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EQUIREMENTS FOR RECOGNITION AS A CERTIFIED PROFESSIONAL BOOKKEEPER™

The Bookkeeper's Advocate

Institute of Professional Bookkeepers of Canada

(CPB) (TIiER 4)

EFFECTIVE DATE: January 01, 2018 (subject to change without notice)

CERTIFIED PROFESSIONAL BOOKKEEPER™ REQUIREMENTS

(Note: for the IPBC Tiers, “years of experience” refers to full-time work equivalent over the course of one year, or 1,750 hours per year)

EDUCATIONAL Pathway
(Formal Training)

EXPERIENCE Pathway
(On-the-Job Training)

DESCRIPTION

Becoming a Certified Professional Bookkeeper™ will enable
you to obtain a senior bookkeeper role in an organization
with no supervision, or provide self-employed bookkeeping
services using a computerized system.

* To obtain the CPB designation, you will require a minimum
of three consecutive years of cumulative Canadian
bookkeeping experience gained through the Apprentice,
Intern and Technician Tiers, as well as a minimum of one
year of cumulative Canadian bookkeeping experience
performing CPB level bookkeeping tasks.

* To obtain the CPB designation, you must have at least one
resource person who provides guidance when required
(i.e. Accountant).

® To obtain the CPB designation, you must maintain at least
one certification in an Accounting software program (at an
Advisor level when the software company offers this).

DESCRIPTION

Becoming a Certified Professional Bookkeeper™ will enable
you to obtain a senior bookkeeper role in an organization
with no supervision, or provide self-employed bookkeeping
services using a computerized system.

* To obtain the CPB designation, you will require a minimum
of four consecutive years of cumulative Canadian
bookkeeping experience performing the Apprentice,
Intern, Technician and CPB level tasks, gained through on-
the-job training.

* To obtain the CPB designation, you must have at least one
resource person who provides guidance when required
(i.e. Accountant).

® To obtain the CPB designation, you must maintain at least
one certification in an Accounting software program (at an
Advisor level when the software company offers this).

PREREQUISITE(S):

Successful completion of the Technician Tier requirements.

PREREQUISITE(S):

Proven equivalency of the Technician Bookkeeper Tier
requirements gained through on-the-job training and
experience. (Technician Tier exam may be challenged).

CERTIFIED PROFESSIONAL BOOKKEEPER™ — KNOWLEDGE EXPECTATIONS (both Pathways):

To complete the Certified Professional Bookkeeper™ Tier, your knowledge level should include a theoretical understanding
and practical application of full-cycle bookkeeping - including, but not limited to:

* Prepaid Expense transactions

* Loans and Lines of Credit - Current and Long-Term Reconciliations

* Credit Card usage - aware of costs to company / advise on improved processes or options

» Foreign Currency - able to re-value transactions/report balances to accommodate exchange rates

* Owner’s Accounts - able to advise and educate company owners on management related to / adverse effects of their actions

on these accounts

» Payroll - able to process varying levels of payroll with multiple requirements for all Thresholds and Remittances including

reconciliations to CRA balances

* Payroll Year-End (T4’s/T4 Summary) - processing of both / able to correct discrepancies

* T4A and T5018 reporting - definitions / purpose / processing / able to correct discrepancies

* Inventory - able to identify discrepancies, possible causes / process correcting entries

» 3rd Party software Reconciliations - able to reconcile General Ledger Accounts to 3rd party software (i.e. Point-of-Sale

software, Inventory management software, etc.)

* Business processes - able to identify efficiency improvements for a customer’s company, recommend changes and assist in

implementation of changes

e GST/HST/PST - awareness of customer claims and their filing requirements / filing amendments / able to reconcile against

Federal and Provincial governing accounts
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* Workers’ Compensation groups - information required for filing / deadlines / preparing remittances / handling refunds
* Due To/From Accounts (inter-company relationships) - reconciling

» Ratios - basic (typical) ones / what they are used for

* KPI's (Key Performance Indicators) - definition of basic ones (i.e. A/R, A/P, Gross Margin, etc).
* Able to accurately set up a new or existing company’s complete set of books in a software program or modify / revise a

set of books for an existing company where necessary

* Able to produce a set of Financial Statements - spot oddities / know who to speak to about them when necessary /

perform corrections

* Month-End - create Month-End processes where nonexistent and recommend best practices
* Audits from governing bodies - able to obtain online access when applicable / identify discrepancies / perform corrections

* Year-Ends:
A Create Year-End processes where nonexistent
A Recommend best practices

A Able to prepare a draft Year-End set of books for an Accountant with notes

A Process Bad Debts

A Able to post Accountant’s Year-End Adjusting entries unsupervised

A Balancing company books to Accountant’s set
A Identify adverse effects on Subledgers
A Communicate with Accountant regarding any discrepancies

A Ability to review Year-End books with customer (before or after Accountant’s Y/E Adjusting Entries)
A Reports - able to produce full-cycle bookkeeping reports based on customer/Accountant/CRA requirements

The CPB may or may not be trained in filing of company Year-Ends.

The CPB may or may not be specializing in bookkeeping for a specific industry (i.e. Agriculture, Manufacturing, Not-for-Profit)

Members at this level are expected to be aware of, and very active in IPBC’s Continuing Education Credits (CEC’s) through such
activities as attending local Regional meetings, IPBC webinars and the IPBC Conference.

The CPB must follow the IPBC Code of Ethics and Professional Conduct.

CERTIFIED PROFESSIONAL BOOKKEEPER™ TIER EXAM:

Part of obtaining the CPB designation means you must take

and pass the IPBC CPB Exam. This exam consists of 100

multiple-choice questions, with a time limit of 3.0 hours.

The passing mark is 80%.

* Ifyou do not pass the CPB exam on your 1st t attempt, you
must wait 1 month before taking it again.

* Ifyou do not pass the CPB exam on your 2nd attempt, you
must wait 3 months before taking it again.

Please note that this exam is invigilated (see website for info ).

CERTIFIED PROFESSIONAL BOOKKEEPER™ EXAM:

Part of obtaining the CPB designation means you must take

and pass the IPBC CPB Exam. This exam consists of 100

multiple-choice questions, with a time limit of 3.0 hours.

The passing mark is 80%.

* Ifyou do not pass the CPB exam on your 1st attempt, you
must wait 1 month before taking it again.

* Ifyou do not pass the CPB exam on your 2nd attempt, you
must wait 3 months before taking it again.

Please note that this exam is invigilated (see website for info ).

CPB TIER COMPLETION REQUIREMENTS:

To obtain the CPB designation, you must:

* have a minimum of 4 years of cumulative Canadian
bookkeeping experience that includes the duties of the
Apprentice, Intern, Technician and CPB Tier levels, and

* pass the IPBC Certified Professional Bookkeeper™ Exam,
and

* provide documentation that verifies a minimum of 4 years
of cumulative (Apprentice and Intern and Technician and
CPB) Canadian work experience. This documentation must
be uploaded to your IPBC profile, and

* provide proof of a software certification, which must be
uploaded to your IPBC profile, and

* provide two letters of reference from long-term
customer(s) and/or Accountant(s), which must be
uploaded to your IPBC profile, and

* provide proof of Continuing Education Credits (CEC’s):
there is a requirement of 20 CEC’s per year for the CPB, and
it is your responsibility to maintain documented proof of
these CEC’s and upload them to your IPBC profile.

CPB TIER COMPLETION REQUIREMENTS:

To obtain the CPB designation, you must:

* have a minimum of 4 years of cumulative Canadian
bookkeeping experience that includes the duties of the
Apprentice, Intern, Technician and CPB Tier levels, and

* pass the IPBC Certified Professional Bookkeeper™ Exam,
and

* provide documentation that verifies a minimum of 4 years
of cumulative (Apprentice and Intern and Technician and
CPB) Canadian work experience. This documentation must
be uploaded to your IPBC profile, and

* provide proof of software certification, which must be
uploaded to your IPBC profile, and

* provide two letters of reference from long-term
customer(s) and/or Accountant(s), which must be
uploaded to your IPBC profile, and

* provide proof of Continuing Education Credits (CEC’s):
there is a requirement of 20 CEC'’s per year for the CPB, and
it is your responsibility to maintain documented proof of
these CEC’s and upload them to your IPBC profile.
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PUBLIC SERVICES THE CERTIFIED PROFESSIONAL BOOKKEEPER™ CAN PROVIDE:

IPBC strongly recommends that t hose who have successfully completed theCPB Tier can provide the following services
to the public z either as an employee or contractor to a company or as a sole service provider:
* Full-cycle Bookkeeping

® Full-cycle reporting
® Bookkeeping Advisory services.

CoST OF CERTIFIED PROFESSIONAL BOOKKEEPER™ TIER:

Upon achieving all of the Certified Professional Bookkeeper™ Tier requirements, the annual cost of your
IPBC Certified Professional Bookkeeper Membership™ will be $365 plus GST/HST.

The cost of the Certified Professional Bookkeeper™ Tier exam the first time you take it is $225 plus GST/HST.

If you do not obtain a passing mark the first time you take the Certified Professional Bookkeeper™ exam,
then subsequent exam(s) are $175 plus GST/HST.

BENEFITS TO BEING AN IPBC CERTIFIED PROFESSIONAL BOOKKEEPER™':
Benefits to being an IPBCCertified Professional Bookkeeper™ include base Membership Benefits plus:
* Access to the IPBC Member Library, the IPBC logo and the IPBC - CPB logo
* Access to the IPBC website Career Centre

* Tiered webinar pricing & webinar library - free (with some exceptions)
¢ Option for semi-annual membership billing
¢ Eligible to apply for E&O insurance through an IPBC Group Insurance Plan
* Eligible to obtain Engagement Letters through the IPBC Member Library
¢ Preferred mentoring/training (e.g. Black Swan) program pricing
e Preferred annual IPBC Conference fee reduction of $50

* [PBC organization leadership/presentation/participation privileges.
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