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Preamble

The following sets out CGA Ontariobs regulations
were developed pursuant to the Standards of the Public Accountants Council for the Province of

Ontario, which a designated body must meet in order to be authorized to license and govern the

activities of its members as public accountants.

1. Definitions and Interpretation

(1) In these regulations,

(@ fnAct 06 medPabficsAccoumtang Act, 2004 and words defined in the Act have the same
meaning when used in these regulations;

(o) iAssociationd0 means the Certified General Ac

(cofcapabilitiesd means the attributes held by
licensing candidate or licensee to perform their role, including, but not limited to, content
knowledge, technical, functional, and behavioural skills, intellectual abilities including
professional judgment, and professional values, ethics, and attitudes;

(d ichargeabl e hourso means hours normally <char
practice, provided that work of a routine clerical nature shall not be included in the
computation of chargeable hours;

(e icompetencyodo means t hteperfoemmaenastiroleadr gks tathei | i t y
required standard, which ability may be assessed by a variety of means, including but not
limited to work place performance, work place simulations, and written and oral tests of
various types;

() Acr edi t means a cosrse in the CGA Program of Professional Studies, a course that is
recognized for credit towards the completion of an academic degree that is awarded by a
degree-granting institution of higher education, or a course that is recognized for credit
towards the completion of a graduate diploma that is awarded by a university;

(9 icredit hour o means each cl-@msaursecata rdtagnized p e r
degree-granting institution of higher education that is recognized as a credit towards an
academic degree or university graduate diploma; a one-term course typically constitutes
three credit hours;
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(hidegree granting institut i onsemrddanhacagldmé instietboruc at i on o

that is a member of the Association of Universities and Colleges of Canada or the
Association of Canadian Community Colleges or the equivalent national association in
another country that is fully accredited by the appropriate regulatory authorities in Canada or
the other country to grant degrees, and is recognized by the authorized designated body;
new universities or colleges not yet eligible for membership in the associations noted above
may also be considered if they are established to the satisfaction of Public Accountants
Council to be substantially equivalent to an institutional member of such associations;

) Alicenced means a | i cceuntngethathas bgengrantedbyan publ i c
authorized designated body in accordance with the provisions of the Act;

() Alicenseed means a member of an authorized d
who has been granted a licence or certificate of authorization to practise public accounting in
accordance with the provisions of the Act;

ac
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(ky il icensing candi dated means a person who is regis

accounting training program (t ablicvhecduntéinsst udent 6 i n
Council);
() Aimature |licensing candidateodo means a person who i

years of relevant accounting experienceublicter med #
Accountants Council);

(myAipart ner s fapataershpeftwosor more members of an authorized designated body
who have been granted a licence to practise public accounting in accordance with the
provisions of the Act;

(n APublic Accountants Council Handboorksoribede ans t he d
professional competency requirements for public accounting and the prescribed practical
experience requirements for practising public accounting adopted on April 17, 2006, as the
same may be amended from time to time;

(o) Aipubl i c r e meamsaanermbertof the public who is not a member, student, or
employee of the Association or its affiliates, or of another designated body, and who does not
have any obligation, commitment, relationship, or interest that could conflict with or may be
perceived to conflict with his or her duties to or the interests of the Association.

(2) These regulations recognize that:

(@t he As s omubliadcdounting grogram of studies is comprised of all mandatory
components of the certification program, along with other components that may be completed
pre- or post-certification;

(b) in the case of mature licensing candidates, certain post-secondary education or pre-licensing
education and study may be recognized as being equivalent to an undergraduate degree
from a recognized degree-granting institution of higher education;

(c) the post-secondary education, pre-licensing education and study, and pre-licensing
experience requirements, and examination(s) or evaluation(s) do not have to be completed in
the order shown in these regulations; provided, however, that the education or credit course
shall be completed before the relevant examination(s) or evaluation(s);

(d) the CGA Program of Professional Studies may be gained alongside general education while
pursuing a degree from a recognized degree-granting institution of higher education or may
be obtained in advanced study after completing such a degree;

(e) t he As s omubliadcdounting tsaining program represents the required practical
experience for licensing; this practical experience may be obtained before, during, or after the
As s 0 c i aublicaccodirging program of studies.

2. Post-secondary education requirements
Objective

The Associ séecondany@ducapon equirements ensure that licensees have attained the
appropriate level of education and learning of the intellectual and personal skills necessary to become
public accountants, and have attained a sufficient foundation in the core areas of study that are
relevant to public accounting.

(1) Thepostsecondary education requirements for the Associ
a combination of:



(2)

3)

(4)

(a) a four-year undergraduate degree comprising 120 credit hours or equivalent from a
recognized degree-granting institution of higher education;

(b) the Foundation Studies and Advanced Studies course requirements described in
Section 2(2); and

(c) the PACE level professional program in public accounting, the Orientation to Public
Accounting Licensing program, and the public accounting seminars described in Section 3.

The prescribed courses in the Foundation Studies and Advanced Studies levels include the

following:

(a) FAL to FA4: financial accounting (introductory, intermediate, and advanced);

(b) MAL and MAZ2: introductory and advanced cost and management accounting;

(c) ATL1: accounting theory;

(d) AUL: introductory auditing (including introductory auditing theory and computer auditing);

(e) TX1: personal and corporate taxation;

() MS1: management information systems;

(g) EM1: economics;

(h) LW1: business law;

(i) FN21: introductory finance and financial management;

() QU1: quantitative studies;

(k) CML1: business communications;

() BC1: business case (financial and managerial accounting, finance and financial
management, management information systems, and business communications); and

(m) BC2: business case (auditing and business communications).

A minimum grade of 65 per cent or the equivalent alphabetic or other grade indicator must be
obtained in each of these prescribed courses. Credit courses from a degree-granting institution of
higher education are acceptable for transfer credit to meet these prescribed course requirements.

The Association regularly reviews the transfer credit courses and degree program requirements
of each degree-granting institution of higher education attended by its licensing candidates to
determine whether the degree-granting institution of higher education meets, and continues to
meet, the content, learning methods, and assessment methods prescribed by the Association for
purposes of fulfilling the degree requirements set out in Section 2(1) and, if so, which credit
courses meet the content, learning methods, and assessment methods prescribed by the
Association for the purposes of receiving transfer credit to fulfill the course requirements set out in
Section 2(2).

Despite Section 2(1), the Association may recognize for the purposes of entry into its public
accounting training program:

(a) transfer credits from a co-operative education or other degrees in progress at a degree-
granting institution of higher education in Canada; the conferral of a degree remains a
mandatory requirement prior to licensing;

(b) membership in good standing in an accounting body in Canada or another country;

(c) qualification for mature licensing candidate or degree-equivalent status where the Association
is able to demonstrate that the intellectual and personal skills of the applicant have been
developed to the required level in other ways.



(5) The Association may, in respect of applicants who are members in good standing of an
accounting body in Canada or in another country and have been accepted for entry into the public
accounting training program of the authorized designated body pursuant to Section 2(4)(b), grant
exemptions from, or reductions of, any one or more of the requirements but shall not grant
exemption to any such applicant from the evaluations for licensing prescribed in Section 6.

Pre-licensing education and study requirements
Objective

Pre-licensing education and study requirements ensure that licensees have completed sufficient
professional studies to develop the necessary higher-order cognitive skills and have attained
sufficient integration of their foundation-level studies of the core areas relevant to public accounting.

(1) TheAssociationds public accounting program of studie
prescribe an integrated program of study, practical experience, and professional education that
ensure that licensing candidates develop and demonstrate their attainment of the CGA Ontario
Public Accounting Competencies, which are substantially equivalent to the specific capabilities
and competencies at the levels of proficiency that entry-level public accountants must possess,
as prescribed in the Public Accountants Council Handbook.

(2) Alllicensing candidates are required to attain proficiency to the level prescribed in the CGA
Ontario Public Accounting Competencies as detailed in Appendix Part I: CGA Ontario
Professional Competency Requirements for Public Accounting. These competencies are
substantially equivalent to those set out in the Public Accountants Council Handbook and include
the following:

(a) Assurance: competencies related to statutory and regulatory audit assurance requirements
as well as broader validation and assurance services;

(b) Financial accounting and reporting: competencies related to ensuring the reliability of
financial information through adherence to generally accepted accounting principles;

(c) Performance measurement: competencies related to the evaluation, development, and
interpretation of a n-financial inforpaien thaitmeaaunesand | and non
enhances an entityds organizational performance;

(d) Organizational effectiveness, control, and risk management: competencies related to the
evaluation and devel opment of an entitydés ability
maximize the organizational performance, including its governance, structure, policies,
systems, and resources;

(e) Finance: competencies related to financial management, financial strategy, and financial
decision making;

(f) Taxation: competencies related to taxation planning, compliance, and reporting for various
entities; and

(g) Information and information technology: competencies related to the evaluaton of an enti ty
information needs and the development and use of information technology in achieving its
strategic and operational goals and objectives.

(3) The competency requirements described in Section 3(2) are integrated with the public accounting
capabilities as detailed in Appendix Part I: CGA Ontario Professional Competency Requirements
for Public Accounting, and include the following:

(a) ethical behaviour and professionalism (e.g. integrity, protecting the public interest, with a



particular focus on the standards pertaining to services where third party assurance is
provided);

(b) personal attributes (e.g. maintaining and demonstrating competence, applying strategic
thinking, developing innovative ideas); and

(c) professional skills (e.g. creation, analysis, synthesis, and evaluation of information, solving
problems, and making decisions).
(4) Specific pre-licensing education and study requirements include:
(a) the PACE Level of the CGA Program of Professional Studies, which must include:
(i) AUZ2: advanced auditing (including auditing theory and computer auditing);
(i) TX2: advanced taxation;

(iii) PAZ: first capstone professional applications exam focusing on integration and
application of knowledge and judgment;

(iv) PA2: second capstone professional applications exam focusing on integration and
application of knowledge and judgment; and

(b) the Orientation to Public Accounting Licensing program, which includes:
(i) Practice Administration seminar;
(i) Review Engagements seminar;
(iii) Audit seminar;
(iv) GAAP & GAAS Review and Update seminar; and
(iv) Ethics Seminar.

4. Pre-licensing experience requirements
Objectives

Pre-licensing experience requirements ensure that candidates complete a sufficient period of
relevant, professional accounting experience that includes sufficient public accounting experience to
permit candidates to demonstrate that they have acquired the professional knowledge, skills, values,
ethics, and attitudes required to competently perform the work of an entry-level public accountant.

Pre-licensing experience requirements also prepare candidates for the environment(s) in which they
expect to practise public accounting.

(1) Each licensing candidate must complete a minimum period of 30 months of full-time structured
and monitored practical experience in public accounting and other accounting services acquired
in an approved training office under the supervision of a licensee as prescribed in Appendix Part
II: CGA Ontario Practical Experience Requirements for Practising Public Accounting.

(2) A 1i cens i n gpredicenmsidg edpariereedraquirements must be of sufficient breadth and
depth of experience and of appropriate nature and quality in respect of all of the public accounting
services defined in the Act. The pre-licensing experience requirements must also seek to develop
in licensing candidates the core competencies of an entry-level public accountant and their ability
to perform the requisite roles and tasks to the proficiency levels prescribed in Appendix Part I
CGA Ontario Professional Competency Requirements for Public Accounting.

B)A licensi ng dieenmsidgedparieredshall persteuctured to expose the licensing
candidate to a variety of professional engagements and special assignments in public accounting
services in one or more related competencies through engagements performed for a variety of
clients. The licensing candidate is also required to engage in ongoing discussions with licensee
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(4)

()

(6)

(7)

(8)

mentors and senior client executives in order to develop an understanding of professional
responsibilities.

Each licensing candidate shall fulfill, within the 30-month training period referred to in Section
4(1), a minimum of 2,500 chargeable hours in public accounting and other accounting services,
which shall include:

(&) a minimum of 1,250 chargeable hours in assurance work in a wide range of applications
within which the licensing candidate must have spent:

(i) a minimum of 625 chargeable hours in financial statement audit procedures in
accordance with the CICA Handbook i Assurance; and

(i) a minimum of 100 chargeable hours of review procedures in review and other assurance
engagements, in accordance with the CICA Handbook i Assurance; and

(b) a minimum of 100 chargeable hours in taxation matters involving providing advice on
corporate or personal income tax matters associated with auditing and review engagements
and the preparation of the related tax returns.

(&) A minimum of 50 per cent of each of the chargeable hour requirements set out in Section
4(4)(a) and (b) must be gained alongside or after the public accounting program of study. The
balance of these requirements may be gained in the five years immediately prior to
commencing a public accounting program of study provided the experience is verifiable.

(b) Verifiable experience gained in the five years immediately prior to commencing a public
accounting program of study may also be taken into account in satisfying the pre-licensing
experience requirements of Section 4 other than those specified in Sections 4(4)(a) and (b).

For the purpose of Sections 4(5)(a) and (b),
professional accounting verified by a licenseet o t he sati sfaction of t
Where the |icenseebs |licensing body is not t
candidate is not deemed verifiable by the |i
report on its assessment of the experience and the reason for its decision to the Association.

Practical experience gained in environments other than an approved training office and under the
supervision of other than licensees can satisfy the pre-licensing experience requirements other
than those specified in Sections 4(4)(a) and (b) provided that the licensing candidate can
demonstrate that the work environment and the competencies and capabilities acquired within the
work environment are equivalent to those prescribed in Appendix Part Il: CGA Ontario Practical
Experience Requirements for Practising Public Accounting.

The Association requires that the appropriate licensee in the approved training office sign a
declaration that a licensing candidate has completed the duration and the chargeable-hour
requirements and that the licensing candidate has been exposed to a reasonable cross-section of
the competencies set out in Appendix Part 1l: CGA Ontario Practical Experience Requirements for
Practising Public Accounting.

Within the training period referred to in Se
program:

(a) recognizes that some competencies may be attained and assessed in an educational setting,
whereas others are better attained and assessed through practical experience that includes
public accounting experience;

(b) requires progressive levels of responsibility for the engagement and the full file, and
increasing complexity in assignments;

(c) requires an integrated application of competencies relevant to public accounting;

Averif
he 1ic
he Asso
censeebd

ction 4



(d) reflects the environment in which an entry-level public accountant expects to practise public
accounting;

(e) requires the demonstration of teamwork and integration of knowledge and judgment in a
professional setting;

() encourages more frequent assessment of one or more competencies over a period of time
rather than at a point in time, to provide regular feedback to candidates as they increase
competence; and

(g) requires the demonstration of professional communication skills and competencies that are
relevant to a public accountant.

(9) Each licensing candidate is required to demonstrate through direct work place competency
assessment that they have acquired and integrated the fundamental professional knowledge,
skills, values, ethics, and attitudes required to competently perform the work of a public
accountant as prescribed in Appendix Part Il: CGA Ontario Practical Experience Requirements
for Practising Public Accounting. This requirement includes assessment and verification of a
licensing candidateds demonstration of these compet
assessor, as specified in Section 4(10).

(10) The Association requi r e slicending éxperienceandi censi ng candi
demonstration of public accounting competence be assessed and verified by an approved
assessor who is:

(a) in the case of those competencies that must be demonstrated and assessed in a public
accounting context, a licensee or a public accountant qualified in another Canadian
jurisdiction who has sufficient knowledge of the
review capacity; or

(b) in the case of those competencies that may be demonstrated and assessed in a non-public
accounting context, a designated professional in a relevant discipline who has sufficient
knowl edge of the candidateds work through a super

(11)The Association requires that all approved assessors certify that licensing candidates have
demonstrated proficiency in all competencies that the approved assessor has verified and that
the approved assessor meets the requirements of Section 4(10)(a) or 4(10)(b), as applicable.

(12)An approved assessor under Section 4(10)(a) must be a licensee in good standing of an
authorized designated body or a public accountant in another Canadian jurisdiction who has been
assessed by the authorized designated body to be equivalent.

(13) The assessment of a candidatebds demonstration of
supported by sufficient appropriate documentation to enable the Association to verify that the
practical experience requirements for licensing have been met. Such documentation shall be
submitted by the licensing candidate to the Association as part of the licence application.

Approved training offices

(1) The Association requires approved training offices to:
(a) be engaged in the practice of public accounting as defined in the Act;
(b) be periodically inspected by an authorized designated body to ensure that:

(i) each licensing candidate employed by the office would be able to fulfill the experience
requirements prescribed in the Public Accountants Council Handbook;

(i) the office adheres to the Standards of the Public Accountants Council for the Province of
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Ontario; and

(iii) the office provides a diverse mix of assignments to ensure well-rounded training for
licensing candidates;

(c) satisfy the Association that the requirements of Section 5(1)(b) have been fulfilled; and

(d) be approved by the Association for the training of licensing candidates to provide public
accounting services as defined in the Act.

(2) Each approved training office is required to give each licensing candidate in its employ such
practical experience and instruction and to offer such training opportunities as are necessary to
enable the licensing candidate to acquire the competencies and capabilities required to provide
the public accounting services set out in the Act.

(3) Each approved training office is required to maintain and to submit to the Association for review
records showing, in reasonable detail, the disposition of the time spent by each licensing
candidate while engaged in public accounting services and the type of work allocated to the
licensing candidate. Such records shall include the chargeable hours in any of the applications
specified in Section 4(4) and shall be submitted to the Association at such time as the licensing
candidate terminates employment with the office or has completed the experience requirement.

(4) Atthe time of the mandatory, cyclical practice inspection required under Section 9, or at least
every three years in the case of training offices who report to another authorized designated
body, the Association shall conduct a reappraisal of each training office to determine if the office
should continue to be an approved training office.

6. Examinations used for licensing public accountants

Objective

Examinations and evalwuations that form part of the Ac
candi dat eds technical -okrndoewl esdkgiel lasn,d ahsi gweelrl as t he cand
demonstrate and integrate the competencies that are relevant to public accounting.

(1) Licensing candidatesshallsuccessf ul ly compl e tlieending examdnationsimi at i ond s
Professional Applications 1, Professional Applications 2, Auditing 2, and Taxation 2, which
assess their acquisition of the competencies and capabilities to practise public accounting at the
proficiency levels prescribed for entry-level public accountants in Appendix Part Il: CGA Ontario
Practical Experience Requirements for Practising Public Accounting.

(2) The pre-licensing examinations established by the Association are rigorous and
competency-based, using essay, short-answer, and/or multiple choice formats that substantially
rely on simulations or case studies to test both technical competency, higher-order cognitive skills
and the public accounting capabilities prescribed in Sections 3(2) and (3) and also:

(a) test knowledge across multiple subjects and the competencies prescribed in Appendix Part I:
CGA Ontario Professional Competency Requirements for Public Accounting;

(b) emphasize the ability to use knowledge and to exercise professional judgment appropriate to
an entry-level public accountant;

(c) be integrative in nature; and
(d) be based on a process that is fair, equitable, valid, and reliable.
7. Licensing of persons admitted to membership from accounting bodies in other jurisdictions

Prior to issuing a licence to a person who is permitted to practise as a public accountant in another
jurisdiction, the Association shall ensure that the candidate is a member in good standing of a CGA

-10-



Affiliate or is a member in good standing of an accounting body with a mutual recognition agreement
and satisfies the requirements for practicing public accounting in Ontario.

To qualify for a licence,amembermust demonstrate to thehalesoci ati onds
member has satisfied the licensing requirements as prescribed in Sections 2 through 6 of the Public
Accountantés Counci l St a nlalva or doficieaadaptedably the Adso@ation.i at i on by

Mandatory post-licensing public accounting experience and continuing professional
development

Objective

Post-licensing experience and continuing professional development ensures that licensees maintain
current public accounting competence.

(1) Alicensee shall not be eligible to renew a licence, if, within the immediate past five years, the
licensee has not engaged in the practice of public accounting in a substantive way. Section 15(1)
sets out the requirements respecting the issuance of a new licence to such a member.

(2) All licensees must complete a minimum amount of continuing professional development
consisting of at least:
(a) 20 verifiable hours annually; and
(b) 120 hours in every rolling three-year period, at least 60 of which are verifiable.

(3) Each licensee must fulfill and report to the Association on compliance with the minimum annual
and periodic continuing professional development requirements prescribed in Section 8(2).

(4) Theconsequences arising from a |icenseeds failure to
development requirements or failure to file annually a report of compliance with the requirements
include referral to the Associationédés disciplinary
suspension or revocation of the memberés I|icence.

(5) The mandatory continuing professional development requirements permit each licensee to
determine whether the content of the activity contributes to his or her own personal professional
development, but the licensee is required to base such determination on ensuring that the
activity:

(a) is quantifiable, meaning it must be specifically identifiable and be able to be expressed in
terms of a specific time requirement;

(b) is directly related to the competencies needed to practise public accounting;

(c) isrelevantto t h e | icwrenhpotessidral needs and/or longer-term career interests as
a public accountant; and

(d) contains significant intellectual or practical content.

(6) For the purposes of Sections 8(2) (aygcaabed (b), fAver.i
objectively verified by a competent source.

Practice inspections of public accountants
Objective

Mandatory practice inspection programs serve to protect the public by maintaining accountability and
ensuring compliance with ethical and professional standards. Practice inspections also provide a
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10.

constructive and educational environment in which a public accountant can ensure their processes
and procedures are consistently being maintained at the highest standards.

Q) All licensees engaged in the practice of public

of mandatory, cyclical practice inspection thatincludeson-si t e i nspections by
practice inspectors to ensure maintenance of an appropriate level of professional standards.

(2) Every licensee that issues, or seeks to be authorized to issue, audit reports on financial
statements of any reporting issuer as defined under the Securities Act must be registered with the
Canadian Public Accountability Board, to be subject to the rules and oversight of the Board and to
be inspected by the Board in respect of the performance of such engagements.

3 The Associationds |licensee practice inspection

(a) requires a practice inspection to be conducted within twelve months of inception of the
practice;

(b) involves the testing of quality control procedures;

(c) involves the review of current auditing and review engagement files and current files for
compilation services;

(d) contains sufficient procedures to ensure careful assessment of the nature of the types of
engagements and the types of clients of the licensee and to determine key areas of risk in
respect of each;

(e) retains the services of inspectors having senior experience in public accounting who are
independent of the particular licensee subject to inspection;

(f) provides the practice inspection system with the power to:

(i) compel a licensee to produce working paper files, books, documents, or other materials;
and

(i) make complaints of professional misconduct where warranted, including in situations
where the licensee fails to co-operate in the inspection of the practice;

(g) adopts procedures to ensure consistency in the conducting of inspections and of inspector
reporting standards, including review of an inspection report by a senior inspector and a final
review by a committee comprised of licensees; and

(h) verifies that every licensee that issues or seeks to be authorized to issue audit reports on
financial statements of any reporting issuer as defined under the Securities Act is registered
with the Canadian Public Accountability Board.

(4) The practice inspection system is based on selection of licensees within a three-year cycle of
inspection.

(5) The by-law provisions associated with practice inspections are outlined in By-Law Four, Article 9,
Section 4.

Generally accepted accounting principles and generally accepted assurance standards

The requirement for public accountants to follow generally accepted accounting principles and
generally accepted assurance standards is fundamental to ensure a common baseline of technical
standards. As such, licensees are expected, at a minimum to adhere to the principles and guidelines
as set out in the CICA Handbook i Accounting and the CICA Handbook i Assurance in accordance
with generally accepted standards of practice of the public accounting profession.

-12-
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11. Rules of professional conduct

Rules of professional conduct set out ethical principles and provide standards of acceptable
behaviour that distinguish the accountancy profession in its responsibility to act in the public interest.
Public accountants are expected to adhere to the Associations By-Laws and Code of Ethical
Principles and Rules of Conduct.

Details regarding rules of professi ofedeofEtloalduct ar e ¢
Principles and Rules of Conduct.

12. Discipline procedure: complaints
Objective

Disciplinary processes and procedures are required to ensure the accountability of licensees who fail
to maintain high professional and et hprocesslis: st andar ds.

responsive to its mandate to protect the public;

fair and objective in perception and practice;

relevant to current practices and realities;

easily understood by the public, licensees, and candidates; and
rigorous, efficient, and effective.

The by-law provisions associated with the complaints process with respect to matters dealt with by
the professional standards and competence committee or the discipline committee are contained in
t he As s oByiLawFouo, Arficke 9.

13. Discipline procedure: prosecution and adjudication
The by-law provisions associated with the prosecution and adjudication procedures with respect to
the Competence Tribunal and the Professional Conduct Tribunal and the resolution of a complaint
subject to ratification by a three-person tribunal, as proposed by either the professional standards and
competence committee or the discipline committee,ar e cont ai ned i By-ltlawWleourAssoci at.i
Article 9.
14. Discipline procedure: appeal committee

The regulatory provisions with respect to the appeals process and the Appeals Tribunal are contained
i n the AsRBydawFaur,iArticte®.s

15. Rules governing issuing a new licence to a former licensee
Objective
Prior to issuing a new licence to a former licensee, an authorized designated body must ensure that
the candidate is competent, of good character, and suitable to carry on the practice of public
accounting. The by-law provisions for a public accounting licence are contained in By-Law Four,
Article 16, and in Article 2 of the By-law contains provisions with respect to a determination of good
character in circumstances where the public accounting licensing board refers the matter to the
admissions standards committee for that purpose.

16. Mandatory professional liability insurance

Objective
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Professional liability insurance ensures that licensees and firms engaged in the practice of public
accounting are able to adequately meet any claims made against them arising out of their work.

Details regarding mandatory professional liability insurance for licensees are contained in the
As s 0 c i &ode af Atldical Principles and Rules of Conduct, R516, in By-Law Four, Articles 3 and
15, and in the CGA-Canada National Policy.

Specifically, the mandatory professional liability insurance requirements shall embody the following
principles and processes with regard to licensed public accounting:

(1) CGA Ontario requires all licensees to maintain, and provide satisfactory proof of maintaining
professional liability insurance coverage.

(2) CGA Ontariobds requiremsents for insurance include
(&) Minimum coverage limits per claim and, in aggregate per policy period;
(b) Maximum allowable deductibles; and

(c) The minimum period for which insurance is to be maintained after a licensee retires or
leaves practice.

(1) In setting requirements for insurance, CGA Ontario must consider and address, to the extent
possible:

(a) Different levels of risk based on practice size, number of principals, or other similar
factors;

(b) The magnitude of claims reasonably anticipated to arise; and
(c) The coverage reasonably available in the marketplace.

(2) CGA Ontario may, as an exception, permit self-insurance in cases where sufficient
professional liability coverage is not reasonably available in the marketplace due to the size
of the firm or practice and its risk exposure. Such an exception may be permitted only on the
condition that the firm or practice set aside assets at least equal in value to the self-insured
amount.

(3) CGA Ontario has specified in its bylaws and in the Code of Ethical Principals and Rules of
Conduct the adverse consequences arising for a licensee, partnership or professional
corporation who fails to comply with the mandatory professional liability insurance
requirements and the consequences for failure to comply thereto which includes the
suspension or revocation of a licence or authorization to practice public accounting, as
applicable.

17. Principles of governance relating to the licensing and governing the activities of members of
the Association as public accountants

Objective

Governance principles reflect the requirement of the Association to design and implement appropriate

policies and procedures for public accounting within a framework that is fair and equitable to

licensees and candidates, while keeping at the forefr
public. The by-law provisions associated with a public accounting licence are outlined in By-Law Four,

Article 16.
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18.

(1) The Association publishes a roll of licensed public accountants on its website in a publicly
accessible and freely available manner that is open for public inspection and shall provide such
information to the Public Accountants Council for its roll.

(2)The Association publishes an annual report on its licensure activities on its website in a publicly
accessible and freely available manner and makes such report available to the public upon
request and to the Public Accountants Council.

Disclosure and related matters
Objective

Disclosure requirements ensure that authorized designated bodies continually maintain and provide
relevant and reliable information to the Public Accountants Council to carry out its oversight duties
with respect to the regulation of public accounting, and that such information is also made accessible
to the public as necessary to protect the public interest.

(1) The Association maintains sufficient appropriate documentation to support its ongoing
compliance with these standards. Such documentation shall be made available to the Public
Accountants Council within a reasonable time frame upon request as part of the review process
outlined in the Act.

(2) The Association requires its licensees to consent and to be deemed for all purposes to consent to
the release of any and all information and documentation by a licensee to the Association and to
the Public Accountants Council insofar as the information is necessary to enable the Association
and the Public Accountants Council to carry out their respective responsibilities and functions
pursuant to these regulations, the Standards of the Public Accountants Council for the Province
of Ontario, and the Act.

(3) The Association requires a licensee, when providing any accounting services in respect of a
financial statement, or of any part of a financial statement or any statement attached to a financial
statement, to disclose in any written statement, opinion, or report, the fact that the person is

licensed as a public accountant by use of the

name or initials of their accounting designation(s).

(4) The Association requires a professional corporation that holds a certificate of authorization, when
providing any accounting services in respect of a financial statement, or of any part of a financial
statement or any statement attached to a financial statement defined in the Act, to disclose in any
written statement, opinion, or report, the fact that the professional corporation holds a certificate

term

of authorization by use o0 bepublicaccountingby theiCartiftch or i zed t o

General Accountants Association of Ontarioa

BG)Within 120 days after the end of the Associati

copy of its annual report for that year to the Minister and to the Public Accountants Council. The
Association also posts its annual report on a publicly accessible and freely available section of its
website.

(6) The Association prepares a supplemental report as at and for each 12-month period ended
October 31 (with comparative figures for at least the three preceding years or period) and files the
same with the Public Accountants Council on or before January 1 in each year. In the case of the

first supplemental report, it shall <cover the

recognition of the Association as an authorized designated body to October 31 in the relevant
year. This report is published in a format that is readily available to licensees and to members of

the public, including on a publicly accessibl

-15
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19.

1)

website. The report shall contain at least the following information:
(a) the number of total licensees;

(b) the number of new licences granted during the period to which the supplemental report
relates to:

(i) persons who are permitted to practise public accounting in another jurisdiction in Canada;

(i) persons who are permitted to practise public accounting in another jurisdiction outside
Canada;

(iii) former licensees who were re-licensed;
(iv) all others.

(c) the number of suspended or revoked licences, showing the total number by reasons for
suspension or revocation;

(d) the number of licensees who did not renew their licences or who died during the year;
(e) the netincrease or decrease in the number of licensees;

(f) total professional corporations authorized to practise public accounting;

(g) total sole practitioner licensees;

(h) total number of complaints made against licensees and the disposition of such complaints
according to whether the investigation is ongoing, has been completed with no charges of
professional misconduct laid, or has been completed with one or more charges of
professional misconduct laid;

(i) total number of disciplinary hearings involving licensees completed or in process during the
reporting period, including, as applicable, number of appeals in process or outcome of
completed appeal hearings, showing cases in which the licensee or professional corporation
was found not guilty of all charges of professional misconduct or in which the licensee or
professional corporation was found guilty of one or more charges of professional misconduct
and, in respect of each of the latter, an indication of the sanction(s) ordered;

() total number of appeals to the Divisional Court of disciplinary decisions involving licensees
made during the reporting period or continuing from a prior reporting period, the grounds on
which the appeal was made and the outcome of the appeal, if known;

(k) the total number of licensing candidates registered with the Association who are enrolled in
the public accounting training program;

() alisting of the accounting bodies in jurisdictions outside Canada that the Association
recognizes as having public accounting licensing regulations that are substantially equivalent
to the public accounting licensing regulations of the Association, showing for each the total
number of current and new licensees from each such body;

(m) a listing and detailed description of any changes made during the reporting period to the
Associ ati onos yshy-tawsurtlesrregulationd, policies, dr procedures that
impact the Standards of the Public Accountants Council for the Province of Ontario; and

(n) such other information as the Public Accountants Council may reasonably request.

Transitional provisions

For the purposes of Section 8, the five-year period specified in Section 8(1) shall commence on
January 1, 2007 for any person who was granted a licence or a permit to practise under the
provisions of the Public Accountancy Act and whose licence or permit to practise was continued
under the Act.
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Definitions

Competence: the broad range of knowledge, skills, attitudes, and observable behaviour that together
account for the ability to deliver a specified professional service. Competence also involves adoption of a
professional role that values accountability to the public and leadership in public practice, industry,
government, and education.

Competency: as defined in the Standards of the Public Accountants Council for the Province of Ontario,

is Athe demonstrated ability to perform relevant rol es
be assessed by a variety of means, including but not limited to work place performance, work place
simulations, and written and oral tests of wvarious typ¢

Competency can be recognized in terms of the particular tasks that public accountants perform. It is
expected that while performing these tasks, public accountants will not only apply their technical
knowledge, but will also apply, or bring to bear, the pervasive qualities and skills that are characteristic of
public accountants to the level of proficiency defined in this document.

Pervasive qualities and skills: a subset of competencies, representing the professional qualities and

skills that all public accountants are expected to bringto alltasksd t he Ahowo of a public ac
work. Pervasive qualities can be thought of in terms of professionalism and ethical behaviour, personal

attributes, and professional skills, which are discussed in depth beginning on page 6.

Specific Technical Competencies: the competency areas of the public accounting profession. The
technical competencies are grouped into seven categories:

e Assurance & competencies related to statutory and regulatory audit/assurance requirements as
well as broader validation and assurance services.

e Financial Accounting and Reporting 8 competencies related to ensuring the reliability of
financial information through adherence to generally accepted accounting principles.

e Finance 8 competencies related to financial management, financial strategy, and financial
decision making.

e General Business and Management 8 competencies related to the measurement, evaluation,
and devel opment of an ent it yndkingandmakimizeyts t o enhance i
organizational performance, including risk management, governance, structure, policies, systems,
and resources.

e Information Technology 8 compet enci es rel ated to the evaluation o
needs and the development and use of information technology in achieving its strategic and
operational goals and objectives.

e Management Accounting @ competencies related to the evaluation, development, and
interpretation of a n-financial inforpaian that meaaunes anddnhaacesd n o n
an entityés organizational performance; and

e Taxation 8 competencies related to taxation planning, compliance, and reporting for various
entities.

Normal circumstances: circumstances where:

e The entity is a business in the private sector, formed as a proprietorship, as a partnership, as a
private corporation, as a small public corporation, or as a division of a large public corporation; or

e The entity is in the public sector or is a not-for-profit organization or a division of either; or

e The entity is an individual; and
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e The entity, situation, event or transaction, is of a size or degree of complexity likely to be
encountered by a public accountant at the point of qualification.

For qualification purposes, candidates for licensing are expected to demonstrate specified levels of
proficiency in normal circumstances.

Level of Proficiency: the degree of expertise an individual exhibits in a competency.

Levels of proficiency apply to the newly qualified public accountant. Thus, this document defines the level
of proficiency that candidates are expected to demonstrate to qualify for a public accounting licence.
Three distinct and increasingly sophisticated levels of proficiency are identified; C, B, and A, which are
fully defined in this document (see page 8).

Pervasive Qualities and Specific Technical Competencies & A Vital Relationship

The competencies that represent the pervasive qualities and skills combine with the specific technical
competencies in a vital relationship that results in the special professional competencies of the public
accountant. Together, the full range of competencies results in the technical excellence, integrity,
objectivity, and commitment to public interest for which the public accounting profession is known. All
public accountants are expected to perform functions in a manner that reflects ethical behaviour and
professionalism, the personal attributes, and the professional skills that are part of the public accountant
standard.

Pervasive qualities and skills

The pervasive qualities and skills describe how a public accountant works, and are vitally linked to the
specific technical competencies. Together, they combine to produce the technical excellence, integrity,
objectivity, and commitment to public interest for which the public accountant profession is known.

The most important thing to understand about the pervasive qualities and skills is that all public
accountants are expected to demonstrate them at all times in the execution of all their professional
responsibilities. Pervasive qualities can be thought of in terms of professionalism and ethical behaviour,
personal attributes, and professional skills:

e Professionalism and Ethical Behaviour: the public accountant profession is committed to
maintaining the confidence of clients, employers, and the public through an overriding
commitment to integrity in all professional work. Thus all public accountants are expected
at all times to abide by the highest standards of integrity; they must be and be seen to be
carrying out all work objectively and independently, in accordance with the ethical values
outlined the CGA Code of Ethical Principles and Rules of Conduct. These competencies
bear the prefix PROF:ETH.

e Personal Attributes: public accountants are expected to develop a number of personal qualities
that shape the way they conduct themselves as professionals. These qualities or attributes
require a strong commitment to clients and to the profession, including professional development
and self-improvement. These competencies usually have the prefix PROF:CLIENT, PROF:PD, or
PROF:SELF.

e Professional Skills: public accountants are also expected to possess a wide range of
professional skills that, while not unique to the public accountant profession, are critical to its
successful practice. These skills include communication, problem solving, integration, and
leadership. These competencies generally have a prefix of GM:COMM, PROF:PROB, PROF:INT,
LEAD:COACH, LEAD:OS, LEAD:PA, or LEAD:TEAM.

As noted, the Association distinguishes and defines three levels of proficiency that a public accountant
may demonstrate for each competency: A, B, and C 8 with A being the highest proficiency level. For
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many technical competencies, the newly qualified public accountant is expected to function only at the B
or C level. For most of the competencies reflecting pervasive qualities and skills, however, even the newly
qualified public accountant is expected to demonstrate the highest level of proficiency.

The Specific Technical Competencies

The specific technical competencies are organized into seven categories:

e Assurance & competencies related to statutory and regulatory audit/assurance requirements as
well as broader validation and assurance services. These competencies are labeled with the
prefix TK:AU;

e Financial Accounting and Reporting 8 competencies related to ensuring the reliability of
financial information through adherence to generally accepted accounting principles. These
competencies are labeled with the prefix TK:FA,;

e Finance 8 competencies related to financial management, financial strategy, and financial
decision making. These competencies are labeled with the prefix TK:FN;

e General Business and Management 8 competencies related to the measurement, evaluation,
and devel opment of an entityds ability to enhance i
organizational performance, including risk management, governance, structure, policies, systems,
and resourcles. These competencies are labeled with the prefix TK:GEN, GM:MEAS, GM:PLAN,
or GM:RES".

e Information Technologyd competencies related to the evaluati on
needs and the development and use of information technology in achieving its strategic and
operational goals and objectives. These competencies are labeled with the prefix TK:IT;

e Management Accounting 8 competencies related to the evaluation, development, and
interpretation of a n-financial inforypaiien thht meaaunes anddnhaacasd n o n
an e ntdanizatdral performance. These competencies are labeled with the prefix TK:MA,;
and

e Taxation 8 competencies related to taxation planning, compliance, and reporting for various
entities. These competencies are labeled with the prefix TK:TX.

Although the technical competencies are presented separately, there is considerable integration among
them and with the competencies reflecting pervasive qualities and skills. The importance of integration
cannot be overstated, and it is highlighted throughout this document.

For example, in preparing a management letter at the end of an assurance engagement (part of

competency TK:AU:12), the public accountant would likely be demonstrating proficiency in a number of

other competencies, including, but not limited to, ensuring that information is communicated to the

appropriate people on a timely basis (GM:COMM:02), exercising professional judgment (PROF:ETH:02),

communicating internal control weaknesses to the appropriate level of the organization (TK:AU:07),

advising on accounting policies and procedures in accordance with professional standards (TK:FA:08),
andpossiblyaddr essing the clientbés determination of their te

The CGA Competency Classifications and Levels of Proficiency

1 Competencies in the area of General Business and Management include competencies classified by the
CGA-Canada Practice Analysis Task Force in the following sub-areas: Technical Knowledge: General
Business, General Management: Measuring and Monitoring, General Management: Planning, and
General Management: Allocating and Managing Resources. Although these sub-areas extend beyond the
Technical Knowledge domain, they are grouped together in this document for ease of use.
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CGA Ontario uses a competency classification scheme that is based on the foundation of the CGA-
Canada certification model, while also recognizing the difference between certification as a professional
accountant, and qualification for a public accounting licence.

Within the CGA-Canada certification model, competencies are classified as core or non-core. The core
competencies are ones that all students are expected to attain prior to designation, through a combination
of the education, exams, and/or experience requirements of the CGA Program of Professional Studies.
Non-core competencies at the certification level are those that students receive exposure to through their
education, exams, and/or experience, but these competencies may not be fully attained by all students
prior to certification, depending on the PACE-level elective courses and exams chosen, and the range of
practical experience attained as a student. To one extent or another, all of the competencies gained by
students in the CGA Program of Professional Studies can be applied if they choose a career as a public
accountant, but some are much more directly relevant than others.

Building from the CGA Canada competency set, CGA Ontario identified the competencies that are core to

public accounting, and are therefore particularly expected of the newly qualified public accountant

(identified as the ACGA Ontario Public Accounting comp
Accounting competencies, 49 competencies were deemed to be so fundamental that they must be

specifically demonstrated and assessed in an appropriate practical experience environment. The tool

used to document the demonstration of these competencies is the CGA Ontario Public Accounting

Competency Assessment Record, or PACAR. These 49 competencies are further divided into those

where the nature of the competency is such that only demonstration and assessment in a public

accounting context wild/ suffice (the AAO set on the PA
publicacc ount ant , can be demonstrated and assessed in a col
set on the PACAR).

Further information on the PACAR competencies and how competencies relate to the practical
experience requirements can be found in Appendix Part II: Practical Experience Requirements for
Practising Public Accounting.

Levels of proficiency

The full competency set that a public accountant relies on goes beyond assurance competencies, and

draws on the seven categories listed above. Within these categories, however, some are much more

important and relevant to the public accountant than are others. For example, the competencies that

reflect the pervasive qualities and skills are vital t o
public. In addition, certain technical competencies are of greater importance than others to the public

accountant, because of the direct impact on the financial information or on the assurance engagement.

Other competencies are, in relative terms, less critical to public accounting because they do not directly

i mpact the public accountantdés ability to adequately p
specific competency should drive the proficiency level required for that competency.

The Public Accountants Council for the Province of Ontario has specified required proficiency levels for a

wide range of competencies deemed to be required for qualification as a licensed public accountant.

Based on the Council ds requir e meassighed arexpedied EBveldf compet en
proficiency with respect to the newly qualified public accountant.

The levels of proficiency are identified as C, B, and A as defined and described below.

Level C

The candidate can accurately describe the task or role constituting the competency, the possible actions
or behaviour that would provide evidence of performance, and the importance or significance of the
competency, and can give examples of the types of circumstances in which it would arise or be applied in
normal circumstances.
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This level of proficiency is demonstrated when a public accountant explains, summarizes, gives
examples, depicts, interprets, and paraphrases, among other things, the professional skills and
underlying knowledge required by the competency.

Level B

The candidate is able to demonstrate without prompting from others an understanding of the tasks and
can demonstrate the required professional skills including basic quantitative and qualitative analysis, but
is not necessarily able to successfully complete the tasks in normal circumstances without adequate
support or supervision.

This level of proficiency is demonstrated when a candidate is able to identify the nature of the problem

and evaluate or analyze related issues on a preliminary basis. At this level of proficiency, it is expected

that the candidatebés work wild/l require the review of
accuracy. The candidate would be expected to identify requirements for the involvement of personnel with

special expertise necessary to complete all aspects of the task. This level of proficiency includes the C

level of proficiency.

Level A

The candidate can successfully perform the role and the requisite tasks associated with the competency
in normal circumstances, within a reasonable timeframe, and without supervision.

This level of proficiency is demonstrated when the problem is clearly identified and thoroughly analyzed
or when a situation is evaluated and useful recommendations are made and/or implemented. The
candidate is expected to take responsibility for the work whether it is completed solely by themselves or
by their team. This level of proficiency includes the B and C levels of proficiency.

Throughout this document, several examples are provided to assist candidates in differentiating among
the three proficiency levels. These examples do not always depict public accounting scenarios. The
inclusion of non-public accounting situations recognizes that many of the competencies that a public
accountant relies on are transferable from non-public accounting experiences and contexts.

The following example provides expectations at the A proficiency level, and, to assist candidates in
differentiating among the three proficiency levels, it also provides expectations for C and B proficiency
levels.

Scenario:

ABC Company is a newly-formed parts manufacturing company. The
company has yet to issue its first set of financial statements. The licensing
candidate is asked to assume the role of controller, responsible for

devel oping the companyés accounting
Evaluates and advises on accounting policies and procedures in accordance
with professional standards.)

Note: The above scenario is considered to be in normal circumstances because the entity is a
manufacturing company in the private sector and is of a size and degree of complexity likely to be
encountered by an entry-level public accountant.

The newly qualified public accountant is expected to have an A proficiency
level for this competency.

e Level C: The candidate at the C level explains to senior management the importance of



establishing accounting policies and of consistently applying those policiesto t he companyods
financial transactions. The candidate informs management of some of the factors to be taken into

account when developing the accounting policies, su
specific practices. The candidate also explains that often there are alternative accounting

treatments and that judgment is required in establishing the policy that best suits the entity.

e Level B: The candidate at the B level, in addition to the skills and abilities above, also asks senior
managementtodes cri be the companyés key transaction streal
these streams, and based on this information identifies alternative accounting treatments. The
candidate identifies the significant factors that influence the choice of policies, such as the various
financial statement users and their needs. The candidate presents suggested policies to senior
management who will make the decision as to which ones to implement.

e Level A: The candidate at the A level, in addition to the skills and abilities outlined in both C and
Babove, is responsible for developing the companyods
an understanding of who the various stakeholders are and of their reporting needs. The candidate
analyzes the information gathered and then chooses the accounting policies that best reflect the
results of the entity and provide the most useful information for measuring performance. The
candidate implements the policies and subsequently reports to senior management the steps
taken in establishing them.

Candidates for licensing as public accountants will invariably have been involved in a multitude of
professional tasks that will vary considerably among them depending on their particular environment and
the nature of their employment history. For example, with respect to competency TK:IT:02 Designs and
evaluates financial system platform (where the proficiency level expected of the newly qualified public
accountant is B), those candidates with practical experience in small private or public organizations will
likely need to function at the A proficiency for this competency, as they will often be the person with final
responsibility for the financial system. Those newly qualified public accountants employed in large private
or public corporations are more likely to have their work on this competency reviewed by a more senior
member within the organization prior to its finalization (a B proficiency level). With respect to varying
environmental situatons, there is no fione size fits all. o Profici
competencies should set out what should be reasonably expected of the newly qualified public
accountant.

Reading the Competency Matrix and Competency Charts

As noted in the previous section, the competencies are organized into two categories:
e Pervasive qualities and skills which all public accountants are expected to exhibit at all times; and

e Specific technical competencies, in which all public accountants must attain a required level of
proficiency to earn their public accounting licence.

The Competency Matrix on pages 13 to 18 provides a summary of the competencies including their
classifications (e.g., core or non-core for the certification level, and whether they are core for public
accounting). The Matrix provides the Competency Tags and Statements, and the associated levels of
proficiency.

The Competency Charts beginning on page 19 describe each of the competencies individually. The

charts identify the competency by tag, by PACAR tag where applicable (in brackets after the competency

tag), and by competency statement. Each chart also provides: i) a list of associated tasks that provide a

comprehensive description of the public accountant quality or skill, and ii) a set of specific examples to

provide illustrative descriptions of the specific actions or the kind of evidence that one would expect the

public accountantds behaviour to demonstrate. Mote t ha
newly qualified public accountant is clearly indicated. Candidates are encouraged to refer to the

definitions of these proficiency levels on page 8.



With respect to each of the seven categories of technical competencies presented, in addition to the list of
tasks and specific examples to describe and illustrate the competency at the level of proficiency expected
of a newly-qualified public accountant, each category also includes:

e Examples of the proficiency levels for a sample competency or set of competencies, illustrating
situations the newly qualified public accountant might expect to encounter and the underlying
knowledge being relied on. These situations also provide candidates for licensing with samples of
the types of scenarios they may encounter in their examinations and evaluations for licensing;
and

e Alist of the knowledge underlying the competency, referred to as a Knowledge Reference List.
This list identifies the knowledge that candidates gain through their undergraduate, graduate,
and/or professional education, and/or through their working experience with recognized training
offices. The list is intended to help candidates ensure they understand the knowledge they must
acquire to prepare themselves for the challenges of qualification.

These two resources are described below.
Proficiency Level Examples

At the end of each of the seven technical competency sections, examples are provided to help candidates
understand the different expectations at each proficiency level. In each of these examples, the particular
proficiency level expected of the entry-level candidate is identified (either A, B, or C). In addition, in order
to assist the candidate in differentiating between the expectations of the three proficiency levels, each of
these examples also includes the expectations that would otherwise be expected if the proficiency level
were different than the one associated with the particular competency. That is, if the entry-level
proficiency for the particular competency in an example is B, the example will also include expectations at
the proficiency levels for A and C to assist the candidate in understanding the differences.

The Public Accountant Knowledge Base

The competency-based approach to qualification of public accountants recognizes that knowledge is
necessary but not sufficient for performing professional services. For knowledge to become a public
accountant competency, the public accountant must be able to apply this knowledge in practise. They are
also required to integrate their technical competencies with those competencies that reflect the pervasive
qualities and skills described above.

The acquisition of the appropriate knowledge base is, however, critical for success. Public accountants
acquire knowledge that encompasses the economic, legal, and business environment in which
businesses and other organizations operate, and knowledge such as generally accepted accounting
principles and current tax regulation, directly related to one or more competencies.

Candidates acquire knowledge throughout the public accountant qualification process, through academic
programs and work experience, and from reference materials, teachers, and other professionals who may
provide information and advice.

Understanding the Knowledge Reference Lists

To help candidates identify knowledge integral to the competencies they are expected to demonstrate, a
Knowledge Reference List is included for each specific competency area. This list outlines the knowledge
that underlies each specific competency area. Generally, candidates can use this list as a guide to ensure
they have identified the appropriate material underlying the specific competency areas.

The information in the knowledge reference lists reflects various sources, including the CICA Handbooks,

CGA-Canada Public Practice Manual, and other professional publications, the Income Tax Act, textbooks,
and academic and trade journals. Candidates are encouraged to access similar sources to further their
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breadth and depth of knowledge.

The Knowledge Reference Lists include individual topics of knowledge under the specific competency
area where they are most relevant, or most strongly identified. This does not mean that this knowledge is

relevant to only that area. In many instances, knowledge is relevant to two or more areas. So, for

example, Finance knowledge topics are all listed under the Finance section; they may, however, also be
relevant to Financial Accounting and Reporting or Assurance.

The Competency Matrix: Competencies Expected of Public Accountants

Level of

Competency tag Competency statement Proficiency Page

GM:COMM:01 Expresses ang exchanges information in a clear and concise A 20
manner * A

GM:COMM:02 Ensures that .|nformat|o'n is communicated to the appropriate A 21
people on a timely basis*

GM:COMM:03 Selects an appropriate medium to convey information, ideas, A 29
and results*A

GM:COMM:04 Prgpares a wide variety of_ reports f_or specific purposes A 29
usingclear,c ommuni cati ve, and pr ol

GM:COMM:05 Listens, encourages feedback, and follows up to ensure that A 23
communicationsarec |l ear |l y under st ood?

GM:COMM:06 Facilitates resolution betwe A 24

GM:COMM:07 Maintains positive, productive relat|onsh_|ps with clients, A o5
stakeholders, colleagues, s uper vi sor s, and

GM:COMM:08 Structures external cor_nmum*catlons to project an B o5
appropriate corporate image

GM:COMM:09 E_nsurgs conﬂdentlallty with respect to organizational or A 26
clientinformationandd at a * A

LEAD:COACH:01 Provides gw_dqnce, direction, and motivation when assigning A 26
tasks or assisting staff*
Ensures that all staff have clearly defined job descriptions,

LEAD:COACH:02 | goals, and objectives to ensure that all are aware of their A 27
duties and have a basis for evaluation*

. . Evaluates staff performance and provides constructive

LEAD:COACH:03 feedback to enable staff to achieve their potential* A 21

LEAD:COACH:04 Provides career planning and cqgchlng resources tolhelp B o8
prepare staff for future opportunities in the organization*

LEAD:COACH:05 Encourages s}aff contribution of ideas to improve systems B o8
and work environments*

LEAD:COACH:06 | Advises on managing performance* B 28

LEAD:0S:01 B 29

Contributes to the organizat
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Level of

Competency tag Competency statement Proficiency Page
initiatives*

LEAD:OS:02 Assum_es leadership at the appropriate pha;es of planning, A 30
action, and evaluation*A

LEAD:0S:03 Recogn'|zes and takes action on opport.unmes to combmi B 31
professional resources through partnering arrangements

LEAD:OS:04 ant_rlbgtes to development of organizational vision and B 31
mission

LEAD:OS:05 Implements and manages change in the organization 32

LEAD:PA:01 Plans, |l eads, and guides pr o 32

LEAD:PA:02 Plans and manages projectstos uccessf ul con 33
Effectively manages the practice with attention to

LEAD:PA:03 administrative responsibilities, staff coaching and A 34
devel opment, practice econon

LEAD-TEAM:01 Leads team member_s to su§ta|n and_ enh_ance tr*1e A 35
organizationds vision

LEAD:-TEAM:02 Bu"di and motivates high-performance teams to achieve A 36
goals

LEAD TEAM:03 Delegates work and supervises staff to maximize individual A 37
strengths and develop team members*

LEAD TEAM:04 Invites and accepts constructive input and feedback from B 37
team members*

LEAD-TEAM:05 Al_erts others to the need for specific changes in the way B 38
things are done*

LEAD:TEAM:06 Manages stress within the team* B 38
PROF:CLIENT:01 Ant|C|pates and meets the needs and expectations of . A 39
internal and external client
PROF:CLIENT:02 Applles client focus, recognizing gnd pbservmg‘the need for A 20

independenceando b j ecti vity*A
PROF-CLIENT:03 Represents cI|_entso‘|nterest A a1
standardsandr egul ati ons* A
PROF:ETH:01 Applies professional ethical A 42
PROF:ETH:02 Exercises consistently high A 43
PROF:ETH:03 Protectsthepubl i ¢ i nterest*A A 43
PROF:ETH:04 Pl ans and exercises due dili A 44
PROF-ETH:05 Assesses and advises on the B a4

privacy of personal and corporate information*

27-




Level of

Competency tag Competency statement Proficiency Page

PROF:ETH:06 Demonstrates professional co A 45

PROF:ETH:07 Maintains and gnhances the reputation of the Association A 45
and the profession*

PROE:INT:01 Aggregat?s mformanon from a vanety of sources to obtain A 46
the Abig picturedo*A

PROFE:INT:02 Builds re_Iatlopsh|ps across functional areas an*d synthesizes A 26
or combinesideasandappr oaches* A

PROF:INT:03 !dentnﬂgs implications and extends solutions beyond the A 47
immediate or short-t e r m* A

PROF:INT04 Applles cross-func_tlonal technical knovyledge to create A a7
integrative solutions*A

PROE:PD-01 I_Engages in continuing professional development as a A 48
lifelong process*

PROE:PD:02 Acqum_es and malr_ltams know!edge and skills in financial and A 49
nonf i nanci al fields*A

PROF:PD:03 Develops and_ uses mter.- and intra-professional netwqus to A 50
enhance servicetoc | i ent or organi zat

PROF:PD:04 Applies new Iearmng to the benefit of clients or the A 50
organization*A

PROE:PD:05 Assesses profes_smnal priorities and manages own time and A 51
resources to achievet h e m* A
Uses a systematic approach to problem solving from

PROF:PROB:01 identifying the problem to developing and reporting A 51
recommendati ons*A

PROFE:PROB:02 Defines and formulates problems within a clear purpose, A 57
frame of reference,ands c op e * A

PROF:PROB:03 Collects, ;elects, verifies, and evaluates information relevant A 53
tothe definedpr ob |l e m* A

PROF:PROB:04 | Analyzes data for patterns, relationships, and tr en A 55

PROE:PROB:05 Assembles f|nd|_ngs qnd conclusmns_to form a sound basis A 56
for decision making®*A

PROE:PROB:06 Considers alternative sol_utlons and shapes A 57
recommendati ons*A

PROF:PROB:07 As requ!red, sets in motion a process of consultation leading B 58
to decision*

PROF:SELF:01 Acts within the scope of pr o A 58

PROE:SELE-02 Knows when and how to refer to other professionals and A 59

experts*A




Level of

Competency tag Competency statement Proficiency Page

PROF:SELF:03 Applies professional skeptic A 59

PROF:SELF:04 Eval uates own professionali s A 60

TK:AU-01 Evalu?t‘es and consults on th A 61
needs™*A

TK:AU:02 Determines the scope of the A 62

TK:AU:03 Determines or advises on whether to accept the A 62
engagement A

TK:AU:04 Determln_es the assurance engagement resource A 63
requirementsA

TK:AU:05 Adapts_ programs or plans in response to new and/or A 63
emerging professionalst andar ds * A

TK:AU-06 _Evaluates risks and business issues to determine their A 64
i mpact on the engagement*A
Identifies, evaluates, and advises on internal control system,

TK:AU:07 and communicates weaknesses to the appropriate level of A 65
the organization*A

TK:AU:08 Advises on the de5|gn and implementation of new or . A 66
enhanced internal control s*A

TK:AU-09 Develops and/or modifies appropriate assurance procedures A 67
for an engagement* A

TK:AU'10 Executgs the assurance program or plan in accordance with A 68
professionalst andar ds * A

TK:AU11 Analyzes and documents the evidence and results of the A 69
assuranceengagement * A

TK:AU:12 Develops conclusions and prepares an assurance report or A 70
l etter*A

TK:AU'13 Develops and advises on a framework for detection of A 71
fraud*A

TKEA:01 Formulates, apalyzes, ar_1d processes transactions in A 76
accordance with professionals t andar ds and

TK'EA:02 Researqhes, evaluates, and advises on the appropriate . A 77
accounting treatmentforc omp |l ex transact.

TK'EA:03 Intgrprgts and advises on th A 78
obligations*A

TK:FA:04 Ensures the reliability of f A 78

TKEA:05 Documents and m.amtams supporting information for A 79
transactions and events*A

TK:FA:06 Prepares financial statement A 79




Level of

Competency tag Competency statement Proficiency Page

TK:FA:07 Prepares,*analyzes, and interprets financial performance A 80
measures

TK'EA:08 Evaluates apd advises on aqcountlng poI|C|es and A 80
procedures in accordance with professionalst andar d

TK'EA:09 Adapts .poI|C|es and prcicedures in accordance with B 81
professional standards

TK:FA:10 Designs financial accounting and related systems* B 81

TKEA:11 Evaluates and a*dvlses on financial accounting and related A 82
systems?*A

TK-EA12 Adapts fmqnmal accounting systems in response to current B 82
and emerging developments*

TK:FN:01 Develops and administers budgets* 86

TK:FN:02 Develops financi al forecasts 87

TK:FN:03 Manages cash flow and working capital* 87

TK-EN:04 Idgljtlﬁes, ana_lyzes,_ an_d adwses_on f|na_nC|aI instruments to B 88
minimize the financial risk of the issuer, investor, or lender*

TKEN:05 Advises on_and arranges flrlancmg to meet thf B 88
organi zationds goal s

TK:EN:06 Adwse_s onlthe capital structure of the organlzatlop to A c 89
maxi mi ze the wluegani zati onos

TK:FN:07 Advises on financial implications of operational strategies* A 89

TK:EN:08 Prepares or evaluates business cases or financial B 90
proposal sA

TK:FN:09 Assesses the value of a business C 90

TK:EN:10 Evaluates qnd adwsgs on growth str_ateg|e§ of an . B 91
organization or individual A

TK-EN:11 Evalga_t_es and advises on caplte_ll investments, mergers and B 91
acquisitions, orsaleofabusi ness A

TKEN:12 Identifies f|r_|anC|aI ns_k stratr:zgy and challc_enges in the B 92
organizationds environment*

TK:FN:13 Develops and assesses financial benchmarks 92

TK:FN:14 Assesses or designs a financial risk management strategy 92

TKEN:15 Idgr)tlf}es, _analyzes, qn(_j advises on financial instruments to B 93
minimize risk and theiri mpact on the or g§g

TKEN:16 Monitors the financial risk management, and recommends C 93

and implements changes




Level of

Competency tag Competency statement Proficiency Page

TK:GEN:01 Develops and prepares business plans* B 100

TK:GEN:02 Analyzes{ advises on and implements business processes B 101
and functions*

TK:GEN:03 Advises on busmess*dgmsmns in the context of the legal A 101
framewor k*A

TK:GEN:04 Prepares and advises on contracts structure and c 102
enforcement

TK:GEN:05 _Leads and ma?ages various business systems and process B 102
Improvements

. . Recognizes market factors and adapts business decisions to

TK:GEN:06 the context ofthe o r g a n i zsactoi aodnindlustry* B 103

TK:GEN:07 Adwses_on business d_e_C|S|0ns in _the context of larger C 103
economic and geo-political conditions

TK:GEN:08 Il dentifies and analyzes risk A 104

TK:GEN:09 Implements and advises on measures to mitigate r i s k * A B 104

TK:GEN:10 Advises on the development of business continuity planning* B 105

TK:GEN:11 Advises on issues of corpor a A 106
Evaluates the outcomes of business activities and processes

GM:MEAS:01 against objectives and benchmarks, and advises on further B 107
action*
Researches, proposes, and implements models to enhance

GM:MEAS:02 the effectiveness of performance measures and standards in C 107
relation to an organization©

GM:MEAS:03 Coordinates the implementation of performance measures B 108
and standards*
Establishes a performance measurement architecture to

GM:MEAS:04 ensure that local performance measures are linked to C 108
strategic goals and corporate objectives

GM:MEAS:05 Measu_res, evalggtgs, and reports on the effects of change B 109
on business activities and processes*
Designs, evaluates, and reports on internal control systems

GM:MEAS:06 to ensure that management information is complete and A 110
accurate*A

GM:MEAS:07 Conducts business process reviews of existing systems, . B 111
processesand controlswi t hin the organi
Identifies and evaluates strengths, weaknesses,

GM:PLAN:01 opportunities, andthreatsa s soci at ed wi t h B 112

operational and administrat i ve pr ocesses?*/
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Level of

Competency tag Competency statement Proficiency Page
GM:PLAN:02 Prepares, analyzes, anpl adV|se§ on str?tegw information to. c 112
developanor gani zati onds operatid

Articulates the requirements and expected performance of

GM:PLAN:03 t he or g a opematenalplamtdtee appropriate B 113
stakeholders*
Identifies key steps, milestones, and critical systems that are

GM:PLAN:04 needed for the success of changes to business activities, C 113
processes, and operational plans

GM:RES:01 Evaluates gnd adwsgs on trje implications of an B 113
organi zati oredogrcegfccess to

GMRES:02 Identl_ﬂes and evaluates the social costs and benefits (_)f C 114
securing resourcestome et t he organi zat
Evaluates and advises on how resource availability affects

GM:RES:03 t he or g a busireastfunaiong, processes, and B 114
administrative procedures based on planning*

GM:RES:04 Artlculates t he organlzatl_on B 114
implementsaplanforr esour ce all ocatio

TK:IT:01 Uses technol ogi cal tool s in A 120

TK:IT:02 Designs and evaluates financial system platform* 121

TK:IT:03 Al'igns | T strategy with the B 121

TK:IT:04 Iden_tlfles organl_zat|onos_IT B 122
processing, control,andr e porting require

TK:IT:05 Evaluates_ advances in technology and their impact on the B 122
organization*

TK:IT:06 Advises on fmanmal implications of IT acquisitions and B 123
vendor selection*

TK:IT:07 Advises on the development of IT strategy* B 124

TK:IT:08 Adwsr—__\s on the design, development, and implementation of B 125
IT projects*

TK:IT:09 Makes recom_me_ndatlons_ fco safeguard IT_ assets S0 as to B 126
ensure organizational ability to meet business objectives*

TK:IT:10 IF\)/II:ES recommendations and develop IT disaster recovery B 126

TK:MA:01 Assesseg and advises on p:arfprmance measurement A 132
requirements*A

TKMA:02 Designs, evalwuates, and advi B 133
performance measurement system*

TK:MA:03 Adapts performance measures* B 134
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Competency tag Competency statement Proficiency Page
Monitors accuracy of performance measures with respect to

TK:MA:04 corporate strategy and orientation and proposes B 134
adjustments, if required*

TK:MA:05 Recommends organizational |mpr0veme*nts based on results B 135
from performance measurement system

TK:MA:06 Designs zind prepares special reports for decision-making B 135
purposes

TK:TX:01 Determines taxpayeros tax |i A 140

TKTX:02 Determines tf)gpayeros taxati A 140
and exposure*A

TKTX:03 Evaluates tax |mpI.|cat|ons of proposed and completed A 141
transactions*A

TK:TX:04 Ensure cpmphance with all taxation reporting and filing A 141
requirements*A

TK:TX:05 Analyzes and advises on tax B 142

TKTX:06 Reviews, advises on, and replies to assessments and re- B 142
assessments*A

TKTX:07 Adw;e_:s on and provides support for objections, appeals, c 142
and litigation

TK:TX:08 Designs and advises on international tax planning C 143

Note: Competency statements marked with an fi*0o are consi
competency statemehd sconvaered am towiublic Accoantiry.

The Competency Charts: Competencies Expected of Public Accountants

I. Competencies that reflect the Pervasive Qualities and Skills

As noted previously, pervasive qualities can be thought of in terms of the interrelated areas of
professionalism and ethical behaviour, personal attributes, and professional skills. These competencies
are identified by the following prefixes:

PROF:ETH; PROF:CLIENT; PROF:PD; PROF:SELF; PROF:PROB; PROF:INT; GM:COMM,;
LEAD:COACH; LEAD:OS; LEAD:PA; or LEAD:TEAM.

Ethical Behaviour and Professionalism

Whether recently qualified or highly experienced, all public accountants are required to abide by ethical
values and conduct themselves professionally. Acting with integrity, through adherence to these values, is
fundamental to the professionds commitment to excell en

Integrity means acting ethically and honestly, carrying out all work in an objective frame of mind and
maintaining independence, both in fact and in appearance, when providing independent services.
Integrity also means that public accountants raise and address issues regarding stewardship d thatis,
the discharge by management of its stewardship responsibilities to those who have provided resources to



an entity. Public accountants have an obligation to assess, through enquiry and/or observation, that
management is being accountable in addressing issues of stewardship honestly and to the level of its
ability when making decisions or reporting information.

It is this commitment to integrity in everything that public accountants do that earns them their reputation
for trustworthiness, and the confidence of clients, employers, and the public at large.

Personal Attributes

Public accountants are expected to possess and exhibit certain personal or individual attributes. The

commitment by the public accounting profession to be leaders requires public accountants to foster

individual characteristics that are vital to fulfilling this commitment. Thus, public accountants take

responsibility for maintaining their own professional competence by keeping abreast of new

developments and for managing their own careers. They know their own limitations, and use professional

judgment in deciding when to involve specialists and other professionals. They exercise initiative without

prompting; they strive constantly to add value; they think creatively; they are adaptable. These individual

attributes manifest themselvesin al |l the public accountantés profession:
his or her career.

Professional Skills

Professional skills encompass the creation, analysis, evaluation, and synthesis of information and ideas;

problem-solving and decision-making skills; communication skills, skills entailed in providing services and
in managing and supervising; and proficiency in technology. They are vital to the professional success of
public accountants.

The pervasive qualities and professional skills are closely integrated with the specific technical
competencies (Assurance, Taxation, etc.), because they are critical to the execution of these
competencies. Professional judgment is a required element in the development of these professional
skills. As public accountants gain experience, their professional skills will grow in breadth and depth.

GM:COMM:01 Expresses and exchanges information in a clear and concise manner*
Level A

Tasks Specific examples

A Considers and confirms the purpose and uses A  Candidate writes in an organized and logical
of the communication, the audience, and the manner so that the full intent of the message
context, and uses this to guide the content, can be received.
scope, and tone of the discussion, A Candidate gathers and exchanges information
presentation, or written communication. ina meeting with the client and drafts a

A Considers the audience requested project proposal.
knowledge, and uses this to guide the amount A Candidate explains technical information to
of background information, speed of clients or management in clear, plain language
presentation, and level of detail, and the at the level appropriate for the audience.

~ appropriate level of support or evidence. A In meetings or presentations, candidate

A Ensures discussions, presentations, and speaks at a reasonable pace, speaks clearly,
written communications are well structured and and pauses to allow for feedback, clarification,

~ organized. and questions.

A Writes and speaks clearly and concisely, A In written communications, candidate provides
focusing on the information to be conveyed to a means for the receiver to follow up for
meet the audienceds ne clarification if needed.
and engaging manner.

A Makes every reasonable effort to ensure the
receiver of the communication understands the




A

intent of the message being conveyed.
As appropriate, provides supporting

documents, handouts, and visual aids to assist

in the effective exchange of information and to
help attendees prepare for meetings and
presentations.

GM:COMM:02 (BO1)

timely basis*

Ensures that information is communicated to the appropriate people on a

Level A

Tasks

A

A

Proactively determines to whom information
should be communicated.

Supplies information to appropriate parties
without prompting.

Meets deadlines to supply information as
requested.

When collaborating with a project or
engagement team, ensures that all team
members have a full understanding of the
background information, current issues, and
their role, to enable them to be an effective
contributor.

Ensures that significant items are
communicated to management and/or those
with oversight responsibility for the financial
reporting process (i.e., the audit committee) as
required to meet professional standards.

At the end of discussions, presentations, or
meetings, confirms conclusions and action
items and follows up promptly.

Identifies restrictions on the distribution or
dissemination of confidential or sensitive
information or documents, and controls
communications accordingly to avoid
unauthorized access or distributions.

Specific examples

A

Controller provides financial budgets and
statements to the Board of Directors on a
timely basis.

Public practitioner provides instructions for
filing deadlines and procedures to clients on a
timely basis.

Auditor discusses relevant audit findings with
management and the audit committee, such
as the effectiveness of controls, fraud or illegal
acts, and related party transactions.

Auditor discusses the nature ofthe c | i en
business and itdéds curr
performance with the audit team and ensures
they understand the client, the engagement,
and their role.

Presenter has attendees sign non-disclosure
agreements prior to discussing sensitive
information.




GM:COMM:03 Selects an appropriate medium to convey information, ideas, and results*
Level A
Tasks Specific examples

A Considers whether an oral or written
communication is most effective for the
circumstances, and whether one-way or
interactive delivery is more appropriate.

Carefully selects the appropriate method to use
to convey the information, ideas, and results,
considering factors such as the intended
purpose and uses of the information, the needs
of the expected users, and the time and
resources available.

Uses graphs, charts, and other visuals as
appropriate.

Distinguishes between appropriate use of
different forms of communication (email,
memos, letters, formal or informal reports,
presentations, telephone) and considers
whether electronic or hard copy distribution is
more appropriate.

Is familiar with using software, for example,
spreadsheets and presentation creation.
Considers what language(s) the
communication should be in to best serve the
usersd needs.

A Candidate carefully considers the audience to
which the message is directed (for example,
number of people receiving message, technical
levels of recipients, position within
organization).

Candidate chooses to telephone for more
personal follow-up with a client or colleague,
but chooses written communications to ensure
formal communications are adequately
documented.

Candidate appropriately summarizes
information in a report using graphs and charts
to improve understandability and usefulness of
information.

Candidate emails a longer memo as an
attachment, but includes key points in a simple
inline text message to improve usability for
clients working remotely with PDAs.

Candidate prepares a presentation for clients
orcoll eagues, including
notes, and identifies what information should
be provided as handouts for the audience.

GM:COMM:04 (A13)

Prepares a wide variety of reports for specific purposes using clear,

communicative, and professional language*

Level A

Tasks
A Identifies the intended purpose and uses of the
report, the needs of the expected users, and

the time and resources available.

Decides the appropriate type of report for the
information needed to be conveyed (e.g.,
auditords report, man a
report, financial report, academic paper).

Uses a logical structure and includes the
appropriate detail, breadth and depth of
background information and new content.
Prepares the report using the appropriate tone
and level of technical detail for the intended
audience.

Includes the appropriate level of support or
evidence, and organizes supporting tables and
appendices to provide the most utility for
readers.

Includes appropriate visual aids to assist in
conveying information (e.g., graphs, tables,
diagrams, etc.).

Specific examples

A Auditor prepares a management letter
recommending i mproveme
internal controls.

Auditor prepares appropriate audit report.

Auditor considers the appropriate technical
level to use when communicating with the audit
committee.

A
A




GM:COMM:05 (B02)
are clearly understood*

Listens, encourages feedback, and follows up to ensure that communications

Level A

Tasks

A When exchanging information, listens actively
to ensure understanding; confirms information
and seeks clarification where necessary.

A Seeks out questions and feedback from clients
and/or supervisors, and takes action to make
improvements based on feedback received.

A During discussions, seeks input and feedback,
and incorporates new perspectives, ideas and
suggestions to gain a deeper understanding.

A During the planning of engagements or
projects, ensures tha
perspectives are considered and incorporated.

A Sets aside appropriate time for questions, and
ensures that outstanding issues are resolved.

A Responds to feedback and criticism in a
professional manner, and manages negative or
emotional responses constructively.

A Encourages questions from others and remains
approachable.

A Follows up to ensure that outstanding

guestions or issues are resolved, and that a
mutual understanding has been reached
regarding conclusions, next steps, and
timelines.

Specific examples

A Controller actively listens to questions from
subordinates, provides answers or guidance,
and ensures that answers or guidance are
understood.

A Public practitioner follows up with clients to
ensure that instructions for filing deadlines and
procedures were understood and followed.

A Auditor seeks input and perspectives from
team members during the planning meeting,
and incorporates input into the audit plan.
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GM:COMM:06 (B03)

Facilitates resolution between differing viewpoints

Level A

Tasks

A

A

>

>

>

>

>

Identifies the issues to be resolved and the
parties involved.

Implements a system to resolve different
viewpoints and judgmental decisions,
especially with respect to contentious issues
and emotional responses.

Facilitates resolution and consensus through

systematic, impartial analysis and negotiation.

Ensures that the purpose of negotiations is
understood and focuses on the key purpose
when developing a process to resolve the
issue.

Considers situations from the viewpoint of all
relevant stakeholders and facilitates
discussions to probe common interests and
work toward agreement.

Examines and assesses the advantages and
limitations of a variety of resolutions before
making a decision.

Proposes appropriate compromises or
concessions when necessary.

Confirms decisions reached and ensures
adequate documentation.

Assigns responsibilities for action items and
follows up to ensure completion.

Specific examples

A CFO resolves budget allocation conflicts by
impartial evaluation and prioritization of
departmental initiatives.

A Public practitioner resolves fee disputes with
clients by explaining the need for sufficient,
quality work.

A Tax auditor resolves questions regarding
appropriate tax treatment through research and
application to a specific fact pattern.




GM:COMM:07 Maintains positive, productive relationships with clients, stakeholders,
colleagues, supervisors, and staff*

Level A
Tasks Specific examples
A Maintains a positive and productive attitude A In all dealing with clients, stakeholders,
and relationship in all professional dealings. colleagues, supervisors, and staff, candidate
A Considers the needs of internal and external endeavours to keep a positive outlook at
stakeholders when making decisions. meetings, in daily conversations, and dealing
A Considers ways to ensure that external ~ both internally and externally.
communications meet the information needs of A Candidate maintains a positive tone in written
external stakeholders such as shareholders, communications.
creditors, and clients. A Candidate respects cli
A Actively listens to the opinions and views of and negotiates a suitable schedule and budget.
others, and endeavours to be empathetic when A  Candidate focuses on building rapport with
considering issues from their perspective. clients and/or coworkers when beginning a new
A Projects a professional image and treats others engagement or project.
fairly and with respect. A Candidate considers the needs of all financial
A Negotiates win-win solutions based on the statement users when setting presentation and
interests and positions of each party. _ disclosure policies.
A Determines the extent of collaboration A Candidate builds a strong professional
necessary for an engagement, and relationship with the
collaborates effectively with colleagues, client lawyers, etc.

personnel, external experts, and other
stakeholders.

A Builds rapport with client personnel and
coworkers.

A Accepts and gives constructive criticism.
A Presents positive solutions wherever possible.

GM:COMM:08 Structures external communications to project an appropriate corporate image*
Level B

Tasks Specific examples

A In all oral and written presentations maintains A When being interviewed or questioned,
the corporate image. candidate is careful to protect the

A Recognizes limits of authority to represent the ~organit za tionds i mage |
views of the organization. A Candidate gives honest replies but withholds

A Maintains professionalism in dealing with ~ confidential or proprietary information.
others. A In written replies, candidate carefully considers

A Does not denigrate the organization by each statement made to protect the
unacceptable responses in oral or written o organit za tirondos | mage.
situations. A Always bears in mind that written replies can

A Recognizes the role of be reproduced by others at a later time.

communication strategy in meeting the needs
of current and potential investors, analysts,
fund managers etc., and considers these
stakeholder needs when structuring
communications.




GM:COMM:09 (BO5) Ensures confidentiality with respect to organizational or client information and

data*
Level A
Tasks Specific examples
A Understands and adheres to the confidentiality =~ A  Controller develops internal policies to ensure
requirements of the CGA-Canada Code of that sensitive information is only available to

Ethical Principles and Rules of Conduct as they those who are appropriately authorized.
~ pertain to client and employer information. A Public practitioner ensures that client
A Understands and complies with relevant confidentiality is not jeopardized when

privacy legislation (e.g., Federal Privacy Act, discussing matters with colleagues.

PIPEDA, Freedom of Information and A Auditor explains to staff the risks of accidental
~ Protection of Privacy Act). disclosure of client information, and reviews
A Assesses intentional and unintentional risks to policies with respect to emailing, faxing, and

confidentiality, and takes action to mitigate discussing client information in public.

risks.

A Ensures adequate protection of client and
internal information, using electronic and non-
electronic means.

LEAD:COACH:01 Provides guidance, direction, and motivation when assigning tasks or assisting
staff*
Level A

Tasks Specific examples

A When assigning staff/team members, provides A In assignment of staff/team members,
appropriate guidance and direction, including candidate carefully reviews the processes
orientation, providing and explaining required in the tasks involved, ensuring that
information, on-the-job training, and ongoing each team member is comfortable with the
support. tasks at hand.

A Provides motivation for staff/team members in A Candidate provides information to subordinates
introducing them to their tasks. in a positive manner, pointing out interesting

A Confirms that each team member understands aspects of the work and the significance of the
the requirements of their assigned tasks, and task to the overall project to encourage their
has all of the resources (e.g., skills/expertise, interest and enthusiasm.

information, materials, technological resources,
financial resources, time) needed to complete
the assignment successfully.

A Is open and approachable, and encourages
questions from staff to ensure understanding.




LEAD:COACH:02

Ensures that all staff have clearly defined job descriptions, goals, and

objectives to ensure that all are aware of their duties and have a basis for

evaluation*

Level A

Tasks

A Ensures that all staff/team members have
clearly defined job descriptions that are fully
understood.

A Ensures that the objectives and outcomes of

Specific examples

A

the task are carefully expressed and it is clearly A

shown that the success of the project rests on
every team member reaching those goals and
objectives.

A Ensures that t
a basis for evaluation.

he staf

f A

In determining the distribution of work,
candidate ensures that clear job descriptions
are drawn so that the staff/team members will
have no doubt as to what is required of them.

In assigning the work, candidate ensures that
each of the staff/team members understand the
goals and objectives of the task and the overall
picture of the organization.

Candidate ensures that the job description and
arrangement of staff m
evaluated, for example, clear outcomes of
processes and clear delineation between tasks
of similar functions.

LEAD:COACH:03

to achieve their potential*

Evaluates staff performance and provides constructive feedback to enable staff

Level A

Tasks

A Evaluates
an objective manner.

A Practices constructive criticism.

A Regularly provides both positive feedback and
suggestions for improvement to staff/team
members in an honest, straightforward, and
timely manner.

A Uses evaluations to identify new professional
development needs for staff members, and

Specific examples

A

A

A

uses assignments as a means of providing new

development opportunities, in discussion with
staff members.

A Ensures staff performance appraisals are
completed regularly (e.g., at the end of each
project or engagement, and/or at regular time
intervals).

staff/team m A Evaluates stafffteam members based on

measurable and objectively assessable criteria.

In evaluating staffteam members, points out
strengths and weaknesses, areas where
improvement can be made, and does so in a
diplomatic and uncritical manner.
Considers staff
performance evaluations.

When criticism of a staff member is necessary,
candidate takes care to focus on the behaviour
and its effects and not on the personal
characteristics or criticism of the person.

Is careful not to raise personal issues which
could be a subject for the Charter of Rights and
Freedoms, unless discussed with supervisor
and legal counsel is sought for advice on what
action to take. For example, tardiness by a staff
member because of a religious rite that is
important to their beliefs.

Endeavours to discuss problems in a positive
way, encouraging the staff/team members to
react in a positive manner.

member
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LEAD:COACH:04 Provides career planning and coaching resources to help prepare staff for
future opportunities in the organization*

Level B
Tasks Specific examples
A Assumes a mentor role for less experienced A Candidate mentors junior staff, providing
professional staff. honest and open advice on career
A Evaluates and encourages professional ~ opportunities and staff progression.
development opportunities for staff members. A Candidate distributes information received
A Assists staff members with deve|opment and about the local professional and educational
ongoing revision of career plans and goal ~ programs.
setting. A Candidate discusses with staff/team members
possible seminar attendance on subjects
related to the organization or client base.
LEAD:COACH:05 Encourages staff contribution of ideas to improve systems and work
environments*
Level B
Tasks Specific examples
A Ensures each staff/fteam member that ideas A Candidate openly solicits suggestions for
and suggested improvements are welcome. system or work environment improvements.
A Establishes a suggestion system for staff A Candidate establishes an anonymous
members. suggestion system.
A Rewards and recognizes ideas and A In evaluating suggestions, candidate gives full
suggestions. consideration to suggestions from all team
A Contributes to policies and procedures that ~ members, and responds to suggestions.
encouragee mpl oyees t o fit hi A Candidate ensures that staff members receive
and strive for positive changes that support the recognition for their ideas and that they are
strategic goals and mission of the organization. rewarded as appropriate.
LEAD:COACH:06 Advises on managing performance*
Level B
Tasks Specific examples
A Evaluates the organi zaA Candidate makes apreliminary assessment of
respect to staff and management performance. compensation and reward policies for
A Performs a preliminary analysis of the extentto ~ management group.
which reward and compensation systems A Candidate devises performance measures
encourage staff and management to meets the such as financial ratios to assess the
organi zationds perfornm performance of management.
A On a preliminary basis, evaluates/advises on A Candidate determines appropriate measures of
decision-making and accountability processes, quality, output, and productivity.
to ensure understanding of performance A Candidate advises on measures to assess
objectives, expectations, roles and human relations activities and employee
responsibilities, and levels of authority. satisfaction.
A Assists with improving methods for measuring A Candidate advises on measures to assess
the performance of managers. customer satisfaction.
A Determines means to enhance management A Candidate performs an assessment of training
performance through coaching, training, and needs and consults with outside experts on
Incentives. ways and means for coaching and training

managers.
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LEAD:0S:01 Contributes to the or gaintiatvest i onds st
Level B
Tasks Specific examples

A ls attentive and awareA
strategic planning initiatives, and is committed
to identifying opportunities for new or modified
strategic initiatives and plans.

A Identifies strategic issues and makes
suggestions for improvements and changes by
drawing on knowledge of the organization, its
industry or sector, and general economic
trends, among other factors. A

A Gives due consideration to both the goals of
the organization and the needs of its
stakeholders when evaluating issues. )
A Understands the connection between the A
organi zationdbds strateg
environment, and uses an understanding of
operating environment factors (such as critical
success factors and market factors) to identify
considerations when evaluating an
organi zationdés strateg

Candidate considers the strategic goals and
objectives of the organization and considers
suitable ways and means to advance
suggestions for review by the
client/management, for example, a major
change suggested in organizational policy
regarding acquisition of product from foreign
suppliers.

Candidate considers all facets of suggestions
made so that management will receive the full
intent of the improvement or change
suggested.

Candidaterevie ws t he organi z:
plan and discusses key items with department
managers to link the plan to organizational
performance.




LEAD:0S:02 (A16)
evaluation*

Assumes leadership at the appropriate phases of planning, action, and

Level A

Tasks

A Recognizes internal and external situations that
require a leadership role (e.g., internally with
engagement teams and externally with clients).

A Assumes responsibility for ensuring the

efficiency and effectiveness of the engagement.

A Demonstrates an appropriate leadership style
(e.g., encourages teamwork, considers input
from various stakeholders, motivates team
members, recognizes team member
achievements, displays enthusiasm, creates
synergy).

A Closely monitors progress of engagements and
takes prompt corrective action as needed.

A Determines the appropriate course of action
and directs the efforts of others to achieve the
desired outcomes.

A Provides a professional role model to staff and
clients by demonstrating an understanding of
the ideas, concerns, beliefs, and motivations of
others, and by maintaining focus on principles
and goals.

A Ensures sufficient debrief at the end of
engagements or assignments to allow for
reflection, evaluation, and assimilation of
lessons learned.

A Leads group processes by determining the
purpose and nature of the group effort or
negotiations, identifying and including the
stakeholders and others from whom input is
needed, ensuring appropriate resources are
distributed to group members, and
facilitating/coordinat i ng t he
through a logical process.

A Confirms and follows up on outcomes and next
steps of group processes, including ensuring
adequate documentation of decisions reached,
and assigning responsibilities for action items.

groufg

Specific examples

A

A

Auditor includes appropriate training and
guidance to staff throughout the engagement.
Auditor assumes a leadership role in client
meeting to ensure client understands the
scope of the engagement and the
responsibilities of each party.

Auditor actively manages the engagement to
ensure it is completed efficiently and
effectively, ensuring that budget estimates and
staff resource allocations are updated as
needed.

When delegating responsibilities, auditor
ensures that staff are adequately trained,
supervised, and supported.

Auditor encourages cooperation between audit
team members, and resolves disputes or
disagreements promptly and fairly.




LEAD:0S:03 Recognizes and takes action on opportunities to combine professional
resources through partnering arrangements*
Level B
Tasks Specific examples
A Considers opportunities to enhance client A Candidate assesses client needs and makes

service and/or extend organization scope by
partnering with complimentary individuals or
organizations.

preliminary recommendations about suitable
areas for partnering to expand service
offerings.

A Considers opportunities internally, for A Candidate evaluates the potential for cost-
collaboration between departments. sharing partnerships such as shared facilities,
A Makes suggestions to management where co-locating IT resources, or pooled purchasing
resource combination may be feasible. arrangements.
A Recognizes and coordinates appropriate A Candidate researches potential partners and
internal and external professional resources. presents evaluation to senior management.
A Focuses on structuring partnering A Candidate organizes joint training initiatives
arrangements to provide good value to both with other firms, clients or suppliers.
the clients and the organization.
LEAD:OS:04 Contributes to development of organizational vision and mission*
Level B
Tasks Specific examples
A Develops a full understanding of the A Candidate evaluates processes to ensure
organizationds vision alignment with organi z
A Contributes to the development of the mission, and suggests and implements
organization6s vision Improvements as appropriate.
with consideration of both the goals of the A If a vision and mission statement exists,
organization and the needs of its stakeholders. candidate considers and suggests
A Evaluates individual or departmental improvements that may be achieved.
performance in terms of alignment with and A If no mission statement exists, candidate works
support for organizati with management to have a statement setting
A Understands the connection between the out the real mission of the organization for
organi zati on éGsonandissi on distribution to all stakeholders.
operating environment, and uses an
understanding of operating environment factors
(such as critical success factors and market
factors) to identify considerations when
evaluating an organi za
vision.
A On a preliminary basis, evaluates the degree of
consistency between the organizational vision
and mission, the operating environment, and
the decision-making processes.
A Manages department or functional area and

makes decisions in line with vision and mission.




LEAD:0S:05 Implements and manages change in the organization
Level C
Tasks Specific examples
A Recognizes the need for change and the A Candidate discusses types of change faced by

importance of change management.

A Considers the impact of change on the
organization and the
respond to change.

o A

A Looks for opportunities for change and
contributes to change implementation.
A Describes processes for making beneficial

changes to policies and procedures.

A During periods of change implementation,
considers the challenges that the organization
will face, and identifies appropriate steps and
change management techniques for
overcoming challenges to ensure changes can
be achieved in a timely manner and without

organizations, and the need for organizations
to adapt to change.

Candidate explains the need for regular update
communication within department during
periods of change.

undue risk.
LEAD:PA:01 Plans, leads, and guides productive and effective meetings
Level A
Tasks Specific examples
A Collaborates with participants to determine A Auditor meets with client audit committee to

when meetings are the most appropriate
means of achieving the purpose.

A Based on the purpose for the meeting,
determines appropriate attendee list and sets A
agenda with appropriate scope.

A Seeks input from participants and collaborates A
as appropriate with respect to scope, specific
agenda items, logistics, resource requirements,
material to be circulated in advance, etc. A

A Chairs meetings and ensures discussions stay
on track and necessary decisions are made
and documented.

A Encourages all participants to provide input and
maintains a positive and productive forum.

A Facilitates discussions and debate to fully
explore differences in opinion and reach
consensus where possible.

A Determines action items and follows up to
ensure completion.

review the report with those having oversight
responsibility for the financial reporting
process.

Candidate sets agenda for department
meeting, based on input from participants.
Candidate chairs department meeting and
ensures agenda is followed to keep meeting on
track.

Candidate documents action items during
meeting with client and ensures all items are
completed.




LEAD:PA:02

Plans and manages projects to successful completion

Level A

Tasks

A

A

> >

>

Recognizes the need for proper planning and
project management.

Defines or confirms the objectives of the
project, the stakeholders involved, the
expected outcomes and deliverables, and the
required deadlines.

Translates project objectives into clear work
plans..

Sets and adjusts time budgets and interim
goals for key project phases.

Acquires and allocates necessary human,
financial, and other resources based on
priorities.

Collaborates with project team and facilitates
ongoing communication and teamwork.
Monitors progress and takes corrective action
as needed.

Reports progress and status to stakeholders
regularly.

Debriefs and documents project outcomes and
lessons learned for the benefit of the team and
for application to future projects.

Specific examples

A

Candidate manages engagement from
planning to completion stage, including setting
budgets, monitoring team progress, adjusting
resource allocations, finalizing the engagement
and corresponding with the client.

Candidate plans and manages the
implementation of a new accounting system
and coordinates with software vendor.
Candidate uses project management tools,
such as PERT and Gantt charts, to plan and
manage the project.
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LEAD:PA:03 (A17)

Effectively manages the practice with attention to administrative

responsibilities, staff coaching and development, practice economics, and

strategic growth

Level A
Tasks
A Develops or contributes to the vision and A
mission of the practice, including its goals,
niche or target market, corporate culture and A

> > >

>

position on social responsibility.

Takes responsibility for practice administration,
economics, and strategic growth. A

Performs general administrative responsibilities
in an organized and diligent manner.

Develops and/or maintains a system of A
financial management for a practice.

Develops and maintains systems to manage
attracting and retaining clients that meet the A
firmds risk and busine
Projects a positive and professional image

when representing their firm. A
Fosters a working environment that promotes a
quality-oriented culture. )
Sets fees at an appropriate level to reflect the A
professional nature of the work required and

ensure high quality

Negotiates fee adjustments with clients as

needed to ensure mutual benefit and collects

fees.

Demonstrates an understanding of appropriate
techniques to recruit and hire competent staff,
includi ng assessing the f
developing job descriptions, promoting the
profession and the firm to potential candidates,
reviewing résumés, and conducting interviews.
Develops and/or maintains a system of staff
coaching, development, performance planning,
and review.

Monitors changing needs of clients and
confirms that the firm
etc., continue to be aligned with the needs of
the clients.

Specific examples

Auditor sets and monitors strategic goals for

the department or firm.

Auditor develops and implements

administrative systems for the firm, such as
time and billing system.

Auditor interviews and hires professional staff

to expand the firm, based on criteria set to
match the firmés needs

Auditor implements a basic customer
relationship management system to better
serve clients.

Auditor develops a st a
training program and encourages all staff to
participate as presenters and attendees.

Auditor monitors team stress levels during busy
season and balances schedules to maintain
morale.

Auditor resists fee pressures from client and
negotiates fees at a suitable level to cover the
time required to properly perform engagement.




LEAD:TEAM:01 Leads team members to sustain and en
Level A
Tasks Specific examples
A l's fully aware of the A Whensourcinganew accounting system,
mission statement, as well as its objectives and candidate recommends requirements for the
goals. new system to provide faster and more

A Conveys to all team members the vision and
mission, as well as the objectives and goals of
the organization and the overriding requirement
to focus on achieving
carrying out the tasks at hand.

Coaches staff to improve alignment between
the organizationbs vis
Sets and monitors project goals in alignment
with organization mission and vision.

Stresses the necessity to be diligent, to carry
out the tasks accurately and correctly within
reasonable time limits.

Encourages team members to seek answers
rather than making assumptions that may be
incorrect.

A Leads by example and ensures that own
actions provide a suitable role model.

> >

>

relevant information for decision-making.

A In briefing team members on the tasks to be
achieved, candidate emphasizes the
connection between the immediate goals and
objectives and the vision of the organization.




LEAD:TEAM:02

Builds and motivates high-performance teams to achieve goals*

Level A

Tasks

A

> >

>

Understands and appreciates how an
organi zationés human
help it to attract and retain quality professionals
capable of meeting
performance objectives and supporting its
vision.

Participates in recruiting and hiring of new
team members based on an assessment of the
skills required and jobs to be performed (e.g.,
assists in recruiting events, screening résumeés,
interviewing candidates, etc.).

Evaluates team members to ensure they have
adequate skills and knowledge to meet their
goals and achieve superior performance.

Considers good management practices in
building teams and fostering cooperation and
teamwork.

Facilitates introductions and ongoing
communication between team members.

Encourages and supports calculated risk-taking
in pursuit of excellence.

Utilizes the resources available in the best
manner possible.

Recommends means of providing
responsibility, challenges, and rewards to team
members.

Recognizes the need to balance short-term
demands and long-term team satisfaction and
performance.

r

Specific examples

A

t he A

A

A

Candidate evaluates current team composition
against project needs and recommends
additional resource requirements.

Candidate recommends the use of cross-
functional teams to encourage cooperation and
increased versatility among team members.

Candidate maintains a positive attitude in
dealing with team members and is available for
queries and advice.

Candidate seeks feedback from team members

and makes recommendations to address
concerns of team members.




LEAD:TEAM:03 Delegates work and supervises staff to maximize individual strengths and
develop team members*

Level A

Tasks Specific examples

A Evaluates team members to assess their A Candidate recognizes the value of delegating
strengths, abilities, and weaknesses. authority and decision-making to team

A Carefully considers tasks to be accomplished members, and delegates authority to lowest
and distributes the work in the most efficient level at which it can be effective.
and effective manner. A At the beginning of each engagement or

A Endeavours to develop individual team project, candidate discusses goals with team
members and utilize their strengths and members and attempts to delegate tasks in a
abilities in the best possible manner, while at way that strikes a balance between efficiency
the same time affording them learning and affording the team members learning
opportunities and new challenges. ~ opportunities and new challenges.

A Super\/ises staff throughout the engagement or A Candidate spends time with new staff members
assignment by, for example, answering their to determine what individual strengths they
questions, reviewing work in progress, bring from previous work experience, in order
discussing their approach and assumptions, to help them apply transferable skills more
requesting periodic updates, asking questions quickly.
to assess their understanding and broaden A When delegating tasks, candidate ensures
their thought process, etc. necessary information, resources and

A Takes particular care to provide adequate equipment are available for team members.
supervision and support for team members
who are taking on new challenges.

A Adjusts level of supervision based on actual
performance

A Provides adequate supervision to ensure
quality of work is maintained.

LEAD:TEAM:04 Invites and accepts constructive input and feedback from team members*

Level B

Tasks Specific examples

A Encourages constructive feedback from team A Candidate encourages team members to
members and uses as a basis for personal express their thoughts without fear of reprisal.
development. A During a project, candidate holds meetings of

A Encourages input from all team members to team members to discuss important ideas.
help solve problems and resolve conflicts. A Candidate actively seeks and acts on

A Encourages new ideas, alternative methods suggestions, ideas, and observations from
and processes, and innovations from team team members.
members. A When team members advance an idea that is

A Gives careful consideration to all suggestions, adopted, gives appropriate recognition to the
ideas, and observations advanced. team member.

A Leads group discussions in a manner that
encourages all to contribute to the discussion,
and facilitates a constructive exchange of
information and opinions to build consensus
and reach decisions.
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LEAD:TEAM:05

Alerts others to the need for specific changes in the way things are done*

Level B

Tasks

A

Challenges assumptions and beliefs to
determine opportunities for change and
innovation, and makes appropriate
recommendations.

When changes need to be made, ensures
others are fully informed as to the rationale for
the change and the implementation plan.

Encourages staff to evaluate and consider
alternatives to the current plans and work
processes, to determine if they think beneficial
changes can be instituted.

Builds trust with the team members to facilitate
change management and increase adaptability
to change.

Specific examples

A

Candidate objectively assesses the prior year
audit program to determine if changes would
be beneficial to improve efficiency and
effectiveness of audit.

Candidate reviews current business processes
and suggests changes to streamline processes
and eliminate unnecessary redundancy.
Candidate explains the reasons for planned
organizational or procedural change in a
straightforward manner to team members.

LEAD:TEAM:06

Manages stress within the team*

Level B

Tasks

A Recognizes signs of stress and is sensitive to
stress within the team.

A Monitors stress levels within the team and
takes action to control and mitigate impacts at
an individual or on a team level.

A Takes action to determine the reason for the
stress, objectively considering views of all
stakeholders involved.

A Mediates interpersonal tensions in the group.

A Takes an active role in difficult situations to
mitigate stress on team members.

A Acquires outside help to deal with stress if

needed.

Specific examples

A

A

A

A

Candidate takes appropriate action to reduce
stress and discuss any problems that have
arisen from the situation

Candidate remains calm, keeps the situation in
perspective, and listens to all persons involved
when mediating conflicts.

Candidate uses humour to diffuse tense
situations.

Candidate reallocates resources and brings in
additional staff to alleviate time pressure.
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PROF:CLIENT:01 (A14) Anticipates and meets the needs and expectations of internal and external

clients*

Level A

Tasks

A Develops a solid understanding of a variety of
industries including, for example, their operating
environments, unigue aspects, critical success
factors, key performance/economic indicators,
trends, regulatory environments, and key
sources of information.

Develops a solid understanding of clients and
their stakeholders, and performs regular
reviews to monitor changes.

Ensures processes are in place to regularly
connect with clients and discuss critical
business issues and their impact on the
assurance engagement (or for non-assurance
clients to discuss and develop plans for service
opportunities).

Continuously pursues information that is
relevant to the organization or the clients, and is
vigilant of opportunities to add value to the
organization, clients or potential clients through
the application of professional knowledge.
Identifies potential opportunities and
improvements for internal or external clients
and stakeholders, discusses professional
service needs and makes suggestions or
recommendations as appropriate.

Meets with client prior to engagement to
discuss needs and expectations, and
negotiates an appropriate and realistic service
plan, timeline and fee schedule to meet or
exceed client expectations.

Educates existing and potential clients as to the
amount of work required in the provision of
professional services and fosters realistic
expectations.
Determines the relevant information needed by
clients for effective decision-making based on
critical business issues.
Proactively brings relevant information to
clientbés attention and
recommendations that are consistent with the
clientds objectives an
Advises client on the implications and
requirements resulting from decisions, current
plans, and anticipated changes.
Follows-up to ensure that client understands
the required actions and has sufficient
information to carry through.

/ éconti

Specific examples

A Auditor researches a previously unfamiliar
industry in order to approach a potential new
client in that industry.

A Auditor maintains regular contact with clients
and stays abreast of their plans and strategies,
in order to better plan the assurance
engagement and assess risks and discuss them
with the client.

A Auditor holds debriefing meeting with client and
documents feedback in file for future
engagements.

A Auditor reviews management letter with client to
ensure they understand recommended
improvements to internal controls.

A Auditor considers the needs of the audit team
and the timelines of other departments when
planning and scheduling the audit.




PROF:CLIENT:01 (A14) Anticipates and meets the needs and expectations of internal and external
clients* (continued)

Level A
Tasks Specific examples

A Follows-up to ensure that client understands
the required actions and has sufficient
information to carry through.

A Ensures that recommendations to clients have
been implemented and are achieving the
desired results.

A Debriefs clients to confirm that their needs and
expectations have been met and seeks
feedback for improvement; confirms areas
where expectations may have been exceeded.

A Where client expectations are not met,
negotiates how to resolve issues.

PROF:CLIENT:02 (A15) Applies client focus, recognizing and observing the need for independence and

objectivity*
Level A
Tasks Specific examples
A Balances the need to serve the clientand meet A Auditor treats client personnel professionally
their expectations with the greater need for and balances the need to build rapport with the
maintaining objectivity and independence. client and the requirement for professional
A Establishes and maintains a strong rapport with ~ Scepticism.
the client in order to meet their needs. A Auditor evaluates threats to their independence
A Puts client/employer interests ahead of their from the client and ensures threats are
own self-interest. sufficiently mitigated.
A Balances the interests of different clients to
ensure one clientdés in

over anothero6s.

A Maintains independence in fact and in
appearance in order to make objective
decisions.

A Understands the nature of bias and is diligent
to avoid bias and remain impartial.




PROF:CLIENT:03(BO4) Represents clients6é interests when c
regulations*

Level A
Tasks Specific examples
A Describes trends in accounting, assurance, and A CFO monitors exposure drafts, assesses how
performance measurement standard setting expected changes will impact the organization,
(such as globalization and and plans for revisions to accounting and
harmonization/convergence with international reporting systems to comply with expected
accounting and assurance standards), and changes.
considers the impact of such trends on the A Public practitioner monitors the introduction of
profession, public, and clients. new assurance standards and assesses and
A Proactively monitors changes to relevant plans for how compliance will be achieved.
standards, regulations, and legislation as well A Controller monitors proposed changes in
as proposed changes (e.g., summarizes industry regulations and plans for compliance.

exposure drafts, monitors changes in tax law).

A Demonstrates initiative by accurately assessing
the situations in which a change applies, and
the impact of proposed changes on clients or
employers, including both threats and
opportunities.

A Ensures that impacts are communicated to the
appropriate level of the organization.

A Takes action to ensure that risks are minimized
or controlled, and that clients or employers are
prepared to comply with expected changes.

A Evaluates and provides input and feedback on
changes to proposed standards and regulations.

A Describes the standard-setting process for
emerging standards.




PROF:ETH:01 (A18)

Applies professional ethical standards*

Level A

Tasks

Specific examples

A Understands and adheresto CGA-Ca nad a & A Auditor maintains confidentiality of client

> ™

>

Code of Ethical Principles and Rules of
Conduct, both in general and particularly as it
relates to the provision of public accounting
services, for example:
— acts honestly and with integrity
— maintains confidentiality
— maintains independence where required
— identifies and avoids conflicts of interest
— maintains competence and due
professional care
— acts fairly to other members of the
profession
— adheres to GAAP and GAAS
— follows the letter and spirit of the law
— follows CEPROC regarding notification
of breach of rules.

Appreciates and acknowledges how
professional ethical standards serve to protect
the public interest.

Accepts responsibility for decisions and actions.
Follows a systematic approach to solving ethical
dilemmas, such as through the use of the CGA
ethical decision-making framework.

Seeks guidance from the Association and/or
legal counsel when faced with more complex
ethical dilemmas.

Makes decisions that are transparent and
consistent.

A
A

A

information, and ensures staff understands
and adheres to confidentiality requirements.
Auditor seeks to enhance and protect the
reputation of the profession.

Auditor considers ethical situations from the
perspective of all stakeholders before acting.
Auditor contacts the Association for guidance
when suspicious that a client may be involved
in illegal activities.




PROF:ETH:02 (A19) Exercises consistently high level of professional judgment*

Level A
Tasks Specific examples
A Applies knowledge and experience to make A Auditor makes determinations as to sufficiency
appropriate suggestions, recommendations, or and appropriateness of audit evidence.
~ decisions in specific client situations. A Auditor determines the appropriate audit report
A Considers and resolves ethical implications of to issue in the circumstances.
~ possible decisions. A Auditor consults a mentor for guidance when
A Makes consistent decisions with respect to faced with an unfamiliar and complex situation.
similar fact patterns.
A Observes the actions and decisions of more

experienced professionals and mentors and
determines what lessons can be learned.
Seeks input and/or guidance from the
Association or other professionals when in
doubt about the appropriate course of action to
take.

PROF:ETH:03 (B06) Protects the public interest*

Level A

Tasks Specific examples

A Identifies potential ethical dilemmas in A Auditor considers how financial statements will
professional situations. be interpreted by a wide range of stakeholders

A Understands their responsibility to society, as (such as management, current and potential
specified in the CGA-Canada Code of Ethical investors, and creditors) when assessing
Principles and Rules of Conduct. compliance with GAAP.

A Follows the fAspirito a A Audit partner ensures that clients understand
professional and ethical standards, auditor versus management responsibilities,
acknowledging that protection of the public and the limitations of audits.
interest is paramount and making decisions A CFO designs policies that balance corporate
accordingly. success with fairness to employees,

A Is proactive in maintaining and raising the environmental protection, and so on.

visibility of the ethical nature of the profession
and professional accounting standards, with a
view to preserving the trust placed in the
profession by clients, employers, and the
public.
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PROF:ETH:04 (B07) Plans and exercises due diligence*

Level A

Tasks Specific examples

A Understands the level of care expected of the A Consultant plans and constructs due diligence
professional accountant in various situations, checklists in mergers and acquisitions or public
and makes judgements accordingly. listings.

A Ensures that evaluations of plans, projects, A Controller thoroughly researches options
proposals, etc. begin with an adequate related to a complex transaction before
assessment of risk. presenting a recommendation to senior

A Builds a complete picture of factors that may management.
impact the decision at hand.

A Takes reasonable steps to ensure that
information being considered is reliable, and
exercises professional scepticism where
necessary.

A Presents and interprets information fairly and
objectively.

A Follows a systematic process to ensure that all

factors are adequately considered and
assessed.

A Ensures adequate time is available, to avoid
rushing into a decision ill-prepared.

A Communicates issues to the appropriate level
of management.

PROF:ETH:05 Assesses and advises on the organiza
corporate information*
Level B
Tasks Specific examples
A Is aware of legislative policy on personal and A Candidate researches privacy legislation,
corporate information regulations and case decisions to be aware of
A Prepares preliminary recommendations to ~ the legal ramifications.
client on requirements of release and non- A Candidate reviews privacy regulations with
release of personal and corporate information their organization or a client and assists in
in relation to privacy legislation determining how compliance can be achieved.
A Safeguards such information both from security A Candidate takes particular care in handling of
and privacy viewpoints documents and electronic files so that the
A Keeps abreast of changes in privacy legislation, information will be kept confidential.

regulations and cases decisions.




PROF:ETH:06 (A20) Demonstrates professional courtesy*

Level A
Tasks Specific examples
A Treats with respect and is helpful to successor A  Auditor responds promptly and professionally
accountant when a client chooses to engage to takeover letter from a successor auditor.
the services of another professional. A Candidate attends professional development
A Maintains a professional attitude, regardless of seminars hosted by other professional groups
differences in opinion. and welcomes other professionals to CGA-
A Speaks respectfully of others. ~ hosted events.
A Extends professiona| courtesy to members of A Auditor refrains from criticizing predecessor
other designations and professions. auditor unless criticism is offered as provided in
CGA-C a n a dGode ®f Ethical Principles and
Rules of Conduct.
PROF:ETH:07 Maintains and enhances the reputation of the Association and the profession*
Level A
Tasks Specific examples
A At all times maintains and enhances the A Candidate presents a positive attitude about
reputation of the Association by performing the Association at all times
high-quality work and exhibiting professional A Candidate brings any concerns regarding the
behaviour. Association to the attention of the
A Promotes and expresses pride in the administration.
designation and the profession. A Candidate accepts an opportunity to advance
A Acts as an ambassador for the Association and the status of the Association by participating in
the profession, and encourages suitable a local career fair.
potential candidates to join. A Candidate includes their designation after their
A Reacts against situations that are contrary to name wherever appropriate (email signature
the ethical code of the profession. line, business cards, etc.).
A Accepts opportunities to represent the A Candidate volunteers with the Association or in
profession and/or the Association at recruiting the community on volunteer boards,
and business events, or through volunteer committees, or councils.
activities within the Association and/or the
community.




PROF:INT:01 Aggregates information from a variet
Level A

Tasks Specific examples

A Gathers information from various sources A When advising a client about business
when considering an issue or problem. expansion, candidate looks beyond the

A cCarefully considers information from various immediate problem and considers other
sources while keeping the primary purpose or relevant aspects such as tax implications and
goal in mind, and reconciles the facts and succession planning to provide cohesive and
opinions in order to achieve a viable and feasible counsel.
reasonable answer. A Candidate obtains as much information as

A Includes qualitative and quantitative factors in possible when faced with consideration of and
analysis, and draws on personal experience to decision concerning an issue or problem, for
obtain a broader understanding of the issues. example, where an employee has a _

A In dealing with contentious issues, ensures that disagreement with his/her supervisor - obtains
all known aspects of the issue are considered full information from both sides of the situation.
so as to arrive at a conclusion that is When assessing risks during the planning of an
acceptable and defensible. assurance engagement, candidate considers

factors such as manage
motivations.

A When recommending implementation of a new
enterprise-wide system, candidate reviews
preliminary recommenda
level of integration and technical sophistication
to ensure feasibility of recommendations.

PROF:INT:02 Builds relationships across functional areas and synthesizes or combines ideas

and approaches*
Level A

Tasks Specific examples

A Identifies job functions in different functional A Candidate seeks and integrates input from all
areas such as internal tax, internal audit, functional areas when performing strategic
treasury, IT, human resources, operations planning.
management. A In the acquisition of software for an

A In presenting and evaluating results, ensures organization, candidate coordinates the
relationships between functional areas are relevant accounting, assurance, finance,
accurately reflected to avoid gaps or information technology, and taxation
misleading information implications and coordinates with all functional

A Synthesizes and combines ideas and areas prior to making decisions.
approaches so that the information presented A Candidate ensures report sections flow freely
will be coherent and cohesive. from one topic to the next.

A In managing a functional area or department,
ensures collaboration and synthesis of ideas,
strategies, and policies with other areas or
departments.

A Inreports and oral presentations, builds in

smooth transitions from one topic to another so
there will be no confusion for the reader or
audience.




PROF:INT:03 Identifies implications and extends solutions beyond the immediate or short-

term*
Level A

Tasks Specific examples
A Balances long-term and short-term A When considering the expansion of an

considerations to add value to the organization. organi zationdés manufac
A Recognizes situations where short-term candidate builds short-term financial

sacrifices are justified by longer-term benefits. considerations and long-term environmental
A Considers the impact of decisions made today impacts into recommendations.

for the long-term situation. A Candidate assists in sustainability assessment

of the organization.

A Candidate ensures client appreciates longer
term implications of tax planning advice, such
as ongoing reporting requirements, increased
administration, and future planning that will be
needed as a result.

A Candidate considers all stakeholders and their
plans and expectations when providing
succession or estate planning for a client.

A Makes decisions that ensure sustainability.

PROF:INT:04 (A23) Applies cross-functional technical knowledge to create integrative solutions*
Level A

Tasks Specific examples

A Adequately considers accounting, tax, and A When developing knowledge of the client,
assurance implications and the impact on auditor considers qualitative and quantitative
critical success factors when advising clients on factors and considers accounting, finance, and
a course of action. tax implications to compile an integrative client

A Applies information technology knowledge and ] profile and assess critical business issues.
skills to develop efficient and effective A Auditor draws on technical knowledge from tax,
procedures for assurance or tax work, or to accounting, general business, and finance
assist the client. when preparing audit plan, performing

A Applies knowledge and skills from other procedures, and evaluating results.

business areas (e.g., statistics, economics, law)
to develop solutions for the client or the
engagement team.
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PROF:PD:01 Engages in continuing professional development as a lifelong process*
Level A

Tasks Specific examples

A Recognizes and supports professional A Candidate explains the need for and benefits

development as a lifelong process and
assumes responsibility for own career and
professional development needs.

Seeks opportunities for professional
development, and encourages other members
and students to do the same.

Recognizes and takes advantage of
opportunities for development presented by
work assignments, and evaluates outcomes of
work assignments to identify further
development needs.

Makes suggestions where appropriate for
possible professional development topics and
pursuits.

Recognizes the benefits to the profession and
the public of research and advancement of
accounting, auditing, performance
measurement, and related fields, and the
importance of maintaining currency with
respect to professional trends.

associated with professional development and
advances in the profession.

Candidate complies with the professional
development requirements specified by the
Association.

Candidate attends seminars and professional
development offerings and encourages others
to attend.

Candidate advances topics for consideration or
assists with the coordination of professional
development events.
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PROF:PD:02 (B0S)

fields*

Acquires and maintains knowledge and skills in financial and non-financial

Level A

Tasks
A Understands the need for accountants to be

knowledgeable and current in a broad range of
financial and non-financial fields (e.g., CICA
Handbook, AcSB guidelines, information
technology, statistical analysis, new tax
legislation, world trade developments, marketing
strategies and techniques).

Monitors trends in general business (e.g., legal,
economic, technological, political).

Performs self-assessment to determine areas
where additional knowledge and skills or
updating of existing knowledge would be
appropriate to respond to, or take advantage of,
existing situations or anticipated changes.
Pursues interests in other areas and develops
knowledge and skills.

Chooses professional development study topics
to broaden range of knowledge and skills.
Describes or pursues opportunities to contribute
to financial and non-financial fields of
knowledge, for example:

— analyzes and critiques existing systems
and new developments in accounting,
tax, performance measurement

— reviews and discusses exposure drafts

— researches and tries new tools and
techniques

— patrticipates on focus groups or
committees.

Specific examples

A Auditor with many technology clients monitors
IT trends to more effectively assess client
business risks.

A Controller relies on marketing and consumer
behaviour knowledge to help develop sales
estimates for a new product line.

A Auditor monitors trends and emerging issues
in GAAP and GAAS to maintain currency of
knowledge.

A Public practitioner reviews and discusses
changes in tax laws.

A Controller researches trends in performance
measurement techniques.




PROF:PD:03 Develops and uses inter- and intra-professional networks to enhance service to
client or organization*

Level A

Tasks Specific examples

A Recognizes the value of building and A Candidate attends professional development
maintaining a network of professional and other types of meetings of interest to
colleagues and takes action to build such a accountants and other professional groups.
network. A Candidate recognizes situations where it is

A Considers opportunities to expand or promote appropriate and beneficial to consult with a
professional services through the use of a more experienced colleague or a professional
professional network. from a different field, for example in dealing

A Evaluates the skill set needed by the with complex tax planning, forensics, or legal
organization overall or on a particular project to Issues.

meet its goals.

A Recommends the optimal mix of internal and
external expertise to
goals most efficiently and effectively,
considering the availability and cost of such
expertise.

A Collaborates with internal and external
colleagues as appropriate.

A Recognizes the benefits of participating in
meetings and special interest groups of other
professions and organizations.

A Reads journals and articles related to
professions other than accounting.

PROF:PD:04 Applies new learning to the benefit of clients or the organization*
Level A
Tasks Specific examples
A Adopts ideas learned at seminars, group A Candidate holds a staff meeting to pass along
meetings, and professional development information gained at a professional
seminars in daily activities to improve development seminar, conference, or similar
performance and enhance skills. event.
A Disseminates new information to others in the A Candidate attends seminar on emerging IT
organization or to client personnel. security threats, and brings potential issues to
A Uses new learning to expand the services the attention of the organization.
offered to clients of the firm or organization. A Candidate holds a debriefing meeting at the
A Evaluates trends to determine how the end of a project or client engagement, and
organi zation or client documents lessons learned to be used in the
roles will be impacted and where new learning next project or engagement.
can be used to the benefit of the organization
or the client.

A Seeks new learning opportunities to understand
emerging trends and to prepare for and
manage anticipated changes and
advancements.

A Seeks out client feedback and analyzes to
determine implications for the organization or
firm.

A Through collaboration, applies lessons learned




to guide organizational strategy and
continuously improve operational processes to
better meet client needs.

PROF:PD:05 Assesses professional priorities and manages own time and resources to
achieve them*
Level A
Tasks Specific examples

A Sets priorities for professional goals and
activities, giving due consideration to the need
for work-life balance.

A Endeavours to align personal professional
goals and priorities with the mission and
strategic goals of the organization.

A Takes initiative to manage time and other
resources effectively to meet priorities and
project deadlines (e.g., identifies and tracks
progress toward critical milestones and
deliverables, and follows up to ensure
milestones, deliverables and objectives are
being met).

A Attends session on time management
techniques.

A Recognizes the relationship between time,
cost, quality, and scope, and negotiates
budgets and deadlines accordingly.

A Ensures all assigned work is complete before
presenting it to a supervisor or client.

A Builds relationships that will improve ability to
meet professional obligations including
contributing to the firm or organization.

A Candidate sets up schedules for time
management and follows through with them.

A When faced with time pressures, candidate
reallocates time and resources to focus on
priorities and critical business issues.

A Candidate negotiates scope of project or
engagement to ensure it can be completed at a
sufficient level of quality, on time and within
budget.

PROF:PROB:01

Uses a systematic approach to problem solving from identifying the problem to

developing and reporting recommendations*

Level A

Tasks
A Approaches problems systematically:
— identifies problems or issues

— gathers information from appropriate
sources

— determines root causes
— analyzes and evaluates alternatives

— develops and prioritizes conclusions
and solutions

— makes decisions and recommendations
for implementation.

A Considers gualitative and quantitative factors

Specific examples

A For problems to be solved, candidate sets up
a process and implements each step in order
to get a sound conclusion.

Candidate refrains from making conclusions or
recommendations without performing
sufficient analysis.

A Candidate reviews documentation (flowcharts,
narratives, working papers, etc.) with client or
internal staff to ensure information and context
were correctly interpreted.




when evaluating issues.

Obtains input and feedback from appropriate
stakeholders to confirm assumptions and help
assess validity and usefulness of results.
Maintains appropriate documentation to support
analysis and conclusions.

PROF:PROB:02

and scope*

Defines and formulates problems within a clear purpose, frame of reference,

Level A

Tasks

A

A

Determines and clearly defines the problem to
be solved and the desired outcome.

Recognizes problems that cannot be solved
and must instead be managed to mitigate
negative impacts.

Determines benchmarks or criteria against
which solutions can be evaluated.

Uses relevant methods (e.g., interviews,
observation, diagrams, walk-throughs) to
understand factors such as the stakeholders
and their needs and perspectives; information
and process flows; environmental and time
pressures; influence of entities external to the
issue; prior attempts to resolve the problem.

Defines the nature, context, and boundaries of
the problem in consultation with stakeholders.

Specific examples

A

Candidate leading a study ensures that all
members of the team understand the
objectives and the purpose of the study.
Candidate performing an evaluation of pension
reporting issues ensures that the frames of
reference are delineated and relate to the
specific problem (e.g., frames of reference may
include reference to Canadian GAAP, U.S. and
international standards, the actuarial stance,
the employeeds positio
position).

Candidate makes certain that the scope or
breadth of the problem is fully understood. For
example, the problem might encompass a
number of core areas, such as, accounting,
reporting, finance, labour agreements, and
negotiations.




PROF:PROB:03 (A22)

problem*

Collects, selects, verifies, and evaluates information relevant to the defined

Level A

Tasks

A

A

>

>

Defines the nature and context of a problem in
terms of its root causes.

Identifies the primary purpose(s) for collecting
and analyzing information and the relevant
sources of information to be considered for a
given situation.

Based on the purpose, determines the level of
precision needed and possible (precise
calculations or estimates), and determines
whether forecasts or projections are required.
Where precision is limited by measurement
uncertainty, considers how estimates can be
used to achieve goals.

Gathers or develops the necessary data, facts,
ideas, opinions, etc., using methods that are
appropriate under the circumstances (e.g.,
sampling, document review, direct observation,
interviews, internal or external electronic
sources).

Breaks information down to essential elements
to uncover new perspectives and gain new
insights into relationships and components.

When gathering information through
observation, ensures that the reasons for
observation are understood, the activities to be
observed are well defined, and that the
observations are well documented.

Tests or validates as necessary, ensuring that
the premise to be tested is well-defined, the
criteria for determining and interpreting test
outcomes are well-specified, and the
appropriate type and precision of testing is
used (e.g., 100% verification, statistical
sampling or judgmental sampling).

Selects sample documents or data based on
an appropriate sampling plan

Applies appropriate controls over data and test
procedures to protect data and ensure validity
of results.

Evaluates observations and test results within
the defined parameters and context, and draws
relevant conclusions, including with respect to
the validity of results and whether further
testing or other action is required to deal with
unexpected results or inconsistencies.

Verifies information is reliable, accurate and

correct (e.g., by considering factors such as the

credibility and integrity of the source, and
comparing data, observations, and test results

Specific examples

A

Auditor determines the appropriate information
to request from the client and/or third parties in
order to perform the engagement.

Auditor determines the appropriate source
documents to be examined as evidence for
audit procedures.

Auditor performing internal control walk-
through with client evaluates the motivations
and competence of client personnel and factors
this in to testing plan.

Auditor selects sample in accordance with the
sampling plan, and deals with exceptions
appropriately.

Auditor researches specific requirements under
GAAS, tax law, or regulatory requirements in
new or unfamiliar circumstances.

Auditor focuses on root causes and
distinguishes between causes and symptoms.
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for consistency with other internal and external
sources to corroborate information).

Identifies biases in information and
distinguishes between fact and opinion.

Calculates accurately, applying the necessary
precision and expertise.

Evaluates the relevance of information,
observations, and test results to the
engagement, as well as the limitations and
further insights or implications.

Calculates appropriate measures and uses
appropriate tools and methods to prepare and
interpret information for financial decision-
making, such as financial ratios, cost of capital,
cash flows or discounted cash flows.
Considers the appropriate amount of time and
resources to invest in collecting and analyzing
the information, and performs tasks
accordingly.

Undertakes appropriate technical research.
Recognizes the degree of expertise required to
complete computations and evaluations, and
arranges expertise as needed.

Evaluates results to determine whether primary
purpose for gathering and evaluating
information was ultimately met.




PROF:PROB:04 (B11)

Analyzes data for patterns, relationships, and trends*

Level A

Tasks

A

A

Determines what data is relevant to the
decision at hand.

Identifies and studies cause and effect
relationships and works to uncover root
causes.

Understands the context in which data was
collected and compiled in order to accurately
develop conclusions (e.g., considers whether
the data represents precise calculations,
estimates, forecasts or projections).

Where forecasts or projections are involved,
considers the data needed as well as the
knowledge of trends required and the
assumptions necessary, and ensures that
outputs are clearly labelled as forecasts or
projections, with supporting assumptions
explained.

Makes logical inferences and assumptions, and
adjusts reasoning and conclusions for new
information and insights.

Pays attention to relevant factors that can
throw off results of analysis (e.g., underlying
distribution of data, need for random selection
of sample data), and investigates any
unexpected finding to resolve issues and
guestions.

Chooses appropriate tools and techniques to fit
the data set and the decision to be made (e.qg.,
vertical or trend analysis, regression analysis).

Specific examples
A Auditor performs ratio analysis during the

planning and execution stages of an audit to
improve the understanding of a client, detect
and highlight items requiring special attention,
and support assessments concerning the
reasonableness of account balances.

Controller performs trend analysis on AR
turnover, bad debt levels, and economic trends
to support estimates of allowance for doubtful
accounts.

Accountant analyzes the financial statements
and MD&A information to evaluate a potential
acquisition or investment in a company.




PROF:PROB:05 (B12)  Assembles findings and conclusions to form a sound basis for decision

making*
Level A
Tasks Specific examples
A Systematically compiles all findings and A Auditor compiles findings regarding whether to
considers all factors before concluding. accept a client or not, considering factors such
A Evaluates findings for inconsistencies and as correspondence with a predecessor auditor,
performs further analysis to resolve such assessment of business risk, and review of
inconsistencies. _ clienthistory.
A Ensures documentation adequately addresses A Auditor reviews working paper file to conclude
all findings, and presents conclusions logically on financial statements and ensure
and appropriately for the context of the decision ~ conclusions are adequately supported.
to be made. A Controller assembles findings and conclusions
A Ensures that findings and conclusions that are from their analysis of performance data by
presented include implementation plans product line and geographic area, and presents
relevant to the decision at hand. their findings logically and concisely to senior
A Clearly notes any limitations of the analysis and management for use in strategic planning.

>

findings to highlight the importance of such Public practitioner ensures the purpose and

limitations in the final decision-making process. scope of a report is understood when
performing a third party review of the merits

and deficiencies of a
prepared for a client.




PROF:PROB:06 (B13)

Considers alternative solutions and shapes recommendations*

Tasks

A

>

>

>

>

>

Level A

Is open-minded and recognizes that there may A
be many viable alternatives in any given
situation.

Does not settle on the first alternative

presented; instead, seeks out alternate solutions A
and evaluates them objectively, keeping the

original goal in mind.

Challenges assumption s and @t hi nl
box. 0 A

Actively seeks input and ideas from others in
generating alternatives, and considers different
perspectives or angles before deciding.
Evaluates alternatives in light of:

— the effectiveness in meeting the goal

— addressing the root problem(s) or
managing unsolvable problems

— the ethical implications, including
compliance with professional standards

— the feasibility for the organization,
including availability of resources

— the likely reaction of stakeholders and
the extent to which their needs are met.

Where appropriate, negotiates solutions and
compromises to resolve conflicts and
differences of opinion.
Based on analysis and evaluation of
alternatives, provides advice and/or
recommends a solution or course of action to
address or manage the problem.

Presents recommendations with adequate
support, noting both the opportunities and
limitations of the alternatives evaluated.

Prioritizes recommendations and provides
justification for the ranking.

Plans and/or coordinates implementation, and
follows up with stakeholders to ensure
implemented solution was successful in
addressing the problem.

Adjusts solutions as needed based on feedback
from stakeholders and lessons learned during
implementation.

Specific examples

Manager objectively considers benefits and
limitations of allowing staff to work from home,
and develops a flexible policy to meet the
needs of both the organization and the staff.

Department manager holds brainstorming
session with team to develop creative and
innovative methods of streamlining processes,
cutting costs, or expanding services.

Consultant ensures alternative approaches for
managing an unsolvable problem are
evaluated based on effectiveness, ethical
implications, feasibility and stakeholder
acceptance.
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PROF:PROB:07

As required, sets in motion a process of consultation leading to decision*

Level B

Tasks

A

Determines the need for consultation with
colleagues, client personnel or external
stakeholders and recommends or coordinates
such consultation.

Provides or assists with providing the
necessary information to decision-makers and
responds to requests for further input or
clarification.

Takes required action as a result of the
consultation and decisions made.

A During a

Specific examples
A When evaluating new accounting systems

options, candidate determines whose input is
required (such as potential vendors, internal
department directors, end users, etc.) and
requests and coordinates information from
each group so a decision can be made.

review of t
processes, candidate compiles and
summarizes recommendations from internal
and external team members.

he

PROF:SELF:01 (B09)

Acts within the scope of professional competence*

Level A

Tasks

A

Ensures that the range of professional
competence matches the types of services
advertised or offered.

Before accepting a client, engagement, or
project, assesses scope of the assignment to
ensure the necessary skills, knowledge,
experience, and (if applicable) supervision are
available.

Seeks guidance if there is any doubt about
actual level of professional competence
available versus the level needed.

Projects a professional image, but is
comfortable refraining from answering
qguestions from clients or management if they
fall outside the range of personal professional
expertise.

When in doubt, confirms information before
passing it on to others.

Specific examples

A Controller researches tax rules before
responding to specific questions from the
Board.

A Public practitioner takes additional training in
succession planning for owner-managed
businesses before offering these services to
clients.

A Senior accountant discusses the scope and
skills needed to complete a special project with
the Controller prior to accepting the
assignment.
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PROF:SELF:02 (B10)

Knows when and how to refer to other professionals and experts*

Level A

Tasks

A

Within the organization, evaluates the
adequacy of processes for identifying the need
for specialized expertise such as legal advice.
Within the engagement, evaluates situation to
determine if additional resources, skill, or
expertise is needed.

Establishes a reasonable basis for reliance on
the work of others (e.qg., verifies credentials,
ensures sufficient evidence of current
knowledge, competence, due care).
Re-evaluates whether professional
competence is exceeded and if expert
assistance is required if the scope of an
engagement or project changes.

Discusses the need for additional assistance or
expertise with a client or employer as soon as
the need is identified.

Takes action to secure necessary resources
from within their professional network and/or
from the Association as needed.

Collaborates with other professionals to
support their work (e.g., understand how to
provide litigation support to client under the
direction of legal counsel).

Specific examples

A
A

A

CFO hires a mergers and acquisitions
specialist to advise on an upcoming merger.
Controller seeks guidance from their mentor
regarding complex transactions.

Auditor of an organization in a unique industry
calls on a specialist to assist with assessing
management 8s assertio
valuation of inventory.

Tax accountant preparing a Scientific Research
& Experimental Development claim consults
research engineers to assist with information
needed to support the claim.

n

PROF:SELF:03 (A21)

Applies professional skepticism*

Level A

Tasks

A

Recognizes that circumstances may exist with
respect to an assurance engagement that
cause the financial statements to be materially
misstated and remains vigilant for such
circumstances when planning and performing
assurance engagements.

Trusts their own judgment when doubts arise
and takes appropriate action to confirm or
dispel doubts.

Maintains professionalism and is not
obsessively skeptical or overly suspicious.

Specific examples

A

Auditor evaluates audit evidence objectively
based on its merit rather than accepting
management assertions at face value.
Auditor remains vigilant for evidence of fraud
risk factors.

Auditor follows up when an issue arises that
doesndt seem or fAfeel

0




PROF:SELF:04 Evaluates own professionalism*

Level A

Tasks Specific examples

A Invites and accepts constructive input and A Candidate solicits feedback from supervisors,
feedback from supervisors and staff regarding colleagues, staff, and clients as to whether
own performance and professional expectations have been met and where
development. improvements are possible.

A At the end of each engagement, debriefs with A Candidate incorporates feedback where
client regarding their satisfaction and confirms beneficial and possible in carrying out future
that expectations are met with respect to tasks.

quality, timeliness and deliverables.

A Identifies potential improvements based on
feedback, and incorporates improvements into
future projects or engagements.

A Regularly reviews info
performancet hat i s pertinen
role and responsibilities, or that relates to
individual performance.

A Performs self-assessment against stated goals
and performance criteria and seeks
improvements.

A At end of each assignment, debriefs own
performance and updates performance and
development plans and goals.

Il. The Specific Technical Competencies
Assurance

Assurance expertise involves attesting to a wide variety of information or to the compliance of processes
with certain standards.

The audit is perhaps the best-known assurance function of the profession. All entities and the public at
large look to the audit of financial statements, statutory or otherwise, to validate the information and to
attest to the reliability of the information gathering and reporting processes.

The traditional audit of historical financial statements, however, is only one manifestation of assurance
expertise. Public accountants enhance an entityo6s deci
assessing the ent sangad perfoarsng thaseserciees. n e e d

This section identifies the specific public accountant competencies in the area of Assurance.

TK:AU:01 (A01) Evaluates and consults on the organi
Level A

Tasks Specific examples

A Understands the criteria for determining the A Auditor interviews new client and recommends
level of assurance needed by a client. a review engagement ba

A Evaluates the client-specific situation to requirements or the sh
determine the most appropriate level of A Auditor advises public company client on
assurance (e.g., audit, review, or a non- requirements for review of interim financial
assurance engagement such as a compilation). statements.

A Evaluates the client-specific situation to A Auditor explains to a clienthowthec | i e nt




determine whether an assurance engagement accounting system or other changes will impact
other than a standard audit or review is the current audit.
appropriate (e.qg., review of interim financial
statements, audit of prospectuses, forecast or
projection, direct reporting engagements).
A Explains to the client the rationale for selecting
a particular type of assurance engagement or
mix of services (e.g., statutory requirement,
requirement by shareholders, creditors, etc.).
A Explains the assurance process to existing and
potential clients (e.g., steps involved, best
practice guidelines, effects of IT environment or
other situational factors).
A Explains the role and objectives of internal and
comprehensive auditing, and contrasts this with
the role and objectives of external auditing.

TK:AU:02 (A02) Determines the scope of the engagement*
Level A

Tasks Specific examples

A Determines the extent of work to be performed, A Auditor uses audit client intake interview to
based on the type of engagement and the determine complexity of the organization,
specific client needs and situation (e.g., including such items as foreign operations,
stakeholder needs and expectations, type of existence and type of pension plans,
report needed and its intended uses, statutory differential reporting, and reliance on service
authority for the engagement, if applicable). organizations, and reflects these items in the

A Considers factors such as related parties, scope of the engagement as appropriate.
foreign reporting requirements, responsibility A Auditor reviews the engagement letter with a
for annual report, MD&A, regulatory and new client to ensure that the client is aware of
environmental issues, and relevant standards management 6s responsib
and practices, when determining the statements, and limitations of an audit, for
appropriate scope. example with respect to fraud detection.

A Ensures that the scope of the assurance
engagement is accurately and completely
represented in the engagement letter, and is
understood by the client (e.g., the client
understands both their responsibilities and
those of the auditor, as well as the limitations of
the engagement).

TK:AU:03 (A03) Determines or advises on whether to accept the engagement
Level A

Tasks Specific examples

A Understands the criteria to be used to A Auditor decides not to retain client after
determine whether acceptance or retention of a assessing the new mana
client is appropriate. questionable and the risk of fraud as higher

A Researches and evaluates potential client to ~ than acceptable.
understand risks and ensure suitability (e.g., A Auditor completing a yearly evaluation of
financial stability and reputation). independence from a client notes a threat to

A Communicates with predecessor auditor to independence; auditor ensures and documents
request information regarding any reason the adequate safeguards against the threat before




client should not be accepted.
Evaluates independence from the client.

Evaluates internal resources to ensure
sufficient expertise and time are available to
properly perform the engagement.

Evaluates whether a potential or continuing
client is suitable gi
and risk profile.

Decides whether to accept the engagement
and documents the basis and terms of
acceptance.

Prepares an engagement letter to confirm the
agreement and understanding of terms.

> >
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deciding to retain the client.

Prior to taking on a new client, auditor ensures
audit team assignments can be re-allocated to
ensure sufficient staff is available to complete
the engagement in the time available.

Auditor determines requirement to engage
external IT audit professional before accepting
new client with complex enterprise-wide
system.

TK:AU:04 (A04)

Determines the assurance engagement resource requirements

Level A

Tasks

A Evaluates the nature and extent of assurance
procedures and other specifics of the
engagement to determine the appropriate level
and timing of staffing required.

When staffing the engagement, considers the
expertise required, potential to delegate,
supervision and review requirements, client
preferences and staff continuity, staff
availability and existing schedules.
Determines realistic time budgets, achieving a
balance between client pressures for reduced
fees and the need for sufficient time to
complete the engagement properly.

With repeat assurance engagements, reviews
the results of prior audits or reviews to identify
problem areas or potential issues that may
impact resource allocation.

Evaluates when external resources may be
required (e.g., use of specialists), and
recommends or arranges external resources.
Ensures adequate procedures are in place to
establish a basis for relying on the work of
external personnel.

Evaluates the technological tools that may be

needed for an engagement (e.g., use of
computer assisted audit techniques, CAATS).

Specific examples

A

A

A

A

Audit manager reviews client intake interview
notes and selects the engagement team based
on, for example, the level of client complexity
and staff experience.

Auditor schedules interim work to be performed
on a low-risk client.

Practitioner negotiates an increased budget for
a review engagement based on prior year
difficulties experienced.

Auditor engages external IT audit professional
to assist with an engagement involving a Web-
based company.




TK:AU:05 (A05) Adapts programs or plans in response to new and/or emerging professional

standards*

Tasks

A Monitors professional standards, such as
GAAP and GAAS, and modifies assurance
plans to reflect changes in requirements.

A Stays current on exposure drafts to be
forewarned of impending changes, their

rationale, and their impact on engagements.

A Stays current on trends in the industry to
anticipate changes (e.qg., current audit
environment and public opinion, the trend
toward international harmonization of
standards).

Level A

Specific examples

A

A

Auditor reviews changes in the audit risk model
and updates audit programs to reflect changes.
Auditor attends GAAP and GAAS update
seminars and incorporates new requirements
into audit programs.
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TK:AU:06 (A06)
engagement*

Evaluates risks and business issues to determine their impact on the

Level A

Tasks

A Obtains sufficient knowledge of the client, their
control environment, their industry, the
economic environment, their objectives and
strategies, and key stakeholders to be able to
accurately assess business risk areas and
issues (such as financial instability and/or debt
covenants, intense competition, unstable
supply or demand, significant regulation).

A Performs regular reviews of client information
and proactively assesses changing needs and
impacts on the upcoming engagement.

A With repeat assurance engagements, reviews
the results of prior audits or reviews for
problem areas or potential issues that may
impact risk.

A Performs preliminary analysis of financial
statements and other client information to scan
for possible risk factors, including the
appropriateness of the going concern
assumption and the risk of fraud (e.g., performs
basic ratio/trend analysis, considers client
motivations, reads MD&A).

A Develops materiality or significance levels in
accordance with generally accepted auditing
standards and other appropriate standards.

A Sets materiality level in consideration of how
specific risks impact the users of the
statements, applying professional judgment to
assess qualitative factors.

A Considers the audit risk model when planning
the audit (e.g., adjusts the acceptable level of
audit risk to reflect the presence of risks and
business issues).

A Assesses the risk of material misstatement
based on relevant risks and business issues,
and adjusts the acceptable level of detection
risk as appropriate.

A Discusses risk assessment with client where
appropriate.

A Adjusts the nature, timing, and extent of work
to reflect the impact of risks and business
issues, and adequately documents the
changes and supporting rationale.

Specific examples

A As part of planning the engagement, auditor
performs preliminary research on trends in the
clientds industry, and
with the client in the planning meeting.

A Audit team meeting includes a discussion of
the clientés industry,
economic environment, motivation of
management, etc., to ensure team is aware of
client-specific risks and how they will be
mitigated through the audit procedures.

A Practitioner reduces materiality of review
engagement for privately-held corporation
based on increased tensions between active
and non-active shareholders.

A Auditor increases testing on engagement
where client has declining revenues and
increased competition, but margins have
remained steady.




TK:AU:07 (A07)

Identifies, evaluates, and advises on internal control system, and

communicates weaknesses to the appropriate level of the organization*

Level A

Tasks

A Studies business processes and systems, and
understands the controls necessary to ensure
the systems function as intended, including
controls related to monitoring, decision-making
and accountability processes.

A Considers the feasibility of auditing around,
through, or with the computer, and of using
computer assisted audit techniques to test
control systems; collaborates to design
appropriate tests.

A Evaluates internal controls by testing them with
appropriate tools and technologies under
appropriate conditions (e.g., tests controls
related to financial approval authority, perpetual
inventory system, credit control, segregation of
duties, business continuity plan).

A Considers the need for policies and procedures
as well as electronic safeguards to protect data
integrity and security (e.g., access controls,
information availability, processing
consistency).

A Considers the presence of fraud risk factors
and evaluates the impact on the effectiveness
of controls.

A Communicates weaknesses in internal controls
to the appropriate level of management and/or
the audit committee or equivalent.

A Provides clear recommendations regarding the
need for new or improved controls and
suggests a method of implementation.

A Considers and documents compensating
controls.

A Recognizes feasibility constraints (e.g.,

technical, organizational, economic, and
schedule) to ensure that recommendations are
reasonable in the circumstances.

A Evaluates the effectiveness of the internal audit
function (including IT audit) and the extent to
which their work can be relied on.

Specific examples

A

A

Auditor performs walkthroughs with staff to
determine and understand controls in place.

Auditor evaluates controls in terms of
appropriateness and effectiveness.

Auditor prepares management letter points
outlining control issues noted, potential
outcomes, and suggested improvements.
Auditor makes realistic suggestions for
compensating controls in cases where small
staff size causes lack of segregation of duties.




TK:AU:08 Advises on the design and implementation of new or enhanced internal
controls*
Level A

Tasks Specific examples
A Designs and implements new or enhanced A Candidate in internal audit group notes

internal controls within the organization. deficiencies in expenditure approval process,
A Consults on internal controls design and recommends changes in the internal control

implementation to non-assurance clients. ~ system and implements improved controls.
A Keeps abreast of trends in respect of control A Candidate performs eva

factors and incorporates new ideas in design of
controls.

Identifies and evaluates opportunities to )
enhance controls through the application of IT, A
and collaborates with specialists as needed to
implement improvements.

internal controls over cash receipts and
disbursements and recommends strengthened
controls.

Candidate attends periodic seminars on
internal control and keeps informed of current
information.




TK:AU:09 (A08) Develops and/or modifies appropriate assurance procedures for an

engagement*
Level A
Tasks Specific examples
A Determines criteria for evaluating subject A Auditor designs audit program to ensure

matter and whether criteria are generally

accepted.

Prepares appropriate audit procedures in terms

of nature, timing, and extent, based on factors A
such as knowledge of the client and preliminary
risk assessment.

Considers the risk of material misstatement A
(through the assessment of combined inherent

and control risks) and engagement economics

to determine whether a combined or

substantive approach is more appropriate and
efficient.

Determines whether statistical or non-statistical
sampling is more appropriate.
Develops appropriate analytical procedures.

Develops assurance procedures to make use
of the assurance work of other parties (e.g.,
internal auditors, external auditors of related
entities, and external auditors of service
providers).

Determines how computer assisted audit
techniques should be used (e.g., adapts audit
procedures for evaluating controls in a
computerized environment).

Modifies audit procedures in light of findings
such as ineffective controls, known errors,
changes in circumstances, or the presence of
fraud risk factors.

Documents the planned procedures (e.g.,
prepares the audit program).

Documents any program modifications,
ensures changes are authorized as needed,
and ensures all team members are updated.
Ensures that any impact on the engagement
scope has been discussed with the client and
authorized, and that the engagement letter is
updated appropriately.

sufficient appropriate evidence but also
increases efficiency by excluding extraneous
procedures in the given circumstances.

Auditor increases testing when discovering that
bank covenants that were offside between
reporting dates are barely onside at year-end.

Auditor appropriately incorporates the work of
the internal audit group, ensures adequate
review and testing before relying on the work of
others.
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TK:AU:10 (A09)

standards*

Executes the assurance program or plan in accordance with professional

Level A

Tasks

A

> >

>

Understands the purpose of the planned
procedures and completes audit procedures as
intended.

Performs and documents procedures with due
care and an objective state of mind.

Ensures that any assistants are adequately
supervised and that their work is reviewed.
Evaluates the relative reliability of evidence and
gathers sufficient appropriate evidence to
support conclusions.

Ensures adequate control over evidence to
maintain its integrity.

Resolves conflicting evidence and remains alert
for evidence of fraud or error.

Resists the tendency t
yearod6s file, 0 andssesthe t
way procedures are performed.

Ensures that assurance procedures adequately
address areas such as subsequent events,
contingencies, commitments, and related party
transactions.

Specific examples

A Auditor ensures that all staff members on the
engagement understand why and how the
specific tests are performed.

A Auditor ensures that adequate source
documents are collected, and that these
include third-party verification wherever
appropriate.
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TK:AU:11 (A10)

engagement*

Analyzes and documents the evidence and results of the assurance

Level A

Tasks

A

A

>

>

>

> D> >

Uses professional judgment and skepticism
when analyzing evidence.

Analyzes evidence to determine whether:

— controls meet their objectives and are
adequate to prevent and/or detect errors

— transactions and balances are
accounted for fairly in accordance with
GAAP (or other applicable standards)

— processes are operating in accordance
with specified standards.

Documents conclusions as to whether the
assurance procedure meets its objective.
Prepares clear working papers with sufficient
detail to document the nature of the control,
transaction, balance, and/or process, and to
support conclusions.

Resolves inconsistencies and unexpected
findings, and appropriately addresses any
findings that indicate possible fraud, error, or
illegal acts.

Discusses any material issues noted with
management and/or the audit committee as
appropriate, and recommends any required
adjustments or actions.

Resolves all outstanding issues with the client.
Obtains management representations in writing.

Documents and/or facilitates debriefing of
engagement results, issues, and client feedback
to consider for the
to improve the quality of service and
effectiveness/efficiency of the engagement.

f ol

Specific examples

A Auditor ensures that all working papers
indicate their purpose and any conclusions
drawn.

A Auditor discusses issues with management
throughout the audit and verifies
management 6s assertio

accepting them at face value.

A Auditor leads team debriefing meeting and
documents i mprovement
audit.




TK:AU:12 (A11)

Develops conclusions and prepares an assurance report or letter*

Level A

Tasks

> > >

>

Performs final review of financial statements as
a whole with respect to fair presentation.

Concludes on the appropriateness of
disclosures.

Performs file review, including final analytical
review.

Reviews the unadjusted errors in light of
materiality or significance guidelines, and
determines if corrections are required or further
assurance work is needed.

Performs a final review of findings and evaluates
any indications of potential fraud or illegal acts.

Evaluates whether quality control standards
were adhered to and ensures engagement
quality control review is completed as
applicable.

Concludes on and prepares the appropriate
assurance report to be issued based on the
reasonableness (audit) or plausibility (review) of
the financial statements as a whole.

Ensures that the report is supported by sufficient
appropriate evidence that has been properly
documented.

Prepares a management letter with suggestions
of how to, for example, improve the
effectiveness of internal controls and
internal/external reporting.

Prepares a report or presentation to the audit
committee or equivalent (those with oversight
responsibility for the financial reporting process),
as required to meet professional standards (e.qg.,
reports on independence of the assurance team,
related party issues, significant unusual
transactions).

Ensures that where information is provided in an
organi zationbés annual
the audited financial statements.

Prepares other special purpose assurance
reports to meet client needs.

Specific examples

A

A

>

>

Auditor reviews audit evidence and concludes
on appropriate audit report to issue.

Auditor evaluates sufficiency and
appropriateness of evidence to support the
audit report and ensures adequate
documentation of all findings and results.
Auditor prepares audit report or reviewer
prepares review engagement report.

Auditor prepares a management letter, noting
any control weaknesses and recommending
that they be addressed.

Auditor communicates significant items to
audit committee in writing and complies with
communication requirements under GAAS.




TK:AU:13 (A12) Develops and advises on a framework for detection of fraud*

Level A

Tasks Specific examples

A Monitors changes in professional standards A Auditor considers the stated and observed
regarding the auditord ethical values of the entity when evaluating the
respect to fraud. presence of fraud risk factors.

A Reviews literature on fraud risk factors (e.g., A Auditor explains and discusses fraud risk
with respect to payroll fraud, billing fraud, factors to audit committee to assist them in
computer fraud). their governance role.

A Develops audit procedures to assess fraud risk A Auditor attends seminars on forensic
factors. accounting, fraud detection and prevention

A Explains fraud risk factors and detection procedures and applies information learned to
techniques to the appropriate level of the engagements.

organization.

Considers and discusse
ethical culture (e.qg., the extent to which the
organi zationds mission
operational decisions, and rewards systems

are congruent with its stated ethical values),

and the resulting impact on fraud risk.

Example of the expectations at each proficiency level

Scenario:

Block Company, a small manufacturer of electrical parts, has been audited by Fuller and Fuller, Certified
General Accountants, since its inception many years ago. The audited statements are prepared solely for

the bank to support Bl ockds financing. l ncome fr
average, and is expected to have decreased by 10% in the year just ended. Management is disappointed
but confident that the sitwuation wil/ i mprove b

year-end; the public accountant is planning the audit and is considering materiality.

The licensing candidate is being asked to demonstrate a component of competency TK:AU:06 Evaluates
risks and business issues to determine their impact on the engagement.

The newly qualified public accountant is expected to have an A proficiency level for this competency.

This example provides expectations at the A proficiency level, and, to assist candidates in differentiating
among the three proficiency levels, it also provides expectations for C and B proficiency levels.

Proficiency level C
In normal circumstances, the entry-level public accountant at a C proficiency level is able to:
e explain what materiality is;

e describe or explain the general factors that are considered in making materiality decisions at the
planning stage of the audit; and

e explain the relationship between audit risk and materiality and their impact on the extent of audit
procedures.

(Underlying knowledge is an understanding of the concepts of materiality and audit risk.)



Proficiency level B

In normal circumstances, the entry-level public accountant at a B level of proficiency, in addition to the
tasks described above at the C level, is able to:

e identify some of the significant factors involved in planning materiality levels in a given situation,
e.g., users of the financial statements, scope of the engagement, professional judgment;

e provide calculations to help support preliminary materiality decisions, e.g., 5% of income from
continuing operations or a percentage of assets (underlying knowledge is an understanding of the
guantitative guidelines that exist for determining materiality); and

e propose a preliminary level of materiality taking into account most of the significant qualitative and
guantitative factors. (Underlying knowledge is an understanding of some of the qualitative factors
that are considered when determining materiality,
in support of bank financing, a planned materiality level based on assets may be more
appropriate.)

Proficiency level A

In normal circumstances, the entry-level public accountant at an A level of proficiency, in addition to all
the tasks noted in C and B above, is able to:

¢ identify all the significant factors involved in planning materiality levels in a given circumstance;

e make all relevant calculations required to make preliminary materiality decisions and compare
with materiality decisions of the previous year; and

e determine materiality taking into account all the relevant qualitative and quantitative factors. (The
expected decrease in income before taxes suggests the use of a lower materiality level than that
used in the previous audit; public accountant will need to pay particular attention to the level of
misstatement that may exist in balances representing opening equity.)

For both B and A, in addition to having a general understanding of the concepts of audit risk and materiality,
the public accountant could access the CICA Handbook i Assurance, section 5130 and AuG-31.

Knowledge Reference List

The following subject matter underlies the competencies of Assurance. Candidates for licensing should
cover these subjects in their undergraduate or graduate course work, in the CGA Program of Professional
Studies, through the Orientation to Public Accounting Licensing program, and through their work
experience.

Note: This Knowledge Reference List comprises the knowledge most relevant to or most strongly
identified with Assurance. This does not mean the knowledge is relevant to these competencies
exclusively. In many instances, this Knowledge Reference List may, in fact, include subject matter that is
also relevant to other competency areas.



The CICA Handbook i Assurance explains the standards that apply to the following types of
assurance engagements

Audit engagements (including derivative reporting):

General-purpose financial statements

Special-purpose financial statements

Financial information other than financial statements

Compliance with agreements, statutes and regulations

Audit of internal control over financial reporting

Control procedures at a service organization

Compliance with legislative and related authorities in the public sector
Value-for-money auditing in the public sector

Auditor involvement with offering documents of public and private entities

Auditor association with annual reports, interim reports and other public documents

Review engagements (including derivative reporting):

General-purpose financial statements
Special-purpose financial statements

Financial information other than financial statements
Compliance with agreements and regulations
Interim financial statements

Other engagements:

Compilation engagements

Compilation of future-oriented financial information
Specified auditing procedures

Reports on the application of accounting principles
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Due to the complex nature of certain topics covered by the CICA Handbook i Assurance
sections, the entry-level public accountant is expected to demonstrate proficiency at the C
level in the following areas

An audit of internal control over financial reporting performed in conjunction with an audit of

financial statements

Auditor involvement with offering documents of public and private entities, including current
legislative and regulatory requirements and auditor assistance to underwriters and others

Examination of a financial forecast or projection included in a prospectus or other offering

document

The auditor 8s c omcsnaattion vetmscurities mffeling documents

Foreign reporting (International accounting standards and International standards on auditing)
Audit of financial statements affected by environmental matters

Using a legal opinion as audit evidence concerning a transfer of receivables

Value-for-money auditing in the public sector

Services on matters relating to solvency

Audit of employee future benefits 8 defined benefit plans

Auditords Report

on Summari zed Financi al St a

Auditor 6 s R eapative Einarcial StGtenmamts
Legislative requirements to report on the consistent application of GAAP

In addition, the following topics included in the CICA Handbook i Assurance are industry-
specific and are therefore not examinable in the licensing examination

Auditords report

on pension fund financi al s

Special reports on regulated financial institutions

Auditords report

on the financi al statements

Audit of actuarial liabilities of life insurance enterprises

Transactions or
financial institutions legislation

condi ti omei mg proe g arbtl ien g nrdeeq u i



4. Assurance engagements for which criteria must be established, and non-CICA Handbook i
Assurance engagements

The CICA Handbook i Assurance describes what is meant by an assurance engagement, and in section
5025, Standards for Assurance Engagements, provides general standards for engagements in which the
appropriate criteria to evaluate the subject matter must be established by the practitioner. The difficulties
relating to assurance engagements for which criteria must be established by the practitioner under
section 5025, reside in the determination of the criteria for evaluating the subject matter and the design of
the assurance procedures.

Since there is no specific body of knowledge for the types of engagements described above, newly
qualified public accountants are expected to draw on their knowledge relating to the planning of an audit
or review engagement.

Due to the complex nature of certain assurance engagements for which the CICA Handbook does not
include specific standards, the newly qualified public accountant is expected to have a C level of
proficiency in areas such as the following:

e Operational audits

e Continuous auditing

e Investigative / forensic audits
e Environmental audits

e Emerging services

Financial Accounting and Reporting

Trends such as globalization and developments in information technology have led to increases in the

complexity of corporate and financial transactions. For example, mergers, acquisitions, and divestitures

have become commonplace in our global environment. At the same time, large corporate failures have

underlined the need for protection of the public, particularly with respect to stakeholders relying on an

entityéds financi al information. Now mor e trimaton ever, t hi
through adherence to generally accepted accounting principles.

This section identifies the specific public accountant competencies in the area of Financial Accounting
and Reporting.

TK:FA:01 Formulates, analyzes, and processes transactions in accordance with
professional standards and policies*
Level A
Tasks Specific examples
A Explains the accounting function and the A Candidate explains in good detail the
accounting cycle. accounting function and the accounting cycle.
A Obtains reliable source documents in orderto A Candidate sets up a chart of accounts for a new
process and transactions. entity and implements appropriate internal
A From source documents, formulates, analyzes controls over the recording of transactions.
and processes the cl ieA Candidate oversees and ensures accurate and
transactions with due care according to complete recording of transactions in
professional and accounting standards and accordance with GAAP for example:
policies (e.g., prepares or reviews journal — allrevenues i sales, services, long-
~ entries from source documents). term contracts, interest, dividends,
A Ensures effective internal controls with respect ~  royalties and returns
to processing transactions. . - .
— all expenses i sales, administrative,
and other
— ensures accurate bank reconciliation




— correctly matches revenues and
expenses

— evaluates receivables and liabilities,
including discount considerations and
other related items such as allowances
and warranties

foreign currency transactions

A Candidate determines or reviews correct
amounts and accounting according to GAAP,
such as for:

— capital assets, including property, plant
and equipment, natural resources and
intangibles

— amortization and impairment of capital
assets and leaseholds

— acquisitions, disposals and exchanges

— amounts and correct accounting for
government and other grants for not-for-
profit and business assistance

— correct amounts and accounting
regarding subsidies from government
and other sources

— correct amounts for share purchases
and sales, related commissions and
costs, and equity contributions

— correct amounts for current and long-
term liabilities, such as, loans and other
debt payments and ensures they are in
accord with legal requirements

— donations and gifts and expenses in
not-for-profit organizations

— investments and other financial
instruments

A Candidate provides or oversees accurate and
correct accounting for partnerships and
sharehol dersd equity.

TK:FA:02 (B14) Researches, evaluates, and advises on the appropriate accounting treatment
for complex transactions*
Level A

Tasks Specific examples

A Researches appropriate sections of the CICA A Controller researches, appropriately records,
Handbook to determine proper accounting and and documents hedge transactions.
disclosure under GAAP (e.g., for complex A Auditor verifies that the accounting treatment of
areas such as step-by-step acquisitions, a business combination undertaken by the
hedging, encumbrances and endowment trusts, client was correct.

financial instruments).

A Reviews source documents and ensures
sufficient information is available to make
decisions.




A Considers substance over form when deciding
on appropriate treatment.

A Collaborates with colleagues as necessary to
resolve ambiguity in unfamiliar situations.

TK:FA:03 (A24) I nterprets

and

advises on the organi

Level A

Tasks

A Advises corporate and not-for-profit clients on
their financial reporting requirements for
Federal and Provincial governments.

A Advises public companies of the appropriate
financial information to be filed with the security
commissions.

A Advises corporate clients on their reporting
requirements for shareholders (e.g., interim
and annual reports, proxy voting provisions,
and other requirements under the appropriate
Company Acts).

A Advises clients on reporting requirements
under contractual obligations (e.g., reporting
required by banks under debt covenants,
regulatory reporting requirements, etc.).

A Describes the differences in, and applicability
of, reporting requirements under Canadian, US,
and international standards, and explains the
need for special presentation of information
where applicable.

Specific examples

A Auditor reviews compliance with reporting
requirements to comply with bank covenants.

A Auditor considers the applicability of US or
other international reporting standards to the
client situation and factors this in to the audit as
needed.

TK:FA:04 (B15)

Ensures the reliability of financial information*

Level A

Tasks

A Identifies the type, detail, and timing of financial
information needed to support the

organi zat i enmaking atdteategics i 0

tactical, and operational levels.

A Designs accounting systems to ensure that
information generated is verifiable, neutral, and
representationally faithful with respect to the
underlying transactions.

A Performs reconciliations of accounts,
schedules, and transactions (e.g., pension plan
reconciliations, vendor/customer
reconciliations, bank reconciliations).

A Reviews source documents and ensures that
supporting documentation is accurate,
complete, and understandable, to support the
reliability of information.

A Reviews transactions and investigates
inconsistencies, unexpected results or trends,
and other signs of possible error, fraud, or

Specific examples

A Controller prepares sufficient schedules and
account reconciliations to support the financial
statements.

A Auditor verifies the reliability of financial
statements and other information as part of the
audit.

A Public practitioner sets up the accounting
system for their firm, with appropriate attention
to internal controls and reliability of information.
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illegal acts.

TK:FA:05 Documents and maintains supporting information for transactions and events*
Level A

Tasks Specific examples

A Ensures that all appropriate source documents A Candidate ensures that hardcopies of all

and working papers are obtained and retained
in order to process and support transactions.

Establishes and maintains, as is necessary, A
accurate hardcopy files of supporting
documents and other information for A

transactions and events.

Ensures that hardcopy files are protected from
fire and water damage.

Establishes and maintains accurate computer
records of all documents relating to
transactions and events

Establishes and maintains accurate and
complete backup of all documents in the
computer records relating to transaction and
events

source documents are appropriately filed for
prompt retrieval.

Candidate ensures that all electronic data are
appropriately backed up.

Candidate ensures that copies of legal
documents, correspondence and relevant
publication articles are appropriately filed and
safeguarded from fire and water damage.

TK:FA:06 (B16)

Prepares financial statements appropriate for the users*

Tasks

A

>

>

Level A
Specific examples

Distinguishes between the needs of various A
financial statement users, such as

management, shareholders, creditors,

members, government agencies, etc. A

Prepares corporate financial statements that
fairly present the ent A
and position in accordance with Canadian

GAAP.

Interprets note disclosure requirements and
ensures adequate and appropriate note
disclosure considering the users of the financial
statements and Canadian GAAP (e.g., advises
on discretionary note disclosure that enhances
full and fair presentation in the statements).

Prepares budget statements, pro forma
information, and short- and long-term forecasts.

As appropriate, prepares or drafts corporate
financial statements that fairly present the
entityés financi al per
accordance with US or international GAAP.
Prepares government financial statements in
accordance with public sector accounting
standards.

Evaluates financial statements as a whole, and

Controller prepares consolidated financial
statements for their company, including
integrated and self-sustaining subsidiaries.
Senior accountant drafts not-for-profit financial
statements for their organization.

Public practitioner prepares financial
statements for a non-assurance client.
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explains results and balances in the context of

the organizationbs bus
performance.
A Assists in the preparation of information to be
included in the annual report, and reviews
information for inconsistencies with the financial
statements.
TK:FA:07 Prepares, analyzes, and interprets financial performance measures*
Level A
Tasks Specific examples
A Develops or evaluates performance measures A Candidate prepares, analyzes and interprets
relevant for a clientd liquidity, activity, profitability and debt ratios for
information system. management and for sha
A Analyzes and interprets for management and A Candidate analyzes and interprets cash flow
shareholders financial performance measures information.
as contained in the financial statements and A Candidate ana|yzes and interprets earnings
other documents. distributions.
A Keeps abreast of new statistical and A Candidate prepares trend statistics and
performance measures based on accounting necessary graphs related to financial
and financial literature. performance and analyzes and interprets such
A Provides advice for improvements to information for management and for
measures, systems, etc., based on information sharehol dersé reports.
obtained from performance measurement A Candidate prepares and interprets other
system. statistical measures as appropriate and
required, such as common size balance sheets
and horizontal and vertical analysis.

A Candidate prepares, analyzes, interprets and
compares financial and related information with
respect to related industry and comparable firm
statistics and performance.

A Candidate evaluates new statistical

presentations for consideration.




TK:FA:08 (B17)
with professional standards*

Evaluates and advises on accounting policies and procedures in accordance

Level A
Specific examples

Tasks

A Decides on the appropriate basis of accounting A
(e.g., Canadian GAAP, International Financial
Reporting Standards or another basis for A
special purpose financial reporting).

A In accordance with the basis of accounting,
evaluates alternative acceptable policies and
procedures to determine which is most
appropriate in the circumstances (e.g.,
appropriate accounting standards for business
combinations, joint ventures, international
activities, research and development).

A Advises management on appropriate policies
and procedures to comply with professional
standards and me e tnarcial e
reporting needs.

Controller determines and advises
management on appropriate policies.

Auditor confirms appropriate policy choice and
advises management of any issues.

TK:FA:09 Adapts policies and procedures in accordance with professional standards*
Level B

Tasks Specific examples

A Performs preliminary analysis of current A Candidate explains and advises accounting

developments in professional standards to
determine impact on the client/organization.

A Evaluates and advises client/organization on A
current accounting policies acceptable under
GAAP.

A Drafts communication to ensure that
client/organization management is currently
informed of any relevant changes that occurin A
accounting and financial requirements and
regulations.

A Drafts the implementation plan for any
necessary accounting policy or procedural
changes in the organization to comply with
professional standards.

>

policies and procedures relating to mergers
and acquisitions, joint ventures

Candidate explains and advises on accounting
policies regarding international activities.

Candidate explains and advises on accounting
policies concerning research and development
and similar issues.

Candidate periodically reviews policies and
procedures of client/organization to ensure that
they are current and contain up-to-date
information, and drafts recommendations for
any changes needed to update policies and
procedures.

TK:FA:10 Designs financial accounting and related systems*
Level B
Tasks Specific examples
A On a preliminary basis, designs or A Candidate performs preliminary evaluation of
recommends appropriate, effective, and significant client needs.
efficient IT accounting systems for A Candidate performs preliminary research on

client/organization.

A Drafts IT accounting systems requirements in
terms of necessary modules, data collection,
access control, and reporting options to serve
theorganizat i onds needs. A

the IT accounting systems that are available,
and suggests which systems may warrant
further consideration for the client/organization
situation.

Candidate prepares a draft review of systems




Seeks professional advice in relation to the
requirements of the client/organization.

Performs preliminary periodic reviews that
systems serve the orga
efficient and cost-effective, and that they
achieve the objectives with respect to internal
controls and generation of information.

Assures or facilitates appropriate IT accounting
systems training for management and
employees.

specialists that may be contracted to develop
the system.

TK:FA:11 (B18)

Evaluates and advises on financial accounting and related systems*

Level A

Tasks Specific examples

A Evaluates or advises on a chart of accounts, A Controller evaluates potential new systems
journals, ledgers, and subledgers relevant to and recommends an appropriate choice.
the clientds organizat A Public practitioner assists client by evaluating

A Evaluates or advises on databases or other chart of accounts, journals, ledgers and
systems to capture relevant cost information. subledgers and ensuring that the system is

A Evaluates systems such as cash management, able to capture and present information
accounts payable, accounts receivable, credit sufficiently to meet u
control, or inventory control.

A Demonstrates an understanding of the sources
and methods of obtaining the inputs needed for
a system to function effectively.

A Works with internal and external stakeholders
to ensure complete financial information is
obtained and recorded.

A Makes recommendations to clients or
employers with respect to designing,
purchasing/building, and implementing financial
accounting and related systems, or improving
existing systems.

TK:FA:12 Adapts financial accounting systems in response to current and emerging

developments*
Level B

Tasks Specific examples

A Reviews changes in professional standards, A Candidate draws up a proposal for change for
regulations, and business trends, and proposes management 6s consider 4
necessary system changes to the A Candidate discusses potential changes with
clientdos/organizationd management at an appropriate juncture in

~ system. budgeting cycle.

A Studies emerging developments in accounting A Candidate works with the IT group to ensure
systems and discusses with knowledgeable that any adoption is effectively installed and
representatives. operates in accordance with required

A Suggests to management alternative ways that specifications.

appropriate changes could be implemented.

Example of the expectations at each proficiency level



Scenario:

ABC Company acquired 51% of XYZ Company for $2 million in cash and future
consideration to be based on the earnings of the company in the year of acquisition.
The fair market value of the identifiable assets and liabilities of XYZ Company at the
date of the purchase was $1.5 million. The average gross profit as a percentage of XYZ
Company sales is 60%. The |licensing can
auditor and evaluate the accounting for the transaction.

The licensing candidate is being asked to demonstrate competencies TK:FA:01 Formulates, analyzes,
and processes transactions in accordance with professional standards and policies and TK:FA:02
Researches, evaluates, and advises on the appropriate accounting treatment for complex transactions.

The newly qualified public accountant is expected to have an A proficiency level for
these competencies.

This example provides expectations at proficiency level A, and, to assist candidates in differentiating
among the proficiency levels, it also provides expectations for proficiency levels C and B.

Proficiency level C

In normal circumstances, the entry-level public accountant at a C proficiency level is able to describe or
explain basic concepts such as purchase cost, fair market value, goodwill, and controlling and non-
controlling interests.

Underlying knowledge includes an understanding of a business combination and consolidated financial
statements as described in the CICA Handbook i Accounting.

A public accountant candidate attheC| evel woul d not be able to evaluate A
transaction.

Proficiency level B

In normal circumstances, the entry-level public accountant at proficiency level B would, in addition to the
tasks noted above atthe Cl ev el | be able to evaluate ABC&ds accountin
preliminary basis by:

e recognizing that the cost of the purchase, in the case where the fair market value of the
consideration given is not clearly evident, could affect the amount of goodwill;

e recognizing that the goodwill amount could be different by allocating a contingent consideration
purchase price;

e recognizing thatthenon-contr ol Il ing interest could change when t
equity ownership;

e recognizing that the non-controlling interest could change when there are preferred shareholders;
and

e providing a preliminary evaluation of the calculation of goodwill or the purchase price in the above
circumstances.
Proficiency level A

In normal circumstances, the entry-level public accountant at an A level of proficiency is able to evaluate
ABCb6s accounting for this tr ans acCtandBraboveltime erg-ldvielt i on t o
public accountant at an A level would, in the case of a consolidation, for example:



e evaluate the reasonableness of the cost of the purchase in the case where the fair market value
of the consideration given is not clearly evident;

e evaluate the reasonableness of goodwill with respect to the allocation of a purchase price that
contains a contingent consideration;

e evaluate the reasonableness of the value of the non-controlling interest when there is a change in

the parentés equity ownership;

e evaluate the reasonableness of the value of the non-controlling interest when there are preferred
shareholders; and

e make audit decisions based on the foregoing evaluations.

Licensing candidates at both the B and A proficiency levels would have an understanding of the reporting
needs of the entity and the concepts of combinations and consolidation. In addition, they could access the
CICA Handbook i Accounting, sections 1000, 1581, 1590, 1600, 3061, and 3062.

Knowledge Reference List

The following subject matter underlies the competencies of Financial Accounting and Reporting.
Candidates for licensing should cover these subjects in their undergraduate or graduate course work, in
the CGA Program of Professional Studies, through the Orientation to Public Accounting Licensing
program, and through their work experience.

Note: This Knowledge Reference List comprises the knowledge most relevant to or most strongly
identified with Financial Accounting and Reporting. This does not mean the knowledge is relevant to
these competencies exclusively. In many instances, this Knowledge Reference List may, in fact, include
subject matter that is also relevant to other competency areas.

1. Financial reporting
Specific knowledge necessary for the newly qualified public accountant to be at an A level should
include the following:
e Financial statements and their elements
e Objective of financial statements
e Benefit versus cost constraint
e Materiality
e Attributes of information in financial statements
Understandability
Relevance
Reliability
Comparability
e Recognition criteria and measurement
e Disclosure
In addition, candidates are expected to attain a C level of proficiency in the following areas:
e Accounting theory
Theory of investor decision-making

Theory of capital markets
Agency theory
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Directions in accounting research

Formulation of accounting standards in Canada

Regulatory process in Canada

Sources of Canadian GAAP

Role of international accounting standards

US GAAP and International Accounting and Financial Reporting Standards

2. GAAP

CICA Handbook i Accounting

The CICA Handbook i Accounting is the primary source of GAAP for the private sector; newly qualified
public accountants should have a sufficient degree of knowledge of the CICA Handbook i Accounting
to be able to demonstrate competence at an A level for the appropriate financial reporting
competencies. Certain sections and accounting guidelines of the CICA Handbook i Accounting are
outside of normal circumstances and as a result the newly qualified public accountant is not
responsible for those sections.

For example, sections outside normal circumstances are:

Pension plans

Life insurance enterprises 8 specific items

Financial reporting by property and casualty insurance companies
Fees and costs associated with lending activities

Full cost accounting in the oil and gas industry

Actuarial liabilities of life insurance companies 8 disclosure
Financial reporting by life insurance enterprises

Transfer of receivables

Due to the complex nature of certain topics covered by the CICA Handbook i Accounting sections, the
entry-level public accountant is expected to demonstrate proficiency at the C level in the following

areas:

Measurement of stock-based compensation

Calculation of earnings per share (other than basic earnings per share)
Measurement of expense for severance benefits (employee future benefits)
Business combinations & reciprocal shareholdings

Goodwill 8 two-step impairment test

Income taxes: compound financial instruments, business combinations
Comprehensive revaluation of assets and liabilities

Hedging relationships (other than foreign exchange)

Consolidation of variable interest entities

Comprehensive income

Knowledge of Abstracts of the Emerging Issues Committee (EICs) is at the same level as the CICA
Handbook i Accounting section to which the abstract relates.

Public Sector Accounting Standards



The CICA Public Sector Accounting Handbook is the primary source of GAAP for federal, provincial,
territorial and local governments. However, it requires that certain public sector organizations follow the
CICA Handbook i Accounting unless otherwise directed to specific accounting standards of the CICA
Public Sector Accounting Handbook. The Appendices to the Introduction to Public Sector Accounting
Standards describe which standards apply to public sector organizations. Many of the
recommendations, concepts and principles are consistent with the CICA Handbook i Accounting and
are to be demonstrated at an A level of proficiency. The application of the recommendations and the
understanding of the concepts and principles that are unique to Public Sector Accounting are required
to be demonstrated at a C level.

Finance

Corporate transactions such as mergers, acquisitions, and divestitures have become commonplace in our
global environment. Entities are constantly faced with strategic choices that have financial consequences

for them. Public accountantsc o nt r i
competent
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needed to determine whether those objectives are being achieved effectively.

This section identifies the specific public accountant competencies in the area of Finance.

TK:FN:01 Develops and administers budgets*
Level A
Tasks Specific examples
A l's fully informed on oA Candidaterevi ews organi zat.
procedures regarding budgeting processes procedures prior to setting up budget
A Prepares appropriate cash, operational and informf’:ltion requirements, for cash, capital and
capital budgets, to assist with planning and ~ operational budgets.
performance management. A Candidate makes recommendations to
A Makes recommendations to management management regarding budgets, for example,
regarding budgets and the budgeting process. should the organization follow flexible or static
A Administers budget requests from various ~ budgeting.
departments. A Candidate coordinates budgeting process with
A Evaluates actual results against budgets, and various departments, including setting

maintains clear and accurate records of budget
performance by departments.

deadlines for return of budget information,
assisting department managers, setting budget
meetings, considering budget submissions or
submitting to senior management for
consideration, compiling and finalizing
department budgets.

Candidate sets up clear, accurate records
regarding the performance of all budgets and
provides periodic performance reports to
management.
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TK:FN:02 Develops financial forecasts and plans*
Level A

Tasks Specific examples

A Proposes or evaluates long- and short-term A Candidate develops forecasts for management,
financial objectvesbased on t he for example to be included in the MD&A
strategic goals and risk profile, and compares section of the annual report.
these objectives to those of similar A candidate develops projections for capital
organizations. budgeting and investments, including

A Develops financial forecasts or projections as consideration of external assumptions, such as
required by the organi external economic and business predictions.
policies to support decision-making and A Candidate creates financial plans for cash
reporting in the pursuit of long- and short-term requirements and future financing, including
financial objectives. projected financial statements.

A Develops individual financial plans based on A Candidate Comp”es trend ana|yses for
individual or family goals and priorities. inclusion in reports.

A Develops financial analyses and financial data A candidate produces pro forma financial
as required as part of a business plan, financial statements and quarterly estimates for
proposal, or evaluation of business decisions. management information and distribution in

A Develops statistical and other measures for organi zationés reports
forecasting and projecting. A Candidate produces information for formation

and execution of trusts.
TK:FN:03 Manages cash flow and working capital*
Level A

Tasks Specific examples

A Analyzes short-, medium-, and long-term cash A Candidate reviews working capital, working
needs. capital ratio, and quick ratio on an ongoing

A Evaluates and recommends strategies for basis.
meeting cash flow needs, including preliminary A Candidate ensures credit levels are not
assessment and recommendations regarding exceeded and that credit policies as laid down
financial instruments. are met.

A Monitors cash flows and cash requirements A Candidate frequently reviews bank balances
according to budget requirements. and bank loans, and has a good liaison with

A Establishes appropriate credit policies for bankers.
management approval and ensures objectives A Candidate receives regular reports on
are met. accounts receivable payment levels, and

A Monitors bank balances, interest rates and evaluates credit and collection procedures.
interest bearing accounts. A Candidate buys or sells securities in order to

A Reviews accounts receivables, customer optimize income and to meet cash flow needs
payments, and allowances. as they arise.

A Reviews inventory levels.

A Reviews accounts payable and short-term loan
payments, and ensures full advantage is taken
of discounts.

A Reviews short-term investments and income.

A Apprises management with regard to possible

dividend payments.
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TK:FN:04 Identifies, analyzes, and advises on financial instruments to minimize the
financial risk of the issuer, investor, or lender*
Level B
Tasks Specific examples
A Identifies and prioritizes the types of risk faced A Candidate is aware of financial instruments

by the entity.

issued or held by the organization, for example,

A Identifies, analyzes, and accounts for financial employee stock options and other derivative
instruments held or issued by the organization items.

(e.g., equity and debt instruments, warrants, A Candidate explains different types of risks
options, swaps, etc.). faced by the organization (e.g., price risk,

A Advises management on a preliminary basis in currency risk, interest rate risk, market risk,
respect of the mix of financial instruments best credit risk, liquidity risk, cash flow risk) and
suited to meet the org prepares a preliminary assessment of how
considering its goals and risk profile. financial instruments may be used to help

A Reviews hedging strategies and provides mitigate risks.
management with preliminary advice on Candidate is aware of and advises
appropriate policies. management on natural hedging between

A Participates in discussions with brokers and assets and liabilities and endeavours to use
advisors to evaluate and choose appropriate natural hedges is much as possible.
financial instruments. Candidate reviews futures contracts to mitigate

foreign exchange risk, and determines the
correct accounting treatment for economic
hedges in accordance with GAAP.

TK:FN:05 Advi ses on and arranges financing to

Level B

Tasks Specific examples

A Provides a preliminary assessment of financing A Candidate assists in the negotiation of credit
levels needed by the organization for stability facilities for the organization.
and future growth. A Candidate projects financing required and

A Prepares a draft analysis of the suitability and available for future stability and growth, as
availability of financing sources including related to working capital and capital
banks, capital markets, private investors, acquisitions.
government grants, or venture capital. A Candidate prepares a preliminary analysis of

A Participates in the negotiation of appropriate whether the company should stay private or
rates and terms for financing in order to consider an initial public offering.
achieve strategic goals. A Candidate maintains good relations with credit

A Evaluates loans and deals with banks or other suppliers so that the optimal arrangements can
financial institutions to obtain most favourable be attained and ensures good payment record
financing. for organization.

A Maintainsgoodr el ati ons wi t h A Candidate correctly and accurately assesses
banks or other financial institutions. values of securities, such as, using financial

A Understands and can explain the process for mathematical techniques, for example, present
Security evaluation. value bond valuation.

A Candidate participates in liaising with

investment firm in floating of share offerings.
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TK:FN:06 Advises on the capital structure of the organization to maximize the
organizationds value

Level C
Tasks Specific examples
A Understands the nature of capital markets and A Candidate explains to management the
how they operate. implications of different levels of financial
A Considers the capital structure of the ~ leverage.
organization to maximize optimal value of the A Candidate discusses the need for an optimal
organization. and equitable division of partnership profits.
A Is aware of partnership arrangements for A Monitors debt/equity ratio and advises
dividing profits. management on required changes.
A Is aware and knowledgeable concerning public
share offerings.
A Understands the implications of debt and equity

levels.

A Considers these issues and opportunities in
decision-making.

A Is able to correctly calculate the weighted-
average cost of capital.

TK:FN:07 Advises on financial implications of operational strategies*
Level A

Tasks Specific examples

A Analyzes financial implications of operational A Candidate analyzes plans to acquire
decisions. intellectual property assets.

A Assesses costs and benefits of departmental A Candidate evaluates cost savings and
decisions or plans. reduction of working capital needs resulting

A Makes recommendations for beneficial from implementation of a just-in-time inventory
changes based on an analysis of the financial ~ Mmanagement system.
implications to a given strategy. A Candidate evaluates costs and benefits of

outsourcing arrangements for payroll system.
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TK:FN:08 Prepares or evaluates business cases or financial proposals
Level B
Tasks Specific examples
A Prepares or evaluates business cases or A Candidate performs capital budgeting and

financial proposals as required by management
to assist in financial decision-making and the
evaluation of alternatives.

A On a preliminary basis, prepares or evaluates
business cases or financial proposals related to A
financially troubled businesses (e.g., business
recovery plans).

A Collaborates with others to ensure plans or
proposals are complete, including A
consideration of legal and regulatory issues,
consideration of sourcing and allocation of
financial and other resources, and evaluation of
costs and benefits. A

A Calculates and interprets tools or measures
such as key financial ratios, capital budgeting
techniques, cost-benefit analysis methods (net
present value, internal rate of return, etc.), cost
of capital, and discounted cash flows.

A Considers non-financial factors when drafting
or assessing business cases for financially
healthy or financially troubled businesses; for
example considers degree of alignment with
organi zationdés strateg
benefits, feasibility for organization, resulting
risk levels, etc.

A Documents proposals or business cases for
presentation and review by senior
management.

A Participates in evaluating success of plans and
determining revisions to plans and adjustments
to strategy.

>

prepares a draft proposal for expansion of a
segment of the organization.

Candidate compares leasing versus purchase
alternatives.

Candidate prepares a draft proposal for a
restructuring of the organization, with particular
consideration of the potential benefits and the
resulting risks.

Candidate prepares a draft evaluation of the
causes of a business?®d
suggests preliminary means of turning around
performance.

Candidate drafts a preliminary business case

for a new customer resource management
system, and considers the alignment with the
organi zationés | T str a
as part of the assessment of alternatives.

TK:FN:09 Assesses the value of a business
Level C
Tasks Specific examples

A Understands concepts of valuing a business as A
they pertain to financially healthy and
financially troubled businesses.

A Makes preliminary calculations or estimates A
using different approaches (e.g., asset- or
market-based approach, or transaction-based
approach such as discounted cash flows, net A
realizable value of assets of a financially-
troubled business).

A Documents the valuation of a business and
prepares or compiles information to support the
acquisition or sale of a business.

Candidate discusses tangible and intangible
assets with management during business
valuation process.

Candidate evaluates documents and compiles
information for acquisition or sale of a
business.

Candidate enlists assistance from specialists
during the valuation process.
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