
NEBB CP AND CT RECERTIFICATION STEPS AND FAQS_2026 

Instructions for Uploading CECs for CPs and CTs 
All NEBB certified individuals are required to upload CEC verification documentation to their 
online profile located in NEBB’s online database system, Certelligence, annually. 

The steps are as follows: 

1. Log in to your certelligence profile.

2. Click on the Individual Recertification tab located on the left-hand side.

3. To open a new submission, select the correct certification box:
a. Certified Professional
b. Certified Technician

4. Click Create New Application

This will open up a submission for you for recertification. Please read the instructions before starting. 

https://online.nebb.org/nebbssa
https://online.nebb.org/nebbssa/ecmssamsganalytics.click_through?p_mail_id=E157184A347321B1C380215
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4. To add either NEBB or non-NEBB CECs, click on the appropriate TAB to add your CECs. 

 
Use the drop down to pick what category your NEBB CECs fall under. Be sure to fill out all the required 
fields and click SAVE before moving to the next step. Each certificate you hold will need to be added 
and saved.   
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5. Once the CECs are added, you will need to review and acknowledge the Code of Ethics and 
Arbitration as a part of the recertification requirements.  
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6. You can check to see if there are any outstanding items with your submission by clicking on Status 
and Review. When you have all checkmarks, the SUBMIT button will be available. 
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Once submitted, you can check the status of your submission by following step 2. 

 
 
Application Status Definitions: 
 
Pending means Unsubmitted - Incomplete or unsubmitted (staff cannot access/review it) 
 
Staff Review - Application is submitted and is currently in the queue or under review by NEBB staff 
 
Need More Information - Review comments/email for additional information required to complete or correct 
the application.  
 
Finalize Decision - means waiting for payment of annual fee(s) or confirmation/response from you to 
finish, check your email. 
 
 
Don’t for to make sure the 2026 annual invoices are paid. You can access and pay them through your online 
account.  NEBB staff is not able to move the recertification application to complete if there are open annual 
fee invoices on your account. 
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FAQs for CPs and CTs 

1. My recertification status is PENDING.  Does that mean NEBB has it and is reviewing it? 

a. No, Pending means Unsubmitted - Incomplete or unsubmitted (staff cannot access/review it). 
You need to review your submission to see what is missing.  

2. How do I access my submission after I have started?  I see a Not Eligible to Create New Application 
on my screen.   

a. Click DETAILS 

 

3. How long does it take for NEBB to review the submission?  

a. NEBB reviews submissions on Monday/Wednesday/Friday and they are reviewed in the order that 
they are submitted.  There are over 3,000 submissions that are reviewed during a recertification 
time period so submit early.  

4. I submitted on December 29. Does my submission need to be approved by NEBB by December 31 to 
avoid late fees? 

a. Yes. Incomplete submissions are subject to late fees starting January 1. 

b. Submissions submitted to NEBB after December 1 are not guaranteed to be processed by 
December 31 – please plan accordingly and submit early.  

c. Applications that are submitted by December 31 but are incomplete are subject to late fees being 
assessed on January 1. 

5. How many CECs do I need? 

a. CPs need 6 NEBB CECs, from the approved list, annually.  

b. CTs need 3 NEBB CECs, from the approved list, annually.  

6. How do I know what are NEBB approved CECs? 

a. Continuing Education Credits for NEBB Personnel 

mailto:https://www.nebb.org/individuals/continuing-education-credits/
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7. Do I have to pay my annual fee in order for my submission to be approved by NEBB? 

a. Yes.  Even if your CECs are complete, the annual fee will need to be paid as well for NEBB to 
approve the recertification. 

8. My submission is in Needs More Information, where can I look to see what is missing? 

a. Click on Details to go back into the submission. 

b. Click on the CEC tab to review the comments from the reviewer.  

c. Once you’ve corrected the discrepancy, make sure to click SUBMIT to send to NEBB for re-review.  
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NEBB INDIVIDUAL ANNUAL CONTINUING EDUCATION  
CREDIT (CECs) GUIDELINES FOR THE 2026 RECERTIFICATION CYCLE 

 
Per the NEBB Operational Procedures, in order to maintain certification, all NEBB Certified Professionals and 
Technicians must submit NEBB-approved Continuing Education Credits (CECs) and pay annual certification fees. 
 
CEC Requirements 

• Certified Professionals must submit 6 NEBB-approved CECs 
• Certified Technicians must submit 3 NEBB-approved CECs 

 
Please Note: Effective now, starting for the 2026 recertification cycle, only NEBB-approved CECs will be 
accepted. Non-NEBB CECs will no longer be eligible for recertification. 

 
 
Dual Certification Holders 
If you hold both a Professional-level and a Technician-level certification, you must complete separate 
recertification submissions for each level via your NEBB online profile. These are distinct certifications and 
require individual submissions. 

 
 
Important Dates 

• Recertification cycle opens: August 1, 2025 
• Approval deadline: December 31, 2025 
• Late fees assessed: Beginning January 1, 2026, for unapproved or incomplete submissions 
• Suspension: Beginning April 1, 2026, for unapproved or incomplete submissions 
• Decertification: July 1, 2026 

 
 
CEC Submission Guidelines 

• CECs must be earned between January 1 – December 31, 2025 
• Each certificate of attendance must include: 

o Course date(s) 
o Course content or description 
o CECs awarded 

Incomplete documentation will be returned for correction. 
• CECs earned after December 31, 2025, will not be accepted for the 2026 cycle 
• CECs cannot be carried over to future recertification cycles 
• While CECs can be earned year-round, uploading begins August 1, 2025, once the cycle opens 

 
 
Recertification Requirements for 2026 
To successfully recertify, the following must be completed: 

• Payment of NEBB annual certification fees 
• Approved individual recertification application (per certification level) 



2026 INDIVIDUAL RECERTIFICATION CYCLE  

Acceptable NEBB-Approved CECs: 
• NEBB Annual Conference
• Chapter Recertification Seminars
• NEBB Learning Center (NLC) courses
• NEBB discipline-specific technical seminars (taken within the qualifying year)
• New NEBB individual certifications (achieved within the qualifying year)
• ASHRAE/NEBB eLearning courses (we have over 60 NEBB pre-approved courses listed on the form

dated July 1 – December 31, 2025, both in metric and imperial)
• OSHA 10-hour or 30-hour safety courses

Additional CEC Opportunities: 
• Volunteering or active participation on NEBB technical committees or in NEBB leadership
• Serving as a Subject Matter Expert (SME)
• Authoring a NEBB Professional Article (must be approved and published)

Additional Resources and Reminders: 
Please use the available resources to check your submission status rather than emailing or calling NEBB HQ for 
updates. 

• NEBB CEC Resources Webpage: This link will bring you to the NEBB CEC webpage, where you can
access several resources such as the non-NEBB CEC request form, submission instructions, FAQs, and
the CEC policy for the CP and CT certifications.

• Tutorials will be available through the NLC after August 1, 2025:
• For additional support, please be sure to reach out to your designated certified professional.
• Please plan accordingly to ensure timely submission and avoid certification interruptions or late

penalties.
• Submissions are reviewed in the order received.  NEBB HQ receives over 3,000 submissions on an

annual basis.
• Submissions received after December 1, 2025, are not guaranteed to be processed by December 31,

2025.
• The DCP's recertification is directly tied to the firm’s certification. If the DCP’s recertification is

incomplete by December 31, the firm will also incur late fees.
• Waivers for late fees will not be accepted.

https://www.nebb.org/individuals/continuing-education-credits/


NEBB Individual Recertification 2026

Step 1: Complete your online CEC recertification
submission through your online profile and

submit to NEBB HQ for review. 

Needs more information:
The submission is incomplete

or missing required details.
The reviewer has left notes

outlining the necessary
corrections and actions.

Please review these notes
and update your application

accordingly BEFORE
resubmitting to NEBB HQ.

Step 2: Pay your 2026 annual fees 

Opens:
August 1, 2025.

Deadline: 
December 31, 2025

Where:
Certelligence Online

Profile

Finalize Decision:
CECs are approved, but the

annual fees are outstanding.
Annual fees MUST be paid.

before an approved CEC
submission can get the final

approval. 

Pending:
Your application has not been

submitted to NEBB HQ.
Pending does not mean

under review at NEBB HQ.
Pending means that further

action is required on your
part to complete and submit
the application to NEBB HQ. 

Staff Review:
The submission has been
received by NEBB HQ and

will be reviewed.
Recertification applications

are reviewed in the order
received. 

Complete or
Complete to DCP:

Your recertification
application is

complete. No further
action is needed on

your part. 


