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The Bookkeeper’s Advocate

Institute of Professional Bookkeepers of Canada

REQUIREMENTS FOR RECOGNITION AS A TECHNICIAN BOOKKEEPER (TIER 3

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

TECHNICIAN 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 Technician Bookkeeper will enable you to obtain
an intermediate bookkeeper role in an organization with
minimum supervision, or provide self-employed bookkeeping
services using a computerized system.

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

* To obtain the Technician Bookkeeper title, you must have
had at least one resource person who provided guidance
when required (i.e. Senior Bookkeeper or Accountant).

* To obtain the Technician Bookkeeper title, you must obtain
and maintain at least one certification in an Accounting
software program (at an Advisor level when the software
company offers this).

DESCRIPTION

Becoming a Technician Bookkeeper will enable you to obtain
an intermediate bookkeeper role in an organization with
minimum supervision, or provide self-employed bookkeeping
services using a computerized system.

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

e To obtain the Technician Bookkeeper title, you must have
had at least one resource person who provides guidance
when required (i.e. Senior Bookkeeper or Accountant).

® To obtain the Technician Bookkeeper title, you must obtain
and 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 Intern Bookkeeper Tier
requirements.

PREREQUISITE(S):

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

TECHNICIAN BOOKKEEPER — KNOWLEDGE EXPECTATIONS (both Pathways):

To complete the Technician Bookkeeper Tier, your knowledge level should include a theoretical understanding of the following

intermediate bookkeeping topics - including, but not limited to:

* Adjustment of Prepaid Expenses to Expenses - purpose of / processing

* Loans and Lines of Credit - Current vs. Long-Term Accounts

* Vendor / Customer Accounts - reconciliations and verification of Statements

* Credit Card reconciliations - purpose / processing / knowledge re: inability to reconcile

* Foreign Currency - definition / purpose / basic understanding of exchange rates

e Owner’s Accounts - personal credit card Expenses / impact of transactions on Owner’s Accounts / reconciliations /
knowledge re: inability to reconcile (includes Sole Proprietorships, Partnerships and Corporations)

» Petty Cash reconciliations - purpose / replenishing of funds / processing entries / knowledge re: inability to reconcile

* Payroll - processing transactions that include: taxable benefits, group benefits, statutory holiday pay and garnishees

* Payroll Remittances for Thresholds 1 & 2 - definition and knowledge / processing

* Payroll Year-End (T4’s and T4 Summary) - definition / processing / identifying discrepancies

* Employee’s out-of-pocket Expenses - understanding of requirements / processing of transactions

* Gift Cards - handling Customer returns of an item purchased with these

* Inventory - able to assist with Inventory discrepancies / processing transactions for adjustments

* GST/HST - importance of filing procedures and deadlines / comprehension of remittance forms / Quick method of filing

* Due To/From Accounts (inter-company relationships) - purpose of / processing transactions

* Able to accurately set up a new company’s basic set of books in a software program

* Able to produce a Balance Sheet and Income Statement - spot oddities and know who to speak to about them

* Month-End - knowledge of tasks involved and able to carry them out
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* Year-Ends:*
A Knowledge of tasks involved
A Able to communicate with Accountant re: their requirements

A Able to prepare a preliminary Year-End set of books for a Supervisor or Accountant, including explanations where needed and queries of

items needing attention

A Posting of Accountant’s Year-End Adjusting entries (to be reviewed by Supervisor or Accountant)
A Comprehension of effects of Accountant’s Year-End Adjusting entries on Subledgers
*Please note that the Technician Bookkeeper would not be responsible for filing and personal or corporate Year-End Taxes.

Along with the above knowledge, you should be able to easily produce the following reports: A/P & A/R Aging, Trial Balance,
Balance Sheet, Income Statement, General Ledger, T4/T4 Summary and PIER reports.

The Technician Bookkeeper may or may not be specializing in bookkeeping for a specific industry (i.e. Agriculture,

Manufacturing, Not-for-Profit, etc.)

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

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

TECHNICIAN BOOKKEEPER TIER TEST:

Part of obtaining the IPBC Technician Bookkeeper title means

you must take and pass the IPBC Technician Exam. This exam

consists of 75 multiple-choice questions, with a time limit of

2.0 hours. The passing mark is 80%.

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

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

TECHNICIAN BOOKKEEPER TIER TEST:

Part of obtaining the IPBC Technician Bookkeeper title means

you must take and pass the IPBC Technician Exam. This exam

consists of 75 multiple-choice questions, with a time limit of

2.0 hours. The passing mark is 80%.

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

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

TECHNICIAN TIER COMPLETION REQUIREMENTS:

To obtain the Technician Bookkeeper title , you must:

* have a minimum of 3 years of cumulative Canadian
bookkeeping experience that includes the duties of the
Apprentice, Intern and Technician Tier levels, and

* pass the IPBC Technician Bookkeeper Exam, and

* provide an IPBC Technician Evaluation Form completed by
your supervisor after 3 years of cumulative (Apprentice
and Intern and Technician) Canadian work-experience,
ORif self-employed, provide two IPBC Technician
Evaluation Forms - one completed by an Accountant and
one completed by a Customer. These Evaluation Forms
must be uploaded to your IPBC profile, and

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

* have proof of Continuing Education Credits (CEC’s): there
is a requirement of 10 CEC’s per year for the Technician,
and it is your responsibility to maintain documented proof
of these CEC’s and upload them to your IPBC profile.

TECHNICIAN TIER COMPLETION REQUIREMENTS:
To obtain the Technician Bookkeeper title, you must:

¢ have a minimum of 3 years of cumulative Canadian
bookkeeping experience that includes the duties of the
Apprentice, Intern and Technician Tier levels, and

¢ pass the IPBC Technician Bookkeeper Exam, and

¢ provide an IPBC Technician Evaluation Form completed by
your supervisor after 3 years of cumulative (Apprentice and
Intern and Technician) Canadian work-experience,
ORif self-employed, provide two IPBC Technician
Evaluation Forms - one completed by an Accountant and
one completed by a Customer. These Evaluation Forms must
be uploaded to your IPBC profile and

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

* have proof of Continuing Education Credits (CEC’s): there is
arequirement of 10 CEC’s per year for the Technician, and it
is your responsibility to maintain documented proof of these
CEC’s and upload them to your IPBC profile.

PUBLIC SERVICES THE TECHNICIAN BOOKKEEPER CAN PROVIDE:
IPBC strongly recommends that those who have successfully completed theTechnician Bookkeeper 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:
e Accounts Payable and Accounts Receivable services
e Payroll, Payroll Remittances and T4/T4 Summary services
e GST/HST reporting and Remittance services
e Petty Cash and Employee Expenses processing
* Month-End services, including Account Reconciliations

® New small business setups (in software)
® Year-End preliminary preparation as requested by an Accountant.

Document date: Dec 13-17 Page 2 of 3



Institute of Professional Bookkeepers of Canada IPBC Tiers — Technician Tier info

COSTOF TECHNICIAN TIER:

Upon achieving all of the Technician Bookkeeper Tier requirements, the annual cost of your
IPBC Technician Bookkeeper Membership will be $295 plus GST/HST.

The cost of the Technician Bookkeeper Tier exam the first time you take it is $150 plus GST/HST.

If you do not obtain a passing mark the first time you take the Technician Bookkeeper Tier exam,
then subsequent exam(s) are $100 plus GST/HST.

BENEFITS TO BEING AN IPBC TECHNICIAN BOOKKEEPER:
Benefits to being an IPBCTechnician Bookkeeper include base Membership Benefits plus:
* Access to the IPBC Member Library and the IPBC logo

* Access to the IPBC website Career Centre
* Tiered webinar pricing & webinar library - free (with some exceptions)
* Option for semi-annual membership billing
* The Technician Bookkeeper Tier exam is not invigilated
* Eligible to apply for E&O insurance through an IPBC Group Insurance Plan
* Eligible to obtain Engagement Letters through the IPBC Member Library.
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