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DEPARTMENT OF CONSUMER AFFAIRS
TITLE 16. PROFESSIONAL AND VOCATIONAL REGULATIONS
DIVISION 2. CALIFORNIA ARCHITECTS BOARD

Filing of Applications
Order of Adoption

Amend Section 109 of Article 2 of Division 2 of Title 16 of the California Code of
Regulations as follows:

§ 109._Requirements for Licensure and Filing of Applications.

(a) Definitions:

(1) A “new candidate” shall mean a candidate who is submitting his-er-her-their first
application to the Board for eligibility evaluation for the Architect Registration
Examination (ARE) or one who had previously submitted an application but had
been determined by the Board to be ineligible.

(2} An “inactive candidate” shall mean a candidate who:

(A) has not taken an examination as a candidate of the Board for five or more
years, or

(B) has been determined by the Board to be eligible but who has not taken any
examination since the Board's determination and five or more years have
passed. '

(3) “Active in the examination process” shall mean that there has not been a period
of five or more years since

(A) the candidate last took an examination as a candidate of the Board, or

(B) the candidate has been determined by the Board to be eligible.

(b) Examination Application Process:

(1) Effective-July-1,2008a-A new or inactive candidate applying to the Board for
eligibility for the ARE shall, prior to eligibility, for-the-examination-enrell-in-the

Intern-Development-Program-(IDP)-by-establishing a National Council of
Architectural Registration Boards (NCARB) Record with the National Council of

Architectural Registration Boards (NCARB). Candidates shall pay all required
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fees and comply with all NCARB procedures required to establish a NCARB
Record.

ear@éa!ee-umewa&detmmncdwche—mm- ed byt eauue—bfuh@bl&en—epbefereﬂdﬂneég—
2008-and-who-is-active-in-the-examination-process:

(2) A new or inactive candidate applying to the Board for-eligibility-evaluationfor the
ARE-shall, prior to licensure, complete the IBP-of-the-NCARB-administered

Archltectural Experlence Proqram (AXP) -asdeinqe@n#}&mesueeent—edmepref

(3) A new or inactive candidate shall submit;

(A) the non-refundable fee specified in subsection (a) or (b) of Section 144, as
applicable unless waived per paragraph (6),

(B) an Aapplication for Eeligibility Eevaluation—48G-1-{rev—3/2015); as provided
by the Board and certified under penalty of perjury, which shall be accepted

on a continuous basis and contain:

the candidate’s NCARB record number,

the legal name of the candidate and any other known names,

the candidate’s address and email address,

the candidate’s home and work telephone numbers, and

EEEBE

the candidate's date of birth and social security number or individual

taxpavyer identification number. and-accompanied-by-such
(C) supporting documents-reguired-herein—Such-supperting-docurents which

shall may include, if applicable:

(iy proof of completion of the AXP, which shall include the candidate’s
curreni-and-validiDP-file NCARB Record transmitted-by from NCARB, or
sufrept-and-valid-verification of completion of the requirements of
Canada's IAP,
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(iy certified original transcripts sent directly to the Board by the college or
university, or included as part of an NCARB Record,

i Employment Verification Form(s), 19C-12 (8-NEW 6/20062024), which is
hereby incorporated by reference, and,

(iv) if-appropriate,proper foreign education evaluations and self-employment
documentation.

(4) A candidate who has served as an active-duty member of the Armed Forces of
the United States, was honorably discharged, and who provides a copy of their
DD-214 (Certificate of Release or Discharge from Active Duty}, shall have the
review of their application expedited pursuant to Section 115.4 of the Code.

(5) A candidate shall receive expedited review of their application for a candidate
qualifying pursuant to Section 115.4, subdivision (b) of the Code, if the candidate is
an active-duty member of a regular component of the United States Armed Forces
enrolled in the United States Department of Defense’s SkillBridge program as
authorized under Section 1143(e) of Title 10 of the United States Code, and who
provides the following documentation with the application: written authorization
documenting the candidate's current enrollment in the SkillBridge program including
an official approval document or letter from their respective United States Armed
Forces Service branch (Army, Navy, Air Force, Marine Corps, Space Force or Coast
Guard) signed by the candidate’s first field grade commanding officer that specifies
the candidate’s name, the approved SkillBridge opportunity, and the specified
duration of participation (i.e., start and end dates).

(6) Candidates who meet the requirements of Section 115.5 of the Code shall have
the review of their application expedited and applicable fee waived if they submit
the following satisfactory evidence with their application:

(A) Certificate of marriage or certified declaration/reqgistration of domestic
partnership filed with the California Secretary of State or other documentary
evidence of legal union with an active-duty member of the Armed Forces,

(B) A copy of the military orders establishing their spouse’s or partner’'s duty
station in California and,

(C) Written verification from the candidate’s issuing agency/licensing jurisdiction
that the candidate's license in another state, district or territory of the United
States is current in that jurisdiction. The verification shall include all of the
following: (1) the full legal name of the candidate and any other name(s) the
candidate has used or has been known by, (2) the license type and number
issued to the candidate by the original licensing agency/entity, (3) the name and
location of the licensing agency/entity, and, (4) the issuance and expiration dates
of the license.
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{7) A candidate who was admitted to the United States as a refugee pursuant to
Section 1157 of Title § of the United States Code, or was granted asylum by the
Secretary of Homeland Security or the United States Attorney General pursuant
to Section 1158 of Title 8 of the United States Code, or has a special immigrant
visa and was granted a status pursuant to Section 1244 of Public Law 110-181,
Public Law 109-163, or Section 602(b) of Title VI of Division F of Public Law 111-
8, relating to Iraqi and Afahan translators/interpreters or those who worked for or
on behalf of the United States government, and provides evidence of that status
shall have the review of their application expedited pursuant to Section 135.4 of
the Code. For the purposes of this paragraph, “evidence” shall include the

following:

(A) Form 1-94. arrival/departure record, with an admission class code such as
“‘re” (refugee) or “ay” (asylee) or other information designating the person as a
refugee or asylee.

(B) __ Special Immigrant Visa that includes the “si” or “sq”.

(C) Permanent resident card (Form I-551), commonly known as a “green
card’, with a category designation indicating that the person was admitted as a
refugee or asylee.

(DY An order from a court of competent jurisdiction or other documentary
evidence that provides reasonable assurances to the Board that the candidate
qualifies for expedited licensure per Business and Professions Code section
135.4.

(48) A new or inactive candidate receiving notification that he-er-she-is-they are
ineligible for examination for failure to meet the requirements in Section 116 shall
submit supporting documentation as identified in subsection (b)(3) to meet
eI|Q|b|I|tv requwements based—en—msu#rereni—ed&eaﬂeﬂ—&ﬂé%@%pleymem

enm#menHH—IDP reqmrements set forth in Sectlon 116 the Board shall transmit

the candidate's-eligibility-information-to-NCARB-or its-authorized representative
fer—en#y—mte the candldate to test throuqh NCARB's database F~er—a4;and+da¢e
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determined-to-be-eligible—sush-eEligibility shall be retained while the candidate is
active in the examination process. :

(610) As a candidate acquires additional work experience, it is the candidate’s
responsibility to ensure that the employer(s) complete Employment Verification
Forms covering the work experience gained with that employer and that the
forms are submitted to the Board.

(Z11) A new or inactive candidate who is a licensed architect in a qualifying foreign
country, as defined in Section 117(c)(2), shall prior to licensure;

(A) complete IDRorIAP_the requirements as referenced in subdivision (b)(2)_or
foliow the requirements set forth in Section 121; or

| (B) submit to the Board;

() 4—proof of licensure in the qualifying foreign country,

(i) 2-an Employment Verification Form on-his-er-her their own behalf
documenting five years of practice of architecture as a licensed architect
in the qualifying foreign country,

il 3—an Employment Verification Form documenting at least one year of
experience under the direct supervision of an architect(s) licensed in a
United States jurisdiction granted-at-100%-credit or at least two years of
experience under the direct supervision of an architect(s) registered in a

Canadian province-granted-at 50%-credit, and

(ivy 4—documentation of five years of education equivalents as defined in
Section 117 -Beth-decuments-referred-to-in-subdivision-{(b)A{A)are
hereby-incorporated-byreference.

(8_)Eﬁeetwe4anuary—1—2995—arA new or inactive candidate who is a licensed
architect in a non-qualifying foreign country and one who is a licensed architect in
a qualifying foreign country but who does not submit all of the items prescribed in
subdivision (b)(Z11) shall apply as a new candidate and meet the requirements
prescribed in subdivisions (b)(1) and (b)(2) of this section,_or follow the
requirements set forth in Section 121.
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(fc) The Board shall retain the file of a candidate who is active in the examination
process as a candidate of the Board. The Board may purge the candidate file of an
mactlve candidate An inactive candldate who wishes to reapply to the Board shall be

Feqwiﬂed foIIow the requwements set forth in subsectlon (b)( 3)

(d) The Board shall retain for a tweseven-year period, transcripts, Employment
Verification Forms, and other supporting documents received from individuals who
have not submitted an Aapplication for Egligibility Eevaluation. Thereafter, the Board
may purge these documents.

(e) Candidates who are licensed as an architect in_another United States jurisdiction
shall submit an application for eligibility evaluation as set forth in subsection (b)(3)
and follow the requirements set forth in Section 121.

(f) Candidates must complete the California Supplemental Examination (CSE) prior to
licensure and follow the requirements as set forth in Section 124.

(q) Upon completion of the CSE, each person desiring licensure as an architect shall
furnish a full set of fingerprints as prescribed by Section 5552.1 of the Code and file
a completed application for licensure with the Board which shall contain the

following:

(1) Fee specified in Section 144 for an original license unless waived per subsection
{b), paragraph (6);

(2) Candidates who had applications expedited pursuant to subsection (b) paragraph
(4), (5), (6) or (7) shall have the application for licensure expedited:

(3) Social Security Number or Individual Tax ldentification Number;

(4) First, middle, last name and suffix (if applicable) as they want it printed on their
license. Only the candidate’s legal name or initials are permitted and nicknames
are not permitted;

(5) Contact information including candidate’s address of record, daytime and
evening telephone numbers, and email address (if any);

Page 6 of 7



(6) A disclosure regarding whether the candidate has, within the preceding seven
vears from the date of the application, had a license, permit, registration, or ‘
certification (“license”) that was formally disciplined by a licensing board in or outside
of California;

(A) For the purposes of paragraph (6), "disciplined” shall mean suspended,
revoked, placed on probation. public reproval, reprimand or any other form_of
restriction placed upon any other license, registration, certification or permit that
the candidate held or currently holds. A candidate shall not be required to
disclose any discipline that was based upon a conviction that has been
dismissed pursuant to Section 1203.4, 1203.4a, 1203.41, 1203.42 or 1203.425
of the Penal Code or a comparable dismissal or expungement.

(B) If the candidate answers in the affirmative to the disclosure question in
paragraph (6), the candidate shall provide all of the following as part of the

application:;

(i) the type of disciplinary action taken (e.q., revocation, suspension,

probation),

{ii) the effective date of the disciplinary action,

(iii) the license type,

(iv) the license number,

(v) the name and location of the licensing board,

(vi) an explanation of the violations found by the licensing board; and,

{(vii) any statement or documents showing the candidate's rehabilitation efforts
or any mitigating information that the candidate would like the Board to
consider: and,

(7) A statement signed under penalty of perijury of the laws of the State of California
that the information provided on the application or any accompanying
attachments provided with the application is true and correct.

Note: Authority cited: Sections 115.4, 5526 and 5552.5, Business and Professions
Code. Reference: Sections 30, 115.4, 115.5, 115.6, 135.4, 144, 144.5, 480, 5550,
5550.5, 55651, 5552, 5552.1 and 5552.5, Business and Professions Code.
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ure

NCARB Certification

this publicaticn and for the most current information

updates to

of the IDP Guidelines. Please check NCARBE's website, www.ncarb.org, regularly for

requirement for NCARB certification.

rds (NCARB)

editions

al Registration Boal

tional Council of Architectur
This document, effective July 2015, supersedes zll previcus
regarding the Intern Development Program (IDF) and the experience
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INTRCDUCTION

What is IDP?

What is NCARB?

The Intern Development Program (IDP) B is an essential step in
the path to become an architect. Your journey typically begins
in a school of architecture; however, it does not end there. Ulti-
mately, through the IDP you will learn about the daily realities of
architectural practice, acquire comprehensive experience in basic
practice areas, explore specialized areas of practice, develop pro-
fessional judgment, and refine your career goals. IDP is designed
to help you realize those goals.

The IDP was created jointly in the 1970s by the National Council
of Architectural Registration Boards (NCARB) and the American
Institute of Architects {AlA). The IDP is developed and adminis-
tered by NCARB.

in most jurisdictions, completion of the IDP is a requirement for
initial registration. The IDP identifies the comprehensive experi-
ence that is essential for competent practice. The program is
structured to prepare you to practice architecture independently
upon initial registration.

The Naticnal Council of Architectural Registration Boards, & non-
profit organization, is a federation of the architectural licensgs
boards in each of the 50 states, the District of Columbia, GuaM
Puerto Rico, and the U.S. Virgin islands. These 54 boards cofff
tute NCARB's membership.

NCARB serves to protect the public health, sa
welfare by leading the regulation of the pract]
ture through the development and applicgfo
licensure and credentialing of architects.
for establishing, interpreting, and e

for architectural licensure.

The U.S. Constitution estaliy :
jurisdictions rMaintain mgety

MCARB Record

Throughout your career, your Record be
establish qualification for licensure, an
tents may only be discussed with the Reco

Ferified record of your education, experience, and examination used to
mf” NCARB Record is confidential and maintained on a secure server. The con-
er durectly or provided to the registration board identified by the Record holder.

' Establishing a Record is essential for documenting the IDP and accessing the ARE. Your NCARB Record gives you access to the online

" reporting system for the timely and accurate reporting of IDP experience. It is also the first step for those seeking eligibility to take
the ARE, or for foreign educated applicants who are having their education evaluated through the Education Evaluation Services for

Architects (EESA).

eramarerns <4 9 P

e et J—

What is an Intem?

In the architecture profession,
ari “intern” is any person who
by means of their education
or experience has qualified to
enter the IDP.

In this document, the term
intern refers to any individual
in the process of satisfying

a registration board’s expe-
rience requirements. This
includes anyone not regis-
tered to practice architec-
ture in a U.S. or Canadian
jurisdiction, graduates from
MNAAB-accredited programs,
architecture students who
acquire acceptable experience
prior to graduation, and other
qualified individuals identified
by a registration board.

Cnly individuals who are
licensed by a beoard of archi-
tecture may call themselves
architects.

The term “licerisure” is used

| to dericte the actual issu-
L ance and maintenance of

an darchitectural license.

Licensure is part of registra-
tion. This document refers
to licensure and registration
interchangably.



INTRODUCTION: NCARE SERVICES

NCARB has a variety of roles in the licensure process, including the development and administration of the IDP, the Architect Registration Examination® {ARE®), and NCARB certifica-
tion, which facilitates reciprocal licensure. With millions of digital images in its holdings—ofhical transcripts, verified employment records, examination scores, and more—NCARB
is also the official custodian of secure and confidential records for thousands of interns, architects, and registration boards. These records are housed, managed, and evaluated by

NCARB and then, at various points in the licensure process, can be transmitted to the registration boards of an individual's choosing W

For Students For interns For Architects

= Supports educators in providing ac- » Compiles and evaluates a comprehen- « Compiles and evaluates a cq '
curate information on the licensure sive record of credentials. sive record of creden
process. » Stores secure, confidential, and com- = Stores secure, confident

= Supports the American [nstitute of Ar-
chitecture Students (AIAS) in their mis-
sion to promote excellence in architec-
ture education, training, and practice.

s Provides funding for new curriculum
initiatives that integrate practice and
education.

= Engages AIAS on relevant NCARB
committees to contribute to the pro-
cess of creating NCARB standards for
registration.

« Supports the National Architectural
Accrediting Board (NAAB) in the de-
velopment of standards for accredited
architectural education.

= Visits schools, AIAS chapters, and NAAB
schools across the country to promote
the value of licensure and benefits of
MCARS certification.

= Supports the Architect Licensing
Advisors Community &

prehensive Records to assist their path

to licensure.

Develops and administers the [DP. °
Develops and administers the ARE.

Creates tools to assist intems in com-

pleting the intemship and examination
process.

Compiles, evaluates, and transmits an
intern’s Record in support of ex

tion or initial registration. -
Visits AlA chapters and firms ac

the country to promote the values
licensure and the benef NCARB .
certification.

 IDP. GUIDE

prehensive Recorgfto
career path.

Develops s national
standards isfation to its Member
reciprocity between

ARB Certificate to archi-
et the national standards
ed in this guideline.
aintains an architect’s Record in a
condition suitable for transmittal to a

jurisdiction.

Transmits an architect’s NCARB Record
or Certificate to a jurisdiction in sup-
port of reciprocal registration.

Visits AlA chapters and firms across

the country to promote the values of
licensure and the benefits of NCARB
certification.

Provides continuing education opportu-
nities through the Monograph Series Bf.

sl

i i

ARB services include:

Weor Registration Boards

]

Stores secure, confidential, and compre-
hensive Records on NCARB Certificate
holders and NCARB Record holders.
Develops and recommends Model Law
and Model Regulations for registration
boards to adopt to facilitate recipro-
cal licensure and help Member Boards
protect the health, safety, and welfare
of the public.

Develops, administers, and maintains
programs to satisfy education, experi-
ence, and exarmination requirements.
Represents the interests of Member
Boards before public and private
agencies.

Produces resources for interns and
architects on the registration process.
Partners with Member Boards across
the country to promote the values of
licensure and the benefits of NCARB
certification.

:
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iDP GUIDELINES | JULY 2015

INTRODUCTION: &

Architects are responsible for the health, safety, and welfare of the people who live or work in the buildings and environments they
create. You are not an architect without a license. You must be licensed by a jurisdiction in order to practice architecture within that
jurisdiction. While it is possible to work within the profession without having a license, you may not practice architecture or call yourself
an architect without a license. Licensure signifies to the public that you have completed the education, experience, and examinatio
necessary to practice architecture independently.

we P e, oy Sy e e,
ECATETICH ERITINETICH

Every U.S. jurisdiction requires interns to pass A satiefy
its examination requirement.

Most U.S. jurisdictions require a professional degree in architec-
ture from a program accredited by the National Architectural Ac-
crediting Board {NAAB) or a professional degree in architecture
from a Canadian program accredited by the Canadian Architec-
tural Certification Board (CACB) to satisfy their education

The ARE is a practice-based exam adminis
basis that covers:

requirement. » Programming, Planning & Pra
= Site Planning & Design

For a list of NAAB-accredited programs, visit www.naab.org & = Building Design & Cd Systems
» Schematic Desi

Some jurisdictions may accept education equivalencies. Fora o Structural Sys
guide to equivalency requirements, refer to the NCARB . oz -
Fducation Standard included in the Education Guidelines ™ .
at www.ncarb.org. '

gicd of a recently licensed architect, practicing indepen-
provide architectural services. The ARE evaluates an
competence in the provision of architectural services

;h e T
rogriegnce

Most U.S. jurisdictions have adopted the IDP as their experi-
ence requiremnent for initial registration. All jurisdictions requj
a structured internship with direct supervision by a registe
architect for some period of time. Compare the IDP with any

additional experience requirement your registration board may e T T e T R T T T e
Guidelines TH available at www.ncarb.org.

jurisdiction’s requirerment; however, compl
tates certification and future registrationg

. . Registration Requirements
13

:

i

i

are set by Jurisdictions

The 54 architectural registra-
tion boards, which are mem-
bers of NCARB, have the legat
authority to establish licensure
requirements, enforce licen-
sure laws and regulations, and
respond to complaints of unki-
censed or unethical practice,

Each registration board de-
termines its own education,
experience, and examination
requirements for initial and
reciprocal registration in their
jurisdiction. Most jursidictions
have adopted the standards
tive Guidelines and Model
Law/Model Reguiations™

For an overview of each
jurisdiction’s registration
requirements go to the NCARB
website at wyw.ncarb.org/
Reg-Board-Requirements .
Since each jurisdiction may
change its rules, statutes, and
regulations at any time, it is
always advisable to check
with the individual board to
verify registration and practice
requirerments.
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INTRODUCTION: MCARB CERTIFICATION

Many architects choose to seek NCARB certification following
initia! ficensure. The NCARR Certificate facilitates reciprocal reg-
istration among all 54 NCARB Member Boards, and 11 Canadian
provincial associations. The NCARB Certificate signifies that
you have met the national standards established by the
registration boards.

To qualify for NCARB certification, you must satisfy all of the
Requiremnents for certification outlined in Certification Guide-

NCARB's education, experience, and examination requirements;
and a current registration to practice architecture issued by an
NCARB Member Board.

While NCARB certification facilitates reciprocity, it does not
provide you the privilege to practice architecture. You must be
registered in each jurisdiction before you are permitted to seek
work or are qualified to practice architecture. In some jurisdic-
tions the NCARB Certificate allows the benefit of soliciting work
or participating in a design competition prior to licensure. See
the licensing requirements page & on ncarb.org.

IDP GUIDELINES |ULY 2075

Renefits of the NCARB Certificate

e PRESTIGIOUS CREDENTIAL — By obtaining and maintain-
ing the NCARB Certificate, an individual has demonstigged
that they have met the established standards for certi
tion. An architect who has an active NCARB Certific
may use the letters “NCARB” after his/her name,

obtain reciprocal registration in other ju
many registration boards require the N
for reciprocal registration. Most NC
accept the NCARB Certificate as a
port reciprocal registration.

e MOBILITY — The NCARB Ce < Pves you the mobil-
ity to seek work whergiieds’ your work interests
center solely on pro @ the jurisdiction where you
are licensed, wig Rl rtificate you are prepared

e they move or expand across

hod to sup-

portant factor in hiring and promo-
se they know that an architect with an NCARB
ertificate provides the firm with greater flexibility when
uing opportunities and expanding their practice. Ad-
nally, some jurisdictions allow the benefit of solicit-
ing work or participating in a design competition prior to
licensure if you hold an NCARB Certificate.

» SECURITY - Your records are maintained on a secure
server and are ready when you are, eliminating the need
to worry about misplaced records or obtaining necessary
verifications from a previous employer who may no longer
be in business.

o CONTINUING EDUCATION — Both mini-menographs
and monographs are available to NCARB Certificate
holders for free!

Save Money

| Iriterns.can save money just by

keeping their NCARB Record
active while they complete
the steps for licensure. if you
have a professional degree
from a NAAB-aceredited pro-
gram and have completed the
IDP, you'll meet the require-
ments for NCARB certification
when you pass the ARE and
receive your initial license.

The cost to keep your NCARB
Record active while you pur-
sue your initial license is just
$75 a year.

If you maintain an active
Record in good standing, the

- application fee for NCARB
i certification ($1,500) will be
" waived and you wilt receive a

50 percent discount on Cer-
tificate renewals for the first
three years of service.

iy ';iﬁ'
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IDP STEPS

Step ]

ESTABLISH YOUR NCARE RECORD

To start participating in the IDP, you

To create your NCARB Record, go to the
“My NCARPE” section & on the NCARB
hormepage, and click on “establish
record” Once you have established your
account, add the NCARB Record service.
If you are interrupted in process or need
additional information to complete the
application, you can save it and return
later to complete it.

In order to establish an NCARB Record
and receive your NCARB Record num-
ber, you must complete the application
and submit payment. Once you click
“Submit,” you will receive two e-mails.
The first will confirm receipt of your
payvment. The second will assign your
NCARB Record number and provide
further instructions.

Refer 1o the NCARR Fees & for establish-
ing and maintaining your NCARB Record.
All fees are subject to change, and are

non-refundable unless otherwise noted.

If you have applied for an NCARB
Record in the past, please do not reap-
ply. You snould reactivate your existing
Record by logging into your NCARB

nuat Renewal option. All renewals and
reactivations can be submitted online.

Step 2 Step 3

IDENTIFY YOUR IDP SUPERVISOR IDENTIFY YOUR MENTOR

Your IDP supervisor is the individual
who supervises you on a daily basis
and has responsibility for and profes

A mentor is a loyal advisor, teacher, or

. coach. You have the option to select a

* mentor whom you feel will make a long-
term commitment to your professional
growth. You should choose a mentor
outside of your office so that you can
gain insight and perspective indepen-
dent of your daily work experience.

Refer to the supervision requirements
to identify who can serve as your men-
tor for IDP.

Refer to www.aia.org/mentorship =
for more information about the AlA
mentorship program.

i
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IDP STEPS

Step d

Repeat Step 4 Often

DOCUMENT YOUR EXPERIENCE

The online reporting system allows you
to document your experience directly
into your NCARB Record. Log into “My

to document your experience regularly.

Upon submission of your experience
report through the online reporting sys-
tem, your supervisor will receive notifi-
cation that an expertence report is ready
for review. You and your supervisor
should meet to go over your experience.
Your supervisor must approve your
experience report, thereby certifying the
information furnished by you is true

and correct, and that you performed the
work competently.

There are no circumstances in the
IDP that allow you to verify your
OWN experience.

All experlence is subject to review and
evaluation by NCARB for compliance
with the program.

Learn more about NCARB's online
reporting system here il

You must submit your experience report
to NCARB at specified intervals accord-
ing to the reporting requirements.

» All experience reports must be
submitted electronically through
the online reporting system.

o You will not be able to submit a
report that is in the “saved” status
if it contains experience more
than five years in the past.

o To comply with the reporting
requirements, your experience re-
ports must be in the submitted or
approved status within the online
reporting system.

» In the submitted status, a supy '
sOr €an return a report to

" modifications or edits.
Submitted experience hours ca

IDP, GUIDELINES | JULY 20}

! Make sure you review and unders

- All Experience Must be Verified

In most settings, your experience must be verified by your IDP supervisor. There are
opportunities within supplementalgperience that may be verified by a mentor.

1MELpervision requitements.

perfence prior to leaving your current employer, All experience
: your current employer must be certified by your current IDP supervisor.
our IDP supervisor at your new employer.

.......................

your new IDP supervisor.




ADDITIOMAL STEPS

Document Your
Education

Transmit Your
MCARE Record

Upon graduation, you must
provide a copy of your final
transcript to NCARB.

» Download and mail the

associated fee to your
school(s).
» Each transcript must

be returned directly to
NCARB by the school.
NCARB will only accept
official transeripts sub-
mitted by the school.

Monitor your NCARB Record
This wzll allow you to make
sure processes are taking

place in a timely manner. For
example, once you graduate,
your transcript will need to be

. submitted to NCARB from your
schools). By monitoring your
Record, you'll be able to deter-
mine if there are hold-ups.

IDP GUIDELINES: | JULY 2015

Registration boards are
required to exarnine and
maintain a record of the
qualifications of each applicant
for registration. To satisfy this
requirerment, a complete copy
transmitted to a ;urlsdlctuon to
support your application for
initial or reciprocat registration.
All NCARB Member Boards
accept the NCARB Record for
initial registration.

Transmittal of your Record in
support of initial registration is
only available for active
Record holders.

Takes the ARE Get Licensed

Get NCARE Certihed

Does your jurisdiction allow
you to take the ARE before
completion of the IDP?

All jurisdictions require indi-
viduals to be licenged (regis-

themselves archiy con-
Each jurisdiction establishes its tract to provi ]
own application procedures for services. Y
examination. As sooh as you youreggeis rd to find
determine where you will seek ouftheMeq ents and to
initial registration you should = T4 licensure process.
request application materials
from yourjurisdiction Review h stration board will

ermine if you have met
e requirements for licensure.
In addition to the education,
experience, and examination
requirements, there may be ad-
ditional jurisdictional require-
ments. For more inFormation

You must notify D
your intent to af

Licensing Requirement page !’ﬁ’
on www.ncarb.org.

Jurisdictionsal Requirements

"When you request transmittal of your NCARB
Record to an NCARB Member Board, NCARB will
try to apprise you of any additionat reguirements
that exist for that jurisdiction. However, you

your choic8i¥f you cannot access this online ser-
vice or need assistance with your request, please
contact customerservice@ncarb.org

shouid confirm specific requirements directly with
the jurisdiction prior to seeking registration. Please
review the Registration Board Licensing Require—

specnﬁc requirements for remprocal registration in
any jurisdiction.

The NCARB Certificate signi-
fies that you have met the
national standards established
by the registration boards.

Upon receiving your initial
license to practice, notify
NCARB in writing at
customerservice@ncarb.

ofg. NCARB will update your
Record to reflect your new
status and follow up with you
if you are interested in seeking
an NCARB Certificate. You can
also notify us of your initial
licensure and convert directly
through “My NCARB" &.

If you maintain an active
Record in good standing, the
application fee for NCARB
certification ($1,500} will be
waived and you will receive
a 50 percent discount on
Certificate renewals for the
first three years of service.
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IDP REQUIREMENTS: ELIGIBILITY, REPORTING, AMD EMPLEY MERNT

Eligibility Reguirements

Reporting Requirements

Employment Requirements

You can earn [DP experfence once you have
successtully graduated from high school or an
established equivalent.

IDP GUIDELINES | JULY 2015

All experience must be submitted online through the
online reporting system or My IDP E'mobile app—free
for iPhone and Android.

To earn full credit for experience, interns must submit all
experience including supplemental experience in report-

Experience reported beyond the two-month filin

od and up to five years after the date of th Y
will be accepted at a reduced value of fifty nitie0

percent) toward the IDP requirement

ing periods of no longer than six months and within
months of completion of each reporting period.

Provisions have been made fo ensions to
the two-month filing period. in ation on

the reporting requighPioNe 2 WiExtegPions, please refer
to the NGARE @

oaoistered in a US. or Canadian

Please note: Architec

eir experience. However, they must
their experience through the online report-

To earn experience in setting A, setting O, “Design cr
Consiguction Related Employment” within setting S,

WMl internships are not eligible to earn experi-

ce hours with the exception of the approved
Community-Based Design Center/Collaborative
as defined in experience setting 5.

= No experience may be earned outside of the U.S.
or Canada, except at an organizaticn engaged
in the practice of architecture, zn approved
Community-Based Design Center/Collaborative
as defined in experience setting S, or through
Leadership and Service defined in experience
setting S.

= To earn experience in Teaching or Research as

employed by the institution.




IDP REQUIREMENTS: EXPERIENCE SETTINGS

You earn experience hours in experience settings. Experience settings are defined by the type of organization, the work
performed, and who verifies the experience. NCARB recognizes three experience settings:

& Practice of Architecture

1,860 HOURS MINIMUM

engaged in the lawful practice of architecture.

o The definition of the “lawful” practice of architecture is determined by individual jurisdictions. For more igOr-

o You must earn a minirmum of 1860 hours in experience setting A. There is no maximum number of (el
may earn in this experience setting.

C: Other Work Settings
1,860 HOURS MAXIMUM

8: Supplemental Experience

Opportunities to earn experience hours outside traditional work setting, Many of the supptemental experience
opportunities may be completed whether or not effiployed. To eam IDP credit, experience earned through
supplemental experience may not earn academic credit.

Academic Internships

Many schools have programs where interns work
in fMgs as part of their degree curriculum. Any
intgyMge that is integrated into an academic

' gother as a requirement or as an
g#Fconsidered an academic internship.

academic internship includes employment

~within Experience Setting A or O, it may earn

credit for IDP while earning academic credit at the
same time. The employment must meet all the
stipulations of Experience Setting A or O in order
to gualify, including the eligibility, reporting, and
employment requirements.

Reporting Acacdemic internships

= Experience as part of an academic internship
is reported using the online reporting system
and is submitted in the same fashion as any
other Experience Setting A or O employment.
Academic internship programs need not be
pre-approved by NCARS, nor identified within
the online reporting system.

L Tip

if you are interested in specific programs at your
school, please contact your schoacl’s architect
licensing advisor. iT you are not sure who your
architect licensing advisor is, check the Architect.
Licensing Adviser section of www.ncarb.org .
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IDP REQUIREMENTS: SUPERVISION

Supervision Reguirements

IDP SUPERVISOR

Your {DP supervisor is the individual who supervises you
on a daily basis and has responsibility for and profes-
sional knowledge of your work. Your IDP supervisor is
required to certify that the information you submit on
your experience report is true and correct and that you
performed the work competently.

IDP supervisors are usually registered architects; how-
ever, in certain experience settings your IDP supervisor
may be a professional from another discipline.

In experience settings A and opportunities within C

where they are located.

If you are earning experience in New York, you must
contact the New York board to verify Its supervisor
requirements.

DIRECT SUPERVISION ME}
“Direct supervision” of interns shall occur either through You m2¥ave many mentors throughout your career. A

personal contact or through a mix of persenal contact ffr is NEned as a loyal advisor, teacher, or coach. In

and remote communication (e.g. e-mail, online markups, ' Q ®pportunities for your mentor to certify
=

- e

webinars, internet} such that the IDP supervisor has eolemental experience opportunities and pro-
controt over the work of the intern and has sufficient idance in your professional development.
professional knowledge of the supervised work so th
the IDP supervisor can determine that the intern
derstands and is performing his or her work exper
within the professional standard of care.

serve as your mentor for the IDP, the individual must
hold a current license to practice architecture in a U.S.
or Canadian jurisdiction; however, your mentor does
not have to be registered in the jurisdiction where you
To earn experience hours in workpla are located.
scribed in this document, the inte
the direct supervision of an 103
sor shall verify the experienclf
a professional relatjsn '
professional assq @

the supervisor.

Eryveen the intern and




IDP REQUIREMENTS: EXPERIENCE CATEGORIES AND Al

A%

3740 Experience Hours

in order to satisfy the IDP experience requirement, you must document required hours in
each of the 17 experience areas. IDP experience can only be gained in experience settings
recognized by NCARB.

Experience Areas

The four experience categories include 17 experience areas. Tio complete the 3,740 re-
quired hours, you must satisfy the minimum hours required in each experience area.

Required Hours

Hours documented in each IDP experience area that reflect the competent performance
of the tasks defined in that area.

Reporting Hours

All hours must be submitted in accordance with the reporting requirement. It is impor-

tant to note that some jurisdictions may require additional experience and/or have g
minimum employment duration requirement. NCARB recommends that interns cofft _
to report all hours. Doing so will help facifitate licensure and reciprocity in jurisdiigion i
with different experience requirements. g
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Pre-Design

Required Hours

Si1_:"e and Bu1ld|ng Analysis _gull
Project Cost and Feasibiliti

80
80
40
60
260

Required Hours

Project Management

320
360
120
120
320
1,200
160
2,600

Required Hours

Bidding and Contract Negotiation

Construction Administration
Construction Phase: Observation

TOTAL

Practice Management

120
240
120
240
720

Required Hours

Business Operstions
Leadership and Service
TOTAL

80
80
1643

TOTAL HOURS
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IDP REQUIREMENTS: SUPPLEMEMTAL EXPERIEMCE

OPPORTUNITY

WHETHER OR NOT
EMPLOYED?

WHO APPROVES

WHERE THE HOURS GO

HOURS EARNED

Supplemental
Experience

There are several opportuni-
ties to earn hours through
supplemental experience.
However, each opportunity
has specific limitations in
terms of maximum allow-
able hours. Hours earned
through supplemental
experience are credited to
the specific experience cat-
egory or area in which they
are earned.

Design or Construction Related Employment

See employment,

iDP Supervisor

Up to 930 hours

Up to 320 hours, 80 hours minimum

requiremer;’s
Leadership and Service Yes See page ¥
) "Desi
Community-Based Design Center/Coliaborative  Yes "Designated IDF

Up to 40 hours per area

G5! Certification: CCCA Yes 40 hours

GSI Certification: €CS Yes 40 hours

Besign Compatitions es . ;’d?r:h?spaige;:rev;r:a except Up to 40 hours per area
Emerging Professional’s Companien (EPC] Yes Any IDP experience area Up to 40 hours per area
NCARS5 Professional Conduct Monograph ‘Yes Business Operaticns 15 hours

Site visit With Mentor Yes Mentor Censtruction Phase: Observatien  Up 1o 40 hours

i
Tl

i

] ;
[1 ol H lﬂ
-

i

Maximum of 40 hours per IDP experience area in

any combination of opportunities,

Maximum of 600 total hours,
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IDP REQUIREMENTS: SUPPLEMENTAL EXPERIENCE

Design or Construction Relsted Employment

Leadership and Service

Additional Opportunities

930 HOURS MAXIMUM

Design or construc‘cion related activities under the
activity (e.g. amalysis of existing buildings; planning;
programming; design of interior space; review of
technical submissions; management of building
construction activities).

REPORTING DESIGN OR CONSTRUCTICN
RELATED EMPLOYMENT
e Experience must be submitted in compliance
with the reporting requirements.

80 HOURS MINIMUM
320 HOURS MAXIMUM

Quelifying experience is pro bono, in support of an
organized activity or in support of a specific organiza-
tion. There must be an individual who can certify to
NCARB that you have performed services in support
the organization.

APPROVAL OF LEADERSHIP AND SERVICE
Whenever pOSSIble the mdlvsdual certn‘yln LEd-

ever, your
¥ | eadership

- foligwing categories:

s Design Indus‘f v hoted {construction, arch
izggaolanning & development)

s or Humanity, mediator at City

-BFitic at design review, ESOL teacher,
¥ iicipation in high school career day
e Strengthening of community
ex: volunteering for food drives or soup kitchens
s Regulatory or professional organization
ex: volunteering for AlA or USGBC,
Boy/Girl Scouts

REPORTING LEADERSHIP AND SERVICE
= Experience must be submitted in compliance
with the reporting requirements.

iDP GUIDELINES | JULY 2015 qﬁ]]m A

hoMEnce areas by completing any combina-
¥ the following NCARB-recognized supplementat
@ cnce opportunities:

» CSI Certification: CCS & CCCA

¢ Community-Based Design Center/Collaborative
= Design Competitions

s Emerging Professional’s Companicn {EPC)

» NCARB’s Professiornal Conduct Monegraph

= Site Visit With Mentor

You may not earn more than 609 heurs through any
combination of these qualifying supplemental experi-
ence opportunities.




IDP REQUIREMENTS: SUPPLEMENTAL EXPERIENCE

C@mmani*ry;Based Design Center/Collaborative

Csl Certifications; CC8 & CCCA

Interns may earn up to 40 hours in each IDP experience
area (except for Leadership and Service) for volunteer
service in support of a pre-approved charitable orga-
nization outside of a recognized experience setting or
academic requirement.

Commiunity-Based Design Center/Collaborative organi-
zations must apply tc NCARB to be recognized for the
purpose of IDP credit.

The crganization must be pre-approved by NCARB
before the experience occurs.

For the list of qualifying Community-Based Design Cen-
ter/Co[laboratwe organlzations currently recognized by

Organizations interested in applying to NCARB should
contact idp@nearb.org.

To be considered as a recognized organization, the
Community-Based Design Center/Collaborative must
meet the following criteria:
» The organization must have 50i(c}{3) status as a
charitable organization.
= The work must be in support of “building” or
“planning” projects.
¢ The organization must have an established on

This individual will be considered the
{DP supervisor” for the organization.

oorting reguirements.

Interns, whether or not employed in a qualified experi-
ence gtting, may eam hours for completing the follow-

Mection and Specification for passing the
ification.

S| Certified Construction Contract Administrator
{CCCA): 40 hours in Construction Administration for
passing the CCCA certification.

Information regarding the Construction Specifications
Institute is available at www.csinet.orz &

REPCRTING CS1 CERTIFICATION
= You must upload the CSI certificate documenting
completion of the program
« Once reported, the CS| Certification is reviewed
and approved by NCARB.
» Experience must be submitted in compliance with
the reporting requirement.

( il :;Phl ,] ﬁqﬁl uﬁ( | n...;," "‘," 1(5
i u,,,,"! .! S
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IDP REQUIREMENTS: SUPPLEMENTAL EXPERIEMCE

Design Competitions

The Emerging Professionals Companion (EPC)

area (except Leadership and Service) for completion and
submission of a design competition entry outside of a
recognized experience setting or academic requirement.
Competitions completed for a firm while employed
count for IDP credit under the related experience
setting.

The design competition must be completed under the
supervision of a mentor and meet the following criteria:
o Align to at least one of the IDP experience areas
o Be for a “building” or “planning” project
s Be a formally structured competition with speci-
fied submission requirements .
= Sponsored by a recognized business entity, gov-
ernmental agency, or professional association
= The intern must be appropriately credited on the
competition entry.

WORK PRODUCT

It is required that interns retain copies of all documenta-
tion related to design competitions completed for IDP
credit for a period of at least three years beyond the
date the experience is approved by their mentor.

REQUIRED DOCUMENTATION

» To qualify for IDP credit, the compejiflir
must be completed and submittedin coR
with the published design competition
requirements.

REPORTING DESIGN COMPETITIONS:
» You must upload your completed Design Compe-
tition Verification Form.
= Experience must be submitted in compliance with
the reporting requirement.

EXPECTATIONS
Intern
» Research and identify possible
design competitions
s+ Select appropriate competition with
mentor approval
= Determine and document a s¢
+ Develop competition entry
= Review work with mentgmigy
» Submit competition e V V &
+ Complete thaflfE ikt
o Documenifix
reporting sy
Mentor

ork

ag¥icw final competition entry prior
“to submission

Interns whether or not employed in a qualified experi-

e complete EPC activities for IDP hours under
slervision of either their IDP supervisor or mentor.

e EPC, located at www.epcomfpanion.orglzfz is an
IDP enrichment resource. The EPC provides free
web-based experience opportunities outside of
the studio or work environment.

s The EPC chapters are aligned with the IDP experi-
ence areas.

= Each chapter includes activities that are identified
as qualifying for either core or elective credit.

= Fach activity is worth eight hours,

»  Only activities identified as qualifying for core
credit can be applied to your required hours,

e Interns can earn 2 maximum of 600 hours through
EPC with ne more than 4¢ hours earned in any
one of the IDP experience areas.

tf an intern has already completed the maximum al-
lowable of 40 hours in a given experience area through
any combination of stpplemental experiance, then
EPC activities completed in that experierice area wili be
applied to any additional experience requirements for
your jurisdiction or for the purposes of reciprocity.

EPC activities completed for [DP credit may not receive
academic credit.

{continued on next page)
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IDP REQUIREMENTS: SUPPLEMENTAL EXPERIEMCE

The Emerging Profassionals Companion {EPC)
continued

WORK PRODUCT

It is required that interns retain copies of all documenta-
tion related to EPC activities completed for IDP credit
for a peried of at least three years beyond the date

the experience is approved by their mentor or IDP
supervisor.

REPORTING EPC

 If you are not an AIAS or AlA associate member,
you may obtain 2 temporary AlA customer num-
E. Contact the AlA at emnergingprofessionals®
aja.org with any additional questions.

« Associate members of the AlA may use their as-
sociate number to report continuing education.

= EPC activities must be reviewed and approved by
your |DP supervisor or mentor.

= Experience must be submitted in compliance with
the reporting requirement.

NCARE's Professional Conduct Moncgraph

Site Visit With Mentor

Interns, whether or not employed, may earn 16 hours in

Businzss Operations by reading the NCARE Professional

Conduct Monograph and passing the related quiz.

NCARB monographs are written by experts in their
fields and explore topics relevant to architectural prac
tice. NCARB monographs may be completed by archi-
tects to satisfy their continuing education requireme
or by interns for IDP credit. Interns completing N
monographs for IDP hours will not be eligible to re®e
the monograph for continuing education crgh

MONOGRAPH
Interns may download a PDF gl
Conduct Monggraph at no diiarg
NCARB Record.

Our

REPORTING NCA OMNAL CONDUCT
MONOGRAPH
s Tak ass the quiz. The quiz will be available

vgiir NCARB Record,
whilf do not pass the quiz may repeat the

Interns may earn up to 40 hours in Construction Phase:
Obsegation for visiting construction sites with their

ATIONS

o Opportunities where an intern can see the prog-
ress of a job over time are ideal; however, single
visits to a site are acceptable.

= |tis beneficial to be able to review and discuss the
project relative to the drawings

= The experience should be interactive with op-
portunities to discuss how issues related to the
specific project were resolved.

+ The discussion should include why particular
design decisions were made.

¢ Interaction with members of the design and
construction industry involved in the project is
encouraged.

The site visit should include a level of learning consis-
tent with what an intern coutd expect to learn if their
firm was working on the project.

REPORTING SITE VISIT WITH MENTOR:
= Your mentor who lead the site visit must approve
your experience.
= Experience must be submitted in compliance with
the reporting requirement.
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IDP TASKS AND KNOWLEDGE/SKILLS

Category 4: Practice Management

Category I: Pre-Design Category Z: Design

Programming Schematic Design Business Operations
Site and Building Analysis Engineering Systems Leadership and Service
Project Cost and Feasibility Construction Cost

Planning and Zoning Regulations Codes and Regulations Generz! Project Miagl

Design Develocpment
Construction Documents
Material Selection and Specification

Are you heving trouble gaining
wxperience in a specific experience
area?

Use these tasks as reference when
discussing experlence opportunities
| with your IDP supervisor or mentor.

A




IDP TASKS AND KNOWLEDGE/SKILLS

PRE-DESIGN

PROGRAMMING

Minimum Programming Experience: 80 Hours

DEFINITION: The process of discovering the owner/client’s requirements and desires for
a project and setting them down in written, numerical, and graphic form.

TASKS

PRE-DESIGN
SITE AMND

Minimum Site and Building Analysis §

BUILDING AMNALYSIS

perience: 80 Hours

DEFINITION: Involves research and
site and building evaluation, lan

TASKS

AT THE COMPLETION OF YOUR INTERNSHI?, YOU SHOULD BE ABLE TO:
» Assess the client’s needs, opportunities, and constraints
« Develop and/or review a program with the client
= Develop a vision and goals for the project
» Develop or review client’s design standards and guidelines
s Establish sustainability goals for the project
= Define the scope of the pre-design services

KNOWILEDGE OF/SKILL IN

 Architectural programming including working with clients to define their g

= Facilities planning {e.g.. building use; building conditions; systems condition
structure; space allocation)

+ Space planning

a  Sustainable design

= Contract negotiation {e.g., fees, scope, schedules)

» Orl and written communications

» Critical thinking {e.g., analysis, synthesis, and evaluation O

« [nterpersonal skills {e.g., listening, diplomacy, responsivenes

« Team building, leadership, participation

= Creativity and vision

AT THE COMPLETICH

A compare alternative sites

i site analysis

S environmental, social, and econormic conditions related to project
ent and evaluate existing conditions

FNOWLEDGE OF/SKILL iN

= Interpreting existing site/environmental conditions and data (e.g., topography,
drainage, soils, iocal ecology environmental impact issues)

« Site planning (e.g., site selection, master planning)

= Regional impact on project (e.g., seismic, climate, transportation, economy, labor)

= Government and regulatory requirements {e.g., zoning, planning, design review}

« Community-based awareness (e.g., values, traditions, sociology, future objectives)

= Hazardous conditions and materials

 Facilities planning (e.g.. building use, building conditions, systems conditions, infra-
structure, space allocation)

s Site design

s Building design




IDP TASKS AND KNOWLEDGE/SKILLS

PRE-DESIGN
PROJECT COST AND FEASIBILITY

Minimum Project Cost and Feasibility Experience: 40 Hours

DEFINITION: Analyze and/or establish project costs relative to project conditions and
owner’s budget.

TASKS

PRE-DESIGN
PLANNIMNG AND ZONING REGULATIONS

Minimum Planning and Zoning Regulggions Experience: 60 Hours

DEFINITION: Evaluate, reconcile, angfff
professional design standards.

h=te applicable reguiatory requirements and

TASKS

AT THE COMPLETION OF YOUR INTERNSHIP, YOU SHOULD BE ABLE TO:
+ Perform or review a feasibility study to determine the cost and/or technical
advisability of a proposed project
» Establish preliminary project scope, budget, and schedule

KNOWLEDGE OF/SKILL IM

« Project financing and funding
 Project delivery methods

= Construction sequencing

o Cost estimating

» Value engineering

s Life cycle analysis

= Project budget management
= Critical thinking {e.g., analysis, synthesis, and evaluation of informa

DP GUIDELINES | juLY 2015 ]

AT THE COMPLETI R INTERNSHIF, YOU SHOULD BE ABLE TO:
egulatory agencies

mittals for governmental approval

nent and regulatory requirements (e.g., zoning, planning, design review)
PEnd approval processes
Wes codes, zoning codes, and ordinances

» g ccestibility laws, codes, and guidelines

_ % Specialty codes and regulations (e.g, seismic, life safety, fair housing, historic

preservation, energy)
« Universal design {environments usable by everyone regardless of limitations)
« Designing and delivering presentations




IDP TASKS AND KNOWLEDGE/SKILLS

DESIGN
SCHEMATIC DESIGN

Minimurm Schematic Design Experience: 320 Hours

DEFINITION: Involves the development of graphic and written conceptual design solu-
tions for owner/client’s approval.

TASKS

AT THE COMPLETION OF YOUR INTERNSHIF, YOU SHOULD BE ABLE TO:
« Develop design concepts, including site design
+ Prepare schematic design documents
» Apply sustainable design principles
« Apply historic preservation principles
s Prepare presentation materials (e.g., models, renderings, drawings}

DESIGIN

ERGI

Minimum Engineering Systems Expeg

ERING 5YSTEMS

goce: 360 Hours

DEFINITION: Involves selecting and f
other systems, and integrating ¢
mally designed by conspltan

» Develop project phasing plans

KNOWLEDGE OF/SKILL IN

« 3-D medeling

+ Adaptive reuse of buildings
and/or materials

e Alternative energy systems and
technologies

« Architectural history and theory

« Basic engineering principles

= Building design

= Building Information Modeling
(BIM) technology

o Building systerns and their integration

« Computer Aided Design and Drafting
(CADD)

»  Conflict resolution

= Construction sequending

¢ Creativity and vision

s Critical thinking {e.g. analysls, synthesis,

and evaluation of information)
o Deslgn Impact on human behavior
+ Deslign principles
« Designing and delivering presentations

Freehand drawing and design ske,
Graphic communication
implications of design decisions (e.g
cost, engineering, schedule
interpersonal skills (e.g., , diplo-
macy, respon5| Sess)

g (eg. day-
iy vconsumptlon)

Space planning
atial visualization and modeling
stainable design

Tearn building, leadership, partidpation
Universal design {environments usable by
everyone regardless of limitations)
Vertical cireulation

 daptive reuse of buildings

and/or materials

= Alternative energy systems
and technologies

 Basic engineering principles

= Building envelope

» Building Information Modeling
{BIM) technology

s Building systems and their
integration

« Characteristics and properties
of construction materials

« Conflict resolution

« Critical thinking (e.g., analysis,
synthesis, and evaluation of
information)

» Design impact on human behavior

» Design principles

» Engineering load calculations

s Hazardous materials mitigation

i’ ’w"* !! [f !!li

Implications of design decisions
(e.g. cost, engineering, scheduie}
Indoor air quality

Interpersonal skills {e.g., listening,
diplomacy, responsiveness)

Life safety

Life cycle analysis

Matural and electric lighting

{e-g.. daytight, solar control,
energy consumption)

QOral and written communications
Problern solving

Product evaluation, selection,
and availability

Sustainable design

Teamn building, leadership,
participation

Technological advances and
innovative building products
Vertical circulation




IDP TASKS AND KNOWLEDGE/SKILLS

DESIGN

COMSTRUCTION CQST

Minimum Construction Cost Experience: 120 Hours

DEFINITION: Involves estimating the probable construction cost of a project.

TASKS

AT THE COMPLETION OF YOUR INTERNSHIP, YOU SHOULD BE ABLE TC:
« Prepare and/or evaluate estimates of probable construction costs
» Perform value engineering of selected building elements
= Perform life cycle cost analysis of selected building elements

KNOWLEDGE OF/SKILLIN

 Alternative energy systems and technclogies

» Building Information Modeling (BIM) technology
+ Construction sequencing

e Cost estimating

« Critical thinking {e.g.. analysis, synthesis, and evaluation of information}
= Hazardous materials mitigation

+ Implications of design decisions (e.g., cost, engineering, schedule)

» Life cycle analysis

s Product evaluation, selection, and availability
+ Value engineering

DESIGN

onflict resolution

" Critical thinking {e.g., analysis, synthesis, and evaluation of information}

P . Designing and delivering presentations

« Government and regulatory requirements (e.g., zoning, planning, design review)

e Interpersonal skills {e.g., listening, diplomacy, responsiveness)

» Life safety

= Permit and approval processes

» Problem solving

» Specialty codes and regulations (e.g., seismic, life safety, fair housing, historic
preservation, energy)




IDP TASKS AND KNOWLEDGE/SKILLS

DESIGN

Minimum Design Development Experience: 320 Hours

DEFINITION: During design development, a project’s schematic'design is refined, including designing details and selecting materials] his Mo accurs after the owner/client has ap-

proved the schematic design.

TASKE » Engineering load ca
e Freehand drawingg:

AT THE COMPLETION OF YOUR INTERNSHIP, YOU SHOULD BE ABLE TO:
= Prepare design development documents
« Investigate and select building systems and materials
« Meet with client to refine design and obtain approvals
« Conduct or respond to a constructability review
« Apply sustainable design principtes

itization
sign decisions {e.g.. cost, engineering, schedule)

KNOWLEDGE OF/SKILL IN N

= 3-D modeling nagin quality through best practices

« Adaptive reuse of buildings and/or materfals Manual drafting

e Alternative energy systems and technologies Natural and electric lighting {e.g., daylight, solar contrc, energy consumption)
+ Applied mathematics {e.g., algebra, geometry, trigencmetry) Oral and written communications

» Basic engineering principles = Problem solving

 Building design = Product evaluation, selection, and availability

+ Building envelope s Project scheduling (e.g., construction document setup, storyboarding, staffing
» Building Information Modeling (BIM) technology projections)

o Building systems and their integraticn - Site design

» Characteristics and properties of construction materials « Space planning

» Computer Aided Design and Drafting (CADD) » Spatial visualization and modeling

= Conflict resolution » Specifications

» Constructability s Sustainable design

« Construction details ¢ Team building, leadership, participation

= Construction sequencing + Technological advances and innovative building products

« Creativity and vision s Universal design {envirenments usable by everyone regardless of limitations)
» Critical thinking (e.g. analysis, synthesis, and evaluation of information) « Vertical circulation

« Design impact on human behavicr
« Design principles
e Designing and delivering presentations




IDP TASKS AND KNOWLEDGE/SKILLS

DESIGN
CONSTRUCTION DOCUMENTS

Minimurn Construction Decuments Experience: 1,200 Hours

DERNITION: Inciudes the written and graphic instructions used for construction of the project. These documents must be accura Ny ent, complete, and understandable.

TASKS e Furnishings, fixtures, an

AT THE COMPLETION OF YOUR INTERNSHIP, YOU SHOULD BE ABLE TO:
= Prepare construction decuments
» Coordinate construction documents {e.g., architectural, structural, mechanical,
civil, electrical)
« Conduct quality control review of project documents
¢ Apply sustainable design principles

KNOWLEDGE OF/SKILL IN

* 3-D modeling

» Adaptive reuse of buildings and/or materials
s Alternative cnergy systems and technologies
= Basic engineering principles

drafting )

2t and electric lighting (e.g., daylight, solar control, energy consumption)
s #0ral and written communications
¢« Problem solving
"« Product evaluation, selection, and availability
+ Building design « Project scheduling (e.g., construction document setup, storyboarding, staffing
» Building envelope projections)
» Building Information Modeling (BIM) technology » Site design
+ Building systems and their integration P
« Characteristics and properties of construction materi
» Computer Aided Design and Drafting (CADD)
« Conflict resolution

» Space planning

o Spatial visualization and modeling
» Specifications

» Sustainzble design

* Comstructability = Team building, leadership, participation
» Construction detalls » Technological advances and innovative building products
« Construction sequencing « Vertical circulation

» Creativity and vision

 Critical thinking (e.g., analysis, synthesis, ancC®galuation of information)
= Design impact on human behavior

» Design principles

= Designing and delivering presentations

= Engineering load calculations

» Freehand drawing and design sketching

e
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IDP TASKS AND KNOWLEDGE/SKILLS

DESIGN

MATERIAL SELECTION AND SPECIFICATION

Minimum Material Selection and Specification Experience: 160 Hours

DEFINITION: The analysis and selection of building materials and systems for a project.
The materials specified for a particular project communicate the requirements and
quality expected during construction. Specifications are included in a project manual
that is used during bidding and construction.

TASKS

AT THE COMPLETION OF YOUR INTERNSHIF, YOU SHCULD BE ABLE TO:
s Prepare specifications based on performance criteria
» Research, select, and specify materials

KNOWLEDGE OF/SKILL IN

« Adaptive reuse of buildings and/or » Implications of design decisions
materials (e.g.. cost, engineering, schedy
« Alternative energy systems and « Indoor air quality
technologies o Interior materials and finishe
s Basic engineering principles  Interpersonal skills (e.g. listening)
= Building design diplomacy, responsive,
« Building envelope = Life safety
s Building Information Modeling {BIM) s Managing bt
technology practica
« Building systems and their + Oraland W
integration .

= Characteristics and properties of .
construction materials

= Constructability

= Construction details

= Construction sequencing

tion Gocument setup, storyboard-
ing, staffing projections)

= Critical thinking (e.g., analysis, synthe- » Site design
sis, and evaluation of information) » Specifications
= Design principles = Sustainable design
= Furnishings, fixtures, and equipment » Technological advances and innova-

tive building products
+ Vertical circulation

= Hazardous materials mitigation

PROJECT MANAGEMENT

BIDDING ANMD CONTRACT NEGOTIATION -

Minimum Bidding and Contract Negggiation Experience: 120 Hours

DEFINITION: Involves the establish
ance of addenda, evaluation of N s
analysis of bids, and selectio actor(s).

TASKS

tand material substitutions
Fuments including addenda

£ OF/SKILL M

resolution

onstiuction procurement (e.g., bidding, negotiating)
® Contracts {e.g, prafessional services and construction)
= Interpreting construction documents

» Oral and written communications

= Product and material substitutions

» Project delivery methods




IDP TASKS AND KNOWLEDGE/SKILLS

PROJECT MANAGEMENT
CONSTRUCTION ADMIMNISTRATION

Minimum Construction Administration Experience: 240 Hours

DEFINITION: Tasks carried out in the architect’s office include facilitating project com-
runication, maintaining project records, reviewing and certifying amounts due contrac-
tors, and preparing change orders.

TASKS

PROJECT MANAGEMENT
COMNSTRUCTION PHASE: OBSERVATION

Minimum Construction Phase Obsegggtion Experience: 120 Hours

DEFINITION: Tasks carried out in theff
mance with drawings and specifizati
contractors.

TASKS

AT THE COMPLETION OF YOUR INTERNSHIP, YOU SHOULD BE ABLE TO:
= Respond to Requests for Infarmation (RFI)
s |ssue Architect’s Supplemental Instructions {ASH) -
 Process shop drawings and submittals
¢ Process Change Orders
» Review and certify contractor’s application for payment
« Review material test reports
» Record changes to the contract documents
+ Provide substantial and final completion services

ENCOWLEDGE OF/SKILL TN

» Change order process .
 Conflict resolution °
o Construction conflict resolution s
« Contractor application for payment °
« Contracts (e.g., professional services
and construction)
» Interpersonal skills (e.g., listening,
diplomacy, responsiveness)
s Interpreting construction
documents
» Managing quaiity through best
practices
« Problem solving
o Product and material substitutions
o Project budget management
= Project closeout procedures

Project records mang

IDP GUIDELENES | JULY 2075 “Eﬂlﬂ - fjﬁ

AT THE COMPLETIEN 2%
»  Condugiggacsit@or
: @ communicate status to owner and constructor

«ﬂg ctability issues

« gonstruction procurerment
" Contract negotiation
W . Contracts {e.g., professional services and construction)
« Electronic communications {e.g., virtual offices, video-conferencing, web-based
networking)
» Interperscnal skills {e.g., listening, diplomacy, responsiveness)
» Invoicing for services
e Oral and written communications
e Permit and approval processes
¢ Project budget management
= Project delivery methods
= Project records management
¢ Risk management {e.g., professional and generat liability)
» Team building, ieadership, participation
= Attend, conduct, and record meetings
« Document project status and progress




IDP TASKS AND KNOWLEDGE/SKILLS

PROJECT MANAGEMENT

GENERAL PROJECT MANAGEMENT

Minimum General Project Management Experience: 240 Hours

DEFINITION: Includes planning, organizing, and staffing; budgeting and scheduling; leading and managing the project team; documdf w project information; and monitoring

quality assurance.

TASKS KMOWLEDGE OF/S

AT THE COMPLETION OF YOUR INTERMSHIP, YOU SHOULD BE ABLE TO: ® T 2., bidding, negotiating)
» Prepare and manage design contracts {owner/architect) ® ot ; Tees, scope, schedules)
« Prepare and execute professional services contracts (architect/consultant) - i lonal services and construction)

» Attend, conduct, and record meetings throughout all phases » _ ring presentations
o Select, manage, and coordinate consultants ® Furications {e.g., virtual offices, video-conferencing, web-based
« Partner with the owner's project delivery team g
« Prepare and manage design team schedule and budget {consultant and staff costs) ° bral skills (e.g., listening, diplomacy, responsiveness)
» (Obtain client authorization to proceed per contract phases
» Present at public hearings ritten communications
» Document project status and progress ermit and approval processes
» Monitor project construction costs Post-occupancy evaluations
= Prepare owner/contractor agreement + Project budget management
« Conduct post-occupancy evaluation ¢ Project delivery methods
» Identify the project design team members and their required sco vices, « Project records management
roles, and responsibilities (e.g., architects, engineers, specizig ts o Project scheduling (e.g. construction document setup, storyboarding, staffing '

rchitect, projections)
» Risk management (e.g., professional and general liability}
s Team building, leadership, participation

contractor, program rmanager)
» |dentify project delivery method

IDP, GUIDELINES [ )




IDP TASKS AND KNOWLEDGE/SKILLS

PRACTICE MANAGEMENT
BUSINESS OPERATIONS

Minimum Business Operations Experience: 80 Hours

DEFINITION: Involves allocation and administration of office resources to support the
goals of the firm.

TASKS

AT THE COMPLETION OF YOUR INTERNSHIP, YOU SHOULD BE ABLE TO:
s (Obtain and maintain professional and business licenses
« Manage project revenues and expenses
« Calculate hourly billing rates
« Negotiate and establish fees for basic and additional services and
reimbursable expenses
o Invoice for services rendered and reimbursable expenses
» Develop and manage positive client relationships

AT THE COMPLETION OF YOUR INTERNSHIF, YOU SHOULD BE ABLE TO ACTIY
PARTICIPATE IN THE FOLLOWING TASKS: (“Actively participate” is the expecta '
you will collaborate with your supervisor in learning how to perform the task)
Business Operations
¢ Maintain record management systems
« Develop and manage firm’s strategic and business plans
» Develop firm’s financial plan
» Develop, implement, and manage marketing and comn¥gig
¢ Obtain and update computer technology, including securTi
« Investigate and use new digital technologies
Human Resources
« Develop and manage human resource,
¢ Conduct performance appraisal, ¢
« Recruit, retain, and manage staff
o Develop trzining and professional developm
ing education requirements
Legal & Insurance
= Establish firm's legal structure
» Consult legal counsel
e Secure liability and other insurance

Wans
Phs and licenses

plans, including |DP and continu-

IDP GUIDELINES | ULy 2015~ ff - i‘ﬁ

KNOWILEDGE OF/SKILL IN

Businiess Operations
« Business planning &
e Contract negotiation {e.g., fees, S¥e, schedules)

e Current software applications @

e Designing and delivering prese

¢ Electronic communicatj % offices, video-conferencing,
web-based netw®i

» Entrepreneurshig,

o Ethics and ing

Financial mar®

d ethical issues pertaining to contracts
M d ethical issues pertaining to practice {e.g., liens, taxation, licensure}
= gPAznaging quality through best practices

_» Marketing and communications

= Oral and written communications

» Project budget management

s Recognized ethical standards of the profession

= Requests for Qualifications (RFQ) and Requests for Propasal (RFF)
¢« Risk management (e.g., professional and general liability)

¢ Strategic planning

= Team building, leadership, participation

Human Resources

« Human resources management

o IDF mentoring and supervising

«  Oral and written communications

»  Managing guality through best practices

« Interpersoral skills (e.g., listening, diplomacy, responsiveness)
» Team building, leadership, participation

= Mentoring and teaching others

¢ Personal time management

 Ethics and integrity

e Supervising
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IDP TASKS AND KNOWLEDGE/SKILLS

PRACTICE MANAGEMENT
LEADERSHIP AND SERVICE

Minimum Leadership and Service Experience: 80 Hours

{Maximum Allowed: 320 hours}

DEFINITION: These tasks will increase your understanding of the people and forces that
shape society, as well as augment your professional knowledge and leadership skills.
Interns will find that voluntary participation in professional and community activities
enhances their professional development. Community service does not have to be
timited to architecture-related activities for you to receive these benefits.

TASKS

AT THE COMPLETION OF YOUR INTERNSHIP, YOU SHOULD BE ABLE TO:
» Develop leadership skills to enable successful practice
e Identify and articulate leadership traits required to maintain a successful and
healthy office environment in an architecture frm
« Contribute your talents in a community-based organization t¢ improve tl
quality of life

KNOWLEDGE OF/SKiLL i

= Community leadership/civic invelvernent
» Creativity and vision

s Entrepreneurship

= Ethics and integrity

+ Interpersonal skills {e.g., listening, diplomacy, responsivenes
» Managing quality through best practices
» Mentoring — teaching others

« Personal time management

» Service to the profession (e.g., AlA#RIC

s Supervising

» Team building, leadership, participation

{
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ADDITIONAL OPPOR

UMITIES FOR JURI

ICTIONAL EXPERIEMCE REQUIRI

MTS

OPPGRTUNITY WHETHER OR NOT EMPLOYED? WHO APPROVES HGURS EARNED

o . Advanced CARB oh
Some jurisdictions may require = vanced Regmes ves N 720 hours

documentation of additional hours to

meet their experience requirement. AlA Continuing Education Yes N Up 1o 1,850 hours
NCARB recommends that you submit

all experience until you have satisfied é

your jurisdiction’s requiremnent. You Construction Wark Yes i isor Up 1o 930 hours
can review your jurisdiction’s licensing

requirements on our website. €5l Certificate Program: CDT. Yes NCARB 40 hours

The opportunities listed here do not Up ta 1,800 hours

qualify for the IDP’s required hours or  Emerging Professionals Companion (EPC) Yes IDP Supervisor or Mentor (including

any speciﬁc experience area. How- EPC for core)
ever, you can use these opportuni-

Maximurm of 1,860 hours in any combination of thesa
Additional Opportunities for Jurisdictional fRequirernents

ties to meet additional experience GBCI LEED AP Credential =5 4 NCARE 40 hours
requirements in your jurisdiction. E—
Completion of these opportunities Teaching or Research mce- employment requirements {DP Supervisor Up to 1,860 hours

will be added to your total hours.




ADDITIONAL OPPORTUMITIES FOR JURISDICTIOMAL EXPERMEW@E REQUIREMENTS

Advanced Degree

AlA Continuing Education

Interns may earn 930 agditional hours for earning an
advanced degree in architecture after earning a protes-
sional degree in architecture from a program accredited
by the NAAB or CACB. This opportunity is available for
one degree only. '

Intetns may earn IDP credit for advanced degrees in
architecture that meet the following criteria:

» The advanced degree must be conferred after the
first professional degree {dual degrees do
not qualify)

s The conferring institution must have a college/
school of architecture/design that has a NAAB/
CACB-accredited program.

+ The advanced degree must be conferred within
the college/school of architecture/design.

o The advanced degree must be documented as re-
lated to the [DP experience areas and certified by
the institution as directly related to the practice
of architecture.

NCARB publishes a list of acceptable degrees on its
website. Programs identified by NAAB as “post-profes-
sional” degrees are automatically included on the list.
Qualifying advanced degrees are submitted directly to
NCARB by the school in order to be on the list.

The advanced degree must be on the list at the time
the degree is conferred. For a list of degrees currentt
recognized by NCARB as qualifying advanced degrgfffs,

REPORTING ADVANCED DEGREE
« Download and mail the transcri s
and any fee to your school(s
e Each transcript must be 3 ly to
NCARB by the school. ill accept of-

ficial transcrigll i e school.
+ In additiond reqEsiae an official transcript,

YOu are req| © repalt your advanced degree
through the onlWgereporting system in your
N cord.

* Yo equired to upload a copy of your

N = NEiptg diploma.

BARE Will not be able to approve your advanced

ke until after the official transcript from your

ool has been received.

- “Experience must be submitted in compliance with
the reporting requirement.

Interns, whether or not employed in a qualified experi-

ence ggtiing, may earn additional hours by completing
AlA-apeved continuing education resources and pro-
gramfif Sel\ported continuing education is not eligible

e learning unit earns one IDP hour.

formation regarding the American institute of Archi-
tects {AlA) continuing education programs is available at
www.aia.org/education I

REPORTING AlA CONTINUING EDUCATION

» [f youare not an AIAS or AA Associate member,
you may obtain a temporary AlA customer num-
ber by completing the webform at www.ala.org
&, Contact the AlA at emerzingprofessionals@
aig.org with any additional questions.

» Associate members of the AlA may use their as-
sociate number to report continuing education.

« You must have a copy of your AlA transcript
documenting completion of AIA continuing edu-
cation. Your AlA transcript is avaitable at
www.aia.org/education B

+ Once reporfed, AlA continuing education is re-
viewed and approved by NCARB.

» Experience must be submitted in compliance with
the reporting requirement.

MCARBE'S moncgraphs and mini-monographs

NCARB monographs are written by experts in their fields
and explore topics relevant to architectural practice.
NCARB menographs may be completed by architects

to satisfy their continuing education requirements or by
interns for |DP credit, Interns completing NCARB mono-

graphs for IDP experience hours will not be eligible to
repeat the monograph for continuing ecucation credit.
NCARE monographs are available at www.ncarb.org.
Interns, whether or not employed, may earn additional
hours by completing NCARB monographs and mini-mono-

" IDP GUIDELINES | JULY 2

graphs. Best of all, they're FREE for NCARB Certificate
holders and active intern Record holders!

Completion of the monographs must be docurmented
on an AlA transcript, and reported through the online
reporting system as AlA continuing education.



www.aia.or,Veducation
www.aiaorg
www.aiaorg/education
www.ncarb.org
mailto:mini-monog@P.b

ADDITIOMAL OPPORTUNITIES FOR JURISDICTIOMNAL EXPERIE]

Construction Work

CE REQUIREMERNTS

CSl Certificate Program: COT

interns may earn up to 930 additional hours for con-
struction work performed in either of two scenarios:

1. Paid position meeting the IDP employment_

2. Volunteer service at a nonprofit organization.

GENERAL EMPLOYMENT SCENARIOS

Qualifying construction activities include “hands-on”
experience working for a variety of organizations includ-
ing but not limited to:

o General contractor

= Subcontractor

= Fabrication shop

= Materials supplier

« Manufacturers ([doors, windows, etc.)

« Developer/development corporation

« School district or higher education physical plan
or facilities department

» Facilities department for a private corporation

= Military construction battalion (e.g. Navy Seabees)

= Disaster relief efforts

= Nonprofits (e.g. Habitat for Humanity, Community
Development Corporation, Youth Corps, religious/
multi-denominational development corporations,
neighborhood housing services}

TYPES OF CONSTRUCTION WORK

Qualifying construction activities include “hands-on”
experience working in a variety of scenarios including
but not timited tor

s Building layout

* Framing

¢ Roofing

= Concrete and masonry
« Painting and finishing

= Drywall and plastering
« Flooring

o Tile setting

e Wiring and equipment install4gp
Ductwork mechanical egimge

the reporting requirement.
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» Experience must be submitted in compliance with

Interns, whether or not employed in a qualified experi-
g ting. may earn additional hours for completing
the follMking C5! certificate program:

REPORTING CSi CERTIFICATION
» You must upload the CSi certificate documenting
completion of the program
e Once reported, the CSi Certification is reviewed
and approved by NCARB.
s Experience must be submitted in comptiance with
the reporting requirement.


www.csinet.org

ADDITIONAL OPPORTUNITIES FOR JURISDICTIOMNAL EXPERIENCE REQUIREMEMNTS

The Emerging Professional’s Companion {EPC}

GRCHLEED AP Credential

Teaching or Research

Interns, whether or not employed ina
qualified experience setting, can earn
additional hours through completion of
activities in the Emerging Professional’s
Companion {EPC).

Interns can complete EPC activities for IDP
credit under the supervision of either their
IDP supervisor or mentor.

The EPC, located at www.epcompanion.
org &', is an IDP training enrichment re-
source. The EPC provides free web-based
training opportunities outside of the
studio environment.

o The EPC chapters are aligned with
the IDP experience areas.

» Fach chapter includes activities that
are identified as qualifying for either
core or elective credit.

» Each activity is worth eight hours.

o Additional activities are not applied
to any specific experience area.

. IDP GUIDELINES | JU

WORK PRODUCT

k is required that interns retain copies of
all documentation related to EPC activities
completed for [DP credit for a period of
at {east three years beyond the date the
experience is approved by their IDP super-
visor or mentor,

REPORTING EPC
» If you are not an AIAS or AlA
Associate member, you may obtain
2 temporary AlA customer number
by completing the webform at www.
ala.ore/FreeTranscriptsForintems u

ques‘tlons.
¢ Associate members of th
use their assoctate number t
continuing education.
» EPC activities must b
approved by your |

iewed an
isor or

Interns, whether or not employed in a
qualified experience setting, may earn
additional hours by obtaining the GBCI
LEED AP credential.

»  Obtaining the GBC] LEED AP cr
tial with or without specj
qualifies for IDP cr¥§

= Obtaining the G&
sociate credel

for IDP credit.
= Aninteg | eive IDP credit
for on LSD AP credential.

arding the Green Build-
Institute {GBCI) LEED AP

PORTING GBCI| LEED AP CREDENTIAL

s You must have the official GBCI
LEED AP certificate or a passing score
report confirming the credential.

+ Once reported, the GBCI LEED AP
Credential Is reviewed and approved
by NCARB.

» Experience must be submitted
in compliance with the reporting
requirement based on the date the
credential was earned.

Teaching or research in 2 NAAB- or CACB-
supervision of a person exper[e-nc;:.[ in the
ctivity.

REPORTING TEACHING OR RESEARCH
» Experience must be submitted in
compliance with the reporting
requirements.

o

* i’ii ?ﬁi
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o SUPERVISORS

Contents for Supervisors

« Supervisicn Requirements
» Employment Requirements
» Experience Categories and Areas

« Eligibility Requirements
« Reporting Requiremnents

Being an [DP Supervisor

IDP supervisors play a vital role in the profession. Completion of the IDP is an essential
component of the licensure process. As interns earn the experience required to
complete the IDP, all the experience must be verified.

As an IDP supervisor you will be required to have direct supervision over the work

performed, foster a professional relationship that is grounded in a direct professional

association, and verify your intern’s experience.

IDP Supervisors:
o Supervise the intern on a daily basis
« Have control over the work performed
= Provide reasonable opportunities for the intern to gain IDP expert
» Regularly assess the quality of the intern’s work
« Periodically certify the intern’s experience reports

Being a Mentor

As a registered architect ina U.S. or Canadian |
tor. There are opportunities for mentors t
mental experisnce.

How Can Becoming an IDP Supervisor Benefit Your Firm?

+ You will benefit the overaliggorale of the firm when interns understand
their firm supports them beg8ing licensed.

s You will contribute to thef % uccess of your firm. What intermns learn
from you now will esizBlisMigour #itcess as a team later.

« You continugthe hiftorig tad #on in which the architect/apprentice

relationship :

You will “pgyglt

WEr the training you once received as an intern.
tention.

BT about the Architect Licensing Advisors Community. Consider
becoming an Architect Licensing Advisor &l your firm.




IDP SUPERVISORS

Experiznce Settings

Experience Areas

Reporting Reguirements

» Interns earn experience in experience settings.

»  Asan IDP supervisor, you must understand what
experience setting you are in.

= Your experience setting is defined by: the type
of organization, the work performed, and your
professional credentials.

s NCARB recognizes three experience settings:
A: Practice of Architecture
O: Other Work Settings
S: Supplemental Experience

settings.

Supervision Requirements

Interns eam IDP experience by earning hours in CNLINE REPORTING

the experience areas. + &oterns must report experience through the online
Interns must earn 3,740 hours to complete remerting system or My IDP mobile app.

the IDP. ' - ff.s aMRP supervisor, you will review and approve
The hours are earned in the 17 experience e through the online system.

categories. _
Some jurisdictions may have additional experien
requirements. Therefore, interns should report all
qualifying hours to help facilitate reciprocity,
For more information, refer to experience e gl
ries and areas.

IMELY REPORTING
» To earn full credit for experience, interns must
submit all experience within eight months.
Experience reported beyond this period and up to

» In most experience settings you must be a regis-
tered architect to be an IDP supervisor.

e In certain settings, a professional from another
discipline may act as an IDP supervisor.

» Asan IDP supervisor, you must understand the

Employment Requirernents

= To earn experience in most settings, interns must

be employed by the organization where the wo
is performed.
s For more information, refer to empl

You

five years after the date of the experience will be
The requirements for the IDF accepted at a reduced value of 50 percent.
tasks and knowledge/s 5 practice s Asan ID.P supervisor, you are encouraged to
architecture incammerd review experience in a timely manner; however,

it is the obligation of the intern to meet the
reporting requirements.

are derived from
rchitecture &, and are

requirements.
abl plete the tasks associated with each

ex ceflirea.

ormation refer to tasks.

i Requirermnents

&n earn IDP experience once you have

successfully graduated from high school or an
established equivalent.
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Canadian Archilectural Licensing Authorities (CALA)
CALA: Third Edition, January 2012 '

The Tutern Architect Program in British Columbia

The Infern Architect Piogram in Alberta

The Tntern Architect Program in Northwest Teritories
The Intern Architect Program in Saskatchowan

The Intern Program in Manitoba

The Intern Architect Progiam in Ontario,

The Prografnme de stage en urchlteclure In Québéc
The [niern Architect Programn in New Brunswick

" Tho Intern Architect Program in Nova Scotin

The Tntérn Architect Program in Prince Edward Island
The Tntern Architect Program in Newfoundland & Lebrador

This é‘ocumem has been endorsed by the following regulators that form: the
Canadian Architectural Licensing Authorities (CALA):

Architectural Institute of BritishColumbia (AIBC)

Albertz Association of Architedts (AAA)

Northwest Territories Assoclation of Architects (NWTAA)
Saskntchewan Assoclution of Architects (SAA)

Manitoba Association of Architects (MAA)

Ontario Associafion’ of Architects (OAA)

Ordre des atchitectes du Québec (OAQ}

Architects’ Assoclation of New Brunswiock/Association dm Atchitectes du Nouveau-Brunswwk (AANB)
Nova Scotla Assoctation of Architects (NSAA)

Architects Assoclation of Prince Edward Island (AAPEL)

Architects Licensing Board of Newfoundland & Iabrador (ALBNL)

h—

Inquiries should be directed 1o; -
CALA jurisdictions (Refer to Appendix I}

This manval is current as of January ‘1, 2012, The CALA jurlsdictions have stafutory obligations to
sct and maintain standards of education, experience, and examination for entry to the profession of
architecture. These standards may changs or réquire clarification or amendment over time. You must
checlk with your jurisdiction (or intended jurisdiction) for eny changes that may have affected the content
of this Manual. ‘ :

In the event of a conflict between this Maral and the legislation (Architects Aei, Rogulation, By-Lawa
and/or Rules) of a CALA jurisdiction, the CALA jursdiction’s legislation shall govern.
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Category Az Design and Conalruction Docuneats ....c.covveieseenns P TRy . 9
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8 Intarnship iy Architecture Program

1. THE PROCESS

1. The Process |

The Internship tn Arvchiteciure Program (IAF) has been -

established by the Conadian  drchiteciural Licensing
Authorities (CALA) 1o continue to maintain a progrem of
- arehitecturad registrationflicensing in Canada. that is both

meaningfid and- effective. The I4P is alyo intended as a -

catalyst for improving the profession, by Increasing effective
communtcation betwaen Architects and prospective members

of the profission. To become registered/licensed in Canada,

a person must demonsérate competency and qualifications to
provide archifectural services to the public,

[nterns must remain in the TAP while experience is being
gained and recorded and while examinations are
beihg written to derive maximum benefit from the program.

Note: Credit will be granted only for experlence gained
while enrolled as an Intern in the JAP.

The objectives of the IAP are:

1, To define and document areas of architectural
prectice in which professiotial knowledge and
akills must be gained in a siructured, supervised
and mentored etvitonment;

2, Toprevide a uniform system for documentation
and periodic zssessment of internship activitics;

3, Toprovide feedback and puidance to the Intern;

4, Toinvolve the members of the profession in the
development and training of future members.

Note: For the purposes of the IdP the term ‘Intern’ will
be used to mean, Intern Architect, Intern in Manltoba or
Staglaive en architecture in Québec,

Regulation of ihe profession of architecture, inchuding setting
steanduyds  for education, experience and examinations
needed for the r{:gr'strationﬂfceming of Architects, is the
responsibility of each CAL4 jurisdiction. In all ien
proviuces, and ome terviiory, self-regulating asscciotions
have been estublished by provincialiterritoria! government
legislation éo govern the profession of architecture and to
establish vegistrationfliconsing vequlrenenis,

There is peneral ngreement among CALA jurisdictions on
the standards ‘for admission to the architectural profession
in Canada. CALA hax adopted Common Admission
Standards regarding Education, Architectural Experience end
Examinaton. Such standards facilitate veciprocal registration/
licensing across Canade under a n'ecipmcily agreoment
entered] into bry CALA jurisdictions, These staridards inelude:

- Established education requitements for admission as an.
Intern ' :

« Pre-regisiration/licensing architectural experience
requiremeonts .

« Architeciural registration/licensing examination
requirements, ' '

Educatlon Requirements :
The CALA jurisdictions have established common education
standards as detailed in fthe Canadian Architectural

Cetification Bomd (CACB) Conditions for Accreditation”

for professional degree programs in architectire  and

“in the Conditions and Procedures for the Cestification of

Educational Qualifications (Canadian educaticn standard).
The acereditation of professional programs in srchitecture
and the certification of education qualifications of
architecture graduates. ore conducted under the auspices
of the CACB in accordamce with the standards set by
the CALA jurisdictions, If you require further information,
contact the CACB. (Refer to Appendix D)

Experlence Requfrements

Althongh there is general agreement on the Canadian
Architectural Fxperience Standard by CALA, the specific
requitements in each jurisdiction may vary slightly. (Refer
to Appendix B for requirements unique to.your CALA
jurisdiction,) CALA requires a minimum of 3720 hours (2
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years) of recorded. architoctutal experience which musi
be gained In the specified oreas of architectural practice
while ynder the personal supervislon .and direction of an
Atchitect licensed by a CALA or reciprocal jurisdiction. For
Tntemational g:xperienc& refer to Section 2,2,

Exaniination Requirements

CALA requires Interns to pass either the Examination for
Arcliitects in Canada (BxAC) or the United States' National
Councll of Architectural Registration Boards (NCARB)
Architect Registration Examination (ARE) to satisfy its
examihation requirement, '

For information en the contents of the ExAC, eligibility and
scheduling procedures, visit www.exac.ca.

For infostnation on the contents of the ARE, eligibility and
scheduling procedures, visit www.nearb,org and click on
the ARE tab.

Note: Interns should refer to Appendix B to ensure they-are
Samilar with vules tn each CALA furisdiction in relation to
acceptance of the EXAC and or ARE.

Additlonal Requirements
Some CALA jurisdictions may haye additional requirements
before  registration/licensing, such as eourses, oral

examination, intar{fiewé, efc. Refer to Appendix B for
those requirements unigue to your jurisdiction ar contact
the CALA jurisdiction direetly. (Refer fo Appendix D)

Application Procednres .

Bach jurisdicticn hes its own application process and
documents. Prospective Interns are encouraged to contact
their CALA jurisdiction for specific application detalls.
The process is generally initiated by contacting the
CALA jurisdiction of residence {0 obiain information on
registration/ficensing, To apply, & candidate must at
minimum, submit the following: -

+ CACB cartificate - for ull arehitecture graduates
~ Completed Application 1o become an Intern
» Required fees,

Upon recelpt of the jurisdictional required application
information, the spplicant i3 notified of acceptance into
the JAT and advised that the JAP Manual and other relevant
infonnation and documents are available electronically on
the CALA jurisdiction's Website.

Notc: Employment is not required lo be appointed/
envolied in the IAP.

Swpervising Architect, Mentox, CALA Jurlsdiction

. The architectural profession has a responsibility to help

Inlerns prepare themselves for srchiteetural practice. One
of the ways €his is fulfilled is fhrough the roles expected of
the Supervising Architect and the Mentor,

Both the Supervising Architect 'and the Mentor are expected
to fulfill certain responsibilities to the Intern within
thelr respective toles. Contact your CALA jurisdiction
for documentation you can share with your Superyising
Architect and Mentor so they may familarize themselves
with their role and responsibility. '

Ttode of Supervising Architect _
The Supcrvising Arehitect plays a crucial role in the
Intern’s career, not only by providing encouragement,
direction and constructive advice, hut also by facilitaling
the transition between architectural education and practice
and providing the practical architectural lexpcrience Tequired
for rogistration/licensute.

The Supervising Architect i the Architect within the
architectural practice or place of employment who
pe:.'sonally supervises and directs the Intern- on o daily
basis. This Architect must be registered/licensed in the
jurisdiction in which the Intern is gaining the experience.
He/she must be able to assess the quality of work
perforined and regularly certify the Intern’s documented
architectural cxperience prior to submission of each
section of the  Canadinn Experlence Record Beok (CTRB)
{0 the CALA jurisdiction.

The Supervising Architect must be familiar® with the

IAP's ohjectives and experience requirements, and ifs
documentaticn processes.
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Role of Mentor :
The retention of a Mentor is integrnl to the process, and is

required by your CALA jurisdiction, with the exception of .

the OAQ. (Referto Appendix B)

The Mentor is an Architect or a retired Architect who is not
employed af the Intern’s place of employment and who acts
a5 an independent guide/advecate for the Intern, (Refer
to Appendix B) The Intem meets the Mentor for regular
reviews of experience progress, discussion of career
objectives and broader issues related to the profession.

At an absolute minimum, the Mentor must meet with the
Intern prior to the submission of each section of the CHRB,
when the Intern has accumulated 900 - 1000 hours
{approximately 6 months) of grchitectural experience, or

at each change of employment. This minimum is not ideal,

however, and will not help the Intern fo obtain the most
benefit from the Internship process. Regular contact
between submissions will offer the greatest opporfunity for
the Mentor to assist the Intern and exert a positive influence
on hisfher development as an Archifect.

Selecting 8 Menfor

Interns should select a Menior who is willing to commit
to their professional growth. The Intem-Bentor relationship
personifiea the architectural profession’s historic mentoring
gystem. Mentors are expected to be knowledgeable about the
[AP’s gbjectives and experience requirements.

The Intern may select a Mentor by asking the following for
a recommendation:

« A porsonal acquaintance
« An employer, previous employer, ot fellow Intern
= The CALA jurisdiction.

Changing a Mentor
A Mentor should be malintained throughout the MProgram;
however, during the course of the architectural experience
period, there may be a need to change your Menfor and
select @ new Meutor, If there {s a change the following
procedures apply:

= Identify the new Mentor to the CALA jurisdiction

= Have the now Mentor provi.de & Letter of Confirmation
to the CALA jurisdiction. (Refer io Appendix B - Sample
Forms and Letters,)

Role of CALA Jurisdietions
The CALA jurisdictions play an impodant role in the
internship process by ensuring that Interns are informed
of all the requirements they need to fulfill, by guiding
them through each step of the procesa and cerlifylng work
experience and olther internghip requirements. The CALA
jurisdictions:
= Admil qualified individuals to Intern status _
+ Provide advice to Intems on registration/licensing procedures
= Review the Canadian Experience Record Book {CERB)
every 200-1000 houys, for acceptance and pmvidé
Interns with commnents and constructive advice
= Process Intems’ eligibility to take either examination,
the BxAC or the ARE
= Transmit examination resulls to Interns

« Provide supplementary education or oral interview
(where applicable)
= Tssue a registration/licence,

During the architectural experience period, personal
circumnstances or axternal factors can resull in changes
in employment. As an Intern, you tnust notify your CALA
jurisdicﬁon if there is a change of employment. The
following procedures generally apply:

« Inform your jurisdiction of your new place of employiment

= Identify your new Supervising Architect

» Have the new Supervising Architect provide a Letier of
Confirmation to your jurisdiction {Refer to
Appendiz E - Sample Forms and Letters)

« Complete the section of the CERB to be certified by the
previous Supervising Avchitect and submit to your
Jurisdicton

+ Begin a new CERB section with the new place of
employment.
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If engaged a8 an 111dependent coniragtor, or eméloyed on
4 parf-ime hasm by one or mare than oné employer du11ng

the same period,:you will be considered an employee I,

each of theso ciraumatances (forthe puiposs of theilAP only)
and will be re-quned to complete @ separate CERB section
for each employment sxtuation .

Note: If s the Ir_rtem’s responsibility fo verify with. the
CALA jurisdiction whether experience gained as an
. independent coniractor or on. a pari-time basis 15 accepmble.
_ Pre-appmva! 75 perierally required. fRsﬁar toAppendw B)

,'1.5 Ai c]utectme C'lmuh Syllal}usfllAI(‘ Sylhbus :_,-fi

I may be poasible to emroll in the Intemahip in Architectire
Progtam  while eurolled in the Arcmtecture Cauadw’RAIC
Syllabus Program. )

To détermine whether your CALA jurlsdiction allows for

. fecording of work expc‘tiﬂnca while entolled as 'a syllabus
student and the torms aud conditlons for recording such
experience, please rofer fo Appendix B

For most CALAjurlsdictions a maximum of 940 howms of

© work expenence mey be apploved while in Part 2 of the_

Syllabus Program

' The fees and | c]mrges asaocmted with the regxsuahonf
liconsing process are’ established annually be each CALA
jucisdiction. For inforination contact the CALA jurlsdietion.
(Refer to Appendix D fot relevant contact information.)

17 Tmnsfusfwm/to Othea CALAJumdwtmns

o Dwunentaﬂnm

Intgms;transferring"_ from/to’ another CALA jurisdiction

must hiave all documentation signed off prior to leaving -

the (exiting) jurlsdiction and must contict the new CALA
jutisd{ctmn (receiving) - for the relevant application forms

‘and any additional reqmmments speclﬁu to thit recefving

jurisdiction (Referto Appendis. D)

. Avchitectarsl I‘xperi'enta

Interns trunsferﬂng fromffo  another CALA jurisdiction
will not lose eny petiod of. previonsly acoepted
architectural experience appropriately documented in
fhe CHIRB, oxcopt s may be reforonced in Appendix B,

Exdmination®
CALA jurigdictions continue fo accept BxAC results or ARE
results for npphcants from othier jurisdictions.

Notes* Refer to Section 1.1 Examlnation Requiremen&s-
and fo AppendeB :

haipoea
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2, THE CANADIAN EXFERIENGE GTANDARD: ARCHITECTURAL EXPERIENGE REGUIREMENTS

2. The Canadian Expericnce Standard:
Architectural Experiencc Requitements

The fundamental purpose of the pre-regisiratdon/licensitg
employment period is to ensure that the Intern is provided
with sufficlent ‘hands-on' arcliteciural experience to meet
the standards of practical skill and level of competence
required to engage in the practice of architeciure in Canada.

It is the responsibility of the Tntem, before accepting
architectural employment, to ascertain that the employment
will provide the required scope of architectural expetience.
(Refer to Section 2.2) Therc may be variations regarding
the acceptability of experience in each CALA jurlsdietion.
{Refer fo Appendix B}

The Infern nst malntain & record of architectural e;(ﬁeﬁence
while enrolled in the IAP, All experience must be recorded

_in the Canadian Ezperience Record Book (CERB). (Refer fo

Appéndi:; Fi Experience willbe reviewed and evgluated by

the CALA juisdiction at the end-of each 900 — 1000 hours
of architectural expetience or at change of employment,

[ach Intern will be provided with a record of the review at.

the end of each review petiod. (Refer to Section 3.3)

Note: Credit will be gramted only for experience gained
while enrolled as an Internin the JAP,

Minimum :

The CALA jurisdictions require that Interns gain & minimum
of 3720 hours of architectural experience recorded in the
CERD which s used to chart progress. This expetience must
be gained under the personal supervision and direction

of & Repgistered/Licensed Atchitect, approved by
your CALA jurisdiction, in either an architectural
practice or other eligible acchitectural  employment

situation. (Refer to Section 2.3)

Required
Category A - Dosign s “Constzuction Documents
{*May ocour during multiple phases of a profect)
1. Programming
Site Analysis
Schematic Design
Engineeting Systems Coordination*
Building Cost Analysis*
Code Research*®
Design Development
Consiriction Documents
Specifications and Muterials Research™
Document Checking and Coordination®

PR R NP N

—
e

Category B - Coustruction Administration
11, Bidding and Contract Negotiation
12, -Consiruction Phese - Office
13, Construction Phass - Site

- Category C- Manapement

14, Project Management
15, Offico Management

The experience area desctiptions and required aciivities
are described in detail in Appendlx A,

‘Note: An Iniern enrolled in the Tntern Development

Program (IDP) in « slate or territory of the Unlted Statas of
America (US4) where IDP is mandaiory may apply 1o have
that architectural experience credited. :

Fulfillment

The Intetn must demonstrate competence in each category,
not merely document that certain smcunts of time have
been spent working in various areas. Upon completion
of 3720 bhows of documented and accepted architectural
experience within the required categories and experience
areas, the Intern will be advised in writing whether the
architestural experience requirement has heen fulfilled,

Once the required architectural experience in an area of
practice i¢ nceepted, it will not have o be repeated, subject
to the individual CALA jurisdiction requirements. (Refer to
Section 1.7 Transfets and to Appendix B)

Varicty
The Inierh's architectural expetience must satisfy the required
hours stated under categories A, Band C, which canstitute

- _'"i
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the core arens of nrchitectural practice. An Tntom’s experience

. must includa a varlety of ocoupancies (minimur of 2), project

types, complexilies and sizes. (Refer to Appendix B) Non-

~eompliance with the réguirement fo gdin experience for

a “varfety of projects’ will be considered by the CALA
Jurisdiction only in e,xwpiioiml circumstances.

Lo cal Knuwledge!Culreucy

CALA jurisdictions may require the Intern to damoﬁst.rate
knowledge of local conditions of architectural practice a3 o
requirement for reg:stlatlon/hcmsuw CReferto Appendix. B)

Inlernatlnnal :
A:uy International architectiral oxperience (outs1de Canada

and the USA) gained by an individuel while NOT in the - -

IAP o TDP will be subject to interview or further review: by
the CALA jurisdiction. (Refer to Appendix B) ‘

All International archltectural experience gained must be
under the personal superwmon ‘and direction of an Architect,
Proof of the Supervxsmg Alchitect’s mglsuatmnfhcmsmg
status in the julsdiction, where tho: wmk experieucu is pained,
Whete registmtwn/hcensmg of architects is not a réquirement

this may be reviewed on a caa&by -case basis by the CALA |

Jllnsdicnon to which the Intem Is ropoiting. The Supetvising

Architect in these instances. mmst hold a valid architestural ‘

tegistration/licence in-another jurisdiction, Tho Tnfers may
ke required to provide- officlal docuinentation confirming the
situs of tho Supervising Architect. (Refer to Appendix B)

Overtime . _

To recognize overtime grchlicitural expetience, the 3720
hours can be completed in a minimum of 1%’ calendar
years, Howeves, the IAP is' a minimum two (2) year

- program, No maXimum time has been” establishcd within
_ which all the architeciural experience must be completed,

{Refer to Appendix B)

Observer or Parallel Documents

It is recognized that the Intern may not always be abié to
complete some areas of architectural ¢xperience directly,

- but may, for certain activities, participate as an observer,

Tor example, 1t may be impractical in'some instances for

the Intern to reprasent the office at a site meeting and
subscquently write the follow-np report,

However, if may be practical for the Inten to accompauy
the qualified person often enough to know what would be
expected and preparea follow-up rel:voxt for review by the

. Bupervising Architect. The Supervising- Architeet st Indieate

in his/her comments in the CBRB to the CALA jurisdiction
where the use of parallel documents. of participation as an

‘observer has océm_‘l‘ed. T

© Credit for experiance gs a0 observer or by completing parsile]
‘ documeuts may be granted by the CALA jurisdietion
~ only under exceptional circumstancos Contact the CALA

Jurisdwtlon for ulmﬁcnuon

Notes & is i'ecammended and i.s' the Intern's. responsibility
to verify with his/her CALA jurisdfcﬂon wlaether architechural
experience gained ay an observer o by complenng parallel

do,cum.ent.s' will be accepted. (Rgzﬁar o ‘Appendix B)

' 2 "'”Eligﬁ;lé Aréhitec’t{li‘ai 'Eniploym'enf Sihlitii)"-x-l‘s' _

Archntecmlal empioyment may ba acceptable 5F it is gmned
ahd pre-approvad by your CALA juﬁsdmtlon :

a) In the employ of an 'm'chitc'_:ctural practice in Canada,

~USA or in'an international location, and certified by

- -Kegis!ert_edfl;ic ehsed Architect in the jurisdiction “where
_the experience is boing gained and is approved by
your. CALA jurisdiction, and who is employed by the

_same entity and who personally supervised - and
.duected the architectural experlence, (Refer to
Appeudlx B).

b) In the employ of n governincnt HEONCY, CTOWTL
corporatioh, institution, bank, engineering office,
developer or corporation having a departmentor
office that deals pnmnnly with’ architeetural design
and construcuon as an "owner' and is.certificd by an
Architect who is enployed in thﬂ same entity and who
personally superviééd and, directed the architectural
expemence (Refer to Appendlx B) ‘

Note° Architectural experience gained outside Canada
or the USA while -under the personal supervision and
direction “of an Architect may be subject lo pre-approval,
interview or further review by the CALA _]m isdiction. (Refer
to Appendix B}



https://participfl.te
https://ex,Perie(?.ee
https://gafoed�by.au
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3. GANADIAN EXPER{ENCE REGORDBOOK (CERB)

3. Canadian EXpérience Record Book {CERB)

The puipasz of the CERB is tv provide the Intern wilh a ool to
record the architeoturdl experlence, and to enable the CALA
Jurisdictlon to verifi and lo assess the mature and breodth of
this experlence, The Intern is responsible for mainidining
record of architectural experience in the CERB. Thiy record

has several functlons, For the Intern, it identifies areqs where

arclifectural experience Is being gained’ and arcas where
deficiencies exist. The Intern can also use the CERBas a tool
in discussions with the emplover to ensure hefshe iz geiting
suitable work experience in each of the required entegories.
For the Supervising Architect, it is an assessment and personnel
management lool. The emphasis In the IAP is {o promote
Intern/Supervising Architect/Mentor dlaloge.

Naote: Credit will be granted only for experience goined
while enrolied as on Intern in the IAP or with @ reciprocal
Jurisdiction.

All architectural  experience must be recorded in the CERB
and signed by the Supervising Architect and Mentor.
Interns are tequired to subimnit the CERB to the CALA jurisdiction
for review upon completion of 900 - 1000 hours of
architectural experience and/for at change of elaployment.
Lete submission will be considerad as described in

Section 3.2.

All mrchifectwral experience submiited for late submission
review and assessment nwst be recorded in the CERB
and sipned by the Supervising Architest and Mentor,
Architectural expericneo gained as an Intern in the IAP

- and submiited in excess of 12 months from (e date of the

last entry will be subject to special review and assessment
by the CALA jurisdiction and the Intern may be subject
to additional fees and an interview, Late submission of
architectural experience may not be accepted by some
CALA jurisdictions. (Refer to Appendix B)

(Refer to Appendix C for specific instructions.)

When' 900—1000 hows of architectural experience have
been eompleted or at each Acha.nge of employment, you
must submit your signetl dated and certified CERB,.

Have the Supervising Architect:
= Complate the Comments gnd Declaration porton

" « Sign and date the CERB

Have the Mentor: .
= Complete the Mentor Declaration portio
« Sign and date it, :

In summary, the Interr: should do the following:

« Submit the CERB section to the CALA
jarisdiction within 8 weeks of the date of the
last entry

= Interns must retain coples of their submission -

The CALA jurisdiction will provide a summary or approve a
summary of the total hours approved to date on & Periodic
Assesstent Form and may make comments or suggestions
it believes will benefit the Intern. These comments should
serve to reinforce the advice already given to the Intern by
the Supervising Archifect and Mentor, (Refer to Appendix B)

Y
/
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Intarnship tn Architesture Program

APPENDIXA; ARGHITECTURAL EXPERIENGE AREA DESCRIPTICN AND REQUIRED ACTIVITIES

Appendix A
Architectural Bxperience Area Description aud Required Ac ﬁ_ ifics

Art Intern must acquive 3720 howes to satisfy the IAP’s architectural experience vequivements. The following
chart lists the required architectural experience categories and qetivities and the reguired hours for each.

Design Development ......usressvisrrsssrrmmmsasissscssniisiasnon
Construction Documents......... ... eevetaise et At rha s s e inras
. Bpecifications and Matermls Research -
10.  Document Checking and Coordination® ...

Cutogory A: Deslgn and Construction Documents ' Min. Homes Required
1. Programming .....ooeseeimimssessnarasannsnmsennss
2. Site Analysis ........
3. Schematic DESIED ovirrsnrurnnmesmimsasassrmseassans OTCTOOPINP R rereaeraenreneas
4. Englneering Systems Coordinabtion® ... vesveermiimieniniirnimm s, 120
5. Bullding Cost Analysis® .....ovov e merenessesimnnmiisceen e ereirssan 80
6. 0040 REIEUTNF ...vovvueereseensseresessersrasmonsesssasttustssasossentocmsassnsssssns S 120
7.
8
9

........................

* May occus in wudiiple phases of a profect Min, Hours ‘ 2200
' Total Hours Required *32800

WNTHts total ichider the 2200 minimiun hours requived, phus 600 additional hours thas must be gained in any of the axprrlence areas L.

Category B: Construction Adiuistration

11. Bidding and Contract Negotiation ...ceeeen trenmieeessseetansisnanresaienrs e onssanssesyee BO
12, Construction Phase » OfFCE veceimvriinisiinssmmmnsrssinssensronrases v et 120
13. Construction Phase - Site.....e TP VTPV PI 120
Min, Hours : 320
Tota! Bours Required #4560

**This fotal includes the 320 mininim howrs reqived, pius 240 additional haurs that wmust be gained In any of the experience areas 11-13

Category C:Management
14. Project MARAZEIMNENE e coiseicnionicasiaruissesersessersanercarerans prssessrentiesiannitnnn i 120

15, Office MAIATSMENE 11versurmveseresiersesssmresreressrmsmastsisasrsasiesssssyssssssessssarserses N 80
: Min. Hours 200

Total Hours Required ~ *¥280

*This dol bnelides the 200 minlmur howrs requived, pius 80 addittonc! hours wbat must be gatned in ary of the experlonce areas 14-15

Total Hours Required in Categories A, B, C..oviviveneen, prerrensesarsrrnns e eeee eamcteneenraraeae 3640
Remalning Additional Hours (may be pained in any experience areas 1-15)

TOTALARCHITEC]‘URALEXPER]ENCE HOURS REQUIRED l...l‘.ll.lll.Il‘ll’.‘!lllllIQ'III!‘II!‘I.‘I‘I{III3720

.
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Category A; Design and Construction Documents ' : | i

Programming - "0

Progranmming is the process of undsretanding and setting forth In wiltlng tho cliont's requiremants for a . Co
given project. ‘Steps in this process include: establishing goals, considering a budget, collecting, organizing . ¢
and analyzing data,‘ identifylng snd developing concepts, and determining partieular needs. Client- :
Architect apgreements presume that the client will fumish the program. Involvemnent-of the Arclﬁtect, in Do
writing the program will be a service not covered in the traditional agreement for Design and Construction S
Administration, However, many clients employ the Architect to assfst them in preparing a functional program.,
The project will also be affected by the mortgage leader; publie officials involved in health, welfare and
safely; fnture tenants, and, increasingly, the people who will work in the bmilt environment. Their input at the
progratnming stage is essential to maintain an orderly and productive design process.

Required Intern Activities include the Tollowing: . ' ) [

- Participate in conferences with clients regarding programming, petiodic reviews and formal '
presentations and assist in preparing minutes or reports for future reference. ‘

« Asgiat with presentations at zoning and variance hearings, and at meetings with the clients and
consultants ¢f these projects. . ,

» Assist in preparing the surmmary and evalvation' of data gnd requirements obtained from ull sources.

= Research current literature pertaining to architectural programming. |

Site nnalysls includes land planning, urban design and aspects of environmental evaluation, Land planaing

and urban designh are concerned with relationships to surrounding aroas and invelve consideration of

the physical, economic end social impect of proposed land use on the environment, eclogy, traffic .
and population patterns. Governmental agenciea frequently require documentation prepared by specialist b
consultants on the resylts that construction will have on the site and on the surrounding lands (ie.
environmental impact stodies). Decisions relating to site analysis must involve the sc]éction, organization E

and evaluation of pertinent data ihat will lead fo a resolution of the client's program while conforming
to legal requirements, ' :

Required Infern Activitlos include the following:
= Agsist In analyzing several sites to assess the feasibility of their use for a proposed projest, :
= Help analyze the feasibility of using & specific site for a project. Assist In the analysls of specific land !
vse and loestion for a project, Assistin the formulation of the most appropriate land use sirategy to {
achicvo & desired environmental impact. i :
« Research site restrictions such os zoning, easemonts, utilities, ete. Participate in public hearinga about
land use issmes and prepare reporis for future reference.

From the client-approved program and budget {imutually accepted), \he Architect dovelops alternative solutions
to satisfy the progtam, massing, site location and orientaton, response to environmental factors regelatory
and aesthelio requirements. The preferred scheme(s) is presented fo the client for approval,




A3 Internship In Archllectura Program APPENDIX A: ARCHITECTURAL EXPERICNCE AREA DESCRIFTION AND REQUIRED ACTIVITIES

Required Intern Activities include fhe following:

= Participate in the development and pteparation of preliminary design conccpts to determme the spatial
relationships that best satisty the client's program.

= Participate in the deyvelopment and coordination of program Tequirements with consultants.

= Agsistin the preparation of presentation drawings and models.

= Asgist in the analysis and selection of building and enginesring systems,

= Participate in design review and approval meetings with chents, user groups, suthorities having .
Jurisdiction, community. ‘

The Architect is vauafly responsible for the selectioc, desipn end coordination of ‘é.ll building systems, including

the engineering systems. The emphasis of this experience requirement is to develop an understanding, under

the direct supervision and control of the Architect, of the integrated engineered systems normelly designed -
by consultants and provided by product suppliers, manufacturers and fabricators. These traditionally have

included structural, mechanical and electrical systems as well as other technical innovations and spectal

requirements, such ns telecommunications and compyter applications,

Architects must know how engineeﬁng systems work, inchuding system benefits and limitations, availability,
cost and the space requirements necessary to provide the basis for system design, selection and integeation.
This knowledge also provides the vital communication links necessary for appropriate interaction with
engineering consultants end produet suppliers.

Required Enfern Activifies include the following;

« Become familinr with construction methods &nd performance of different building and engineering systems.

« Understand safety requirements and the selection process for building and engineering systems.

« Assistin research, analysiz and sefection of building and engineering systems during the schematic
design and development phases.

= Help coordinate engineering systems documents provided by consultants into the construction
docuraents produced by the Architect.

= Review consultants’ drawings for conceptual understanding of systems, space requirements and
possihle conflicts or interference of structure, duct work, plumbing lines, electrical fixtuses, etc,

« Assist in reviewing shop drawings, evuluating samples and maintaining records.

» Visit job site and observe installation and integration of engineeting systems, construction details and
space requirements. .

= Aitend systems start up, operation and maintenance meetings required for acceptance and use by the client,

» Obtain and study manufacturers’ lierature for engineering systems and components.

« Begome familiar with relevant codes and regulatory standards applicable to various building and

engineering systems. ‘ |
« Check maintenance manuals and warranties subinitted by contractors for conformance with contract documents. |

An important responsibility of the Architect is to evaluate the estimated construction cost. Reagonable
esifmates are ctucial to the client. They influence decisions involving busic design, selection cf building
products and systems and construction scheduling. Long-tenn maintenence, as well as tax impact of material

i
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APPENDEX At ARCHITEGTURAL EXPERIENCE AREA DESCRIPTION AND REQUIRED ACTIVITIES

and syatem sclection (value engineering), ere additional factors that boar on development of the projeot.
For thelr -own prelimiﬁary analysis, most Architects use computations- based on area and/or volume.
Estimates of conatruction cost provided later in the design process are frequently made on the basis of
labour and meterlal requitements (quantity surveysj, a method that requires a more specialized knowledge
of construction costs. .

Required Intern Acfivities include the following: _

« Calculato the areas and volumes of a project and its chatacteristic components,

« Make a simplified quantity takeoff of selected materials ‘and prepare comparative cost analysis,

= Agsist in the preparation of cost estimates of each stage of a project,

+ Review various refsrenees and texts utilized in cost estimating,

= Assist in the preparation of cost analyses for cwrrené projects, using a voriety of indices. )

« Conduct a sutvey of current costs por square ot cubic metre of various types of projects, using local cost data.

Building inspectors as well as officials in zoning, environmental and other dgencies relating fo the health,
welfare and safety of the public, oversee the enforcement of federal, provinciel and local regulations
related to building construction. The codes promulgated by these various agencies have a direct bearing
on the total design process and thorough knowledge of all requirements is cssentiel to the sahsfaotory
ompletmn of awry projact

Required Intem Actwmes include the following;

« Asslst in searching and documenting codes, regulations, ete. for two or more specific pr o_]ects._

» Study procedures necessety to obtin relief or variances from particular requirements es they rlate to a project.

« Caloulate certain variables (1.o. numbers and size of exits, stair dimensions, pnbllc toilet rooms, ramps}
in sptisfaction of code regquirements,

= Detenmine a project’s allowable land coverage as well as matimum Breas 111 compliance with zonmg
and any other related ordinances.

Based on the client-approved schematic design and estimate of construction cost, the Architect fixes
and details, for the cllent’s further approval, the size and character of the entire project, including selection
of materials and building and engineering systems,

Required Tutern Activities include the following:

= Participate in the preparation of detailed design development drawings from schematic design doctments.

- Assist in developing vatious schedules and outline specifications for materlals, finishes, fixed
equipment, fixtures, and updates to project schedule.

= Assist in developing various schedules and outline specifications for matéria'ls, finishes, fixed
equipment, fixtures and updating construction cost, {Record under Building Cost Auéulysis)

» Help coordinate building and engineering systems proposed for the project, (Record under Engineering
Syatems Coordination) '

= Participate in design review and approval meetings with c11enls, user groups authorities having
jurisdiction, community, etc,

RPN P
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Construction D

The working drawings phases of coustmctlou documents describe in graplnc form, all of the esgentials of
the work fo be done: location, size, arrangement and details of the project. Since the successful and timely
execution of these documents can be equated closely with an office’s financial success, Atchitects constan(ly
search for more efficient ways to produce construction documents. Regardless of the msthod of preparation,
it is eatromely important that the documents be accurate, consistent, complete and understandgble, Thig
requites thorough quality control including constont review and cross-checking of all documents. Tn addition,
effective coordination of consultants’ drawings is cssential (o avoid conflicts and interference in the
canstruction of the Architect's desipns and documents the integrated result,

Required Intern Activities include the following:

» Work in the preparation of detail drawings, develaping technical skillsin drafting accuracy,
completeness, clarity end understanding by others.

= Assist in the coordination of all documents produced by the Architeet and the consultants.

= Agsigt in the coordinatlon of all documents produced by the sngineering consultants. (Record under
Engineering Systems Coordination) ‘

= Develop a knowledge of professional responsibilities and liabilities arising from the Isszance of construction
documents. Participate in the mechanics of assembling the finished construction docwments,

= Assist fhe job captain (or equivalent) in routine administrative/control tasks.

Well-grounded knowiedge of specification-writing principles and procedures is essential to the preparation of
sound, enforcesble specifications. Unless these skillsare propetly developed, expert knowledge of materials,
contracts and construction procedures cannot be communicated successfully, A fundamental principle of
apecification writing requires the Architect to understand the relationship between dmwings and specifications,
and to be able to commmnicate in a logical, orderly | sequence, the requwements of the consfruction process.
Many factors must be considered in the selection and evaluation of material ot producfs to be used in a project:
appropriateness, durability, aesthetic quality, initial cost, maintenance, ete. To aveid fwture problems,
it is extremely important that the Architect recognize the function of each item to be specified. The Architect
must carefully assces new wnaterials as well as new or unusual applications of familiar items, regardiess of
mantfuacturer reprasentatlous, to be certain no hidden deficiencies exist thet might create problems for the

clieut and expose the Architect to liability.

Required Intern Acfivities include the following: :

= Review construction specifications’ organization, purpose and format, and assiat in writing specifications.

» Review and analyze bidding forms, lien provisions, supplementary and special conditions and obtain
the client's insurance and bonding requirements.

= Research and evalvate data for products to be specified, including {nformation regarding ava:lab:hty,
cost, code fcceptability and manufacturers’ reliability. Attend sales presentat:ons in connection with this
research.

« Research industry standards and guidelines for specific classes of products (e,g. curtain walls, aluminum
windows) as they affect various menufacturers® items being considered for acceptability on a project.

» Research construction techniques and systems and understand wotkmanship standards such as poured-
in-place concrete, masonry construction.

« Evaluate the potential for using master specifications in a project specification, including procedures
needed to adapt individual sections for this use.
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10 ,D(j:';tl_‘iiliéllt‘,(‘;liéjcllliiﬂg and Coordination (dock -déjc:iu?-'inf}iriu‘[';.iple: plases of a.project)

Close coordination between crawings and specifications is required when preporing construction docmnents,
The work of each consultant must be reviewed regulerly and checked agalnst the architectural drawings
as well as the drnwiugs of olher cousiltants to eliminate confhcts Before final release for conslructmn
purposes, the drawings inust be checked 2nd cross—chocked for accuracy and compatib111ty

Note: Review construction contrects for cnmpatibility with the client-architect agreement as it relates {o the
volo of the Architect and consultents during construetion,

Required Infern Activitles inclede the following:
« ‘Assistin crosa-checking products and materials called for in the specifications for cons;stency with
corresponding tenminology and descriptions on the working drawings.

= Check drawings prepared by others for relevance and accuracy of dlmensmns, notes, abbreviations
and indications,

~ Assistin developinga schedule of lead time required for proper coordination with other disciplines.

= Check comsultants’ drawings with architectural drawings and other consultants’ drawings for possible
conflicls,

= Check engineering consultants drawings with architectural drawiugs for possible conflicls and

interference of plumbing lines, duct work, clectrical fixtures, ete. (Record under Enginecting Systems
Coordination)

= Assist in the final project review for compliance with applicable codes, regulations, eto.

Category B: Construction Administration

The Architect gssusts in ustahlishmg and ad]mmstermg bicldmg procedures, jssuing nddenda, evalvating

proposed substitutions, reviewing the quallﬂcatlons of bidders, analyzmg bids or negotiated proposalq and
replying to the clent, '

The constiection contmot and related documents are “the formal instrarnenta that bind the major partles
together in the construction phase. They detail the desired produet and the services fo be provided in its

construction, as well ag the consideration to be paid for the product and the serviees under particular terma
and conditions,

Required Intern Activitles include the following:

= Carefilly review the bidding/award stages of previons projects. Dovelop an understandmg of problems
encountered and how they were resolved.

= Agsistin the pre-qualification of bidders. .

= Agsslstin the receint, analysis and evaluation of bids, including any alternative, discounted or unit prices.

# Learn what information and submittals are required prior to issuance of notice to proceed.

= Asgist in evaluating product considerations in‘preparing addenda.

= Meet with contractors snd material suppliers to better understand problems they encounter with bid
packages and construction confract documénts.

-
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“« Assistin the preparation and 11egotlat1ou of construction contracts and becoma Familiat will: the conditions

of the contract for coustruction in ordér to identify the roles of the Arch{tect contractor, ownet, bonding
company and insurer in the administration of the construction phase. '

During the construction phase there are many related tasks that do not dh'ecﬂy involve field observations:
processing contractors® applications for payment, prepasing change orders, roviewing shop drawings and
evaluating samples, adjodicating disputes, efe. The Acchitect’s handling of these maiters will usually have a
direct impact on the smooth functioning of the work in the field. For example, prompt processing of
the contractor’s application for payment, -including revicw of any substantiating data that may be required
by the contract documents, helps the contractor, and Architect maintain an even flow of finds and avoid
delays and charges. Jtems such ag shop drawings, samples and test reporis submitted for the Architect's
review must be acted upon promptly to expedite the construction process.” Changes in the work that
may affect the time of construction or modify the cost are accomplished by change orders. Interpretations
necessary For the proper exeeution of wotk must be prompily given in wiiling even when no change order
is required.

Required Intern Activitles include the following:

= Assist in processing applications for payment and preparing cettificates for payment.

= Assist in reviewing shop drawings, evaluating samnples submitted and maintaining records.

« Assist in interpreting documents and prepering supplemental instructions and requests for information.
« Assistin evaluating requests for changes and preparing change orders,

+ Participatc in resofution of dispntes and interpretation of conilicts relating to the contract docuunents.
« Become familiar with the legal responsibilities of the clients, contraetors and Architects.

= Parlicipate in the review of record documents at project completion.

Tn administering the construction contract, the Architect’s function s to determine if the contractor’s work
generally conforms to the requitements of the conttact documents. To evaluate the quality of material
and workmanship, the Architect must be thoroughly familiar with all of the provisions of the consiruction
contract. Reports on the stage of completion of scheduled activities are callected and compared to the
overall project schedule at job site meetings, These meeilngs facilitate communication between the contract
parties and produce a detailed progress record, The Architect must determine through observation the date
of substanfial completion and pecelve all date, warranties and releases required by the contract documents
ptior to final review and final payment. 1o addition to these construction-related responsibilities, the Atrchitect
interprets contract documents when disagreernents occur and judges the dispute impartially, even when the
owner is involved. Dissatisfaction with the Architect’s decision can lead to arbitration or litigation.

Required Intern Activitles inclnde the following: .

« Visitthe job site and participate in observation of the work [n place and material stored, and prepare
field reports of such reviews, Review and analyze construction time schedyles. Understand the
various network methods (e.g. critical path method} potentially available fo the contractor.

« By reviewing contract documents and participating in professional development programis, dwe!op an
awareness of the contractual obligations related to the observation of construction,
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» Attend job-site construction meetlngs and assist in recording and docummmng all actions taken uml

agreed to at such meetings. g
« Participate in the substantial completion review and asslst in the deficiency list veriﬁcation. :
= Participate in the final acceptonce review with the olient and other involved parties. :

Categoty C: Managém‘ent' o

: 1'47';'_"1—.'1‘djéctMni;'ag:enielit SR

The économic and pmfessioﬂal héalth of an architectural praciice depehdé on an orderly, trackable method .
of project executlon, A clearly dofined project work plan, the key to the. efficient management of project
taska requires participation and input from team members, consultants, client- representatives and other
key decislon-makers (financial experts, developers, lawyers and contractors). The project manager defines
consensus goals, and coordinates tagks end scheduling, Team building depends on clear goals and good
communication, with particnlar aitention to decisions that influence the wotk of multiple team members,

A profect file initiated and maintained by the project manager is the comprehensive tecord of the project’s B
lifeand 2 useful resonrce for future endeavours and against claims, The wotk plan must be congruent with all - -
project-related contraciual agreements (which are normally maintained in the project file), Seheduled quality -
control reviews are identified in the work plan; the project manager may request interim reviews in advance
. of establislied submittal dates. It is the project manager’s responsibility to measure actyal schedule/budget
progreés against the work plan, assess discrepancies and ‘take the corective actions necessary to maintain
project control. The project manager also maintains design uality during bidding, contract negotiation- S
and construction phases through administration of the project file, oversees the architectural practice's -
construetion representative and menitors scheduled on-site quality reviews. Finally, the profect manager
closcs out project records and agreements and sets up future post-occupancy evaluation procedures,

Required Intern Activities include the following; (Iur a speclﬁe project following award of the project to the

Architeef)

*» Review the architecturn] practloe's project management mauual or al] relevant forms, checklists and
other practice aids if & manual does not exist,

= Understand the procedure for assignment of project management respongibilities and the project.
manager’s rolo in the acquisition process. :

= Patiicipate in the development of a project wotk plan including identifying gouls, client requirements,
responsibilities, u first-cut schedkle und the project reeord,

« Roview a work plan against all project-related contractual agreements. )

= Become familiar with team management inohuding role assignments, team communication methods and
frequency s maintaining the project file. ‘

= Review design documentation standards and undersiand expected levels of documentation at cach »
phase of the project.

« Altend quality reviows ot project development milestones identified in the work plan.

- Assistin preparing project status assessmonts inchuding schedule and scope variances and actions :
required to maintaln project budget control. . o

« Review the projoct management file for close-out activities such as contractual folfillments, final fee for '
services, Inveicing and modifications (e.g. change orders).

= Aftend post-occupancy evaluation trips to compleied project sites.
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Although architecture is a creative profession, current tﬂchniquas of practice and the need for

professional sustainability require that the architecturnl practice also operate as a snccessful

~ business enterprise. Steady income mmst be generated and expenses carefully budgeted and monitored
50 that economic stbility can be maintsined. Accurate records must be kept for tax purposes and for use
in future work. Established office reciuirem_ents and repulations arc essential to maintaining a smooth
operation; office practica manvals arc & typical. tool for disseminution of this information. Profitable
use of office personnel requires budgeting time and adhering to.schedules. The Architect’s relationship
to the clientis established by contractual agreement. A contract establisbes the duties and obligatidns
of the parties, In order for a contract to be enforceable, there must be mutual agreement between
competent parties, an acceptable monetary consideration, and it must be for lawful purpose and
accomplishable within an estimated time frame.

Effective public rolations plays an essential role in the crestion of the Architect’s image. This is important
in retaining existing clients, bringing new clients and work into the architectural practice as well ag in
atiracting superior people for the professional staff. The Architect nwst participate In marketing activities if
the practice {3 to sncceed. On the other hand, the A.i.'chitcct’s marketing activities (unlike those of merchants,
manufacturers and others in commerce) may be siibject to certain professional consiraints, Tho Architect
must learn marketing techmques that are effective while practising within the rules of professional conduct
in hisfher jurisdiction, '

Required Intern Activities inelude the following: e
= Review the process of internal accounting and cost control systems for operation of the architectural
practice. Participate in allocation of time to all elements involved in a total project from prelumum'y
design through construction.
= Review professional service coniracts for their structure, content, detemnnatmn of responsibility aud
enforcement procedures, :
= Review the compensation structure as related to types of services rendered by the mchltectulal practica.
« Review current contractual relationships with consultants.
* Research lepal obligations, lltnitahons and liabilities of professional setviee contracts, .
= Review the architeotural practice's professional liability insurance poliey and develop an awareness of
potential practices and procedures that are not covered by the policy. _ ’
* Assist in developing programs to publicize the architectural practice's professional services and its expertise.
- i’articipate it the architectutal practice’s program for securing commisgions for professional
services through gssisting in market research prospect st prepmatlon and information-gathering
activities, ‘
« Asgist in developing the architectural practice's brochures and adveértising es elements of promotion
< Assigt or accompaﬁy mincipals or marketing stalf cairying out business development.
= Participate in client tequest for ploposals (REPs) and presentatton to pmspectwe clients and formal
selection interviews.
» Participate in the architectural practice's internal budgeting (profii planning) process.
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APPENDIX C: INSTRUGTIONS FOR GOMPLETIONOF THE CANADIAN EXPERIENCE RECORDROOK (CERB)

Appendix C

Instructions for Completion of tho Canadian Experience- Record Book
(CERB)

The IAP anticipates that Interna gain hands-on experience throughout all phases of architectural services from
Design through Construction Administration, The preseribed work experience hours in the CERB therefore
cover the range of architectural activities/services expected of a practitioner. The Intern must gain ¢he
minimum number of hours of supervised/mentored work experience and record/submit them periodically,
every 900-1000 hours {approximately every six months, and within 8 weeks of the last enlry) to the CALA
Jurisdiction in which she/he is enrolled/registored as an Intetn,

. The CALA jurisdiction will review the Intern's submission to ensure the nature as well as the extent of
' experience gained. In order thot this can be accomplished, it is the responsibility -of the Intetn to clearly

explain his/her specific role for each project.

In addition to experieﬁee gained in the Architect’s office or other e]igibfe architectural emp]byment situation,
the I.APexpects that Interns gein on-site experience of the construction of buildings, particularly bmldjng

enclosures, fire separatmns, exmng, ete, Thls experience can ouly be gained through on-site presence
during cnnstmctlon. (Referto Appendlx A)

The absence of clear 'and comprehensiva 1nformation m regard to experience gained may delay the review
of exporicnce if tho reviewots are unable to determine whether fhe Intern is sattsfymg the required seope of
requnements of the IAP, Accordmg]y, Interns are toy

n) Provide all requested information on the cover page of the CERB. This document is available in an
olectronic spreaddhest fornnat on your CALA jgu'isdic':tion’s Website, (CALA furisdictions may develop
electronic means of submission in the future. The rules and procedures for such submission wifl be
forwarded to Interns in due course. }

b) If manually prapared record the experience neatly in ink. Any alterations, changes, white-ouls,
etc. made to the CERB, must be Initialed by the Supervising Atchiteet, Any separate pages must be
initlaled by the Supervising Architect. :

) I eleclronically prepared, print & bard copy of she CERB section, and bave each page initinled by
Supetvising Architect,

d) The mothod of recording lime shall be in hours with no teference to 1 maximum nuwber of hours )

pet day for a total of 3720 howrs. .

e) Use the Summary of Projests {1-10) on the CERB for the ten most significant projects on which you
have worked in this period. For additional projects add new sheets for projects and change the
mumbes to 11, 12, 13...to more accurately deseribe your experience.

f} Project Type is defined as new construction, additions, renovation, ete.

g) Occnpancy is dofined s assemhly, institutional, industrial, residential and commercial.

|

e et
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APPENDIX B; CALA JURISDICTIONS AND NATIONAL ARGHITECTURAL ORGANIZATIONS

Appendix D

CALA Jurisdictions and National
Architectural Organizations

CALA Jurisdictions .

Architeotutal Tnstitate of British Colubia (AIBC)
#100- 440 Cambie Street

Vancouver, British Columbia V6B ZN5

Tel: 604.683.8588

Fax: 604.683.8568

Email: info@aibe.ca www.aibe.ca

Alberta Assoclation of Architects (AAA)
Duggan House

10515 Saskaichewan Drive

Edmonton, Alberta TSE48 I

Tel: 780.432.0224

Fax: 780.439.1431

Email: intern@aas.ab.ca www.aga,ab,ca

Northwest Territoiies Association of Architects
{NWTAA)

P.0O. Box 1394

Yellowknife, Northwest Tertitories X1A 2P1
Tel: 867.766.4216

Fax: 867.873.3654

Email: owtaa@yk.com www.nwing.ca

Saskatchewan Associaticn of Architects (SAA)
642 Broadway Avenue, Suile 200
Saskatoon, Saskatchewan 57N 1A9

Tal: 306.242.0733

Fux: 306.664,2598

Bmail: memberservices@saskarchitects.com
www saskarchitects.com

Manitoba Association of Architects (MAA)

137 Bannatyne Avenue, Znd Floor

Winnipeg, Manitoba R3B (R3

Tel: 204.925.4620

Fax: 204.925.4624

Email; info@mbarchiizcts.org www.mbarchitects.org

Ontario Asscoiation of Aschiteots (OAA)

111 Moatfield Drive

Toronito, Ontario M3B 3IL6

Tel: 416.449.6898

Fax; 416.449.5756

Email: caampail@oan,on.ca www.oaa.on.ca

Ordre des architesies du Québee {0AQ)

1825 boulevard René Levésque Ouest

Montréal, Québec H3IH 1R4

Tel: 514.937.6168

Fex: 514.933.0242

Email: info@oaq.com www.oag.com

Architects’ Association of New Bronswick/Association deg
architeotes du Nouveau-Bronswick (AANE)

P.O. Box 5093

Sussex, New Brunswick B4E 5L2

Tel: 506.433.5811

Fax: 506.432.1122

Email; inguiries@annb.org www.sanb.org

Nova Scotia Association of Architects (NSAA)
1359 Bardngton Street

Halifax, Nova Scotia B3J 1Y9

Tel: 902.423.7607

Fax: 902.425.7024 )
Email; info@nsaans.ca www.nsaa.ns.ca

Architects Association of Prince Edward Island (AAPEL
P.OBox 17566

Charlottetown, Prince Edward Island Cla TN4
Tel: 902.566.3699

. Fax: 902.566.9214

Email: info@aapei.com www.aapei.com

Avrchitects Licensing Board of Newfoundland & Labrader
(ALBNL) '

P.0. Box 1766

5t. John's, Newfoundiand & Labrador A1C 5VS
Tel: 709.,726.8550

Fax: 709.726.1549 :

Email: nlaa@newfoundlandarchitects.com
www.albnl.com

RPNV OUNE I 3 PN
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National Architectoral Qrganizations

Canadian Architectoral Certiffcation Board (CACH}
710 - 1 Nicholas Street

Ottawa, Ontario KIN 7B?

Tel: 613.241.8399

Fax; '613.241.7991

Email: info@cach.ce www.cach.ca

Architecture Canadn | Royal Architecturs] Institute of Canada (RAIC)

Suite 330 - 55 Murray Street
Ottawa, Ontario KIN 5M3

Tel: 613.241.3600

- Fax: 613.241.5750

Email: info@raic.org www.rmic.org

Canadion Architectural Liconsing Authorities (CALA}

An gssembly of all the provincialfterritorial architectural regulators in Canada


mailto:info@cacb.ca.www.cacb.ca
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CANADIAN EXPERIENCE RECORD BOOK: Periodic Assessment Form

(To be compisted and approved by tha Regulator with every logbook submission,)

Intern Identification:

Surname First Name Middle Namae(s)

Experlence
Perlod From

To

day month  year
Lomments

Reviewed |
By: . . . Date:

Summary of Reviewed Experience

Total
Hours Hours This Period Hours To Date Hours
- Required Experience Experience Ramaining
A Deslign / Construetion Documents 2800
1 Programming 80
2  Site Analysis - 8o
3  Schemalic Design 120
4 Enghneering Systems Coordination* . 120
6  Building Cost Analysig* 80 '
8 Code Research® 120
7  Deslgn Development . 320 | _
8  Construction Documents 1080
9  Spacifications & Materials Research® 120
10 Document Chedking and Coordination® 80 \
SUBTOTAL ‘ 2200

* May oceur in multiple phases of a project _ _
Thia subtotal Includes the 2200 minimum hours required plus 800 addilonal hours that must be earned In any of the experience arsas 1-10.

B  Construction Adminlstration 564
11 Bidding & Contract Negofiation 80
12 Construction Phase ~ Office 120
13 Construction Phase - Sile - 120
SUBTOTAL : 320. .
This subtotal Includes the 320 minimunm houre required plus 240 agditicnal houss that must be samed in any of the experlenca areas 11-183.
C Management 280
14 Projoct Managemerit 120
16 Offlce Management 80
SUBTOTAL 200

" This subtotal Includes the 206 minlmum hows required pius 80 additional hours that must be eamed In any of the experience areas 14-16.
Remaining 80 hours may ba earned In any experience 1-15,

*Note: Total Regulred hours will be consldersd the minimurn number of required hours. Regulators mey requive additional experfence.

TOTAL ] .

I
i
i




S

E2 Intornship In Architactura Program ’ i ‘ APRENDIXE: SAMPLE LETTERS AND FORMS

Confirmation of
Emplovment

Deur Sir or Madam:

Emplovment Confirmation

Intern's Name in Full;

Practice Name:

Practice Address:

Street address:

City:
Province: _ Postal Code:

I confirm that the sbove-noted Intern is employed with our Architectural Practice or Eligible
Architectoral Employment Situation and that this entity shall endeavour to provide the required
pre-registration architectural experience in accordance with the Internship in Architecture Program.

Name of Supervising Architect
(Please print)

Signature

Date

i



O
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Intornship In Architasture Program ' . _ " APPENDIXE: SAMPLELETTERS AND FORME

| Confi_rg_m”j;jqn o N

.. Dear Sir or_M'adam; L A'
o Mentot's Confitmation | -
Intern's Name in poll: - B

| . Tam pfeas_éd to_aci as Mestor to -the ‘above 'n'-aﬁl'éd Titern “for- the period. of pre- -

registration -architectural experience as required -and shall*endeavour to act as
professional advisor conducting reviews and assessments of the architectural experience
and generally assisting the Intern in preparing for registration/licensure in accordance
with the Internship in Architectuie Program, - oo

Name of Mentor

. (Please pring} -

" Signature

Date
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CALIFORNIA ARCHITECTS BOARD

PUBLIC PROTECTION THROUGH EXAMINATION, LICENSURE, AND REGULATION
2420 DEL Pasa ROAD, SUITE 105, SACRAMENTD, CA 95834 WWW.CAR.CAGOY
MAIN (916) 574-7220 Fax (916) 575-7283 CAB@DCA.CA.GOV

Edmund G. Brown Jr.
GOVERNOR

(B)-Hyve-vou previously been-determinod-cligible-totake the-ARE?
Kveslist-the-LLS-orCanadianjurisdietion: —blygs—LlNo

rasvs30]5) COMNTINUER-ON-NEXT-PAGE
SV a2 A= B P P T

Pt
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o Asohiteet

L _conteactor

L Enginees

B tandscepe-Arehiteo:

1. Asehitoet
Q_Ganénete .
E_Esgineer
H_Landseape-Asohitest
EL_oties

REVIEVW_AND SIGMN.-ON MNMEXT.RPAGE
T TR Yoy PO S P A B

]
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APPLICATION FOR ELIGIBILITY EVALUATION

Reasanable-Accommodations—Ify e estinggeasonalle accommeodations pursuait-to-the-Americans with Disabilities-Aet;

please—eall-or—visit-the-Beard s-websi
Architeet RegistrationExaminat

3

representations-on-this-Application-for Elipibility-Evaluation-{includingatiachments)-are-true;
corret;and eontain-no material omissions-offaet-te-the-best-oLmyJenowledpe and-belief;

R ;—\ g!:-n)r'r ; -\[ g " ’

FEEPRAD:
>

L3 =7 R e i 3
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p > o

RN AT

pm = e

19C-1 (rev. 3/2015) -REVIEW ALL INFORMATION AND SIGN ABOVE-




Amold Schwarzenegger,

- GOVERNOR - .

2420 DeL Paso Roao,
Suite 105
SACAAMENTD,

Ch 95834

914-574-7220
916-575-7283

-

cab@dca.ca.gay
www.Cab.ca.gov

‘CALIFORNIA ARCHITECTS BOARD

CALIFORNIA ARCHITECTS BOARD

- PUBLIC PROTECTION THROUGH EXAMINATION, LICENSURE, AND REGULATION |

- TO THE EMPLOYER: _

_ Please complete the employment information on the reverse side of this

form verifying the applicant’s employment under your direct supervision,

- If additional space is needed, please use another Bruployment

Vesification chn o a photooopy of abla.nk Employment Vcnﬁoatmn

-Form.

‘ 'Signature must be provided by the “Responsible Managing Ofﬁcer” for
: Cahforma general building contractor corporations.

_The Board requires that afl Employment Verification Forms

" . submitted for an applicant contain the original signature of the

. emplayer. Copies, rubber stamps, or other reproductions of the
. signature will net be nccepted. In addition, forms cnntammg o
,'-strﬁteﬂuts or correciions will not be acceptctl. o @
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EMPLOYMENT VERIFICATION FORM
APPLICANT MUST COMPLETE SECTIONS | and Il ONLY ~ TYPE QR PRINT GLEARLY IN INK

1. Applicant should complete information below. The address insert will be used to acknowledge receipt of this
employinent verification form in our office. :

Employment Period

Name of Employer

Name
Address
Clty/State/Zip

II. Applicant is required to cotaplete sections [ and II of this form prior to sending it to the employer. Please remember
that making or giving atty false information in conneclion with an application for examination and/or licensure may
be grounds for denial, suspension, or revocation of a license to practice acchitecture.

Name " e D 3#
Last First Middle (If known)
Known By Any Other Name _ Birthdate
Address N ‘
City . SR Zip Couriry
Work Phone  { ) - Home Phone )

0 CHECK BOX IF ABOVE IS A CHANGE OF ADDRESS

Filing Btatus - Please Check Appropriate Category Only
00 WRITTEN EXAM {1 SUPPLEMENTALEXAM [ REGIPROCITY (1

“SECTION Il TO BE COMPLETED BY EMPLOYER ANDIOR SUPERVISOR ONLY.

under iy diregt supervision performing asehﬁee&%l—duﬁﬁgg i

Month/DaylYear ' Month/Day/Year .
From ) - To ulk-Time O Part-Time O HoursiWeek
From ' TO o i-Time 0 Part-Time 3 HoursWeek ____
Name of Firm . Work Prone (3
Address .
City Zip Country

During the fise period shown abave,
Narme

# status was as follows:

Last Middle

Licensed as ... State of Registration
{architect, cNil or structural engineer, landscape architect, Califarnia general building contractor *)

individuat License # Crigirial Dale Issued Date Expires

If applcant performed work in a state other than the one Listed nbove, provide employment period for that
pro;mt and the fo!lowmg information for that state. .

"Full-Time 3 Part-Time (1 HoursiWeek

Stale of Registraticn
ineaf, landscape archatact California general buitding contractor *)

individual License' # Qriginal Date Issued Date Expires

I certlfy under penalty of perjury under the !a ws of the state of California that the information on this
form is true and correct.

Original Signature . ' Cutrent Date
(Pisase do mat akjr in biack ink)

Print Name
* Sea reverse

19C-12 (/B3 2008)




CALIFORNLA =

ARCHITECTS

i BUSINESS, CONSUMER SERVICES, AND HOUSING AGENCY  »
e DEPARTMENT OF CONSUMER AFFAIRS -+

)___U——-':’:P-“

ROARD

2420 Del Paso Road, Suite 105, Sacramento, CA 95834
P(916)574-7220 | www.cab.cagov

ADOPT

GAVIN NEWSOM, GOVERNOR
CALIFORNIA ARCHITECTS BOARD

EMPLOYMENT VERIFICATION FORM (EVF)

INSTRUCTIONS

Reciprocity Candidates

A reciprocity candidate is defined as an
individual licensed as an architectin
another U.S. or foreign jurisdiction and
seeking an architect license in California.

Do not complete this form if you have
requested transmittal of your NCARB*
Certificate to California.

U.S. architects with less than three years of
licensure must have their NCARB
Certificate transmitted to the Board as
proof of Architect Experience Program
(AXP) completion.

Eight (8) full-time (at 40 hours per week)
years of training (work) and educational
experience is required for California
Supplemental Examination (CSE) eligibility.

All EVFs must contain the original signature
of the employer. Copies, rubber stamps, or
other reproductions of the signature will
not be accepted. In addition, forms
containing strikeouts or corrections will not

be accepted. ;

Initial Licensure Candidates

An initial licensure candidate is defined as
an individual who is seeking their first
license as an architect.,

Do not fill out this form if any of the
following apply:

* Youearned a degree from an NAAB*

program
= Farned a degree from a CACB*

program
= Have an approved NAAB-EESA*

All others must submit this form to
document training (work) experience
under the direct supervision of a licensed
architect. Work experience not performed
under the direct supervision of a licensed
architect will not be considered for

Architect Registration Examination (ARE)
eligibility.

Work experience submitted to NCARB for
AXP credit cannot also be submitted to the
Board for ARE eligibility.

PROJECT LIST REQUIREMENT—SUBMITTING WORK EXPERIENCE FOR YOURSELF

If you are submitting work experience for yourself as a licensed individual, you must include a

project list. The project list must be presented in a table that includes all of the following:

19C-12 (NEW 6/2024)

Name(s) and Address(es) of the
Client(s)

Type of Project(s)
Construction Cost(s)

- CONTINUED ON NEXT PAGE -

Start Date of Project(s)
Completion Date of Projeclt(s)
All Services Provided



www.cab.ca.gov

LIMITS ON TRAINING EXPERIENCE

Verifiable experience from licensed foreign arch|tects in a qualifying foreign country (s
defined in Section 117{c)) may be granted trammq experience at 50% credit. A maximurm of
one year may be qranted for work experience under a California general building
contractor or certified California building official, A candidate wili notreceive more than
two vears total at 50% credit in any combination under a licensed/registered civil or
structural engineer, licensed/registered landscape architect, California_general building
contractor, or certified California building official. (See 16 CCR Section 117).

REASONS FOR REJECTION OR ZERO CREDIT

if any of the following situations apply, the form will be rejected or granted zero credit:

1. Providing false information

2. Strikeouts or corrections

3. No original signature

4, Work performed under or as an:

¢ independent contractor
¢ architectin a nongualifving foreign country
e unlicensed individual or nongualifying licensed individual

COMPLETION AND SUBMISSION OF FORM

Note to Candidate: A candidate must complete Section 1 of this form prior to submission of it
to their supervisor for completion, The original, completed form must be sent by mail 1o the
California Architects Board's address, which is located at the top of page 1, please indicale
Attn: Licensing Unit,

Note to Supervisors completing Section 2: This candidate is applying for authorization Lo take
the ARE in California, In order to gualify, the applicant is required to provide proof of
completion of required work experience in performing architectural duties (see Business and
Professions Code (BPC) section 5500.1). Please provide below any work-related experience
performing architectural duties that the applicant performed at your firm or busingss as
specified below and sign as indicated below.

*ACRONYMS USED IN EVF INSTRUCTIONS AND FORM:

NCARB stands for the National Council of Architectural Registration Boards

NAAB stands for Naticnal Architectural Accrediting Board

CACB stands for Canadian Architectural Certification Board

NAAB-EESA stands for National Architectural Accrediting Board - Education Evaluation
Services for Architects

CAB stands for the California Architects Board

19C-12 (NEW 6/2024) - FORM IS ON THE NEXT PAGE - 2




EMPLOYMENT VERIFICATION FORM
SECTION 1-—TO BE COMPLETED BY THE LICENSURE CANDIDATE

NCARB Record: CAB (Candidate) 1D: Birthdate {Month/Day/Year);
/ /

Last Name (Include suffix): First Name; ‘ M.L:

Telephone Number: Email Address:

O Check this box if the information below is a change of address

Acddress:

City/Town:; State/Province:! Postal (Zip) Code:

Country (Leave Blank if U.S.A.);

SECTION 2—TO BE COMPLETED BY THE SUPERVISOR

Please verify the employment for the individual named in Section 1. If more than three entries
are needed to cover employment experience, use additional Employment Verification
Formes,

Employment Information

The above-named individual in Section 1 performed architectural dutics {see BPC section
5500.1) for the following period(s) and worked as indicated:

(1 an employee under my direct supervision L1_an independent contractor

Start Date (Month/Day/Year): End Date (Month/Davy/Year): Average Hours Por Week:
/ / / /
[1_an employee under my direct supervision Ll_an independent contractor
Start Date (Monih/Day/Year)! End Date (Month/Day/Year): Averadge Hours Per Week:
/ / / / '
1 an employee under my direct supervision O _an independent contractor
Start Date (Month/Day/Year): End Date (Month/Day/Year): Average Hours Per Week:
/ / / /

19C-12 (NEW 6/2024) -SIGN ON THE REVERSE SIDE- 3




Licensee Supervisor's Information

| am licensed/redistered as (include the jurisdiction where you are licensed);

O Architectin a U.S. Jurisdiction O Landscape Architectin a lJ.S, Jurisdiction
O_Architect in a Qualifying Foreign Country 11 Structural Engineer in a U.3, Jurisdiction
1 California General Building Contractor Jurisdiction (e.q., state) Where Licensed:

1 Civil Engineerin a_U.S. Jurisdiction

Issued Date (Month/Davy/Year): Expiration Date (Month/Day/Year): License Number:

/ / / /
Last Name {Include suffix): First Name: - M. 1.

Name of Firm/Business;

Address:

City/Town: State/Province: Postal (Zip) Code:

Country (Leave Blank if U.S.A):

NOTE TO SUPERVISOR COMPLETING THIS FORM: PRIOR TO SIGNING THIS FORM, REVIEW ALL
INFORMATION IN THE INSTRUCTIONS AND ON THIS FORM.

| declare under penalty of perjury under the laws of the State of California_ that all my
representations on Section 2 of this form are true and correct.

Signature Date

19C-12 (NEW 6/2024)




CALIFORNIA ARCHITECTS BOARD

PUBLIC PROTECTION THROUGH EXAMINATION, LICENSURE, AND REGULATION

2420 DeL PAsO RoAD, SUITE 105, SACRAMENTO, CA 25834 ‘ cab@dca.ca.gov |

© 916-574-72207
'916-575-7283 F

Arnald Schwarzenegger

GOVERNOR
L Test Application Form
Architect Registration Examination
TYPE QR PRINT CLEARLY IN INK
NAME: ' _ , ' ID #:
{LAST / FIRST / MIDDLE)
CARB FILE #';
KNOWN BY ANY OTHER NAME: ' BIRTHDATE (MON { YEAR): f !
. . (INCLUDE MAIDEN NAME)
ADDRESS: , . :
| | @ OUNTY CODE -
. (See reverss)

CITY: : STATE: 2IP conel Py COUNTRY: o

0 CHECK BOX IF ABOVE ADDRESS I1gfA 8 ANGE OF ADDRESS
WORKPHONE: (____ ) - e ()
SOCIAL SECURITY # % - GENDERSEX: [1 MALE 0 FEMALE -

O Check box if requesting reasoped ghommodations pursuant to the Americans with Disabilities

Act’ | -
$100 Eligibility Review Feg £ W Amount of Enciosed Check: $
" 'This fee is non-refunliable g will cover the administrative cost of application processing and eligibility review.

ch a check for the $100 Eligibility Review Fee.
Make the check payable to the CALIFORNIA ARCHITECTS BOARD.

! certify under penalfy of pequry under the laws of the Stafe of California that the
Information on this application is true and correct.

Signature:
Date:

The Information requested on this application Is required under Sections 5526, 5550, 5551, and

5552 of the Business and Professlons Code. All items are mandatery. The information provided : L

will be used to determine gualifications for licensure. The Executive Officer of the Board is F?_‘T)_Raifi R

responsible for information maintenance, D t o
‘ ate - . ..

FOR OFFICE USE ONLY

Recelpt# .

1 Piease sea instruction ietter for mors infarmation.

? Disclosure of your Unjled States Ssoclat Ssenurily Neumber (SSH) s mandatory, GCoflection s authorized by Seclion 30 of the
Business and-Profasslons Code and Public Law 94-466 142 U.S.C.A. 405(cHZ)C)]. Your saelatsacurity-numborSSN will be

used exclusively for tax enforcement purposes, for purposes of compliance with any judgment or ordar for family support in
accordance wilh Family_Code Seclion 17520, or for verlfication of licensure or examingtion stetus by a Hcensing or
examination entity which ulllizas & national examination and whera litznsure Is raciprocal with the requesting state. I you fall
fo disclose your seeiyl-securty—numbeSSN, you will be reported to (he Franchise Tax Board, which may assess a $100
panally againat you, (OVER)

19C-11(rev.H3003:3/2006)

|
]
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st .

Have you ;aver had g_registration denied, suspended, or revoked or otherwise J ves i no
baen disciplined by a public agency in any state or country? |If yes, explain details below,

Have you ever pleaded guilty or been convicted by a court of an offense? [] yes O no

If yes, please explaia-provide details balow. Indicate the date and place of arrest, name of court, court case number, code
section violated, a brief explanation of the offense, and the sentence imposed. If convicted under another name, please
indicate other name. -

NOTE: CONVICTIONS DISMISSED UNDER SECTION 1203.4 OF THE PENAL CODE MUST BE SHOWN.
YOU MAY OMIT: ¢ T ' :

a. Traffic infractions for which the fine imposed was $150 or less.

h. Any offense which was adjudicated in a juvenile court or under a yauth offender iaw.

c. Anyincident that has been sealed or disposed under Welfare and Institutions Code Secticn 781 or Penal Cade
-Sections 1000.5 and 1203,495. ‘ ‘ '

ALL OTHER GONVIGTIONS MUST BE INDIGATED

ADDITIONAL SPACE:

COUNTY CODE LIST:

Alameda 1 Imperial 13 Modac 25 San Disgo 37 Sanoma 49
Alpine 2 Inye 14 Mono 28 San Francisco 38 Stanislaus 50
Amador 3 Kem i5 Monterey 27 San JJoaquin 32 Sutter 51
Butte 4 Kings 16 Napa 28 San Luis Oblspo 40 Tehama 52
Calaveras 5 Lake 17 Nevada 29 San Matao 41 Trinity 53
Colusa 8 Lassen 18 Orange 0 Santa Barbara 42 - Tulare 54
ContraCosta 7 Los Angeles 19 Placer N Santa Clara 43 Tuclumne 55°
Del Norte 8 Madera 20 Plumas 32 Santa Cruz 44 Ventura 56
El Dorado ] Marin 21 Riverside 33 Shasta 45 Yoio 57
Frasno 10 Mariposa 22 Sacramento 34 Slerra 46 Yuba.. .. 58
Glenn i Mendocino 23 San Banito 38 Siskiyou - 47 Qut of State 99
Humboldt 42 Merced = = 24 San Betnardina 36 . Solano 43 Out of Country 00

19C-11(rev.-H50633/2008)
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