
Certificate of Authority Renewal 

 

The workshop’s Certificate of Authority is valid for one year (unless otherwise noted) and will expire four months after 
the end of the workshop’s fiscal year. A new certificate will not be issued or effective until all required documents have 
been submitted via the web application (please do not mail or fax documents) by midnight on the expiration date in 
order to avoid a loss of state aid (state aid cannot be paid for each day the renewal documents are late). 

  

The forms necessary for renewal are attached and can also be found on our website at https://dese.mo.gov/special-
education/sheltered-workshops/renewal-certificate-authority.  

  

To submit renewal documents through the web application (https://apps.dese.mo.gov/weblogin/login.aspx) system 
please follow the steps below (Please do NOT fax or mail documents): 

 

 

  

1) Log into DESE Web Application at https://apps.dese.mo.gov/weblogin/login.aspx.  
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2) Click Certificate of Authority Renewal on the menu (left side of the screen). 
 

 
 

3) The fiscal year should automatically be current but if it’s not, be sure to change it to reflect the current fiscal 
year. 
 

 

 

 

 

 

 

 

 



4) Click on Renewal Authority under the checklist 
 

 

 

5) Check the small box at the top of each grid to open fields for entering and complete the actual prior year and 
projected year budgets and then click “Save”. 
 

 



 
 

6) Below the budget section you’ll need to upload the Official Signature Sheet, Assurance of Compliance form, and 
your DOL Commensurate Wage certificate (blank forms can be found at 
https://apps.dese.mo.gov/weblogin/login.aspx). For each document, click “Browse” under the appropriate 
section, select the appropriate file, then click “Attach File” 
*Each document MUST be a PDF. You can upload multiple documents but they must be uploaded separately, 
one at a time.* 
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7) Once the Renewal Authority page has been completed, go back to the Certificate of Authority Renewal page and 
click on Audit Uploads to upload your audit. 
 

 
 

8) On the Audit Upload page, click “Browse” and select the appropriate file then click “Attach File”. 
*Audit MUST be a PDF. You can upload multiple files if needed (if the audit exceeds the size limit you may need 
to separate it out into multiple files) but they must be uploaded separately, one at a time.* 
 

 
 
 
 
 
 
 
 
 
 
 



9) Go back to the Certificate of Authority Renewal page and click on Contact Page in the check list.  
 

 
 

10) On the Contact Information page, scroll down to the bottom section titled “Contact Information”. In this section 
you must ensure that all board and staff members are listed/up to date and/or add/delete information as 
necessary. *Please note, pursuant to DESE Regulation 5 CSR 20-300.180, regarding the renewal of a Certificate 
of Authority, ALL board members, management staff, and supervisory staff must be listed.* 
 

 
 
 
 
 
 
 
 



11) Once all three items on the checklist are complete, go back to the Certificate of Authority Renewal page and 
click the “Submit” button to submit your documents for renewal. 
 

 
 

12) Once the documents have been reviewed by DESE staff, the workshop manager will receive an e-mail 
notification of approval or denial. If denied, any reason(s) and necessary actions will be listed. If approved, the 
new Certificate of Authority will be issued.  

 

13) The Certificate of Authority approval/denial letter and the Certificate of Authority can be found at the bottom of 
the Certificate of Authority Renewal page under “Documents”. 
 

 
 
 
 
 
 
 
 
 



14) Clicking on each document will open the corresponding document in a new window (ensure your browser’s pop 
up blockers are turned off before clicking on either document).   
 

 
 

15) To PRINT the Certificate of Authority, you must first save it as a PDF. To do this, click Certificate of Authority 
under “Documents” (certificate will open in a new window) and then click the file icon at the top of the page and 
choose PDF. After saving as a PDF, open the saved file and print directly from there. If you try to print the 
certificate directly from the window, it will not print correctly. 
 

 

 

 

 


