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All California educational credentials are issued by the California Commission on Teacher Credentialing (CTC). 
Yours will be issued by CTC on the basis of a recommendation from NDNU.  
 
Summary: 

1. Submit the attached NDNU application to NDNU Credentials Office. Pay the audit fee to the Business 
Office 

2. Submit any additional required documentation 
3. Complete CTC Application and fee (this will be emailed to you at the email address you put on this form) 

 
Detail: 

1. a. This Form: Submit completed and signed form to the Credentials Office.  You may fax (650-508-3457) 
or email form to thanna@NDNU.edu.  
b. NDNU Audit Fee: Pay the required NDNU $35 audit fee to the business office in person (106 St. 
Mary’s), by phone (508-3565) or on-line (www.NDNU.edu) If you remit in person, have the business 
office stamp the box in section 2. If you remit by phone or online, the credentials analyst will confirm with 
the business office. Failure to remit fee or to clear any business office holds will result in the business 
office blocking the submission of your credential recommendation. Exempt from fee: 1) Internship 
credentials 2) candidates who have earned a non-internship prior credential at NDNU  
3) Candidates who are also enrolled in the masters program, and who must complete degree audits. 

2. Documentation: After you have completed the program and all requirements, we will assemble all your 
documentation and submit a recommendation packet electronically to the CTC. You will be notified of 
any missing documentation Exams: If, at the testing center, you identified NDNU to be a recipient of your 
results, we have them. If not, you must submit results to the credentials office. Courses: the Credentials 
Analyst will get the NDNU transcripts the CTC requires. Any course substitutions (based on experience, 
or on courses taken elsewhere) need a course substitution form signed by your advisor and relevant 
official transcripts in your credential file. CPR card: Copy the front and back of your CPR card verifying 
completion of Infant, Child, and Adult CPR and submit to the credentials office.  

3. CTC Application and fee: The commission will send you an email at the address you identify on the 
attached form, which will notify you that you have been recommended, ask you to complete a CTC 
application form, and request an application fee of $57, to be submitted electronically. This email will 
have the NDNU Credential Analyst’s name in the “from” line and the “subject” will read:  “[NOTICE] 
Application for New Teaching Credential”, but it is sent to you by the CTC. Although it is counter-intuitive, 
electronic application forms are only emailed by the CTC upon receipt of recommendations and cannot 
be completed before. If you do not complete this step the CTC will not issue you a credential. 
CTC Processing After you submit the CTC application and CTC fee, you will receive email verification 
from the CTC. You may print this to use as credential application verification if your employer needs one. 
In 10-14 days you will receive your credential from the CTC by email. Your “official” credential is on the 
CTC website, which is available for employers to check. 
 

4.  [For Internship Credential Applications only]: CTC Certificate of Clearance with LiveScan fingerprints: 
You must have your fingerprints cleared through the CTC to be eligible for a credential. To check if you 
have been cleared by the CTC go to www.ctc.ca.gov , and click the red tab “CA educator” then “online 
credential search and application status”. If you have a credential or “certificate of clearance” you have 
been cleared. If not, follow the procedures listed here: How to apply for a certificate of clearance. You 
may have done fingerprints before for private school or a public school district, but the CTC requires 
fingerprints to be submitted and cleared through the CTC in order to issue credentials.  
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The wise student keeps copies of everything (test scores, fingerprint forms, course substitution forms, etc.) 
submitted to the Credentials Office or the University. Many of the documents required for your credential will 
be required later for employment. 

 
 

Credential Recommendation Form Step-by-Step Instructions: 
 
Complete Section 1 on the attached application  
  

1. Name: Print your name as you would like it to appear on your credential.  
 

2. Information, including e-mail address: This is the address at which the CTC will contact you to complete 
the application. If you leave it blank we will use your NDNU student email address. Questions regarding 
NDNU email accounts can be addressed to the HELP DESK at (650) 508-3555. 
 

3. Check the appropriate program and credential type. If internship, identify the school district in which you 
will be employed. Attach employment form or letter. 
 

4. Sign and date 
 

5. FEE: Pay the $35 NDNU audit fee to the Business Office in person, by phone (650-508-3565) or 
electronically. http://www.ndnu.edu/business-services/    If paid in person, have the form stamped.                  
This NDNU fee is unrelated to the $57 State of California credential fee required by the CTC. 

 
Notes:   
 
Master’s candidates: Masters Degree candidates MUST also complete Graduate Audit Form for the graduate 
degree.  See Office of the Registrar (650-508-3521) for information.  Masters and Masters/Credential students 
pay the masters audit fees and are exempt from the credential audit fees. 
 
Graduation: Program completers are invited to participate in the Spring Commencement Ceremonies! 
Credential-only students must submit a completed Petition to Walk Form to the Credentials Office no later than 
February 1. Masters-only and Masters/Credential students contact the Registrar’s Office (650-508-3521) for 
forms and deadlines. Questions about guest tickets, gowns and academic regalia, parking, etc. should be 
directed to the Graduation Center (650-508-3725) 
 
Address Changes: Please be sure to update mailing address changes with the REGISTRAR’S OFFICE.   
 
 
Questions?    Credentials Office: 107 St. Mary’s Hall  

Terrance Hanna, Credentials Analyst  
Phone: (650) 508-3545   
Fax: (650) 508-3457   
Email: thanna@NDNU.edu 

 
KEEP THIS PAGE FOR YOUR RECORDS 

Date Submitted: 
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Credential recommendations will be processed when ALL requirements have been met and all financial 
obligations are cleared through the Business Office. 

 
SECTION 1—CREDENTIAL APPLICANT 

Please print clearly.  Use one application per credential type. 
 

 
A. Information         _____________________ 
           NDNU Student ID # 
 
_______________________________________________________________  ______________________ 
Last Name  First Name         Initial/Middle/Maiden (if desired)    Other last names used at NDNU 
(Print your name as you would like it to appear on your credential document)           
 
 
__________________________________________________  _______________________________ 
Best e-mail address at which the CTC can contact you  Social Security Number 
 
 
__________________________  _________________________   ________________________________ 
Phone number(s)   Date of Birth        Semester of Expected Completion  
 
B. Program:  Multiple Subject 

                      Single Subject             Please indicate subject(s): ________________________ 
 
C. Credential type: 
(Internship or Preliminary)    

 
Preliminary 

 
Internship—(No audit fee)   

Required: 1. Name of School District _______________________________ 
               2.Contact name and phone _______________________________ 
               3.District employment offer letter or form CL-777.1 attached 
                                                                                           submitted previously 
 

 Clear Credential: The clear credential typically requires a two year induction (BTSA) program through your employing 
school district. Under limited circumstances, holders of pre-2004 preliminary credentials or those working in private schools 
may complete a post-preliminary university clear  program. Credential type: Ryan or SB 2042          Required:  CL-855 
 
 
 
D. Student Signature (REQUIRED) Date 

 
SECTION 2—OFFICE USE ONLY 

Fee Exemption 
Internship   
Prior NDNU Credential________________ 
 In Masters program, doing Masters Audit 

CREDENTIALS /BUSINESS OFFICE Review 
 

FEE DUE $35             Bus. Office Cashier sig. or stamp: 
 
Date Paid:    


