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Recognition for the hard work put into studying and passing all required
examinations

Recognition that during your training you have acquired the skills and
competence required of a newly qualified accountant

You will be a qualified accountant and can use the letters “CPA” after your
name

You will have a qualification that is recognised worldwide

Opportunities within your current workplace or with other employers

You can expect higher salary as qualified accountants are highly sought after
You can work towards obtaining a Practising Certificate

Ongoing support as a member of CPA Ireland to continue your professional
development

You will have opportunities to participate within the Institute



The conferring ceremony for 2022 will be held on
Saturday 3 December (O’Reilly Hall, UCD)

The purpose of this presentation is to provide an
overview of the CPA Admission to Membership
process for students intending to apply for
membership in 2022 and to outline the support
available for applicants during the process

All students applying to membership must read this
information before commencing their application

Further resources and links are provided on the CPA
Ireland website (https://www.cpaireland.ie/Current-
Students/Training/Admission-to-Membership) o

\



https://www.cpaireland.ie/Current-Students/Training/Admission-to-Membership

» The admission to membership process for 2022 will be
managed in 2 cohorts

®* Cohort1

¢ Students who completed exams between 2019 and April 2022 will
be invited (by email) to apply for membership after results of April
2022 exams have been published on 10 June 2022

®* Closing date for Cohort 1 is 3 August 2022
®* Cohort 2

®* Students completing exams in the August 2022 sitting will be
invited (by email) to apply for membership after results the August
2022 exams have been published on 14 October 2022

®* Closing date for Cohort 2 is 4 November 2022




1. Sit & pass all required examinations
2. Obtain (at least) 3 years relevant supervised training

® If your training is complete you will have received an email from the Institute
confirming your two areas of in-depth competence (based on your advanced
training)

3. Demonstrate an in depth level of competence in two of the
six technical training areas

® Accounting, Auditing & Statutory Compliance, Corporate Planning, Control
& Treasury Management, Information & Financial Systems, General
Management, Taxation

4. Demonstrate all three behavioural attributes
5. Be of good character



o Students applying for membership in 2022 will be required to submit the

following:

® Application Form(online)

®* 4 Competence Records™ (online, via MyCPA)
¢ 3 Behavioural Attributes™ (online, via MyCPA)

* 2 Employer Reference Letters

o *Training must be submitted and approved by the Institute prior to completion

of the Competence and Behavioural Records



https://www.cpaireland.ie/Current-Students/Training/Application-to-Membership-Form?viewmode=0

These online guides are essential reading for any CPA student at
the application to membership stage. It is imperative that you
familiarise yourself with the content of these — if you have yet
to download a copy please do so as soon as possible by clicking
on each of the links:

7

Guide to In-Depth Competency Fields

Competence Profile for Newly Qualified CPAs

Guidance on Completing your Competence Records and

Behavioural Attributes

User Guide for the Online Competence Record and

Behavioural Attributes System



https://www.cpaireland.ie/CPAIreland/media/Education-Training/Training/Guide-to-in-depth-competency-fields-Final.pdf
https://www.cpaireland.ie/CPAIreland/media/Education-Training/Training/Competence-Profile-Final.pdf
https://www.cpaireland.ie/CPAIreland/media/Education-Training/Admission%20to%20Membership%20Folder/Admission%20to%20Membership%202022/Guidance-on-Completing-Your-Competence-Records-and-Behavioural-Attributes.pdf
https://www.cpaireland.ie/CPAIreland/media/Education-Training/Admission%20to%20Membership%20Folder/Admission%20to%20Membership%202022/User-Guide-for-Competency-Records-and-Behavioural-Attributes_2022.pdf

Application Form (now online)

'a Application for
C S C A

Admission to Associate
IRELAND Membership

FOR OFFICIAL USE ONLY
Personal

details here

NAME OF APPLICANT:

FORMAL APPLICATION FOR MEMBERSHIP
To the Council of the Institute of Certified Public Accountants in Ireland

| hereby apoiy for a0mISSon 10 ASSociate Membarship of the Instiute of Canmed Public Accountants In ireland.

| warran, If aomitied, that as long as | remain a member of Me Institute, | wil observe all he Anidies, Bye-
Laws, nies and raguiations of the Instiute made from fime 1o Tme by the Coundil. | have read the Artcies,
Bye-Laas, and Code of Professional Emics, Conduct and Practioe suppilled 1D me wih the appilcation fom
and understand the cbligations imposed on me by them | wamant ?at | have Tulfully and fully
answered the questions In Sections A 10 D. | hereby authorse the Institute of Certified Pubiic Accountants In
Ireland to take up such references and make such enquires 35 are NECESEAny 10 Consiger this application

Signature:

Slgn The Insziuse of Cestried Phone: 01 425 1000

. 01 £25 1001
declaration

Ie Wetx

A.PERSONAL DETAILS

A1 Full Mame (Please enter your name in block letters exactly as you wish it io appear on your Certificate of Membership):

A2 Date of Birth:

A3 Place of Birth:

AB MName and Address of Presant Employer

MName:

Tel:

Address:

Email:

Af Nature of Business:

Industry - Senices | Practice ]
Industry - Manufacturing || Public Sector O
Fimancid Senvices I:l Education I:l

Other:

AT Description of Position held at present:

Job Title

Main
Responsibilities




Application Form

B. QUALIFICATIONS AND EXPERIENCE C. YOUR PAST RECORD

B1 Higher Education - includes all degrees. diplomas and cerfificates of higher or further education. Please state the T et Tra e L et o E nsure yo u

nature of the gualifications, the educational establishments which issued them, and the dates passed or conferred.
-
tick all areas

C1  Have you ever been engaged in or are you engaged in a civil litigation?
Examination/Degres Examining/Canferring Bady Date Passed/Confermad
Z2  In the past tem years hawve you:

= failed to satisfy any judgement?

- made any compramise or arrangements with your creditors?

= ceased trading whether as a sole trader or a partner in circumstances in which creditors did
not receive full payment?

= been declared bankrupt?

[ (@E [

C3  In the last ten years have you been the director of a company which has gone into liquidation or

B2 Complete the table below to show your employment hisiory to date. The information must  be in rgceivership. had an adminisnawr appc_,imed or entered iI'!l.D any arrang.emenls w'ilh.'rts creditors
addition fo the details of Training Records, where such a record forms part of the application. either while you were a director or within three years following your ceasing to be a director?

C4  Are you aware of any allegations of negligence involving you which have been formally

Empl to dat Fi T Job Tith Ri fior Leavi z 1 :
AT = rem @ @ = #ason forLeaving netified to you or to your employer's insurers in the last 10 years?

C5 Have you ever been convicted of any criminal offence in a civil or military court in

Include only — okl

BB B EEE O EEEE O

6] (s} [a] [ [a] [s] [d]

- . Fart Time [ ] CH Have you ever been subject to an order from a regulatory body?
relevant tralnlng CT Have you been refused enfry to, or have you at any fime ceased to be a member of
Full Time [] E 2
— any profession or vocation?
r' Fart Time [_]
CB Have you ever been dismissed or requested to resign from any office or employment
Fun e [ or position of trust?
Fart Time [_]
€8  Has anybody made written complaints relating to services or activities provided by
Fus Time [ your business during the past twelve months?
Fart Time [ 3 i 3
If you have answered yes to any of questions C1 to C8 please give details below:
Fut Time [
Fart Time [_]
Fut Teme [
Frt7me ] D. REFERENCES
Fui Time [] D1  Two references must accompany this application for Associate Membership of the CPA Institute.
Fart Time ] One reference is required from a principal at your present or past employment. A second reference is required,

member of the Intemational Federation of Accountants (IFAC)

D2 Referance No. 1. M ust
Name: Job Title: matCh
Examples of gaps

> Professional Qualification: names On

in training - = Reference
trave I L) red u ndancy B3 May this Institute take up references from previous

Employers? I:l I:l D3 Reference No. 2 - A member of the Institute ‘\\I_ette rs j

Name: Job Titke:

preferably from a member of the Insfitute, or professional accountant who is a member of an Insfitute thatis a \

F there are any gaps in the employment sequence at B2 - please explain:

[f'NO, explain below:

Professional Gualification:

Address:




Minimum of 3 years relevant supervised training
Supervised/signed off by a Qualified Accountant
Practice or Industry (or combination of both)

Each one year Training Record should equate to 44-48 weeks (i.e. 6 months
training would equate to approx. 24 weeks)

Three years training should equate to a minimum of 132 weeks (4,950 hours) but
may contain gaps

Training must be submitted and approved by the Institute prior to completion of
the Competence and Behavioural Records

® The Institute will confirm your two areas of in-depth competence - you will
then be able to complete your Competence and Behaviour Records

o

\



o Previously a pdf document “Competency Guide & Return”
o> Now submitted online via MyCPA (MyRecords)

o Prior to using the online system you must register your mentor (supervisor) to be
able to view and approve your

® Competence Record

® Behavioural Record

Mentor Details
Mentor Record Type

Training Record

Competence Record -

Behaviour Record
=

J CPA will then approve your mentor and confirm their registration



o Competence Records are used to demonstrate your in-depth competence —
this should relate to your advanced training (most recent experience)

» You are required to complete two competence records for each area of in-
depth competence (total of 4)

o Access to the Competence Records is via MyCPA (MyRecords)

Student Records

Training Records Competence Records Behavioural Attributes

Training records should be These records are These records are

input each week and signed completed as part of your completed as part of your

off by your supervisor on a application to membership application to membership

quarterly basis. on completion of all on completion of all
examinations and training. examinations and training.

o Refer to the Guide to In-Depth Competency Fields when completing your

Competence Records — e.g. 7 areas are identified for Financial Accounting}n
page 4 & 5 of this guide. \ f



https://www.cpaireland.ie/CPAIreland/media/Education-Training/Training/Guide-to-in-depth-competency-fields-Final.pdf

Submit 4 individual Records of In-Depth Competence statements across two
areas only. The statements must directly correspond with your training
records and with the areas of in-depth competence as confirmed by the
Institute

An example of 4 statements could be:

Financial Accounting

1. Producing financial statements for partnerships, limited companies or other types of
organisation in accordance with International or Irish GAAP and regulatory requirements as
appropriate

2. Contributing to the resolution of technical issues by researching the appropriate legislation /
regulatory requirements

Taxation
1. Advising on Value Added Tax (VAT) and PAYE/PRSI and/or submit VAT and PAYE/PRSI returns

2. Applying Double Taxation agreements

These examples have been taken from the Guide to In-Depth Competency Fields.

o

\


https://www.cpaireland.ie/CPAIreland/media/Education-Training/Training/Guide-to-in-depth-competency-fields-Final.pdf

Level: In-depth

Requirements:

Entry-level Certified Public Accountants in addition to attaining a ‘Professional Level', must under direction, being
experienced in two of the following seven areas:

1) Producing financial statements for partnerships, limited companies or
other types of organisation in accordance with International or Irish

GAAP and regulatory requirements as appropriate. Examples include:
a) Prepares interim financial statements and notes. (TR 1.4 |, 1.5) (See Notes 1 and 2 below)
b) Prepares year-end financial statements and notes. (TR 1.4, 1.5)
c) Prepares financial statements for not for profit organisations. (TR 1.5)
d) Prepares financial statements for specialist organisations, (e.g. government departments, local
authorities, charities, credit unions, branch accounts, financial Services companies, trusts, pension
funds, solicitors, co-operatives, hospitals, public utilities) (TR 1.5)
e) Recognises ethical issues, discusses, escalates or resolves these within the Institute's ethical
framework, demonstrating, integrity, objectivity, independence and professional scepticism. ((TR 1.3 to

1.5)

2) Interpreting half-year and year-end financial statements for
partnerships, limited companies or other types of organisation and

making informed judgements.
a) Analyses trends. (TR 1.3, 1.4)
b) Prepares informed comments for senior management review. (TR 1.3, 1.4)
c) Reviews half-year and year- end performance with financial controller / finance director / chief
financial officer and / or senior management. (TR 1.3, 1.4)



Records Home

Competence Records

Add Competence Record MNot Approved Approved CPAreviewed Competence Summary

Add Competence Details

Please add in your Competence details

Select Competence Field: Select In-depth Competence:
Taxation . Select 4
v ¥
Select

Enter Description:

At least 500 words must be entered before you can sal

Adwvising on Income Tax and / or Corporation Tax

Advising on Value Added Tax (VAT) and PAYE/PRSI and or submit VAT and PAYE/PRSI returns

Applying Double Taxation agreements
Advising on Capital Gains Tax and submit Capital Gains Tax returns

Attending and concluding a Revenue Audit
Producing Income Tax and Corporation Tax computations

Record Date

e

r\



Records Home

Competence Records

Add Competence Record Not Approved Approved CPAreviewed Competence Summary

Add Competence Details

Please add in your Competence details

Select Competence Field: Select In-depth Competence:

Taxation Advising on Income Tax and / or Corporation :

Enter Description:

At least 500 words must be entered before you can save the record - give as much detal as possible!!

Record Date

For Information about the Institute’s Admission to Membership Process, please Click Here.

r\



You are advised to prepare your Competence Records on a word
document and cut and paste it into the online system when
complete

When you have completed and saved your Competence Record,
your supervisor can then view and approve/reject (they are not
notified automatically so you will need to inform them)

CPA will be automatically informed when supervisor has approved
the Competence Record, and will then review and accept/reject

Please note, CPA acceptance of Competence Record does not imply
success in application for membership as all elements of the
application must be considered



Applicants must submit three Behavioural Attribute Records:

Professionalism and Personal Ethical Standards

* Discuss how you dealt with any ethical issues

* Discuss how you improved the quality and reliability of your work

* Discuss how you adhered to objectivity and confidentially in your work

Sensitivity to Business Needs

* Discuss how you communicated with your colleagues and clients

* Discuss how you took into accountother non-financial issues which may impact on your
* organisation

e Discuss how you dealt with and adapted to any changes in yourorganisation

Interpersonal Effectiveness

e Discuss how you communicated relevant information to colleagues and clients

e Discuss how you used your inter personal and communication skills to demonstrate negotiation
* andleadership

* Discuss any short term or long term goals or achievements duringthis period



»  These are also accessed via MyCPA (My Records)

Student Records

Training Records Competence Records Behavioural Attributes

Training records should be These records are These records are

input each week and signed completed as part of your completed as part of your

off by your supervisor on a application to membership application to membership

quarterly basis. on completion of all on completion of all
examinations and training. examinations and training.

o You must complete three Behavioural Records — one for each
attribute



Records Home

Behavioural Attributes

Add Behavioural Attributes Record Mot approved Approved CPA reviewed Behavioural Attributes Summary

Add Behavioural Details

Please add in your Behavioural details.

Select Behaviour Area:

Select

Select

Professionalism and Personal Ethical Standards
Sensitivity to Business Needs

Inter-Personal Effectiveness

Enter Behaviour Description:

Record Date

10/09/2020

For Information about the Institute’s Admission to Membership Process, please Click Here.

7y
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You are advised to prepare your Behavioural Attributes on a word
document and cut and paste it into the online system

When you have completed and saved your Behavioural Attributes,
your supervisor can then view and approve/reject (they are not
notified automatically so you will need to inform them)

CPA will be automatically informed when approved by supervisor
and will then review and accept/reject

Please note, CPA acceptance of Behavioural Attributes does not
imply success in application for membership as all elements of the
application must be considered.



J

Two written references must be provided — and they must be specifically written in
support of your application to membership

Must be on company headed paper
1 referee must be a qualified accountant (CPA, ACCA, CIMA, ACA, etc).

 Typically, the reference from the qualified accountant will be the person who has
signed off your training records, competency records and behavioural attributes

The second reference can be from another line manager or another qualified accountant
if applicable

Both references can be from the same organisation if you have been working in the same
organisation for a number of years

»  Otherwise, you may use a (recent) previous employer to provide the second
reference

Reference letters to be submitted by email directly from the referee, on company email
to Brenda Dolan bdolan@cpaireland.ie
CCf

\



mailto:bdolan@cpaireland.ie?subject=Reference%20Letter

The referee must state (at a minimum):

> “l have no hesitation in recommending {insert name} for Admission to
Membership of CPA”

o {insert name} is at the level expected of a Newly Qualified Accountant

» You are competent and provide a number of areas that you are
competent in (e.g {Insert Name} is competent in the preparation of final
accounts)

o {insert name} behaves ethically and professionally at all times.



J

As part of your application to membership you will be required to pay:

J

J

The admission to membership fee (€650).

3 months Students Annual Subscription fee for September to November 2022
(€31)

1 months Member Annual Subscription fee for December 2022 (€50).

Total Fee €731.

Please note this does not include the annual Membership subscription for 2023
which will be invoiced on 1 January 2023.

Cohort 1 — students will be sent a link for online payment when application has
been reviewed and accepted

Cohort 2 — due to the shorter timescale Cohort 2 students will be required to
pay when their application is submitted. If not successful this will be refunded.



o Before 10 June

® Request reference letters from your referees
® Submit any outstanding training records
® Start to prepare your Competence and Behavioural Records (submit for review if required)

® Ensure your mentor is registered to sign off on your Competence Records and Behavioural
Attributes

o After 11 June

® Complete the online application to membership form (first step)*.

® Submit your Competence Records and Behavioural Attributes to your supervisor and to CPA for
approval

® Submit reference letters (directly from the referee)

o All email to be sent to bdolan@cpaireland.ie



mailto:bdolan@cpaireland.ie?subject=CPA%20Ireland%20Admission%20to%20Membership%202022

Due to the very short timescales between exam results and
application closing date, students in Cohort 2 are advised to start to
prepare their application as early as possible

It is particularly important that your training records are up to date
and submitted to the Institute by your supervisor

September/October 2022

® Submit any outstanding Training Records (up to end of Q3 if necessary)

® Prepare Competence and Behavioural Records to your supervisor and CPA
for approval

® Request reference letters

® Be ready to submit all required elements of the application when the exam
results are released

o

\



22 May 2022 - all training records up to end of Q1 2022 must be submitted (unless already confirmed as “Training Complete” by the Institute)

22 May —10June 2022 - outstanding Training Records are reviewed and confirmations sent to students who are “Training Complete”

10 June 2022 - Results of April 2022 exams released

Week Commencing 13 June 2022 - all eligible Cohort 1 students are invited to apply for membership (by email)

3 August 2022 - peadline for applications for Cohort 1 students

3 August - 30 August - Applications are reviewed and feedback provided to applicants — further information may be requested.

1 September 2022 - Support for students in Cohort 2 begins

14 October 2022 - Rresults of August 2022 exams are issued

Week Commencing 17 October 2022 - ai eligible Cohort 2 students are invited to apply for membership

4 November 2022 - peadline for applications for Cohort 1 students

4 November — 18 November 2022 - Applications are reviewed and feedback provided to applicants — further information may be requested
18 November 2022 - final list of approved applicants is sent to Member Services for planning of conferring ceremony, printing of Certificates etc

3 December 2022 - Conferring Ceremony

o
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Please contact Brenda Dolan for any enquiries regarding
your application to membership

Email: Bdolan@cpaireland.ie

For queries re the content of your Competency or
Behavioural Records, please contact Reidin Ni Aonghusa

Email: rniaonghusa@cpaireland.ie

Phone: 014251022


mailto:bdolal@cpaireland.ie
mailto:rniaonghusa@cpaireland.ie

Questions?



	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Slide Number 19
	Slide Number 20
	Slide Number 21
	Slide Number 22
	Slide Number 23
	Slide Number 24
	Slide Number 25
	Slide Number 26
	Slide Number 27
	Slide Number 28
	Slide Number 29
	Questions?

