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Master Trustee Renewal and Annual Report 
eGov Step-by-Step Instructions 

1. Go to eGov at https://ordcbs.mylicense.com/eGov/. 
2. Log in with your user ID and password and skip to Step 7. If you do not remember your 

login information, follow steps 3-5 or contact the division at 
dfr.ndp.licensing@dcbs.oregon.gov for help. 

3. Select “Register a Business” on the left menu panel.  
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4. Enter your license number and registration code from the renewal notice, then select 
“Search.” If you need this information, contact the division at 
dfr.ndp.licensing@dcbs.oregon.gov.  

5. Create an account by choosing a User ID and Password. Use this login information to 
process renewals in the future. Select “Register.” 

6. Log in with the credentials that were set up in Step 5. 
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7. Select “Renew License” in the left menu panel. 

8. Select  “Renew” on the available license. 
9. Select “Continue” to begin the renewal process. 
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10. Verify current contact information. Select “Save.” 

11. Verify the corporate personnel. Contact the division to make changes at 
dfr.ndp.licensing@dcbs.oregon.gov. Select “Continue.” 

12. Verify any doing business as (DBA). Contact the division at 
dfr.ndp.licensing@dcbs.oregon.gov to make changes.  
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13. Enter the annual report information. This is the same information that would have been 
entered on Form 440-4017. Select “Save” to continue. 
(https://dfr.oregon.gov/business/licensing/financial/Documents/4017.pdf) 

14. Answer the attestation questions. Select “Submit.” 
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15. Attach the required documents, including an alphabetical list of legal names and location 
of each certified provider, certified provider number, total of unfulfilled contracts, and 
total of trust funds on deposit for each. Select “Save.” 

16. Review the answers and documents that have been submitted on the summary page. 
Select “Go to Checkout” to submit the information to the division and make the required 
renewal payment of $390.  
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17. Renewals are not complete until payment is received and the required documents have 

been reviewed.  
18. For questions about the renewal process or for help, please email 

dfr.ndp.licensing@dcbs.oregon.gov or call 503-947-7300.   

440-6053 (2/25/COM) 
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