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What to have on hand before you start oo
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the online application as a first-time oo
Exam candidate in Florida. ..
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Applying for the Exam is a bit like getting your driver's license or passport — it's just easier if you have
everything already with you Yo sove yourself the time and frustration of trying to find things on—the-Ay.
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& School Contact Info to Request & ID & Payment
Your Academic Transcripts
(all schools attended) & Exam Plan & Copy of Your Transcript(s)
CPA E%am APP'IC&“’UO“ PPOCCSS
Create a CPA Central Account Applicant Information and Contact Details
To begin, go to: www.myfloridalicense.com/DBPR/ Your name on the application must be exactly the
certified-public-accounting/ same as what's on your ID. If the ID you present
Scroll down until you see “Getting Started with at the testing center later doesn’t match what's on
Certified Public Accounting” your application, you will not be allowed to take
o ) the CPA Exam. That would be soul-crushing and
Select Other Applications, CPA Exam, then Sit for we don’t want that for you! It is also important to
CPA Exam. note that your social security number is required to
Apply using online services. To apply using online apply for any individual license within the DBPR.
services you will need to create an account, or log
in if you have an existing account. L
@ Current or Prior Licenses
OR If you currently or previously have held a business
or professional license/registration in Florida or
Apply using a printable application. You will need elsewhere, be ready to inter information about
to mail your completed application, application fee those licenses. If you have not held such a license
and required documentation to The Department of or registration, you can skip this section.
Business and Professional Regulation (DBPR) at
2601 Blair Stone Rd,, Tallahassee, FL 32399
@ Prior Names
@ Qualifying Questions Have you used or been called or known by another
These questions are used to determine if you meet name (mallden name, pseudonym, mckname) or
the requirements to sit for the CPA Exam. You must us.ed an .a“a.s other than the one you pr0\_/|ded for
be able to answer yes to these questions.to be Tthls aple|cat|on? If so, you'll need to provide that
eligible to take the exam. information.
Pco Vie
If you qualify for a Low Income Fee Waiver or a Military License
Fee Waiver, you will need to upload your waiver to the online F ‘ PA

application or mail it in with your printable application.



Education

While you will upload or mail in your official
transcripts (more on that later), the application still
asks you to list each college and university you
attended with information like the school address,
type of degree, and graduation date.

Exam Section(s) You're Applying For

Many candidates prefer to get all four sections
over as quickly as possible while info is still fresh
in their brains. However, ask yourself, realistically
— what section(s) do you think you can sit for

in six months? Factor in your study sessions,
academic schedule, workload, vacations, personal
obligations, SLEEP and more to get a clear look at
timing these out.

Contact Preference

Next you'll select mail or email as your contact
preference. Once approved as a Florida candidate,
this is how you will receive your notice to schedule
your examination from NASBA.

Background Questions

Be ready to answer questions about felony
conviction(s). It is crucial to answer this question
truthfully, regardless of your situation, as you will
have an opportunity to explain any incidents at
a later date. Honesty is paramount in the CPA
profession, as it is built on trust and integrity.
Ensure your responses are accurate and
transparent.

Mother’s Maiden Name

Provide your mother's maiden name (on the
paper application, this is included in Applicant
Information section).
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Documentation

You will need to submit the following documents, if

applicable:

« Official transcripts

« Supporting documentation related to any
criminal history or an affirmative answer to the
disciplinary action (if applicable).

= Authorization of Interstate Exchange of
Examination & Licensure Information Form
(complete this form if you have been approved to
sit for the examination in another state).

« Documents Required For Military License Fee
Waiver (if applicable).

Applicants using the online application may
upload, fax or mail supporting documents in to

the department. When submitting supporting

documents to the department you must reference

the application number that you will be provided

once you submit your online application.

Applicants using the paper application must mail
supporting documents in to the department with
their application.

Review

Please review your application data for
completeness and accuracy. If you see mistakes,
go back to make corrections.

Affirmation

You must certify that you have read the
application in its entirety and that all of the
information included on your application is true.

Payment

All applicants must pay a $50 non-refundable
application fee. Applicants using the online
application can make payment by credit card
or electronic check (ACH). Applicants using the
paper application will mail a check with their
application. Checks should be made payable to
the Department of Business and Professional

F/ICPA



Additional lnfo

Timing After Application Submission Notice to Schedule (NTS)

It is recommended to submit your transcripts Once your application has been processed and you have been
when submitting your application online determined eligible to take the CPA Exam, you will receive an email
or you can mail them to DBPR, 2601 Blair from NASBA directing you to the NASBA CPA Candidate Account
Stone Road, Tallahassee, FL 32399. Once the website where you will be able to view/print your NTS.

transcripts are received, it can take up to 10 Your NTS will list the section(s) of the Exam you're approved to take,
business days depending on DBPR’s workload which enables you to contact Prometric to begin the scheduling

to match the transcripts with your application process.

file. Next, your education is evaluated. It
typically takes 2-3 weeks for you to hear
from the Board of Accountancy on the status
of your application. If there are deficiencies,

Confirm the name appearing on your NTS matches the name on your
identification EXACTLY. You will need this for check-in at the testing
center. If the information is incorrect, immediately contact CPA Exam

your application remains open for 2 years, Services.
allowing you to meet the deficiency. If you do Your NTS includes the Exam section identification. This number is
not meet the deficiency within those 2 years also used as the Exam “Launch Code” (password). You will enter your

the application expires. If you are approved,
it typically takes about 4 weeks for NASBA
to process a Notice to Schedule (NTS). Important: Carefully read the information on your NTS — see
However, around May/June, this can take up following example for what's included.

to 6-8 weeks.

Launch Code as a part of the online login process.

Notice-to-Schedule (NTS) Expiration Date
The Board of Accountancy sets the time period for which an NTS is
BQuestions? valid (generally six months) during which you must schedule and take

. the examination section(s). If
Contact Lindsey Buck, . , King th .
Career Development Manager, 1) your NTS expires prior to taking the Exam section
at emergpro@ficpa.org or 2) you don't attend your scheduled testing appointment; or
850-521-5934, 3) you don't complete the Exam, you will not be able to reschedule or
receive a refund.

Candidates impacted by these situations will have to reapply and pay
E%ample the appropriate fees for another testing opportunity and a new NTS.

What an NTSG Loolks Like
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9 The Uniform Notice To Schedule (NTS)
CPAExaminatior 0 THE TEST CENTER. YOU WILL NOT BE PERMITTED TO TAKE THE
EXAM WITHOUT THIS DOCUMENT!
‘You have been approved by XOOX XOOCX Board of Public Accountancy to take the following CPA Examination section(s):
Acceptable Form: of Identification
‘First Name Last Name ‘The same version of y onrnmemﬂ:(lmlrnn w pp\u lwn.IhlsNom:ewschmﬂe:ndonmxdunﬁum)mprhunr
150.4th Ave Norts one of
Nashuille, TN 37219 photograph and your signature and be on v.bell;l ‘primary below. The other
‘your signature. Neither form of identfication may be expired.
Fxam Section Sechoa Taunch Code | Earbest You Can |Latest You Can Take
wor: The Exam Primary Forms of deaticaion
3191993 3 7 212202 Vs sk po -
E R 2 2120 En,hsnmmamxmqmedw:omwemmm e one on the NTS and to confinn valdiry.
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BEC HEE] O . yUS. sttes or
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‘National Candidate ID: 3675309 e oo . medsums:m.\mn idennification card with a recent photograph and signsture. ®© 600 00 0
Passport Name: Firs Name Last Neme
© & 0| | secondary Forms of Ientification 00000 0
+" Additional the above lst
+ Accountancy Board-issued identifica
Clheck the accuracy of your name: The same version of your name must appest on you spplication, Notice to O Vi cud crd (v g e L0000 00
Schedule (NTS), and identification (ID) you preseat at the testing center. If youw name oa this NTS does not match, . @ sure).
submit an Informarion Change Request fom your CPACearal Account a esst 10 days before your sppoiement et
Schedule vour exam: We within of this Notice. Use the caline ‘The following are UNACCEPTABLE forms of identification:
‘scheduler at www prometric com/cpa, or call the Customer Service Call (enbu' at 800-580-9648. 4 Dnﬁ d»mﬁnm card.
Review the CPA Fxam Feature: and Functionality Video and take the Sample Tests at L b et
brps. v forcandsds * United States permanent residency card (gyeen card),
Iatrstonl Tet Cntr Cndites
fUST bring to the valid, on-expired country
IMPORTANT INSTRUCTIONS - READ CAREFULLY BEFORE YOUR EXAM APPOINTMENT s ml‘fm 2 secoadary D 1 the Candidat ssuance
secon
+Take s TS, slong Wil rwo forms of Meniiication. o e 1t centr. You will ot be allowed fo fake the exam if i
700 do ot e (s NTS 1nd scceptable deniication OD)with you , s idemsiy. Youmay be refused
* All Uniform| p - v Admurman
eyt n—r— A digital photo will e ki f
150 hock- peocadimes et vl may ot e a0 ke e e
* Your ID will be scanned and swiped in 2 magnetic sip.  biometnics will be your Prohibited Items - Items that cannot be taken into the testing room include but are not limited to:
fnge prit o increseseurty 1 denty vlidason — T = —
- start the exam, have P )
‘Briefcase Handbag Backpack Hip Pack Pen/Pencil (not provided by Test Center)
oy e, e ecesied, o 2z aad it willnot e pos Calubec Porable Compats Ht o Vior (encept baad coveings Pencl
the exam. Calculator Watck ‘Persoral Digial Assistant or Electonic
. y only tske a e times (ie, rom the Sme you end one examination Comers rowpagc oS Devee Devces
section Celluar Plasic Bag
1 llllle'[l)bl( oho&m Purse let
or by contacting the ‘ary kind MJ. Radio Transmitter Receiver
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lowed 24 bours or Exphoce Notebok Stuty Materal
Enie Notes 2 sy writen form Tape Disk Recorder or layer
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YOUMUST TAKE THIS NTS TO THE TEST CENTER. YOU WILL NOT BE PERMITTED TO TAKE THE DiprBege oo of sy i
EXAM WITHOUT THIS DOCUMENT!
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