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Pre-Assessment Checklist
for Experience Verification Route (EVR) Candidates

Before submitting your Pre-Assessment Request, ensure you have completed the following:

(For a step-by-step instructions on how to create a Pre-Assessment report, please see the PERT User [Field Code Changed

Guide for Future CPAs starting with the section “Document your employment information”.

1. Enter your Mentor’s email address in your PERT profile.

2. Enter your Supervisor information.

3. Inthe Attachments tab, upload your job description; on company letterhead (if your
company does not have letterhead, simply have your Supervisor sign your job
description).

4. Ensure you are currently employed.

If any of the above is not in place, your Pre-Assessment Request will be cancelled; you must correct the
error(s), create a new report, and request again.

Please see below for further information on each Pre-A nent requirement:

1. Enter your Mentor’s email address in your PERT profile

A Mentor is a designated accountant who will help you develop your Technical and Enabling
Competencies. You will meet with your Mentor twice a year to discuss your progress and they will
share their wisdom and insights with you.

Your Mentor must be a CPA in good standing in BC, and must first register to become a Mentor through
the Mentor Registration Form. The approval process currently takes 2 - 4 weeks.



https://www.cpacanada.ca/-/media/site/operational/ec-education-certification/docs/r2-00689-pert-guide-futurecpa.pdf?rev=12e43f48df744bf08f5e468bfc52ac0c&hash=98F1A766E2F1EDBF636069E79C0416DB
https://www.cpacanada.ca/-/media/site/operational/ec-education-certification/docs/r2-00689-pert-guide-futurecpa.pdf?rev=12e43f48df744bf08f5e468bfc52ac0c&hash=98F1A766E2F1EDBF636069E79C0416DB
https://mentorship.cpa-services.org/Mentor/Register
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Here is a screenshot of where you will enter your Mentor’s information in PERT:

cuarTERED
g PROFESSIONAL
ACCOUNTANTS

PRACTICAL EXPERIENCE REPORTING TOOL (PERT)

CREATE PROFILE

Once you have completed your profile you will be able to report your practical experience.

CPA Number (Required) Email (Reauired)
4 fakename @mailinator com
First Name (Required) Business Phone Number
Fake 123.123.1234

Last Name (Required) Personal Phone Number
Name 456-456-4567

Governing Body (Required)

Eritish Columbia ~

Experience Route (Reqguired)

Language Preference (Roquired)

Mentor Email

-

) 1 have read and agree to the Student/Candidate Declaration.

If you are struggling with your Mentor search, you may request access to the Mentor Match Portal,
which is our pool of Mentors waiting to be matched with a candidate.

You will access the Mentor Match Portal on the left hand side navigation bar upon logging into your

PERT profile — it is called “Mentor Search”. You'll find it helpful to review the Mentor Match Portal FAQ ( Field Code Changed

S0 you can learn more about it.

You may also want to check out How to Find a CPA Mentor for other ideas.

2. Supervisor Information

Please enter your supervisor details (not your own) in the Supervisor Information section of the
experience report.
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https://www.cpacanada.ca/-/media/site/operational/ec-education-certification/docs/faqs-for-cpa-mentor-match-en.pdf?rev=8e4bd6f591b74f008f5206f0c3a5aa8d&hash=4E93A3696F5CAC0156D01C57FF246D34
https://www.cpacanada.ca/-/media/site/become-a-cpa/docs/how-to-find-a-cpa-mentor-factsheet.pdf?la=en&hash=3AA6C713C4E23D669F9A0064857964240DB884F4
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Here is a screenshot of where you will enter your Supervisor’s information in PERT:

REPORT DETAILS

OVERVIEW
Status Change Date : 2025 0112
EMPLOYMENT INFORMATION

Report Type : Curent Experience

Pasition Title

Pasition Type |
Average Hours Worked Per Week : 5750
Luave Taken cdaysy :

EMPLOYER INFORMATION

Total Humber of Employees : &
HumbBer of Emplavess in your Department ; 5%
EMPLOYER ADDRESS

Street Address : > street
ciy s v

Provinee : Britian Columbia
SUPERVISOR INFORMATION
Fiest Mama @ Fake

Last Hame ;

Accounting Desianation : CPA

Calculated Duration :

Recognized Durstion : 0,00 months

Experience Typs : Exparionce Vermication
Empioyer: ABC LLP
Start Date : 2022 06 27

End Date :

Industry : Bublic Bractics

HumBer of CPAS Employed 11 5

Gauntry : Canada

Postal code : v

Posimion Titl @ Senior Accountant

Business PRane NumBer  COUOOODOO0

Language Preference : Enalish

3. Job description on company letterhead or signed by Supervisor

Please ensure you upload a detailed job description as a PDF file to the “Attachments” tab in your
PERT Profile. If we are able to “Edit” the job description, it is considered a cut and paste document (not

acceptable).

If your company does not have letterhead, a typed job description signed by your Supervisor would be

acceptable as well.

Here is a screenshot of where the “Attachments” tab is found:

Feport Details Motes Astachments A

ATTACHMENTS

in order to validate your employment information, ploase provide o following:
* A dotailed cunmont ol AeSCrpton wWhich INchidos your jobs SEAr Cibe N COmMPany MLrMead, O 3 docEment Spned By your HIR dopartment

+ AnOrganization Chart (Mandoba or Intomational cnly).
= Your current resume (Manilaba or International anly).

Uploaded on 2023-03-15 105150 PM by Fake S75018

Tt pobs desription Bt o e
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4. Ensure you are currently employed

You must be currently employed in the role for which you are submitting the Pre-Assessment report. If
you are not currently employed in this role, you will need to wait until you are employed before you will
be eligible to submit the Pre-Assessment report. Any past employment can be reported as “Prior
Experience” once the Pre-Assessment current employment has been approved. The Start Date of the
report period is the date you started in the position for which you are submitting the Pre-Assessment.

Since you must be employed in this position, please use the following date format:

Acceptable format:

Start Date : © (Required
W03
If your Reparting Status is In Progress, the following fields must be filled out before you complete your report. If you are Pre-assessment Required or Pending Enrollment, leave End Date and Leave Taken (days) blank.

End Date: §
v/

Leave End Date blank.

Please visit CPA PER Reporting Requirements for further information in this regard.
Click on the green button called CPA Practical Experience Requirements to access the document.

Please see CPA Practical Experience Requirements for an overview of the CPA Practical Experience
Requirements.

For questions regarding your Pre-Assessment report, please contact us at
practicalexperience@bccpa.ca.
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https://www.cpacanada.ca/en/become-a-cpa/cpa-designation-practical-experience-requirements-overview
https://www.cpacanada.ca/en/become-a-cpa/cpa-designation-practical-experience-requirements-overview/cpa-practical-experience-overview-for-studentscandidates/cpa-per-studentcandidate-reporting-requirements
mailto:practicalexperience@bccpa.ca

