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Professional License Defense Exhibit Guide
Organize complaint responses, character references, and remediation evidence for licensing board hearings

A professional license is a property interest protected by the Due Process Clause of the 14th Amendment. Under 

Goldberg v. Kelly, 397 U.S. 254 (1970), the government cannot take that interest away without notice and an 

opportunity to be heard. Licensing boards — whether for nurses, physicians, teachers, contractors, or real estate 

agents — must follow their own procedural rules before suspending or revoking your license. Most board complaints 

follow a standard path: complaint filed, investigation, notice of charges, response deadline (typically 20-30 days), 

and hearing. Your response and the evidence you present at the hearing determine whether you keep your career. 

This guide covers how to organize that evidence.

Complaint and Response Documents

Professional Competence Evidence
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Character and Employment Records

Case-Specific Evidence

Remediation and Improvement

COMMON MISTAKES TO AVOID

1. Responding to the complaint without organizing supporting evidence first — a disorganized response looks like you don't take 
the charges seriously

2. Missing the response deadline, which is typically 20-30 days from notice and is strictly enforced

3. Not getting character references — boards weigh testimony from people who know your work

4. Failing to show remediation efforts. Boards are more willing to impose probation than revocation if you demonstrate you've 
addressed the issue

5. Bringing original patient or client records without redacting information unrelated to the complaint
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ORGANIZATION TIPS

• Start with the complaint, then your point-by-point response, then supporting evidence for each point

• Group character references together as a separate exhibit with a cover page listing each reference

• Put continuing education certificates in reverse chronological order — the most recent training first

• If the complaint involves a specific incident, build a timeline with supporting documents at each date

• Redact patient or client information not directly relevant to the complaint. Boards take confidentiality seriously.

• Include a table of contents if you have more than 10 exhibits — board members review many cases and appreciate organization

COURTROOM PREPARATION

• Board hearings are more formal than you might expect. The board may have counsel asking you questions.

• Know the specific statute and rule you're alleged to have violated. Be able to explain why your conduct met the standard of 
care.

• If you're bringing witnesses, coordinate their availability with the hearing date. Last-minute rescheduling requests don't go over 
well.

• Practice walking through your exhibits in order. You should be able to find any document within seconds.

• Dress professionally and address board members formally. First impressions matter in proceedings that decide your career.

• If the board offers a consent agreement or settlement before the hearing, read every word. A voluntary surrender is still a 
surrender.

• Some boards allow opening and closing statements. Prepare both — keep them under 5 minutes and focused on the evidence.

Make your exhibits look professional
ExhibitPrep adds court-ready exhibit labels to all your documents.

Perfect for self-represented litigants.

Try Free at www.exhibitprep.app/tool
Used by thousands of pro se litigants Scan to try free
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