VL NNVRLD STATE OF NEW MEXICO

A‘ W MEXICO MICHELLE LUJAN GRISHAM, GOVERNOR

REGULATION & Clay Bailey, Superintendent
LICENSING DEPARTMENT . .

Melissa D. Salazar, Director

/5
\

NNRLD

NEW MEXICO
REGULATION &
LICENSING DEPARTMENT

Board of Barbers and Cosmetologists
Special Event Permit

Application Manual

Boards and Commissions Division | 2550 Cerrillos Road, Santa Fe, NM 87505
P.O. Box 25101, Santa Fe, NM 87504 | 505-476-4500 | rld.nm.gov



A% NNRLD

NEW MEXICC
REGULATION &
LICENSING DEPARTMENT

Table of Contents

Application for Special Event Permit

Introduction

Basic Information Page
Questions Page

Upload Documents Page
Attestation Page

Payment Page

STATE OF NEW MEXICO

MICHELLE LUJAN GRISHAM, GOVERNOR
Clay Bailey, Superintendent

Melissa D. Salazar, Director

10

Boards and Commissions Division | 2550 Cerrillos Road, Santa Fe, NM 87505

P.0. Box 25101, Santa Fe, NM 87504 | 505-476-4500 | rld.nm.gov



NNVRLD STATE OF NEW MEXICO
NEW MEXICO MICHELLE LUJAN GRISHAM, GOVERNOR
REGULATION & Clay Bailey, Superintendent
LICENSING DEPARTMENT . .
Melissa D. Salazar, Director

\ Application for Special Event Permit

1. Click the “Select” button to the right of the Special Event Permit license type.

Special Event Permit

Any licensee deslring ta sponsor a speclal event such as a fund-ralser, garage sale, telethon, etc. that will not be conducted at the licensed establishment, must first abtaln approval from the board office

2. Atany time of the application, you can select the “Save for later” option to save a draft of the
application that you can return to and complete at your convenience. This will ensure you don’t
lose any progress you have made if you can’t complete the application in one sitting.

RLD Intake
@ Introduction Introduction
#  Baslc Informatlon Thank you for starting your application for a license with the New Mexico Regulation and Licensing Department. This licensing portal will gulde you through the
licensing requirements and allow you to save your work and return to your application If you do not complete It all at one time
@ Questions
This application will confirm that each Individual applylng meets all requirements for licensure set by elther state statute or regulatlons governing the profession.
@ Upload Documents These licensing requirements, along with continuing education, regular renewals, and compliance monitoring asslst to safeguard the profession and certlfy that
licensees meet minimum educatlon, tralning, and health and safety standards to ensure public trust.
@ Attestation If you have further questions regarding licensure or the Regulation and Licensing Department Boards and Commisslons Division, please visit the webslte at
n nm.gov/ boards-and-commissions/. Each Board and Commission have thelr own webpage with specific requirements for licensure, continulng education,
@ Payment renewals, public meeting Infermatlon, and a direct phone number and emall to thelr respective administrator and other support staff who can be reached for help.
@ Confimmation 16.34.7.14 SPECIAL EVENTS PERMIT: Any licensee deslring to sponsor a special event such as a fund-ralser, garage sale, telethon, etc. that will not be conducted

at the llcensed establishment, must first obtaln approval from the board office. The purpose of prior approval Is to ensure professlonal Integrity and that
sanltation and safety requirements are met. An application must be submitted at least ten days prior to the event. Approval for the speclal events may be made
adminlstratively. An establishment must have a licensed Instructor to quallfy for speclal event.

If you are ready to appiy, please cllck the Save & Next button to begin your application
[#Zwaming png

Please ensure that you are applylng for the correct license, permit or exam approval. Incorrect applications or those submitted In error may result In delays or
addltional application fees. Please note all fees are non-refundable even If the application Is denled or withdrawn

[ ] ]

3. On the Introduction page, read through the information and select the “Next” button on the
bottom right of the screen when you are done.

RLD Intake

@ Introduction Introduction

®  Basic Information Thank you for starting your application for a license with the New Maxico Regulation and Licensing Department. This licensing portal will gulde you through the
licensing requirements and allow you to save your work and return to your application If you do not complete It all at one time

@ Questions
This application will confirm that each Indlvidual applylng meets all requirements for licensure set by slther state statute or regulations governing the profession

@ Upload Documents These llcensing requiraments, along with continulng education, regular renewals, and compllance monitaring asslst to safeguard the profession and cartify that
licensees meet minimum education, training, and health and safety standards to ensure public trust.

@ attestation If you have further questions regarding llcensure or the Regulation and Licensing Department Boards and Commissions Divislon, please visit the website at
www.rid.nm.gov /b nd-commiss . Each Board and Commission have thelr own webpage with specific requirements for licensure, continuing education,

® royment renawals, public mesting Infoermation, and a direct phone number and emall to thelr respective administrator and other support staff who can be reached for help.

@ Confrmation 16.34.7.14 SPECIAL EVENTS PERMIT: Any licensee deslring to sponsor a speclal event such as a fund-ralser, garage sale, telethon, etc. that will not be conducted

at the licensed establishment, must first obtaln approval from the board office. The purpose of prior approval Is to ensure professlonal Integrity and that
sanltation and safety requirements are met. An application must be submitted at least ten days prior to the event. Approval for the speclal events may be made
administratively. An establishment must have a licensed Instructor ta quallfy for speclal event.

Ifyou are ready to apply, pleasa click the Save & Mext button to begin your application
[#iwarning png

Please ensure that you are applying for the correct license, permit or exam approval. Incorrect applications or those submitted In error may result In delays or
addltional application fees. Please note all fees are non-refundable even If the application Is denled or withdrawn
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4. On the Basic Information page, verify that all information is valid and up to date.

@ Inwoducio Basic Information

*Brne Number Emsi Address
Maling County (i in New Mexico) Mailing 2

a. IfYes, select the “Next” button at the bottom right of the page.

ALD Intake

© Inwoduction Basic Information

@ saskc Information

[ — | [ - | [ — |
[ | | |
— |
— (. |
| - |
L] |

b. If No, select the “My Profile” button at the top left to update your information.
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RLD Intake

Intraduction Baslc Information

@ Bask information

.
.

W
.

ed to restort y i reflects (o
® -
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Nickes Last Nan

i. Select the “Edit” button at the bottom right of the page.

My Profile
“ .
“First Name Micdle Name “LastName
Have you ever used anoth der which recards relating o your application, education, raln be fled
Race Ethmicty Prefered Language S you a New Mexico Residert 2
DateorBitn Gander
L a| [N -
Primary Phone No Business Phone No
Identiner Type IGentier Number
[ - | \
~ di
Mating Siret
A‘
ay Stte Province
Gouniry 2 case Caunty 1 New Mexica)

ii. Enter in all relevant updated data and select “Save” at the bottom right when
completed.
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Malling Street

iii. You will need to restart your application to ensure the updated data is listed.
Return to “Step 1: Select Special Event Permit Application” to continue.

5. On the Questions page, please answer all questions accurately with the most recent
information. Please provide any relevant details in the box below any questions marked with
“Yes.” You are also required to upload any related documentation and other supporting
documents on the Uploaded Documents page, later in this application.

RLD Intake

©  Introduction Questions

©@ Basic Information

* Name of Special Event Event Start Date
@ Questions
-]

Upload Documents

* Event End Date Event Coordinator Name
Attestation

&

Payment

* Event Coordinater Phone * Event Coordinator Emall
Confirmation

* Event ZIp Code

* Event Malling Country *Event Clty

‘ us

* Event State * Event County

[ 1 ‘ v

* Does this event quallfy as a charlty event?

Yes
No
Ifyes, you wil be required to upload proaf of tax Identification number assoclated with the event an the document uplood page, later In the appllcation.
* Please spaclfy the name(s) and license number(s} of all particlpants who will provide services at the event. Provide any additional detalls, f needed
%

* Do you certify that you have read and will abide by the special event permit rules and requirements outline In 16.347.14 NMAC ?

Vas
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a. To complete the Questions page, select the “Next” button at the bottom right of the
page.

RLD Intake

@ Introduction

@ BaslcInformation

@ Questions

6. On the Upload Documents page, attach all requested and relevant documents to their

Upload Documants

Aftestation

Paymant

Confirmation

designated column.

RLD Intake

@ Introduction

@ Baslc Informatlon

@ Questions

@ Upload Documents
Attestatlon
Payment

Confirmatlon

a. Select the orange upload icon in each section to upload a document.

Questions

* Name of Speclal Event

* Event End Date

i 4

* Event Coordlinator Phone

* Event ZIp Code

* Event Malling Country

* Event State

* Does this event quallfy as a charlty event?

Yes.
® No

Event Start Date

Coordinator Name

*Event Coordinator Emall

Bt

If yes, you will be required to upload proof of tax identification number assoclated with the event on the document upload page, later In the application

* Please speclfy the name(s) and license number(s) of all particlpants whe will provide services at the event. Provide any additional detalls, If needed,

* Do you certlfy that you have read and will ablde by the special event permit rules and requirements outline In 16.34.7.14 NMAC ?

s

Upload Documents

Document Name

Document Description

Uploaded Flles

Other Supperting
Documents

Any supporting documents that could asslst In revlew of
the application.
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© Introduction Upload Documents

© Basic Information

© Guestions Document Name Document Description Uploaded Flles
Upload Documents Other Supporting Any supporting documents that could assist In review of
Documents the application |
Attestatlon
Payment
Confirmation
b. Review the document size and type requirements before uploading, then select the
Upload File button.

Upload

c. Select the appropriate document from your files and then select “Open”

G Open X )
™ 4 > Downloads v G Search D d o b
Organize ~ New folder =- @ 0 ¢
Name
[l Desktop
 Downloads

- Documents

OB B B

®

File name: || v | Al Files v

Open 1 Cancel

d. The file will notify you when it’s completed. Select the “Done” button when it’s
completed.

Upload Files
h Other Supporting Documents. docx 0

e. You will be able to see your document added and can then select the “Close” option.
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f.  You will be able to see the documents in each section once you have completed the

uploads.

RLD Intake

@ Introduction

Baslc Information

Questlons

Upload Documents

Attestatlon

Payment

Confirmation

Upload Documents

Document Name

Document Description

Uploaded Files

Other Supporting
Documents

Any supporting documents that could asslst In review of
the appllcation.

| —

-]
[

g. Once all documents are added, select the orange “Next” button.

RLD Intake

@ Introduction

Basic Information

Questlons

Upload Documents

Attestatlon

Payment

Confirmation

Upload Documents

Frevious “

Document Name

Document Description

Uploaded Flles

Other Supporting
Documents

Any supporting documents that could assist In review of
the application.

a
=

7. 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.

RLD Intake

@ Introduction

@ Baslc Informatlon

Questlons

Upload Documents

Attestation

Payment

Confirmatlon

Attestation

~ Application Attestation

I hereby certify that 1 am the person described and Identified In this application; this application contalns no wiliful misrepresentation; and the
Informatlon glven by me Is true and complete to the best of my knowledge and bellef. I further cert!fy that I have read the Barbers and Cosmetologlst
Act and Rules and fully understand that I bind myself to be governed by them.

* Applicant Name

Date

| [ 12/15/2025
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8. On the Payment page, review the notice before making any selections.

RLD Intake

@ Introduction Payment

@ Baslc Information
Select your mode of payment and click "Pay and Submit” to Input your payment Information.
Payments made with a Visa or Mastercard will be charged a 2 5% transactlon fee. This Is a fee Impased directly by the bank, and no portlon of the fea Is pald to or

& Questlons
collected by the RLD. Payments made by e-chack will not result In any transactlon fee.

@ Upload Documents
Mote: Only select ‘Operating Transfer' If your fee will be pald by another New Mexico state agency and you have recelved formal confirmation from the agency that
G Attestation It Is transferring the funds to RLD through an operating transfer. Renewals will not be approved untll an operating transfer Is confirmed by RLD. If this optlon Is
selected, users can bypass the fea payment
® Payment
*Mode of Payment
® confirmation

The amount to be paid is S-

Please click the Pay & Submit button to proceed with the payment.

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.

b. Note: Payment is a separate system and your credit card info is not stored or saved by
RLD. Cybersource is a SoONM 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.

RLD Intake

@ [Introduction Payment

@ Basic Information
Select your mode of payment and click "Pay and Submit” to Input your payment Information.
@ Questions Payments made with a Visa o Mastercard will be chargad a 2.5% transaction fee. This Is a fee Imposed diractly by the bank, and no portion of the fee Is pald to or
: collected by the RLD. Paymants mada by e-check will not resuit In any transaction fae.
@  Upload Dacuments
Note: Only select ‘Operating Transfer’ If your fee will be pald by another New Mexico state agency and you have recelved formal confirmation from the agency that
Q@  Attestation It s transferring the funds to RLD through an operating transfer. Renewals will not be approved untll an aperating transfer Is confirmed by RLD. IF this option Is
selected, users can bypass the fea payment
® Payment

*Mode of Payment
@ Confirmation
v

The amount to be paid is S-

Please click the Pay & Submit button to procead with the payment

Previous Pay and Submit

c. Ensure all required fields are completed and click “Next” button to proceed through
entire payment.

10
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Payment Review Receipt

Billing Information Your Order

* Required field

FirstName® Total amount E |

— |
Last Name *

| |
Company Name

| I |
Address Line 1

City
|

Country/Region

| united states of America v

State/Province

| New Mexico v

Zip/Postal Code

Phone Number *

Email *

| et |

9. Once your payment is completed, 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.

\ Board o

RLD Intake View
@ Intoduction Payment
@ Beslcinfermation You have completed the payment.

The amount paid is 5-

@ Jurisprudence Exam
© Questions
@ Uploaded Documents
@ Attestation

@ Payment

10. On the home page, the application will appear under My Applications with Submitted status.
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Licenses & Applications

Application 1D Ucense Type Applicstion Type
PAR-DC-C-- _ New
LW | ] New
ear-cocc _ New
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Applled Date Status Actlon
10/7/2025 Draft
7/29/2025 Draft

Ti28/2025 Submitted View Raview Checklist
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