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Private Investigations Company Application 
 
1. In the Pre-Screening, read through the application requirements to obtain a Private Investigation Company 

License. If you meet the requirements, click the “Start Application” button to proceed. 
 

 
 

2. In the Introduction step, read the information carefully, then click “Next”. 
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3. On the Basic Information page, verify that all information is valid and up to date.   

 
 

a. If your information is Not Up to Date, select the “My Profile” button at the top left to update your 
information.  
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i. Select the “Edit” button at the bottom right of the page.  

 
 

ii. Enter in all relevant updated data and select “Save” at the bottom right when completed, then 
return to your application and click “Next”. 
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b. If your information is Up to Date, select the “Next” button at the bottom right of the page.  

 
 
4. In the Company Information sections, you will be able to provide your company, personnel, and qualifying 

person information. 
a. Use the text boxes to enter your Company Name and DBA exactly as they should appear on your printed 

license. Then use the Company Type dropdown to select your company’s structure. 

 
b. Enter your business’s Physical Address Street, City, and Zip into the relevant fields. Your company 

must be located within New Mexico to be licensed by the Private Investigation Advisory Board. 
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c. If your Mailing Address is not the same as the Physical Address, select “No” from the dropdown. Then 

repeat step b. in the Mailing Address portion. The Mailing Address can be located outside of New 
Mexico, and so the State and Country fields are unlocked. 

 
d. Once all sections of the Company Information 1 page are complete and correct, click “Next” to 

proceed. 
 

5. On the Company Information 2 page, start by selecting if you are an Owner, Director, or Officer of your 
company by clicking the radio button next to your answer. 

 
a. Next, use the “Add New” button to begin entering the Personnel Information of each of your 

company’s owners, directors, and officers. 
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b. Enter the First Name, Last Name, Phone, and Email into the corresponding text boxes. Then use the 
dropdown to select the Title of your personnel entry. Finally, enter the Date of Birth in MM/DD/YYYY 
format, or use the Calendar icon to choose the date in the full calendar view. Click “Save” to complete 
the entry and return to the Company Information 2 section of your application. 

 
 

c. Repeat steps f. and g. as needed to provide all your company’s owners, directors, and officers. You can 
use the Action dropdown to View, Edit, or Delete your Personnel Information Entry. 
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d. Use the dropdown to select the Type of Qualifying Party. Then enter the license number into the 
Search Box and select the correct number from the list generated beneath the search field. Your 
Qualifying Party Name and Qualifying Person License Number will populate in the fields below the 
Search Box. 

 
e. If you indicated that the main headquarters/parent company is located outside of New Mexico, 

selecting “Yes” will display new fields for you to enter your company’s Registered Agent information.  
f. Use the Registered Agent Type dropdown to select your response. Enter the Resident Agent Name, 

Phone, and Email into the text box. Then enter their Physical Address Street, City, and Zip. 

 
g. Once all sections of the Company Information 2 page are complete and correct, click “Next” to 

proceed. 
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6. In the Questions section, you will answer questions about your licensure and background. Please complete 
each section of this page, as they are all required to proceed. 

 
a. Read each question carefully and then select your response by clicking “Yes”, “No”, or “N/A” if 

applicable in the radio button next to the response you are choosing. If you select “Yes” to the first 
three questions, an additional text field will populate for you to Provide Any Relevant Details, and the 
License Number and Statuses into the relevant field. You will have an opportunity to upload 
Supporting Documents in a later section of the application. 
 

 
 

Note: Questions with only one response are a licensure requirement set by your Board/Commission. If you are 
unable to answer the question truthfully, you may need to contact your Board to inquire about meeting this 
license type’s requirements. 
 
b. Once all sections of the Question page are complete and correct, click “Next” to proceed. 
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7. In the Uploaded Documents section, click the blue “Upload” icon to begin selecting the document to upload. 

All fields marked with a red asterisk (*) are mandatory for your application. 
 

 
 

a. Select the “Upload Files” button to open the file directory of your computer. 
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b. Select the appropriate document requested by your Board from your files, and then select “Open” to 

upload it to your application. 
 

  
 

Note: The document must be under 10MB, and of a supported file type (.doc, .docx, .pdf, .png, .tiff, .jpg, jpeg, txt, 
csv). If you experience issues, we recommend clearing your cache and cookies for the site and then trying to 
upload the documents again. If the secondary window does not appear when you click the upload button, you 
may need to enable pop-ups in your web browser as well. 

 
c.  The file will notify you when it has finished uploading with a green check mark to the right of the 

document name. Select the “Done” button when it’s completed to finish your upload. 

 
 
 



  

13 
  

 
 
 

d. You will be able to see your document added and can then select the “Close” option. 

  
 

e. You will be able to see the documents in each section once you have completed an upload. If you would 
like to remove any uploaded documents, you can click the red “Trash Can” icon to delete it from your 
application. 

 
f. Repeat step 7 of this guide until all required documents (*) have been uploaded. Then click the “Next”. 

button to proceed. 
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8. On the Attestation page, review the statement on the screen. Then select the checkbox to certify your 

agreement. After, enter your name and select the “Next” button at the bottom right.  
 

 
 
9. On the Payment page, review the notice before making any selections. 

 
 

 
Note: Military Applications DO NOT require payment.  
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a. Select a Mode of Payment then the “Pay and Submit” button. When selecting either Credit Card (Visa 
or Mastercard) or E-Check as your payment method, a new tab will open directing you to the 
CyberSource Payment Gateway screen. Please disable any pop-up blockers to ensure the page opens 
correctly in the new tab.  

 
Note: Payments are processed through a separate system, and your credit card info is not stored or saved by RLD. 
Cybersource is a SoNM billing platform, and this is not phishing or other malware. Upon payment completion, you will 
receive a payment receipt to the email address you have entered in the Payment Gateway. 

 
b. Fill out all fields in the Billing Information and Payment Information portions, then Review the 

transaction information before paying. Click the “Next” button to proceed through the entire payment 
process. Once your payment is completed, you may close your tab with Cybersource where you 
processed your payment. 
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10. Your application is now complete and will be submitted for approval. To check the status of your application, 

please contact your board or division directly. Please be sure to reference your application number, which 
begins with PAR- and can be found at the top of your application. 

 
 
11. On the Home Page, the application will appear under My Applications with Submitted status.  
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