
 
Certificate Replacement Policy 

The Beacon Institute is required to maintain records for five (5) years. Replacement 
certificate requests for seminars within this timeframe will be processed within 7 
business days.  Unfortunately, replacing certificates older than 5 years is not always 
possible, and may take up to ten (10) business days to research. This time is necessary 
to verify participation, as well as for processing the certificate if/when verified. 

The cost to replace a lost certificate is $25 per instance and must be paid in full to 
receive the certificate. 

In order to request a replacement certificate for a Beacon Institute seminar, please 
submit a certificate replacement request form.  Once verified, the certificate will be 
emailed.  

Frequently asked questions: 
1. What if I need the replacement continuing education certificate ASAP? 

• We know your continuing education documentation is very important and will 
do our very best to accommodate your request. Unfortunately, replacement 
certificate requests due to a surveyor audit takes the same amount of time for 
us to research. 

2.  I can’t remember the class I took with the Beacon Institute, but I need a replacement 
certificate to renew my professional license. 

• Because of the volume and types of education programs offer by The Beacon 
Institute, please provide as much information as possible to help to verify your 
attendance. We will do our best to accommodate your request in a timely 
fashion, based upon the information provided. 

3.  How can I avoid paying for replacement certificates in the future? 

• We recommend that you immediately print a hard copy of any training 
certificate you receive as soon as you receive it.  Keep at least one copy 
filed safely with any other training certificates or materials needed for your 
job. Additionally, saving a digital copy ensures that you have a backup 
copy. Since some certificate links are only temporary, we strongly 
recommend that you print and download your certificate as soon as you 
receive it. 

 

https://cvent.me/nLZW2q


 


