidavit. DO NOT DO SO, as the wording may not meet 
certain state requirements. Instead, USE THE AFFIDAVIT AT THE END OF THIS MANUAL. 
Have it notarized and mail it to The Professional Development Institute, Attention: Affidavit, 
2730 University Blvd, Suite 200, Wheaton, MD 20902. We will send the completion certificate 
by first class U.S. mail within 5 business days of receipt of the affidavit. Arrangements can be 
made for overnight delivery for a fee of $35.00. 
 
Maryland real estate agents, brokers and associate brokers. Although the software will enable 
you to print the affidavit if you achieve a minimum passing score of 65%, you will not receive a 
completion certificate if you do not achieve the 70% minimum passing score required by the 
Maryland Real Estate Commission. 
 
The Site Used When Enrolling for a Course Determines the Credit You Will Receive 
 
Many of PDI’s online courses are approved for continuing education credit by several licensing 
authorities and states. Further, the same course may be approved for different topics, or different 
credit hours, by different jurisdictions. The courses available and the type and number of credits  
you receive will be determined by the site you used to enroll for the course.  
 
E.g., Buyer Representation in Real Estate is approved for three hours of mandatory “legislative 
update” credits by the Maryland Real Estate Commission, and four hours of real estate related 
(elective) credits by the Virginia Real Estate Board. If you enroll in this class on the RECampus 
site for Maryland real estate licensees, upon completion you will receive a certificate for three 
hours of continuing education credit acceptable by the Maryland Real Estate Commission 
towards your “legislative update” renewal requirement. If you enroll in the course on the site for 
Virginia real estate licensees, you will receive a certificate for four hours of continuing education 
credit acceptable by the Virginia Real Estate Board towards your real estate related renewal 
requirement.  
 
Please be sure you enroll on the correct site, as a certificate issued for one jurisdiction may not 
be accepted by another. A fee will be charged if you request a corrected certificate because you 
enrolled on the wrong site. 
 

 

Credit for the Same Course in Different Jurisdictions/Additional Certificates 



 
Continuing Education credit for license renewal purposes may be given by different agencies. In 
some cases, the topic and/or the number of credit hours will differ among the jurisdictions. E.g., 
Buyer Representation in Real Estate is approved for three hours of mandatory “legislative 
update” credit by the Maryland Real Estate Commission, and four hours of real estate related 
(elective) credit by the Virginia Real Estate Board.  
 
If a course is specifically approved by another agency, we will provide a certificate showing the 
agency’s required wording and the number of credit hours approved by that agency. If not, we 
will provide a duplicate of the certificate you received. To illustrate, Home Inspection and 
Environmental Basics is approved by the Maryland Real Estate Commission for three elective 
credit-hours. It is not specifically approved by the Virginia Real Estate Board. If you request a 
certificate for the purpose of obtaining credit in Virginia, we will furnish an exact duplicate of 
the Maryland certificate. 
 
Before requesting additional certificates, please check with your other regulatory authorities to 
determine their policies and procedures for granting credit for courses taken to satisfy another 
state’s license renewal requirements. Please note: you must have achieved a minimum passing 
score of 70% on the final to receive a certificate for Maryland real estate salespersons.  
 
Under no circumstances will we provide an additional certificate if we cannot verify that you 
successfully completed the course, or you did not achieve the minimum final exam grade 
required by the licensing authority. 
 
To obtain additional certificates, use the Certificate Request Form at the end of this manual. The 
fee is $14.95 per certificate. 
 
 

Lost/Erroneous Certificates 
 
Lost certificates. To receive a replacement for a lost certificate, send the Certificate Request 
Form at the end of this manual to us, Attention: Certificates. The fee is $14.95 per certificate. 
 
Erroneous certificates. If, due to our fault, you received an incorrect or erroneous certificate, we 
will replace it free if we receive the Certificate Request Form at the end of this manual, and the 
original copy of the erroneous certificate with corrections clearly shown, within 14 days of the 
postmark on the envelope.  
 
There will be a fee of $14.95 to replace a certificate if the request is received after 14 days, of if 
the error is due to any reason not our fault including, but not limited to, unclear handwriting or 
incorrect information on the affidavit. Under no circumstances will we provide a replacement 
certificate if we cannot verify that you successfully completed the course, or you do not return 
the original certificate with the embossed school seal.  
 
 

Enrollment on Wrong Site/Corrected Certificates 



 
If you enrolled on the wrong site, use the Certificate Request Form at the end of this manual to 
obtain a corrected certificate. Include the original certificate. The fee is $14.95 per certificate. 
 
Under no circumstances will we provide a corrected certificate if we cannot verify that you 
successfully completed the course, or you do not return the original certificate with the embossed 
school seal. 
 
Course/Certificate Questions: If you need assistance in choosing a course or learning more 
about a course, please contact PDI at 301-949-1771 or email info@pditraining.net. 

 

Technical Support: REcampus Technical Support for Students: 888.213.5124 or 
retechsupport@dearborn.com Open 24/7  

 

Billing and Shipping Questions: Please call Customer Support at (800) 972-2220 or 
reorders@dearborn.com if you have questions regarding your bill. In addition, you may contact 
customer support if you have ordered physical product through the online bookstore and have 
questions regarding your shipment. Customer support is available from 8:30 a.m. to 5 p.m. CST. 

 

Refunds 

 
The Professional Development Institute does not issue refunds for online courses. Before 
enrolling, please ensure that your browser and system meet the requirements, above. 
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The Professional Development Institute, 2730 University Blvd, Suite 200, Wheaton, MD 20902 
 

CERTIFICATE REPLACEMENT REQUEST FORM 

 

Name (print):__________________________________________________________________________________ 
 
Address:______________________________________________________________________________________ 
   (Street)    (City)           (State & Zip code) 
 
Daytime telephone no.: (     )                                    Email address:                                    
 
License:                                                                                                             
 (State)   (License number)    (Type - real estate agent, etc.) 
 
Full name of course I took & credit hours:                                                                           
Type of original certificate I received  & completion date (e.g., MD real estate agent, xx/xx/xx): 
 
                                                                                                                     
 
I am requesting the following certificate(s): 
 
� Additional, to obtain credit in another jurisdiction. (If the course was approved for a different topic and/or 
different credit hours, a certificate indicating that approval will be provided. You must have scored at least 70% on 
the final to receive a certificate for MD real estate salespersons.)  

 
Type of certificate desired:                                                                                          
      (e.g., real estate agent)    (State) 

� Replacement for lost certificate.  
 
Type of original certificate & credit hours:                                                                           

  (e.g., real estate agent, 3.0 hrs.)   (State) 
 
� Replacement for erroneous certificate caused by my error. (Fee applies. Enclose original with corrections.) 
 
� Replacement for erroneous certificate caused by school’s  error. (No fee if received within 14 days of date of 
postmark. Include envelope to establish eligibility for free replacement. Free replacements will be mailed promptly.) 
 
� Corrected certificate due to enrollment on wrong site. (Enclose original.) 
 
Complete course name & credit hours:                                                                               
 
Certificate I wish to receive:                                                                                         

(Type, e.g., real estate agent.)    (State) 
 
Fee: Total number of certificates requested, where fee applies              x $14.95 each = $                        
 
Payment: � check (Certificates will be mailed in three weeks. ) 
 
� credit card/money order. (Visa, MasterCard and American Express are accepted. Credit card payments may be 
faxed to (301) 949-5441. Certificates will be mailed promptly.) 
 
Credit card number:                                                        Expiration date:                         
 
Signature:                                                                  



The Professional Development Institute, 2730 University Blvd, Suite 200, Wheaton, MD 20902 

 

AFFIDAVIT 
 

This form must be notarized and mailed to the Professional Development Institute 
 

I,                                                                                                        , 
(Printed name as it appears on your license) 

 
Maryland real estate: sales �/ broker � /assoc. broker �/ license no.                                          
 
Virginia real estate: sales �/ broker �/ assoc. broker �/ license no.                                           
 
Maryland mortgage originator, license no.                                                                        
 
Other                                 , license no.                                                                  
affirm that I have personally completed every requirement of the course and that I have not provided any 
aspect of the course to others.  
                                                                                                                      
   (Signature)     (Date) 
Address:                                                                                                            
   (Street)    (City)           (State & Zip code) 

 
Day phone no.(    )                                Email address:                                        

 
 

COURSES COMPLETED 
 
1.     DL/                                                                 (      )   (     /      /     ) 
   (Name)         (Hrs.)     (Completion Date) 
2.     DL/                                                                 (      )   (     /      /     ) 
   (Name)         (Hrs.)     (Completion Date) 
3.     DL/                                                                 (      )   (     /      /     ) 
   (Name)         (Hrs.)     (Completion Date) 
4.     DL/                                                                 (      )   (     /      /     ) 
   (Name)         (Hrs.)     (Completion Date) 
5.     DL/                                                                 (      )   (     /      /     ) 
   (Name)         (Hrs.)     (Completion Date) 
6.     DL/                                                                 (      )   (     /      /     ) 
   (Name)         (Hrs.)     (Completion Date) 
 

 

NOTARY SEAL 
 
 
 
 
 

(Rev. 6/25/07) 


