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IMPORTANT NOTE:

The information in this handbook describes the application, registration, and certification
processes for those IlA certification candidates who register through 1A Global
Headquarters. It is not applicable to candidates whose primary address is in a country
that administers the IIA certification programs through a local certification agreement.

Candidates from the following countries must contact their local llA institute
representative for more information about local certification processes and the roll-out of
CBT in their area: Argentina, Australia, Austria, Belgium, Brazil, Bulgaria, China,
Chinese Taiwan, Czech Republic, France, Germany, Greece, Indonesia, Israel, Italy,
Japan, Korea, Malaysia, Mexico, Morocco, The Netherlands, New Zealand, Norway,
Philippines, Singapore, South Africa, Spain, Sweden, Switzerland, Thailand, and Turkey.

This handbook contains important information. All application materials from previous
years are no longer valid and should be discarded.
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INTRODUCTION

There are many reasons to obtain an IlA certification. Whether it's the hallmark
designation of internal auditing - the Certified Internal Auditor® (CIA®) designation - or
one of our three specialty industry certifications, obtaining a certification is
professionalism defined.

IIA’S NEW, STREAMLINED CERTIFICATION PROCESS

The lIA has now made it even easier for you to complete the certification process. Our
new Certification Candidate Management System (CCMS) allows you to perform
application and exam registration processes online. You can also monitor your
certification progress, access your CBT exam score reports, and print receipts for your
exam fees at any time. And the Pearson VUE online scheduling system makes
scheduling your testing appointment just as quick and easy.

Taking an IIA certification exam is also more convenient than ever. Beginning in May
2008, IIA exams will be computer-administered. This means that you will be able to take
your exam in any one of more than 400 available testing centers around the world, in the
exam language of your choice, at a time that is convenient for you!

This handbook walks you through the certification process from start to finish and should
provide all of the information that you need to complete the process. Additional

information is available online atwww.theiia.org/certification.
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DETAILED APPLICATION, REGISTRATION, AND SCHEDULING
INSTRUCTIONS

STEP 1: CONSIDER JOINING THE INSTITUTE OF INTERNAL AUDITORS

If you are not yet an A member, you should consider joining The IIA before you apply
to an IIA certification program. In most countries, a candidate does not have to be an I1A
member to apply to an IlA certification program or receive an lIA designation.
(Requirements may vary in countries where the IlA certification program is administered
through a local ll1A certification agreement.) However, there are immediate and long-term
IIA member benefits and special offers that a candidate may wish to consider, such as:

Preferred pricing on certification application and exam registration fees.
Discounts on review materials available through The IIA Research Foundation’s
Bookstore.

No charge for Continuing Professional Education (CPE) reporting.

Access to The IIA’s online auditing standards, ethics, and guidance information.
Access to local llA institutes for professional development opportunities.

Here’s what else you'll enjoy:

Access to Member Exchange™, The IIA's members-only, online networking tool.
Reduced registration fees for IIA seminars and conferences.

Discounts on hundreds of IIA educational products.

Free subscriptions to the award-winning Internal Auditor magazine and ll1A
Insight, a comprehensive online membership newsletter.

A wide variety of other online newsletters providing up-to-date news and
information about various sectors of the internal audit profession.
Members-only access to the Audit Career Center job postings.

Networking opportunities.

Participation on local or international committees.

For information on becoming an IIA member, go to www.theiia.org/membership.

Please note that your membership process may take some time to process, and you
must complete this process before you will receive discounts on your certification
application and exam registration fees. Discounts on certification fees cannot be applied
retroactively.
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STEP 2: APPLY TO THE CERTIFICATION PROGRAM OF YOUR CHOICE (NEW
CANDIDATES ONLY)

The following steps explain how to apply to an IlA certification program online. Before
you complete an application, however, be sure to read all of the requirements for that
certification in this handbook to make sure that you qualify and that you can agree to the
rules of the program.

A. Create a Profile

If you have not previously applied to an IlA certification program (or if you allowed your
program eligibility to expire), you must first create a profile in the 1IA Certification
Candidate Management System (CCMS). To do so, go to www.theiia.com/certification
and click on the link to the CCMS. You will be directed to the IIA Certification Candidate

Management System login page.

Click on the “First Time Users” link on the right, read and agree to the terms of use, and
complete the “New Profile” page as follows:

Required Fields

Throughout the profile, fields marked with an asterisk (*) are required.

General Information

Enter your name exactly as it appears on your government-issued identification.
This information will be verified when you present your identification at the test
center, and it must match exactly.

Addresses

Primary Address — Enter the address of the location where you currently reside
or work for most of the year. Do not indicate addresses for temporary
assignments or your declared permanent residence address if it is not where you
are located for most of the year. This address is required and must be accurate.
If you are unsure what to enter, please refer to the examples in the Frequently
Asked Questions section of the CCMS before proceeding.

Alternative Address — This can be any address where you may want The IlA to
communicate with you if you do not have an e-mail address. This address is
optional.

Indicate which address that you would prefer The IIA to use if it becomes
necessary to mail information to you.

Phone Numbers

At least one valid phone number is required (in the Primary Phone Number field).
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E-mail Addresses

At least one valid e-mail address is required (in the Primary E-mail Address field).
The A CCMS will communicate with you directly through e-mail, so be sure to
provide the e-mail address that you use on a regular basis.

Custom Questions

Respond to each custom question presented. Further information about
completing some of the custom questions is provided below:

“Suffix” — If your government-issued identification includes a suffix (such
as Jr. or lll), you must provide it here so that your identification will match
our records when verified at the test site.

“Name as it should appear on your certificate” — Indicate exactly how you
would like your name to appear on your printed certificate once you
become certified. This may be slightly different from the way that your
name appears on your identification (for example: “John W. Smith”
instead of “John William Smith”), but it cannot include any certifications,
degrees, or other designations.

“Job Codes” — Select the job code that most closely describes your
current position. If you need additional information on any of these job
codes, please see listing at the end of this handbook.

“Industry Codes” — Select the industry code that most closely describes
the industry in which you primarily work.

“Chapter/Institute where we should send your certificate once you have
completed all of the program requirements...” — When you become
certified, The IIA will forward your printed certificate to your local I1A
chapter or institute for presentation to you. Select the chapter or institute
that you have joined, will join, or is geographically closest to you. For

additional information, please visit www.theiia.org/chapters-institutes.

Note that if any of the information in your profile changes, you should return to
the profile page and update this information. You will be able to change any
information (except for your name) at any time.

Click on the “Submit” button and the CCMS will create your account, provide you
with your IIA Candidate ID number, and e-mail instructions to you and a link for
activating your account. Follow the instructions to activate your account and
create a username and password. Keep your password confidential because it
will provide access to all of your candidate information.
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B. Complete the Appropriate Application Form

Login to the 1A CCMS and click on the link “Complete a Form” to complete an
application form. Select the application form for the certification of your choice and
complete the required information.

Be careful to complete the application accurately. You will need to submit documentation
to verify certain information that you submit (such as education). If your documentation
does not support the information on the application, you can face review and censure by
The lIA’s International Ethics Committee, including but not limited to removal from the
certification program and revocation of exam parts or certification.

Read and agree to the “Program Provisions and Conditions” on the form. It is important
that you read this entire handbook before agreeing to the conditions of the program.

Read and agree to the “Pricing Provisions and Conditions” and submit your form. The
system will calculate the appropriate price for your application and present you with a
payment page which allows for payment by credit card, check, or wire transfer.

Verify that the price quoted is correct for your situation. (See “llA Certification Application
and Exam Pricing” in this handbook for current IIA pricing). If your primary address is in
a country that would qualify for discounted pricing based on the World Bank Index, you
can contact your local IIA institute to confirm your pricing.) Note that once you accept the
price provided and submit your order, no refunds or credits will be issued, in whole or in
part. Do not submit your order if you do not believe that the price provided is correct
(based on your country of primary address or your membership status); instead, follow
the instructions on-screen or in the Frequently Asked Questions section regarding
pricing.

You are strongly encouraged to pay your application fees with a credit card as it
significantly shortens the processing time required. Candidates who opt to pay with a
check or a wire transfer must (1) include information on their form of payment during the
application process and (2) follow the on-screen instructions regarding submission of
payment.

Once payment is received and processed, a member of The IIA’s Certification
Department will review your application to determine your eligibility for the certification to
which you have applied. Once this review is complete, an e-mail will be sent to you to
advise you of your status and the next steps in the process. Approved candidates can
begin the exam registration process upon receipt of their application approval message.

Please note that approval for any of the certification programs is contingent on meeting
the eligibility requirements.
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STEP 3: SUBMIT APPROPRIATE DOCUMENTATION

Refer to the specific certification sections in this handbook for specific requirements for
each certification program, as well as required documentation. Additional documentation
may be requested from candidates as necessary to confirm eligibility.

STEP 4: REGISTER FOR THE APPROPRIATE EXAM(S)

Upon approval of your application, you are eligible to register for the exam(s) in the
program to which you applied.

Login to the IIA CCMS and click on the link “Complete a Form” to complete an exam
registration form. Select the appropriate form for the exam of your choice.
e If you are an existing candidate in an IlA certification program, your candidate
information has been transferred to the IIA CCMS system. See

www.theiia.org/certification for login information.

Note: The CIA exam is offered in many languages, and you do not need to select your
language at the time of registration. When you schedule your exam with Pearson VUE,
you will be able to select the language of your choice. Most exam languages are
expected to be available in all Pearson VUE test centers around the world, although all
languages may not be available immediately on May 5 and may not be available for
scheduling in early April. Please refer towww.theiia.org/certificationl for more information
about the availability of languages at the time that you register. You may want to wait to

register for your exam until your chosen language is available for testing.

Please note that your registration for an exam (part) will be valid for 180 days from the
date that the registration is processed at lIA. Each registration allows you to sit for that
exam one time. It is your responsibility to schedule an appointment for that exam during
the 180-day period and to sit for the exam during that time.

Read and agree to the “Pricing Provisions and Conditions” and submit your form. The
system will calculate the appropriate price for your registration and present you with a
payment page which allows for payment by credit card, check, or wire transfer.

Verify that the price quoted is correct for your situation. (See “llA Certification Application
and Exam Pricing” in this handbook for current IIA pricing). If your primary address is in
a country that would qualify for discounted pricing based on the World Bank Index, you
can contact your local IIA institute to confirm your pricing.) Note that once you accept the
price provided and submit your order, no refunds or credits will be issued, in whole or in
part. Do not submit your order if you do not believe that the price provided is correct
(based on your country of primary address or your membership status); instead, follow
the instructions on-screen or in the Frequently Asked Questions section regarding
pricing.

As indicated above, you are strongly encouraged to pay your fees with a credit card as it
significantly shortens the processing time required. Candidates who opt to pay with a
check or a wire transfer must (1) include information on their form of payment during the
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application process and (2) follow the on-screen instructions regarding submission of
payment.

Once payment is received and processed, your registration will be processed
immediately, and you will receive an e-mail advising you that you are eligible to schedule
your exam with Pearson VUE and providing further directions. If you pay by credit card,
this e-mail will typically arrive within minutes.

If you wish to register for more than one CIA exam (part), you may do so by repeating
the steps above. You must complete a separate registration form for each exam (part).

If you have a documented physical or medical condition that requires modification to the
normal test administration conditions, you must contact the IIA Certification Department
at certification@theiia.org for information on how to apply for special accommodations.
Requests for test administration modifications will be processed as quickly as possible
but may take 30 days or more to implement.

STEP 5: RECEIVE AUTHORIZATION TO TEST

The lIA has chosen Pearson VUE as its computer-based test administration vendor.
Pearson VUE will therefore administer The I[IA’s exams in a computer-based format at
Pearson VUE'’s approved testing centers throughout the world. Pearson VUE is a leader
in global computer-based test administration, and their technology investments ensure
leading-edge security and provide improved service to IIA candidates.

Once your exam registration has been processed, you will receive an Authorization to
Test notification via e-mail advising you to contact Pearson VUE to schedule your exam
at one of their computer-based testing centers. You will be asked to wait 48 hours before
contacting Pearson VUE in order to allow time for your registration data to be uploaded
to their scheduling system. You cannot schedule an I1A exam with Pearson VUE without
first registering and receiving authorization from The lIA.

Scheduling is the process through which you reserve a testing station at the location and
time that you wish to take your examination. You may schedule your exam at any IlA-
authorized Pearson VUE test center at any time that the center has an available testing
station for you. Once you have waited 48 hours for your registration data to be uploaded
to Pearson VUE's scheduling system, you should schedule your exam as soon as
possible so that you have the greatest opportunity to sit at your preferred date, time, and
location.

Please note that you must schedule and take your exam within 180 days from the
day that your exam registration is processed at lIA. After 180 days, your registration
will expire, you will forfeit your exam registration fee, and you will be required to register
and pay for that exam again in order to sit for it.
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STEP 6: SCHEDULE YOUR EXAM

The IIA is making it possible for you to sit for your IIA certification exam throughout the
world, at a date and time that is convenient to you, in the exam language of your choice!
In order for you to take full advantage of these amazing conveniences, you need to
schedule early.

There are numerous other examinees from a wide variety of certification programs who
are also taking their exams at Pearson VUE testing centers. Appointments are made on
a first-come, first-served basis, according to availability of testing stations. Centers can
and will fill up. If you do not schedule early, you will either have to delay your exam or
select a different testing center.

You must schedule your exam appointment in advance of the desired exam date. To
increase the likelihood that you will receive your first choice of date, time, and location, it
is recommended that you schedule at least 45 days before your desired exam date.

You can schedule your exam for any available appointment time within 180 days from
the date that the registration is processed at IlA. If you do not schedule your exam in that
time period, your Authorization to Test will expire, and you will be required to register
and pay for that exam again in order to schedule or sit for it. Neither The IIA nor Pearson
VUE is responsible if you do not schedule an appointment before your
registration/authorization expires.

Once you make an appointment, you will be allowed to re-schedule your exam without
penalty up to 48 hours prior to your appointment. After that time, if you do not appear for
your exam at your scheduled location on your scheduled date and time, you will be
considered a “no-show,” your registration will be voided, you will forfeit your exam
registration fee, and you will be required to register and pay for that exam again in order
to sit for it.

Test Center Schedules

Most Pearson VUE test centers are open five or six days per week during normal
business hours, based on local conditions, throughout the year. You can schedule your
exam at any time that the Pearson VUE site is open and has testing stations available.

Test Center Locations

You will be allowed to take your exam at any llA-authorized Pearson VUE testing center
worldwide, regardless of whether the testing center is located in your hometown or
country. To locate the testing centers nearest you, visit the Pearson VUE web site at

thttp://www.pearsonvue.com/iig and click on “Locate a test center.”

10
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Scheduling your appointment
Online Scheduling

The quickest way to schedule an exam appointment (as well as reschedule and cancel
an appointment, if necessary) is on the Internet. Using the Internet provides you with 24-
hour access to scheduling, giving you the quickest and most direct access to preferred
dates and test center locations. You will also instantly receive a detailed confirmation of
your appointment (on-screen and via e-mail).

To schedule online, follow these steps:

1. Go to www.pearsonvue.com/iia.

2. Click on "Schedule a Test."

3 Login using your Pearson VUE username and password. If you are a first-time
user of the Pearson VUE Web site, you should:

e Click on "Create a Web Account.”

e Complete the requested information. Use the same information that you
provided in your 1A CCMS “primary address” and “primary e-mail” fields in
order for the Pearson VUE system to locate your authorization from The IIA.

e Under "Previous Testing History," check "No, this will be my first time...."

e Enter The IIA candidate ID number that you received from The IlIA.

e Wait for Pearson VUE to e-mail you regarding your username and password.
This process may take up to 24 hours.

4, Click on "Schedule Exams." You will see all of the exams that you have
registered for and are able to schedule.
5. Select the exam that you wish to schedule and follow the instructions to select

the location of the testing center where you wish to take the exam. A calendar
indicating available test dates will appear. Click on an available date to see the
time slots that are available for this test and select the time for your appointment.
Follow the instructions to complete the scheduling of your appointment. You will
receive an e-mail confirmation of your appointment.

Scheduling by phone

You may also schedule your exam over the phone. Visit www.pearsonvue.com/iig to see
a listing of available phone numbers for Pearson VUE call centers. Many call centers
have toll-free numbers for your convenience.

Provide the call center representative with your [IA Candidate ID number, and you will be
walked through the scheduling process.

Please have your first, second, and third choice of dates and times planned before you
call the call center.

You may not schedule an exam directly with a Pearson VUE testing center, and no walk-
in appointments are allowed.

11
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Confirmation Letter

Upon completion of this process, Pearson VUE will e-mail an exam confirmation to you,
which will confirm your appointment and provide information about the location of the
test center. Print this letter and take it to the test center with you when you go to take
your exam.

If you do not have an e-mail address, Pearson VUE may mail the confirmation to you, as
long as your scheduled appointment is at least three days in the future. Please schedule
well enough in advance to allow sufficient time for you to receive this letter by mail.
Changes to Your Appointment

Canceling or changing an appointment can also be accomplished online at

Once you make an appointment, you will be allowed to re-schedule your exam without
penalty up to 48 hours prior to your appointment. After that time, if you do not appear for
your exam at your scheduled location on your scheduled date and time, you will be
considered a “no-show,” your registration will be voided, you will forfeit your exam
registration fee, and you will be required to register and pay for that exam again in order
to sit for it.

Test Center Closings due to Weather or Other Emergency

If severe weather or other local emergency requires a test center to be closed, every
attempt will be made to contact you. However, if you are unsure if your test center is
open on the day of your exam, you may call the local test center directly. If the center is
open, it is your responsibility to keep the appointment. If the center is closed, you will be
given the opportunity to reschedule without penalty. If you are unable to contact the local
test center, go to the Pearson VUE Web site at http://www.pearsonvue.com/iia, and call
the Pearson VUE call center nearest you.

12
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PREPARING FOR THE EXAM

The CIA and the three specialty exams are self-study exams and do not require a
prescribed curriculum. Candidates may choose their own method of preparing for the

exam. Information on preparation resources is available atiwww.theiia.org/certification.

CHECKING IN FOR YOUR EXAM AT A PEARSON VUE TEST
CENTER

Step 1. Arrive at the Test Center Early

The confirmation letter will provide you with the location of your testing center. Plan your
travel carefully so that you will arrive at the test center at least 30 minutes before the
scheduled appointment time.

If you arrive at the test center less than 30 minutes before your scheduled appointment,
you may be denied access to the test center and considered a “no-show.” In no case will
you be admitted to the test if you arrive after your scheduled starting time. If you are
considered a “no-show,” your registration will be voided, you will forfeit your exam
registration fee, and you will be required to register and pay for that exam again in order
to sit for it in the future.

Step 2: Bring Your Authorization to Test Notification and/or your Confirmation
Letter with You

You should bring your Authorization to Test notification that you received via e-mail from
The lIA and/or your Confirmation Letter that you received via e-mail from Pearson VUE
with you to the testing center. These letters contain important information that will allow
the test administrator to locate your record and be able to admit you to the exam.

Step 3: Present Acceptable Personal Identification

The IIA and Pearson VUE employ very strict security measures. One level of security
involves your identification, and you must bring at least one form of identification
that meets the following requirements:

Identification (ID) must:
¢ Contain your name exactly as you provided it during the exam
registration process.
e Have a permanently affixed photo of your face.
e Be current — expired IDs will not be accepted.

13
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Acceptable forms of identification are:

e Government-issued driver’s license.
Passport.
Military 1D (except those with chips).
Permanent resident visa.
Credit card with photo (meeting requirements).
Other government-issued ID.

Unacceptable forms of identification include:
e Employee identification or work badge.
¢ University/college identification.

If you do not present acceptable identification, you will not be allowed to take your
exam, your registration will be voided, you will forfeit your exam registration fee,
and you will be required to register and pay for that exam again in order to sit for
it in the future.

Step 4: Check In for your Test

The staff at each Pearson VUE test center has been trained in the procedures specific to
IIA exams. Exam center personnel will guide you through the steps that have been
developed by The IIA. Here is what to expect when you arrive at the test center:

1. The test center administrator will show you where to store your personal items.
You must place all personal belongings, including purses, wallets, watches,
jewelry, cell phone, etc. in the storage lockers (or other secured location)
provided by the test center. You will be given the key to your locker, which must
be returned to the test center staff when you leave. The lockers are very small
and are not intended to hold large items. Do not bring anything to the test center
unless it is absolutely necessary. Neither test center personnel, Pearson VUE,
nor The IIA will be responsible for lost or stolen items.

2. The administrator will provide you with a copy of the Candidate Rules
Agreement. You must accept the terms of this agreement in order to take an
exam at a Pearson VUE testing center.

3. You must provide one form of acceptable identification. The administrator will
verify that the name on the identification matches the name on the exam
registration. You must keep this identification with you at all times during the
exam. If you leave the testing room for any reason, you will be required to show
your identification to be re-admitted.

4. The administrator will capture your signature and verify that your signature
matches that on your identification (if any).

5. Your fingerprint will be captured, and a digital photograph of your face will be
made.

6. If you have brought a translation dictionary, the administrator will check it to be
certain that it is acceptable and does not contain any markings or inserted
material.

(Please note that the only item that a candidate may bring to the test that is
allowed in the testing room is a language translation dictionary. This dictionary
may not contain definitions of terms. It cannot have anything written or

14
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10.

11.
12.

13.

14.

15.

highlighted in the book nor can it contain any added notes or documents inserted
into the book.)

You will be offered an erasable note board and pen on which you can take notes
during the exam. You must return this to the administrator prior to leaving the test
center. You cannot take any notes from the test center.

An onscreen calculator will be available during the exam. If you prefer a hand-
held calculator and the test center has one available, you may request to be
provided with one. You will not be allowed to bring a personal calculator or any
other such device with you into the testing room.

You will be required to sign the test center log and you will be admitted to the
test. Your test will start within 30 minutes of the scheduled start time. If
circumstances arise, other than candidate error, which delay your session more
than 30 minutes, you will be given the choice of continuing to wait or
rescheduling your appointment.

If you leave the testing room for any reason, you will be required to sign the test
center log and show your identification. You may also be required to provide a
fingerprint when leaving or re-entering the testing room.

You will not be allowed to bring any food or drink into the testing room.

You will be escorted to a workstation by the exam proctor. You must remain in
your seat during the exam, except when authorized to leave the testing room.
After you are logged into your exam, proceed through the introductory screens
without delay. There is a time limit on the initial screens and, if that time limit is
exceeded, the exam session will automatically begin.

If you encounter ANY computer problem, report it immediately to the exam
proctor.

When you finish the exam, leave the testing room quietly, turn in your note board,
and sign the test center log. The test center staff will provide you with a printed
“unofficial” score report and dismiss you after completing all necessary
procedures.

Note: Your score will become official once The IlA publishes the score to the IIA
Certification Candidate Management System. This normally takes a few days.
Exam scores may be suspended, voided, or otherwise invalidated after becoming
official if The IlA discovers errors or evidence of cheating or other improper
activity.

15
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TAKE YOUR IIA EXAMINATION

Once you have been seated at a testing station, the administrator will log you into your
exam. You will be asked to confirm that the exam shown on the screen is the exam that
you are scheduled to take, and then you will begin the testing session.

All lIA certification exams follow the same exam flow pattern, which consists of several
distinct segments, as follows:

1. Non-Disclosure Agreement and General Terms of Use for IIA Exams

Before you begin your exam, you will be required to accept the terms of The IIA’s non-
disclosure and confidentiality statement as follows:

This exam is confidential and is protected by law. It is made available to you, the
examinee, solely for the purpose of becoming certified. You are expressly
prohibited from disclosing, publishing, reproducing or transmitting this exam, in
whole or in part, in any form or by any means, verbal or written, electronic or
mechanical, for any purpose, without the prior written permission of The Institute
of Internal Auditors (l1A).

The IIA requires all exam candidates to read and accept the above Non-
Disclosure Agreement and General Terms of Use for [IA exams prior to taking an
IIA Exam.

If you do not accept the exam non-disclosure agreement, your exam will be terminated.
If this occurs, your registration will be voided, you will forfeit your exam registration fee,
and you will be required to register and pay for that exam again in order to sit for it.

2. Tutorial

Before you begin the actual exam, you will be allowed to view a tutorial that shows you
how to navigate through the exam. You may choose to skip this section and move
directly to the exam if you wish. If you have not previously taken an IIA exam in a
Pearson VUE testing center, we strongly recommend that you review the tutorial before
taking the exam.

If you choose to view the tutorial, you will be allowed 10 minutes to do so. The time

allotted for the tutorial is separate from the actual testing time. Whether you view the
tutorial or not, you will have exactly the same testing time.

16
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3. Begin the Exam

When you are ready to begin the exam, the system will advise you of the time that you
have to complete the exam. The time allotted for each actual exam is as follows:

Exam Number of Questions Test Time

Certified Internal Auditor (CIA)

« Partl 100 M/C questions 2 hours and 45
minutes
. Part2 100 M/C questions 2 hours and 45
minutes
« Part3 100 M/C questions 2 hours and 45
minutes
. Part4 100 M/C questions 2 hours and 45
minutes
IIA Specialty Exams
« Certification in Control Self- 125 M/C questions 3 hours and 15
Assessment (CCSA) minutes
« Certified Government Auditing 125 M/C questions 3 hours and 15
Professional (CGAP) minutes
- Certified Financial Services 125 M/C questions 3 hours and 15
Auditor (CFSA) minutes

The computer screen has a built-in timer to let you know the time remaining as you work
through the exam. Plan your time wisely so that you do not use your time up early in the
exam and do not have enough time to complete the exam.

The testing system allows you to flag questions for review and allows you to return to
these items after you have viewed the last question in the exam. If have completed the
last question in the exam before the time is up, you will be able to review your flagged
guestions and any other questions until your testing time expires.

There are no scheduled breaks during the exam. You are allowed to take a break, if
necessary, but any time taken for breaks counts towards the overall time allotment for
that exam. You will need to check out/in with the exam proctor if you leave the testing
room.

Scoring

Your score is based on the number of scored questions that you answer correctly. Each
scored question contributes equally to your final test score. (Some unscored questions
are included on each exam for the purpose of determining the difficulty of these items
only. They do not contribute to your exam score.) There is no penalty for incorrect
responses or guessing, so it is to your advantage to attempt to respond to every
question in the exam.
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Exam Misconduct Notice

Pearson VUE staff is trained to watch for unusual behavior and incidents during the
exam. Exam sessions are audio/videotaped to document the occurrence of any unusual
activity, and candidate misconduct will be reported to The IIA for investigation.

If you violate any of the testing rules, attempt to remove test items from the center, or
are disruptive to other candidates, your exam may be terminated and/or your test scores
invalidated.

The IIA and its Board of Regents consider candidate misconduct related to the
certification process a serious offense. Incidents of candidate misconduct will be referred
to The lIA’s International Ethics Committee for action. Actions by The IIA’s International
Ethics Committee may include invalidation of exam results, disqualification from
participation in all llA certification programs (current and future), and publication of the
results of their due process in an IIA publication. If evidence of misconduct is discovered
after a candidate has been awarded an IIA certification, the certification may be revoked.
The IIA may also take other actions to the extent permitted by law.

Reporting Exam Concerns

If you have questions, comments, or concerns regarding the testing experience or with
exam questions, please e-mail them to certification@theiia.org. Please note that while
The 1A will review all comments provided regarding exam questions, all scored exam
guestions have been validated before administration of the exam. The IIA will not re-
grade or otherwise change a candidate’s grade after the test administration based on
these comments.

4. Complete the Post-exam Survey

In an effort to enhance the testing experience for future candidates, The IlA relies on
feedback from current candidates. At the completion of the exam, a short survey will be
presented on the computer screen. Please take a few minutes to respond before leaving
the testing center. You will have up to five minutes to complete the survey. This time is
separate from your testing time.

5. Receive your Results

Upon exiting the testing room, you will receive a printout of your unofficial exam results
from the Pearson VUE exam proctor. Please do not ask the proctors any questions
concerning the exam contents or exam scores as they will not be able to assist you.

Note: Your score will become official once The IIA publishes the score to The IIA
Certification Candidate Management System. This normally takes a few days. Exam
scores may be suspended, voided or otherwise invalidated after becoming official if The
IIA discovers errors or evidence of cheating or other improper activity.
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6. Interpreting your Results

The IIA validates test questions to statistically determine the minimum number of correct
responses required to pass a test, based on the difficulty of the items in that test.
Because the exact number of questions required to pass the exam may be slightly
different from one test to another, all raw scores (the number of correct responses) are
converted to a reporting scale that ranges from 250 to 750 points. A score of 600 or
higher on this scale is required to pass an IIA exam.

If you achieve a passing score, your score report will only indicate that you passed. No
numeric score will be reported. If you did not pass the test, the score report will indicate
the numeric score that you received. This will let you know how close you were to
achieving the required 600 points.

Failing candidates also receive an indication of their performance on each major exam
topic area or domain. This will let you know the topics on which you performed well and
those on which you need improvement.

7. Retaking Failed Exams

If you fail any one of the CIA exams (parts) or one of the specialty exams, you must wait
at least 90 days before you will be able to retake that exam (part).

You can re-register for the exam and schedule your new test appointment once your
exam results are published to The IIA Certification Candidate Management System;
however, the earliest appointment date that will be available to you will be 90 days from
the date that you last took that exam. Please keep in mind that when you register for an
exam, you must sit for that exam within 180 days of the day that your registration is
processed by The IIA. If you register immediately after failing an exam, your 180-day
registration/authorization period will begin immediately but you will still have to wait 90
days before your first opportunity to sit for the exam.

There is no limit to the number of times a candidate can retake a failed exam.

To re-register for a failed exam and schedule a new test appointment, follow the same
steps indicated above for initial registration and scheduling.
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BECOMING CERTIFIED AND RECEIVING YOUR CERTIFICATE

You must pass all required exams and complete all other program requirements in order
to become certified. Once you meet all requirements for certification, your certificate will
be issued to your local lIA chapter or institute for distribution.

Certificates are printed and mailed on a quarterly basis.

MAINTAINING YOUR CERTIFICATION

The Board of Regents requires that after initial certification, CIAs, CCSAs, CGAPs, and
CFSAs must maintain their knowledge and skills and stay abreast of improvements and
current developments in their area of certification through Continuing Professional
Education (CPE). This is facilitated through a self-certification process with the

information on CPE, please visit www.theiia.org/certification.
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CERTIFIED INTERNAL AUDITOR® (CIA®)

The Certified Internal Auditor® (CIA®) designation is the only globally accepted
certification for internal auditors and remains the standard by which individuals
demonstrate their competency and professionalism in the internal auditing field.
Candidates leave the program enriched with educational experience, information, and
business tools that can be applied immediately in any organization or business
environment.

STANDARDS OF ELIGIBILITY AND VERIFICATION REQUIREMENTS

To be eligible for CIA certification, a candidate must meet all of the following
requirements:

1. Education
Requirement

CIA candidates must hold a bachelor's degree (or higher degree) or its
educational equivalent from an accredited college-level institution.

Applicants must meet the education requirement before their CIA application can
be approved and before they can register and sit for any CIA exam parts.

Equivalents/Exceptions

e Certain international professional designations (such as Chartered
Accountant) may be accepted as equivalent to a bachelor’s degree.
Professional work experience will not substitute for an appropriate
degree.

e Applicants who do not have a bachelor’s (or higher) degree but believe
that their educational achievements or professional designations qualify
as equivalents to a bachelor’s (or higher) degree must choose “Other” in
the Education section of the CIA application and provide specific
information in the space provided, as well as submitting required
documentation. Information submitted should be sufficiently detailed to
enable the Board of Regents to determine equivalency. Documentation of
educational achievements should clearly indicate that the education is
equivalent to a bachelor's degree; in rare instances, the Board of Regents
may also review education requests from candidates who have
completed more than 90 percent of the academic requirements needed
for a degree at an accredited college-level institution.

¢ Full-time university students who are in their senior (final) year may enter
the CIA program and sit for CIA exam parts before completing their
education requirement; however, they must:

0 Complete the special “CIA Application — Student/Professor” in the IIA
CCMS; and

0 Submit a Full-Time Student Status Form (available soon on The 1A
Web site); and
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o Complete the education requirement before they can be certified.
Required Documentation

e Applicants must indicate their highest level of education on their CIA
application.

e Proof of education (copy of degree or transcripts) is required. This
document should be faxed or e-mailed (along with a cover sheet
indicating the candidate’s ID number) immediately following
completion of the CIA application.

¢ Candidates may be accepted into the CIA program based on the
information that they provide about their education on the CIA
application but documentation is still required.

¢ Applicants must provide accurate information on the CIA application.
If a candidate’s submitted documentation does not support the
information that was provided on the CIA application, the candidate
can face review and censure by The IIA’s International Ethics
Committee, including but not limited to removal from the CIA program
and revocation of CIA exam parts or certification.

2. Experience
Requirement

CIA candidates must obtain a minimum of 24 months of internal auditing
experience or its equivalent.

Candidates may apply to the CIA program and sit for the CIA exam prior to
satisfying the professional experience requirement, but will not be certified until
all program requirements have been met.

Equivalents/Exceptions

e Acceptable equivalent experience includes experience in
audit/assessment disciplines, external auditing, quality assurance,
compliance, and internal control.

¢ A master's degree or work experience in related business professions
(such as accounting, law, or finance) can be substituted for 12 of the
required 24 months of professional internal auditing experience.

Required Documentation
e A completed, signed Experience Verification Form is required. This
document should be submitted upon full completion of the experience

requirement.
e The Experience Verification Form is available at the end of this handbook.
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3. Professional Conduct
Requirement

To be eligible for CIA Certification an applicant must exhibit high moral and
professional character and agree to abide by The IIA Code of Ethics.

Required Documentation

e Character Reference

CIA candidates must submit a Character Reference Form completed
by an llA-certified individual (CIA, CCSA, CGAP, or CFSA), the
candidate’s supervisor, or the candidate’s professor. This document
should be faxed or e-mailed immediately following completion of the
CIA application.

Candidates may apply to the CIA program and sit for the CIA exam
prior to submitting the Character Reference Form, but will not be
certified until all program requirements have been met.

The Character Reference Form is available at the end of this
handbook.

Code of Ethics

ClAs and CIA candidates are expected to display exemplary
professional behavior and judgment and must agree to abide by the
Code of Ethics established by The IIA. Agreement is a required part of
the CIA application process and is attested to on the CIA Application.

The 1lA’s Code of Ethics is available online at

www.theiia.org/quidance.

4. Examination
Requirement
Candidates must successfully complete all of the following exam parts:

CIA Part 1
CIA Part 2
CIA Part 3
CIA Part 4
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Equivalents/Exceptions

e The llA offers candidates the option of obtaining Professional Recognition
Credit (PRCA4) in lieu of sitting for Part 4 of the CIA exam. See the PRC4
section in the following pages for additional information.

Required Documentation

Candidates must register for exam parts once their candidate application is
approved. Documentation and registration are required for PRC4. Candidates

register online through The IIA CCMS atiwww.theiia.org/certification.

Submitting and Confirming Required Documentation

Required documentation should be submitted as an attachment to
certification@theiia.org or via fax to +1-407-937-1108.

Submitted documents will typically be reviewed within approximately five business days
of receipt at The IlA, although the timing will be longer at the initial CCMS launch. You
may confirm that the document has been approved by going to
www.theiia.org/certification, logging into your record on the Certification Candidate
Management System (CCMS), and clicking on the appropriate certification program on
the Certification Progress screen. If the document cannot be approved, you will be

contacted.

Eligibility Period

Once a candidate’s application to the CIA program has been approved, the candidate
can continue to pursue certification until all of the requirements are met. A candidate’s
program eligibility will expire, however, if:

e It has been two years from the date that the candidate’s application was
approved, AND

e The candidate has not successfully completed all required exams, AND

e The candidate has not sat for an exam part in the past two years, AND

e The candidate does not have a current open registration for an exam part. (An
open registration is defined as a paid registration for an exam part for which the
candidate has not yet sat. Exam registrations are valid for 180 days from the
date that the registration is processed at 11A.)

If a candidate’s program eligibility expires, the candidate loses credit for any exam parts
previously passed. In order to re-enter the CIA program, the candidate must submit a
new CIA application and pay the appropriate fees.

Special note for existing candidates as of 1/1/2008: For candidates who were not yet
certified and whose eligibility had not expired as of 12/31/2007, all applications and
previously passed exam parts were converted to the CCMS with an “application
approved” or “exam passed” date of 1/1/2008. This was a necessary step in the
transition to the CCMS and means that existing candidates will not expire from the CIA
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program until 1/1/2010 at the earliest, based on the eligibility period rules outlined above.
This transition policy is not retroactive to candidates whose eligibility expired prior to
1/1/2008.

CIA EXAM CONTENT

The CIA exam is offered in four parts, each part consisting of 100 multiple-choice
guestions. Candidates are given two hours and forty-five minutes to complete each
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PROFESSIONAL RECOGNITION CREDIT FOR PART 4 OF THE CIA EXAM (PRC4)

CIA candidates who have successfully completed the examination requirements for
certain other professional certifications are eligible to receive credit for Part 4 of the CIA
exam through the Professional Recognition Credit (PRC4) option, in lieu of sitting for
Part 4. Credit is not available for Parts 1, 2, or 3 of the CIA exam. Candidates who attain
PRC4 and pass Parts 1, 2, and 3 will have satisfied the examination requirement for the
CIA designation.

CIA candidates can obtain PRC4 either through an IIA specialty certification (CCSA,
CGAP, or CFSA) or through an approved non-llA certification. A complete list

of approved certifications is available atiwww.theiia.org/certificatiori. CIA candidates who
have passed an IlA specialty certification exam will automatically receive PRC4 and do

not need to register for PRC4 or submit further documentation.

CIA candidates who wish to receive PRC4 based on an approved non-IIA certification
must complete all of the following steps:

e Complete and submit the form entitled “CIA — Registration for Part 4
Professional Recognition Credit” in the online Certification Candidate
Management System (CCMS) and provide appropriate payment.

e Submit documentation of successful completion of the examination
requirements for an approved certification. Examples of evidence include a
copy of the appropriate certification exam certificate or a letter from the
sponsoring organization indicating that the candidate has successfully
completed the certification exam requirements. Documentation should be
submitted as an attachment to certification@theiia.org or faxed to +1-407-
937-1108. Candidates must include their candidate ID number on all
documentation (or in the name of the attachment for e-mailed
documentation).

Documentation will typically be reviewed within approximately five business days of
receipt at The IIA, although timing will be longer at the initial CCMS launch. You may
confirm that the document has been approved by going to www.theiia.org/certification,
logging into your record on the Certification Candidate Management System (CCMS),
and clicking on the appropriate certification program on the Certification Progress
screen. If your documentation cannot be approved, you will be contacted. Your credit for
Part 4 will not be obtained until both the appropriate PRC4 registration (with payment)

and documentation have been received and processed.

Candidates may request review of a new certification for PRC4 by contacting The IIA.
Candidates who have a specialty certification that is exam-based and is required or
useful in their audit environment should submit the information and request for approval
to The IIA’s Certification Department for review by the Board of Regents. (Candidates
outside North America should submit this information to The 1lA’s Certification
Department through their local 1A institute.) The Board of Regents will review the
submitted certification and determine whether it is eligible for PRCA4.
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CERTIFICATION IN CONTROL SELF-ASSESSMENT® (CCSA®)

The CCSA is a respected certification for CSA practitioners. It is the standard by which
individuals demonstrate their comprehensive competence and professionalism in the
field.

STANDARDS OF ELIGIBILITY AND VERIFICATION REQUIREMENTS

To be eligible for CCSA certification, a candidate must meet all of the following
requirements:

1. Education
Requirement

CCSA candidates must hold a bachelor’s degree (or higher degree) or its
educational equivalent from an accredited college-level institution.

Applicants must meet the education requirement before their CCSA application
can be approved and before they can register and sit for the CCSA exam.

Equivalents/Exceptions

e A minimum of two years of post-secondary education with an accredited
organization plus three years of general business experience may be
substituted for a bachelor’s degree in the CCSA program.

Required Documentation

e Applicants must indicate their highest level of education on their CCSA
application.

e Proof of education (copy of degree or transcripts) is required. This
document should be faxed or e-mailed (along with a cover sheet
indicating the candidate’s ID number) immediately following completion of
the CCSA application.

e Candidates may be accepted into the CCSA program based on the
information that they provide about their education on the CCSA
application but documentation is still required.

e Applicants must provide accurate information on the CCSA application. If
a candidate’s submitted documentation does not support the information
that was provided on the CCSA application, the candidate can face
review and censure by The IIA’s International Ethics Committee, including
but not limited to removal from the CCSA program and revocation of
CCSA exam or certification.
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2. Experience
Requirement
CCSA candidates must obtain one year of control-related business
experience, such as CSA, auditing quality assurance, risk management, or
environmental auditing.
Candidates may apply to the CCSA program and sit for the CCSA exam prior to
satisfying the professional experience requirement, but will not be certified until
all program requirements have been met.
Required Documentation
e A completed, signed Experience Verification Form is required. This
document should be submitted upon full completion of the experience
requirement.
e The Experience Verification Form is available at the end of this handbook.
3. Facilitation
Requirement
CCSA candidates must obtain seven hours of acceptable facilitation
experience or at least 14 hours of acceptable facilitation training. Facilitation
experience or training must meet the guidelines listed on the Facilitation
Validation Form (available soon on The IIA’'s Web site).
Candidates may apply to the CCSA program and sit for the CCSA exam prior to
satisfying the facilitation requirement, but will not be certified until all program
requirements have been met.
Required Documentation
e A Facilitation Validation Form is required.
4. Professional Conduct

Requirement

To be eligible for CCSA certification, an applicant must exhibit high moral and
professional character and agree to abide by The IIA Code of Ethics.

Required Documentation

e Character Reference

CCSA candidates must submit a Character Reference Form
completed by an lIA-certified individual (CIA, CCSA, CGAP, or
CFSA), the candidate’s supervisor, or the candidate’s professor. This
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document should be faxed or e-mailed immediately following
completion of the CCSA application.

Candidates may apply to the CCSA program and sit for the CCSA
exam prior to submitting the Character Reference Form, but will not
be certified until all program requirements have been met.

The Character Reference Form is available at the end of this
handbook.

Code of Ethics

CCSAs and CCSA candidates are expected to display exemplary
professional behavior and judgment and must agree to abide by the
Code of Ethics established by The IIA. Agreement is a required part of
the CCSA application process and is attested to on the CCSA
application.

The IlA’s Code of Ethics is available online at

www.theiia.org/quidance.

5. Examination
Requirement
Candidates must successfully complete the CCSA examination.
Required Documentation

Candidates must register for an exam once their candidate application is
approved. Candidates register online through The IIA CCMS at

www.theiia.org/certification.

Submitting and Confirming Required Documentation

Required documentation should be submitted as an attachment to
certification@theiia.org or via fax to +1-407-937-1108.

Submitted documents will typically be reviewed within approximately five business days
of receipt at The IlA, although the timing will be longer at the initial CCMS launch. You
may confirm that the document has been approved by going to
www.theiia.org/certificationi, logging into your record on the Certification Candidate
Management System (CCMS), and clicking on the appropriate certification program on
the Certification Progress screen. If the document cannot be approved, you will be

contacted.
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Eligibility Period

Once a candidate’s application to the CCSA program has been approved, the candidate
can continue to pursue certification until all of the requirements are met. A candidate’s
program eligibility will expire, however, if:

e |t has been two years from the date that the candidate’s application was
approved, AND

e The candidate has not successfully completed the required exam, AND

¢ The candidate has not sat for an exam in the past two years, AND

¢ The candidate does not have a current open registration for an exam. (An open
registration is defined as a paid registration for an exam for which the candidate
has not yet sat. Exam registrations are valid for 180 days from the date that the
registration was processed at 11A.)

In order to re-enter the CCSA program, the candidate must submit a new CCSA
application and pay the appropriate fees.

Special note for existing candidates as of 1/1/2008: For candidates who were not yet
certified and whose eligibility had not expired as of 12/31/2007, all applications and
previously passed exams were converted to the CCMS with an “application approved” or
“exam passed” date of 1/1/2008. This was a necessary step in the transition to the
CCMS and means that existing candidates will not expire from the CCSA program until
1/1/2010 at the earliest, based on the eligibility period rules outlined above. This
transition policy is not retroactive to candidates whose eligibility expired prior to
1/1/2008.

CCSA EXAM CONTENT

The CCSA exam tests a candidate’s understanding of important CSA fundamentals,
processes, and related topics such as risk, controls, and business objectives. The one-
part exam includes 125 multiple-choice questions. Candidates are given three hours and

fifteen minutes to complete the exam. See www.theiia.org/certification for a detailed
exam content outline.
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CERTIFIED FINANCIAL SERVICES AUDITOR® (CFSA®)

The CFSA measures an individual’s knowledge of and proficiency in audit principles and
practices within the banking, insurance, and securities financial services industries.
Candidates may choose any one of these disciplines when taking the exam, regardless
of their current occupational field.

The CFSA is a respected certification for FSA practitioners. It is the standard by which
individuals demonstrate their comprehensive competence and professionalism in the
field.

STANDARDS OF ELIGIBILITY AND VERIFICATION REQUIREMENTS

To be eligible for CFSA certification, a candidate must meet all of the following
requirements:

1. Education
Requirement

CFSA candidates must hold a bachelor’s degree (or higher degree) or its
educational equivalent from an accredited college-level institution.

Applicants must meet the education requirement before their CFSA application
can be approved and before they can register and sit for the CFSA examin.

Equivalents/Exceptions

¢ A minimum of two years of post-secondary education with an accredited
organization plus three years of general business experience may be
substituted for a bachelor's degree in the CFSA program.

Required Documentation

e Applicants must indicate their highest level of education on their CFSA
application.

e Proof of education (copy of degree or transcripts) is required. This
document should be faxed or e-mailed (along with a cover sheet
indicating the candidate’s ID number) immediately following completion of
the CFSA application.

¢ Candidates may be accepted into the CFSA program based on the
information that they provide about their education on the CFSA
application but documentation is still required.

e Applicants must provide accurate information on the CFSA application. If
a candidate’s submitted documentation does not support the information
that was provided on the CFSA application, the candidate can face review
and censure by The IIA’s International Ethics Committee, including but
not limited to removal from the CFSA program and revocation of CFSA
exam or certification.
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Experience

Requirement

CFSA candidates must obtain two years of auditing experience in a financial
services environment.

Candidates may apply to the CFSA program and sit for the CFSA exam prior to
satisfying the professional experience requirement, but will not be certified until
all program requirements have been met.

Required Documentation

e A completed, signed Experience Verification Form is required. This
document should be submitted upon full completion of the experience
requirement.

e The Experience Verification Form is available at the end of this handbook.

Professional Conduct
Requirement

To be eligible for CFSA certification, an applicant must exhibit high moral and
professional character and agree to abide by The IIA Code of Ethics.

Required Documentation

e Character Reference

CFSA candidates must submit a Character Reference Form
completed by an lIA-certified individual (CIA, CCSA, CGAP, or
CFSA), the candidate’s supervisor, or the candidate’s professor. This
document should be faxed or e-mailed immediately following
completion of the CFSA application.

Candidates may apply to the CFSA program and sit for the CFSA
exam prior to submitting the character reference form, but will not be
certified until all program requirements have been met.

The Character Reference Form is available at the end of this
handbook.

e Code of Ethics

CFSAs and CFSA candidates are expected to display exemplary
professional behavior and judgment and must agree to abide by the
Code of Ethics established by The IIA. Agreement is a required part of
the CFSA application process and is attested to on the CFSA
Application.
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The llA’s Code of Ethics is available online at

www.theiia.org/quidance.

4. Examination
Requirement

Candidates must successfully complete one of the CFSA examinations - .
banking, insurance, or securities.

Required Documentation

Candidates must register for an exam once their candidate application is
approved Candidates reglster online through The IIA CCMS at

www.theiia,org/certification.

Submitting and Confirming Required Documentation

Required documentation should be submitted as an attachment to
certification@theiia.org or via fax to +1-407-937-1108.

Submitted documents will typically be reviewed within approximately five business days
of receipt at The IlA, although the timing will be longer at the initial CCMS launch. You
may confirm that the document has been approved by going to

Management System (CCMS) and clicking on the appropriate certification program on
the Certification Progress screen. If the document cannot be approved, you will be
contacted.
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Eligibility Period

Once a candidate’s application to the CFSA program has been approved, the candidate
can continue to pursue certification until all of the requirements are met. A candidate’s
program eligibility will expire, however, if:

e |t has been two years from the date that the candidate’s application was
approved, AND

e The candidate has not successfully completed the required exams, AND

¢ The candidate has not sat for an exam in the past two years, AND

¢ The candidate does not have a current open registration for an exam. (An open
registration is defined as a paid registration for an exam for which the candidate
has not yet sat. Exam registrations are valid for 180 days from the date that the
registration was processed by IIA.)

In order to re-enter the CFSA program, the candidate must submit a new CFSA
application and pay the appropriate fees.

Special note for existing candidates as of 1/1/2008: For candidates who were not yet
certified and whose eligibility had not expired as of 12/31/2007, all applications and
previously passed exams were converted to the CCMS with an “application approved” or
“exam passed” date of 1/1/2008. This was a necessary step in the transition to the
CCMS and means that existing candidates will not expire from the CFSA program until
1/1/2010 at the earliest, based on the eligibility period rules outlined above. This
transition policy is not retroactive to candidates whose eligibility expired prior to
1/1/2008.

CFSA EXAM CONTENT

The CFSA exam tests a candidate’s understanding of important CSA fundamentals,
processes, and related topics such as risk, controls, and business objectives. The one-
part exam includes 125 multiple-choice questions. Candidates are given three hours and

fifteen minutes to complete the exam. See www.theiia.org/certification for a detailed
exam content outline.
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CERTIFIED GOVERNMENT AUDITING PROFESSIONAL® (CGAP®)

Government auditing is different. There are often more considerations, more regulations,
and more consequences. Not to mention more processes to master. And, you have to
be knowledgeable in an array of areas — public accounting, grants, legislative oversight,
confidentiality rights, and so much more.

The CGAP certification program was designed especially for auditors working in the
public sector at all levels - federal/national, state/provincial, local, quasi-governmental, or
crown authority. Plus, it is an excellent professional credential that prepares and
gualifies you for the many challenges you face in this demanding arena.

STANDARDS OF ELIGIBILITY AND VERIFICATION REQUIREMENTS

To be eligible for CGAP certification, a candidate must meet all of the following
requirements:

1. Education
Requirement

CGAP candidates must hold a bachelor’'s degree (or higher degree) or its
educational equivalent from an accredited college-level institution.

Applicants must meet the education requirement before their CGAP application
can be approved and before they can register and sit for the CGAP exam.

Equivalents/Exceptions

e A minimum of two years of post-secondary education with an accredited
organization plus three years of general business experience may be
substituted for a bachelor’'s degree in the CGAP program.

Required Documentation

e Applicants must indicate their highest level of education on their CGAP
application.

e Proof of education (copy of degree or transcripts) is required. This
document should be faxed or e-mailed (along with a cover sheet
indicating the candidate’s ID number) immediately following completion of
the CGAP application.

e Candidates may be accepted into the CGAP program based on the
information that they provide about their education on the CGAP
application but documentation is still required.

e Applicants must provide accurate information on the CGAP application. If
a candidate’s submitted documentation does not support the information
that was provided on the CGAP application, the candidate can face
review and censure by The IIA’s International Ethics Committee, including
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but not limited to removal from the CGAP program and revocation of
CGAP exam or certification.

Experience
Requirement

CGAP candidates must obtain two years of auditing experience in a
government environment (federal, national, state/provincial, local, quasi-
governmental areas, authority/crown corporation).

Candidates may apply to the CGAP program and sit for the CGAP exam prior to
satisfying the professional experience requirement, but will not be certified until
all program requirements have been met.

Required Documentation

¢ A completed, signed Experience Verification Form is required. This
document should be submitted upon full completion of the experience
requirement.

e The Experience Verification Form is available at the end of this handbook.

Professional Conduct
Requirement

To be eligible for CGAP certification, an applicant must exhibit high moral and
professional character and agree to abide by The IIA Code of Ethics.

Required Documentation

e Character Reference

CGAP candidates must submit a character reference form completed
by an lIA-certified individual (CIA, CCSA, CGAP, or CFSA), the
candidate’s supervisor, or the candidate’s professor. This document
should be faxed or e-mailed immediately following completion of the
CGAP application.

Candidates may apply to the CGAP program and sit for the CGAP
exam prior to submitting the character reference form, but will not be
certified until all program requirements have been met.

The Character Reference Form is available at the end of this
handbook.
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e Code of Ethics

CGAPs and CGAP candidates are expected to display exemplary
professional behavior and judgment and must agree to abide by the
Code of Ethics established by The IIA. Agreement is a required part of
the CGAP application process and is attested to on the CGAP
Application.

The IlA’s Code of Ethics is available online at

www.theiia.org/quidance.

4. Examination
Requirement

Candidates must successfully complete the CGAP examination. An international
version of the exam is available, as well as a version that is specific to the United
States.

Required Documentation

Candidates must register for an exam once their candidate application is
approved Candidates reglster online through The IIA CCMS at

www.theiia.org/certification.

Submitting and Confirming Required Documentation

Required documentation should be submitted as an attachment to
certification@theiia.org or via fax to +1-407-937-1108.

Submitted documents will typically be reviewed within approximately five business days
of receipt at The IlA, although the timing will be longer at the initial CCMS launch. You
may confirm that the document has been approved by going to
www.theiia.org/certification, logging into your record on the Certification Candidate
Management System (CCMS), and clicking on the appropriate certification program on
the Certification Progress screen. If the document cannot be approved, you will be

contacted.

Eligibility Period

Once a candidate’s application to the CGAP program has been approved, the candidate
can continue to pursue certification until all of the requirements are met. A candidate’s
program eligibility will expire, however, if:

e It has been two years from the date that the candidate’s application was
approved, AND

¢ The candidate has not successfully completed the required exam, AND

¢ The candidate has not sat for an exam in the past two years, AND
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¢ The candidate does not have a current open registration for an exam. (An open
registration is defined as a paid registration for an exam for which the candidate
has not yet sat. Exam registrations are valid for 180 days from the date that the
registration is processed at I1A.)

In order to re-enter the CGAP program, the candidate must submit a new CGAP
application and pay the appropriate fees.

Special note for existing candidates as of 1/1/2008: For candidates who were not yet
certified and whose eligibility had not expired as of 12/31/2007, all applications and
previously passed exams were converted to the CCMS with an “application approved” or
“exam passed” date of 1/1/2008. This was a necessary step in the transition to the
CCMS and means that existing candidates will not expire from the CGAP program until
1/1/2010 at the earliest, based on the eligibility period rules outlined above. This
transition policy is not retroactive to candidates whose eligibility expired prior to
1/1/2008.

CGAP EXAM CONTENT

The CGAP exam tests a candidate’s understanding of important CSA fundamentals,
processes, and related topics such as risk, controls, and business objectives. The one-
part exam includes 125 multiple-choice questions. Candidates are given three hours and

exam content outline.
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[IA Certification Application and Exam Pricing
All fees are non-refundable.

The pricing below is applicable in the United States, Canada, and many other countries
throughout the world. However, these prices may be different in countries where the
exams are administered through agreements with A institutes. In addition, these prices
may be discounted in certain countries based on a World Bank Index.

Exam Fees for lIA Fees for Non- Fees for
Members Members Students/Educators

Certified Internal Auditor (CIA)

Application Fee US $60 US $75 US$30
(one-time fee)

Part 1 US $130 US $160 US $85

Part 2 US $130 US $160 US $85

Part 3 US $130 US $160 US $85

Part 4 US $130 US $160 US $85

Professional US $130 US $160 US $85

Recognition Credit

IIA Specialty Exams

Application Fee US $50 UsS $75
(one-time fee)
Certified in Control US $250 US $300
Self-Assessment
(CCSA)
Certified US $250 US $300

Government Auditing
Professional (CGAP)

Certified Financial US $250 US $300
Services Auditor
(CFSA)
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Discounts for Full-Time Students/Professors

The IIA offers reduced CIA application and exam registration fees to candidates who are
full-time students or professors (educators), as outlined below. This offer does not apply
for the CCSA, CFSA, or CGAP exams.

To qualify for discounted pricing, students must:
e Be enrolled as a senior in an undergraduate program or as a graduate student;
and
¢ Be a full-time students as defined by the institution in which the student is
enrolled (a minimum of 12 semester hours or its equivalent is required for
undergraduate students and nine semester hours for graduate students).
Full-time university students who are in their senior (final) year may enter the CIA
program and sit for CIA exam parts before completing their education requirement;
however, they must complete the education requirement before they can be certified.

To qualify for discounted pricing, professors must:
e Work full-time as a professor with an accredited educational institution; and
e Provide a letter from their local IIA chapter or institute supporting their request for
professor status for pricing.

Eligible students and professors must also:
e Complete the special “CIA Application — Student/Professor” in the 1A CCMS.
e Submit a Full-Time Student/Professor Status Form (available soon at
www.theiia.org/certification).

IIA approval of a candidate’s Full-Time Student/Professor Status Form will be valid for
180 days from the date that the form is processed at lIA. This will allow the candidate to
take advantage of the discounted pricing for applications and registrations completed
within the 180-day period.
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Job Codes

Select the position that best describes your role and function (not necessarily your exact
title) in your organization. Enter the appropriate code in the Job Code section of the
application.

200 Chief Audit Executive — | am the most senior auditing officer for the organization
with ultimate responsibility for the entire internal auditing function.

210 Director of Auditing — | am the chief auditor authorized to direct a broad,
comprehensive program of internal auditing within my organization.

220 Audit Manager — | administer the internal auditing activity of an assigned location
within the general guidelines provided by the director of auditing.

230 Audit Staff — | conduct, or assist in conducting, reviews of assigned organizational
and functional activities.

245 IT Audit Director — | am head of the IT auditing activity within my organization.

250 IT Audit Manager — | administer the IT auditing activity of an assigned location
within the general guidelines provided by the director of auditing.

260 IT Audit Staff — | conduct, or assist in conducting, reviews of assigned
organizational and functional activities related to IT auditing.

275 Audit Services Contractor — | offer internal audit services on a contracted basis.

280 External Public Accountant — | am a practicing public accountant, chartered
accountant, etc.

300 Corporate Management — | am a corporate officer, CFO, CIO, CEO (and do not
qualify under another job code above).

310 Educator — | am principally employed as an educator at a college or university
(PhD, DBA, EdD, etc.).

320 Student — | am pursuing a degreed program at a college or university (including
doctoral candidates) on a full-time basis.

330 Retired — | am retired from active employment (otherwise refer to another job code).

340 Audit Committee Member — | am an audit committee member of a corporate board
of directors (and do not qualify under another job code above).

350 Management Consultant — | am primarily an independent consultant with an
interest in internal auditing (otherwise refer to another job code above).

360 Other — Specify title or job description.
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INFORMATION ABOUT CANDIDATE

Candidate’s ID#:

Candidate’s Name (please print):

(Last Name) (First Name) (Middle Initial)

The individual named above has applied to the following certification program (check one) and must submit a completed, verified copy of this form
in order to complete the experience requirement, as outlined below:

[ CIA (Certified Internal Auditor) — 24 months of internal audit experience or its equivalent (defined as experience in audit/assessment disciplines,

including external auditing, quality assurance, compliance, and internal control)

[J CCSA (Certification in Control Self-Assessment) — 12 months of control-related business experience, such as CSA, auditing, quality assurance,

risk management, or environmental auditing

[J CGAP (Certified Government Auditing Professional) — 24 months of auditing experience in a government environment (federal, state/provincial,

local, quasi-governmental areas, authority/crown corporation)

[J CFSA (Certified Financial Services Auditor) — 24 months of audit experience in a financial services environment

CANDIDATE’S EXPERIENCE

The following information about the candidate should be listed in chronological order, with the most recent position listed first. Please list the candidate’s
job title, dates employed, and a brief description of the candidate’s duties and responsibilities. If teaching experience is being verified, list course titles,
dates, and description of courses. (Two years of teaching experience in a related topic will be accepted as the equivalent of one year of work experience.)

Title: Organization:

Dates: From To

Description of Duties:

Title: Organization:

Dates: From To

Description of Duties:

INFORMATION ABOUT VERIFIER
I am (check all that apply):
[JACIA O ACCSA 1 A CGAP [0 A CFSA [J The candidate’s supervisor (current or prior)

Name (please print):
Title/Position:

Organization:
Address:
Phone: Fax:

E-mail:

STATEMENT OF VERIFICATION

I verify that the candidate named on this form has completed the experience as listed above, and T attest that this experience meets the experience

requirement of the program to which the candidate is applying, as outlined above.

Verifier's Signature: Date:

Please submit completed form as an attachment to certification@theiia.org or fax to +1-407-937-1108. This document will be reviewed within
approximately five business days of receipt at The ITA. You may confirm that the document has been approved by going to www.theiia.org/certification,
logging into your record on the Certification Candidate Management System (CCMS), and clicking on the appropriate certification program on the

Certification Progress screen. If the document cannot be approved, you will be contacted.
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CHARACTER REFERENCE FORM www.theiia.org/Certification

NOTE TO RECOMMENDER

The individual named below has applied to one of the certification programs administered by The Institute of Internal Auditors. In
considering the candidate’s qualifications for any of our certifications, we require a character reference evaluation by an individual
with an ITA certification, the candidate’s supervisor, or the candidate’s professor. The basis for this evaluation is the Code of Ethics
established by The ITA. Please read the Code of Ethics and then complete and sign this form. The Code of Ethics is available at

www.theiia.org/guidance.

INFORMATION ABOUT CANDIDATE

Candidate’s ID#:

Candidate’s Name (please print):

(Last Name) (First Name) (Middle Initial)

Candidate’s Organization:

INFORMATION ABOUT RECOMMENDER

[ am (check all that apply):
[] A CIA (Certified Internal Auditor)

] A CCSA (Certification in Control Self-Assessment)

[J A CGAP (Certified Government Auditing Professional)
[ ] A CFSA (Certified Financial Services Auditor)

[ The candidate’s supervisor (current or prior)

[]

The candidate’s professor

Name (please print):

Title/Position:

Organization:

Address:

Phone: Fax:

E-mail:

STATEMENT OF CHARACTER REFERENCE

In my opinion, the candidate named on this form exhibits high moral and professional character and meets the qualifications
set forth by the Code of Ethics established by The Institute of Internal Auditors.

Recommender’s Signature:

Date:

Please submit completed form as an attachment to certification@theiia.org or fax to +1-407-937-1108. This document will be
reviewed within approximately five business days of receipt at The ITA. You may confirm that the document has been approved
by going to www.theiia.org/certification, logging into your record on the Certification Candidate Management System (CCMS),
and clicking on the appropriate certification program on the Certification Progress screen. If the document cannot be approved,

you will be contacted.



