PROFESSIONAL EXPERIENCE REQUIRED
FOR CERTIFICATION (PERC)
FREQUENTLY ASKED QUESTIONS

Section One: Students starting their PERC submission
1.

What is the work experience requirement for the CGA program of professional studies?
Students reporting under the legacy CGA experience requirements must demonstrate their ability to apply the knowledge
and skills gained from their education to a workplace environment.
Throughout their employment experience, students in the CGA program of professional studies are expected to assume
successively higher levels of hands-on, financial management responsibilities as they advance to the certification level.
To qualify for certification, students must fulfil a specific set of competencies in the areas of leadership, professionalism, and
professional knowledge, through their approved work experience.

2. How much work experience do I need?
Prior to certification, all students must obtain a minimum of 24 months of verifiable accounting or finance experience at a
professional level.
Students with international experience have the option of reporting 24 months of verifiable experience at the professional
level from abroad. This experience must be combined with an additional 12 months of experience from Canada at any level.
Students can submit experience that is up to ten years old, experience older than ten years will be considered outdated.
At least 12 months of experience needs to be obtained while in the CGA program as a student or finalist.

3. When should I submit my PERC to the Association for assessment?
You are responsible for completing your PERC and for obtaining the required workplace experience.
Meeting regularly with your supervisor or verifier to discuss your experience will help you stay on track. Keep the focus of
these meetings on acquiring the experience you need for your certification.

4. How often am I required to submit the PERC form?
It is recommended that you annually update to your PERC but you may choose to update it more frequently.
You may choose to update your PERC at critical stages in your career; when you or your supervisor is about to be transferred
or promoted, if you change jobs, or if your supervisor gives notice that he or she is leaving the organization.

5. Where do I find the online PERC form?
If you have made at least one PERC submission by August 31, 2015, a link to the PERC form will appear on your “My Account”
page. The link will be located under the information box containing your address information.

cpaontario.ca
1 / 8 2017_06_20

6. What type of work experience do I need to satisfy the professional requirements of PERC?
To fully satisfy the professional requirements, students are required to obtain a minimum of 24 months of professional level
experience across three competency groups. The three competency groups are leadership, professionalism and professional
knowledge.
The Leadership competency is related to strategic management, business activity analysis, innovation, change management
and team development at all levels of an organization. To satisfy this competency, a student must demonstrate competence in
the three subject areas below:
i)

Strategic and organizational leadership

ii)

Organizational effectiveness

iii) Individual and team leadership and development
The Professionalism competency is related to a student’s integrity, objectivity, analytical skills, ability to self-evaluate,
comprehension of social responsibility and professional judgment that CPA, CGAs must exercise in all aspects of their work.
To satisfy this competency a student must demonstrate competence in the seven subject areas below:
i)

Ethics and trust

ii)

Stakeholder focus

iii) Communication
iv) Integrative approach
v)

Problem solving

vi) Professional development
vii) Professional self-evaluation
The Professional Knowledge competency is the foundation on which CPA, CGAs build their technical expertise to analyze and
deliver clear, reliable financial information and develop successful business strategies. To satisfy this competency, students
must demonstrate competence in three of the seven subject areas below:
i)

Financial accounting and reporting

ii)

Management accounting

iii) Assurance and other related services
iv)

Finance and financial planning

v)

Business environment

vi) Information technology
vii) Taxation

7. How do I demonstrate these competencies?
To demonstrate a competency you must complete tasks in your workplace that require specific skills, abilities and knowledge.
The three competencies are assessed by three characteristics:
Duration: the amount of time a student has worked on a particular competency (24 months is the minimum time
required to demonstrate a competency).
Frequency: how often a student performs a task that demonstrates a competency. You will be required to indicate
whether you perform tasks:
• Seldom (one to three times per year)
• Occasionally (four to five times per year)
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• Frequently (more than five times per year)
• Continuously (something you do all the time)
Complexity: work completed at a sufficient level of responsibility. At the level of responsibility required for certification,
you will be doing work that requires the application of concepts and techniques to new situations in order to thoroughly
analyze information.

8. Do I have to fulfil all of my competencies at one job?
You can accumulate the competencies over more than one job.

9. Do I need a management title to satisfy the work experience requirement?
Work experience is not assessed based on position titles. It is assessed based on the competencies you are able to
demonstrate through your duties, responsibilities and achievements during employment.

10. How will I know when I have met all of the competencies required to satisfy PERC?
Once your employment file has been approved by your verifier, it will be sent to CPA Ontario for assessment. When CPA
Ontario has completed its assessment, you will receive an email informing you that your employment file has been finalized.
Each finalized employment file will be consolidated into an experience file demonstrating your progress towards
completing each competency. Once you have completed each competency you will be informed by CPA Ontario that you
have fulfilled the work experience requirement.

11. Can I report experience obtained outside of Canada?
Students with international experience have the option of reporting 24 months of verifiable experience at the professional
level from abroad. This experience must be combined with an additional 12 months of experience from Canada at any level.

12. I am considering another job opportunity. How can I determine whether it will help me satisfy CPA
Ontario’s work experience requirement?
If you have access to the online form, you can review the questionnaire to gauge if the duties in the job opportunity you
are considering will satisfy the PERC requirements. If you do not yet have access to the online form, you can use the PDF
version of PERC available on the website to compare the new position with the list of required competencies in the PERC.
Association staff is not authorized to provide opinions on potential employment positions.

13. I have recently started a new job and am not yet established in the organization. Should I complete and
submit the PERC form?
Students are encouraged to hold a position for a minimum of six months before submitting their employment file for
assessment and verification.
You can begin completing your PERC submission for a job at any time by creating an employment file and beginning the
questionnaire.
Once you are established in your position, you are encouraged to submit your PERC for review.
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14. I am currently unemployed. Can I submit my PERC for assessment?
If you have gained professional level work experience in previous positions, create an employment file in your PERC profile.
Past employment must be reviewed by the supervisor you reported to in the role and an appropriate verifier.

15. I am currently self-employed. Will my experience be acceptable for assessment towards the work
experience requirement?
Students who report self-employment experience for their work experience requirement must have a professionally
designated accountant, at an arms length relationship, who is willing to provide their expertise in professional services and
verify the student’s reported work experience.
Experience gained in professional services (as defined in the Code of Ethical Principles and Rules of Conduct), not
including employment with or the provision of per diem services to professionally designated practice firms (CPA, CGA;
CPA, CMA; CPA, CA), is only considered eligible experience towards satisfying the Association’s practical experience
requirement when an arm’s length, professionally designated accountant with expertise in professional services, completes
and verifies the PERC submission.

16. I have work experience in a co-op position. Will this experience be acceptable for assessment?
If you have gained professional level work experience in a co-op role(s) you can create an employment file for this job in
your PERC profile. This employment must be reviewed by the supervisor you reported to in the role and an appropriate
verifier.

17. Do I report only my current position?
There is no limit to the number of verified employment positions a student can have in their PERC profile. Students should
submit all employment positions where they gain professional level work experience. A maximum of two employment files
may be open (pending verification) at the same time in a student’s PERC submission.

18. How do I complete my PERC submission?
Student PERC reporting submission instructions are available on our website.

19. What attachments are required for my PERC submission?
Students are encouraged to attach a resumé and any other supporting documents that attest to the competencies they
report in their PERC submission.
Examples may include job descriptions, a current resumé, performance evaluations and examples of any completed work.
Students can attach files by uploading them to the attachment section. All uploaded files can be deleted by students.

20. How do I add additional notes and information to my PERC submission?
If a student has notes, they may add these to the notes section of their PERC file. Once posted, notes cannot be edited or
deleted.
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21. Can I make changes after I have submitted my PERC to my supervisor/verifier?
Once you have submitted your PERC to your supervisor, the file’s status will change to “Supervisor Assess” and you will no
longer have access to edit the content. You will still be able to view the content within the file, but will be prevented from
making changes or additions to it.

Section Two: Submitting your PERC for evaluation
A qualified, designated professional accountant must attest to the competencies reported
in your PERC submission. Each submission requires a supervisor and verifier to review
the information to ensure the appropriateness of your content. If your supervisor has an
acceptable professional accounting designation (see question one below), they can act
as both the supervisor and the verifier of your PERC submission. Ideally, your current
supervisor should verify your PERC submission. Students whose supervisor does not have
an acceptable accounting designation will need to find an accountant with an appropriate
designation to verify their work experience.
1.

Who can verify my PERC?
Your supervisor at work and a designated accountant must verify your PERC submission.
If your supervisor has an acceptable professional accounting designation, they may act as both the supervisor and verifier
when reviewing your PERC submission.
A qualified, designated professional accountant must sign your PERC submission and attest to the appropriateness of
your professional accounting experience to fulfil the competency requirements. The acceptable professional accounting
designations to verify your Canadian experience are:
• CPA, CGA

• CPA, CA

• CPA Australia

• CPA, CMA

• ACCA UK

• CPA Ireland

• CPA USA

International experience can be verified by any designated accountant.

2. What is the difference between a supervisor and a verifier?
A supervisor is the individual you report to at work. Your supervisor reviews the experience report in your PERC and
indicates whether or not he/she agrees that the experience you reported is accurate. Your supervisor attests to your level
of development in:
1. Ethics and trust
2. Professional self-evaluation
3. Communication
A verifier is a designated professional accountant who attests to the professional work experience reported in your PERC.
A verifier reviews the experience you report and indicates if the experience claimed is appropriate for each competency
requirement.
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3. What should I do if my supervisor does not have an acceptable accounting designation?
If your direct supervisor is not a designated professional accountant, someone else in your organization with an
acceptable accounting designation may act as the verifier for your PERC. This person must be of the same level or higher
in the organization as your supervisor. If there is no one in your organization who can act as the verifier for your PERC
submission, you will need to locate someone outside of your organization to act as your verifier.
You are encouraged to arrange for a discussion between your supervisor and your verifier. The more your verifier knows
about the company and your role, the better they will be able to assist you. Consider the public accountant or auditor that
your organization works with, or another designated professional accountant. It is important that you have the permission
of your supervisor to share information about the organization with someone outside of the organization and that you
have permission to contact potential verifiers on your own.

4. How do I send in my PERC for verification?
When you complete your PERC employment file, you must indicate your supervisor and verifier’s email addresses. Please
ensure you provide a corporate, secure email address. When you have completed your employment submission, select
“save” in the top menu, to save your file. Then select, “submit” in the top menu to confirm your submission. The status of
your file will change to “supervisor assess” and your supervisor will be sent a link to the file.
If your supervisor is also your verifier, please indicate this on your PERC submission by checking the box in your
employment file that indicates “Supervisor is the same as Verifier.”

Section Three: Supervisor Assessment
1.

How will my supervisor receive notification of my submission?
Once you submit your employment file, an email will automatically be sent to your supervisor at the email address provided
in your employment file. This email will provide your supervisor a link to your PERC submission.

2. What should I do if my supervisor does not receive the automatic email from PERC?
If your supervisor does not receive the email, it may have been blocked by a firewall. Check if the email was sent to a spam or
a junk email folder, or put into quarantine.
If the email cannot be received at a corporate email address, you can send the PERC to your supervisors personal email
address. To re-send your PERC to your supervisor, send an email to perc@cpaontario.ca and request to have your file “reset.”
This will allow you to re-enter your employment file and edit the email address.

3. What will my supervisor need to do for my PERC?
Supervisor reporting instructions are available on our website.
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4. What if my supervisor does not agree with the statements indicated in my PERC submission?
If your supervisor does not agree with the statements indicated in your PERC submission, they will be required to provide
reasoning in the notes section of each competency grouping.
You will be notified by email that your PERC file requires follow-up. Log onto your PERC to view your supervisor’s comments
and review any discrepancies or provide any missing information. If you have comments or additions for your PERC file that
you would like your supervisor to review, you may add these to your file and send your submission back to your supervisor
for review.

Section Four: Verifier Assessment
1.

How will my verifier receive notification of my submission?
In the case where your supervisor and verifier are two different individuals, you will need to provide both email addresses on
your employment file.
Once your supervisor has assessed your employment file, an email will automatically be sent to your verifier. This email will
provide your verifier with a link to access your PERC submission. Your verifier will only be able to view the employment file
required for their review.

2. What should I do if my verifier does not receive the automatic email from PERC?
If your verifier does not receive the email, it may have been blocked by a firewall. Check if the email was sent to a spam or a
junk email folder, or put into quarantine.
If the email cannot be received at a corporate email address, you can send the PERC to your verifiers personal email address.
To re-send your PERC to your verifier, send an email to perc@cpaontario.ca and request to have your file “reset”. This will
allow you to re-enter your employment file and edit the email address.

3. What will my verifier need to do for my PERC?
Verifier reporting instructions are available on our website.

4. What if my verifier does not agree with the statements in my PERC submission?
If your verifier does not agree with the statements indicated in your PERC submission, they will be required to provide
reasoning in the notes section of each competency grouping.
You will be notified by email that your PERC file requires follow-up. Log in to PERC to view your verifier’s comments and
review any discrepancies or provide any missing information. If you have comments or additions for your PERC file that you
would like your verifier to review, you may add them to your file and send your submission back to your verifier for review.
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Section Five: Association Assessment
1.

Who does the final evaluation of my PERC?
CPA Ontario does the final evaluation of your PERC submission.
CPA Ontario’s assessors are CPAs who are selected by CPA Ontario for their expertise. The results of the Associations
assessment will be sent to the mailing address on your file at CPA Ontario.

2. When can I expect to receive the results of my assessment?
Once CPA Ontario receives verification of your PERC submission from a designated accountant, it will take approximately four
weeks to have your PERC reviewed by an assessor at CPA Ontario.

3. What if I am not satisfied with the results of my assessment?
To send in an appeal of your PERC submission, please email an appeal letter to perc@cpaontario.ca along with any relevant
supporting documentation.

4. I have completed all of the academic requirements of the CGA program of professional studies but
have not yet met the Association’s experience criteria. What are the implications?
Students who complete their academic requirements, but do not meet the professional experience requirement, will be given
until September 1, 2018 to meet the PERC requirements. During this interim period, students are required to maintain their
program status each academic year as “Finalist.” Finalists, who have commenced reporting in PERC prior to August 31, 2015,
are required to submit their PERC regularly to demonstrate their progress towards the experience requirement. Supporting
documentation on status and payment information will be provided to finalists throughout the year. Additional information
is available in the Student Handbook. If a student does not fulfill the work experience requirement during the interim period,
they must report their experience in CPA PERT and meet the CPA PER requirements for practical experience.
Additional questions may be addressed by contacting the contact centre at 416 322.6520 or 1 800 668.1454.
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