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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 or 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. 

(4) A "re examinee" shall mean a oandidate •.vho has previously been determined by 
the Board to be eligible for the ARE and who is active in the examination process 
as a oandidate of the Board. 

(b) Examination Application Process: 

(1) Effective July 1, 2008, a A new or inactive candidate applying to the Board for 
eligibility for the ARE shall, prior to eligibility, for the mmmination enroll in the 
Intern Development Program (IDP) by establishiR§ 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. 

The req1c1irement to establish an NCARB Co1c1ncil Record does not apply to a 
candidate who •.vas determined by the ~oard to be eligible on or before J1c1ne 30, 
2008 and who is active in the examination process. 

(2) A new or inactive candidate applying to the Board for eligibility eval1c1ation for the 
ARE-shall, prior to licensure, complete the IDP of the NCARB-administered 
Architectural Experience Program (AX.Pl, as defined in the most recent edition of 
NCARB's !-Rtem DevelopmeRt Program GIJideliRes (cmrently the J1c1ly 2015 
edition), or the Internship in Architecture Program (IAP) of Canada (c1c1rrently the 
Jan1c1ary 2012 edition). Both doc1c1ments referred to in the preceding sentence are 
hereby incorporated by reference. 

The IDP.'IAP req1c1irement does not apply to a candidate who (A) was determined 
by the Board to be eligible on or before December 31, 2004, and 1Nho is active in 
the examination process; or (B) has completed all of the necessary ed1c1cation 
eq1c1ivalents prior to Jan1c1ary 1, 2005, who has s1c1bmitted a completed application 
for eligibility eval1c1ation to the Board that is postmarked on or before December 
31, 2004, and 1...,ho has been determined by the Board to be eligible. 

(3) A new or inactive candidate shall submit 

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

@an Ag_pplication for e.@ligibility E.@Valuation, 1QC 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: 

ill the candidate's NCARB record number, 

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

iliD. the candidate's address and email address, 

(iv) the candidate's home and work telephone numbers, and 

M the candidate's date of birth and social security number or individual 
taxpayer identification number. and accompanied by s1c1ch 

.<.Qlsupporting docume.nt!l req1c1ired herein. S1c1ch s1c1pporting doc1c1ments which 
shall may include, if applicable: 

ill proof of completion of the AXP, which shall include the candidate's 
c1c1rrent and valid IDP file NCARB Record transmitted-by from NCARB, or 
c1c1rrent and valid verification of completion of the requirements of 
Canada's IAP, 
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ill}_ certified original transcripts sent directly to the Board by the college or 
university. or included as part of an NCARB Record. 

(iii) Employment Verification Form(s). 19C-12 (9--NEW 6/200e2024). 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 (bl 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/registration 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 8 of the United States Code. oi 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 Afghan 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 1-551), commonly known as a "green 
card", with a category designation indicating that the person was admitted as a 
refugee or asylee. 

(D) 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. 

Applications for Eligibility Evaluation shall be accepted on a continuous basis 
throughout the year. For a candidate applying for eligibility for the ARE, the 
eligibility reviev.' fee specified in Seotion 14 4(a) shall be required. 

(4!!) A new or inactive candidate receiving notification that he or 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 
eligibility requirements. based on insufficient education and/or employment 
verification as evaluated by the Board and/or failure to enroll in IDP by 
establishing an NCARB Council Record shall submit such additional education 
andtor employment verification and/or verification of enrollment in IDP. 

(afil Upon the Board's determination of a candidate's eligibility for the ARE based 
upon the Board's education requirements and evidence of the candidate"s 
enrollment in IDP requirements set forth in Section 116, the Board shall transmit 
the candidate"s eligibility information to NCARB or its authorized representative 
for entry into the candidate to test through NCARB's database. For a candidate 
whose application is submitted on or after July 1, 1999 and •.vho has been 
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determined to be eligible, suoh 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. 

(711) 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 IDP, or IAP, the requirements as referenced in subdivision (b)(2)..Q[ 
follow the requirements set forth in Section 121: or 

(B) submit to the Board~ 

ill 4-c-proof of licensure in the qualifying foreign country, 

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

illil ~an Employment Verification Form documenting at least one year of 
experience under the direct supervision of an architect.(§}_ licensed in a 
United States jurisdiction granted at 100% oredit or at least two years of 
experience under the direct supervision of an architect(s) registered in a 
Canadian province granted at 50% oredit, and 

ilia 4.--<locumentation of five years of education equivalents as defined in 
Section 117. Both doouments referred to in subdivision (b)(7)(A) are 
hereby inoorporated by referenoe. 

(S.1_g)Effeotive January 1, 2005, a A 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)(711) shall apply as a new candidate and meet the requirements 
prescribed in subdivisions (b)(1) and {bl(2) of this section, or follow the 
requirements set forth in Section 121. 

(o) Effeotive July 1, 1999, a re examines applying for eligibility for the ARE shall submit 
a Test Applioation Form, 19G 11 (3/2006), and aooompanied by the eligibility review 
fee speoified in Seotion 14 4 (a). Upon determination that the oandidate is eligible, the 
Board shall transmit the oandidate's eligibility information to NCARB or its authorized 
representative for entry into NCARB's database. For a oandidate whose applioation 
is submitted on or after July 1, 1999 and vvho has been determined to be eligible, 
suoh eligibility shall be retained while the oandidate is aotive in the examination 
f}fOGess. Test Applioation Forms shall be aooepted on a oontinuous basis throughout 
the year. 
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(d) A candidate who had a valid eligibility on file with the Board on or before June 30, 
2008 may schedule with NCARB or its authorized representative to tal<e one or more 
division(s) of the ARE without fiFSt enrolling in IDP. 

(e) A candidate who did not have a valid eligieitit,, on file •::ith the Board on or before 
June 30, 2008 may only schedule v,•ith NCARB or its authorized representative to 
take one more division(s) of the ARE after fiFSt enrolling in IDP by establishing an 
NCARB Council Record. 

(ff) 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 
inactive candidate. An inactive candidate who wishes to reapply to the Board shall be 
required to apply in accordance with this section by submitting the required documents 
to allo•N the Board to determine the candidate's current eligibility. For a candidate 
applying for the ARE, the eligibility review fee specified in Section 144(a) shall be 
required follow the requirements set forth in subsection (b)(3). 

@ 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 A~pplication for -Egligibility -Egvaluation. Thereafter, the Board 
may purge these documents . 

.(fil 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 . 

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

{gl 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 Identification 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): 
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(6) A disclosure regarding whether the candidate has. within the preceding seven 
'years 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.g.. 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 perjury 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. 5551, 5552. 5552.1 and 5552.5, Business and Professions Code. 
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INTRODUCTION 

What is IDP? 

The Intern Development Program_[IDP} !!I' 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 (AIA). 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. 

What is NC.A.RB? 

The National Council of Architectural Registration Boards, a non­

profit organization, is a federation of the architectural licenb· 
boards in each of the 50 states, the District of Columbia, Gua 

Puerto Rico, and the U.S. Virgin Islands. These 54 boards co ti-

tute NCARB's membership. 

NCARB serves to protect the public health, sa~ar>~ 
welfare by leading the regulation of the p~e1SJ 
ture through the development and applic n t 'ards for 
licensure and credentialing of architects. i sponsible 

for establishing, interpreting, and e~~ • al standards 

for architectural licensure. ~ 

The U.S. Constitution esta~s individual states ort 
jurisdictions maintaig er to regulate the practice 
of architecture incl in e tion of architects. Each of 
NCARB's 5 e er as instituted a set of registration 
require nts t en satisfied. results in the granting of a 

license to ice arc tecture within their jurisdiction. 

·es a ~ rified record of your education, experience, and examination used to 

fati~CARB Record is confidential and maintained on a secure server. The con­

'~er directly or provided to the registration board identified by the Record holder. 

NCARB Record 

Throughout your career, your Record be, 
establish qualification for licensure, ari, 

tents may only be discussed with the Reco 

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 !DP experience. It is also the first step for those seek[ng eligibility to take 

the ARE, or for foreign educated applicants who are having their education evaluated through the Education Evaluation Services for 

Architects (EESA). 

What is an Intern? 

In the architecture profession, 

an "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 registratioi7 board's expe­

rience requirements. This 

includes anyone not regis­

tered to practice architec-

ture in a U.S. or Canadian 

jurisdiction, graduates from 
NAAB-accredited programs, 
architecture students who 
acquire acceptable experience 

prior to graduation, and other 

qualified individuals identified 
by a registration board. 

Only individuals who are 
licensed by a board of archi· 

tecture may call themselves 

architects. 

The term "licensure" is used 

to denote the actual issu­
ance and maintf!nance of 

an architectural license. 

Licensure is part of registra­

tion This document refers 
to lfcensure and registration 

interchangab/y. 
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INTRODUCTION: NCAJ~B SIERVIC!ES 

NCARB has a variety of roles in the Ucensure 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---offical 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 choosin&ARB services include: 

!'or Studer.ts 

Supports educators in providing ac­

curate information on the licensure 

process. 
Supports the American [nstitute of Ar­
chitecture Students (AIAS) in their mis­

sion to promote excellence in architec­

ture education, training, and practice. 

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 

NCARB certification. 

For Interns 

Compiles and evaluates a comprehen­

sive record of credentials. 

Stores secure, confidential, and com­

prehensive Records to assist their path 

to licensure. 
• Develops and administers the IDP. 

• Develops and administers the ARE. 
Creates tools to assist interns in com­

pleting the internship and examination 

process. 
Compiles, evaluates, and transmits an 

intern's Record in support of ex; 
tion or initial registration. 
Visits AIA chapters and firms ac 

the country to promote the va 

licensure and the benef~NCA 

certification. 
t RB 

L the pro-

cess of creat andards for 

registration. 

• S~Archifect Licensing 

Supports the Architect Licensing 

Advisors Commu.!]i!Y._l!I'. ~~•-" 

For Architects 

• 

sive 

Compiles and evaluates a c!ZJn 

record of creden~ 

Stores secure, conr:tidnt1 n -
prehensive Recor o their 

career path. 

• Develops~ s national 
standards r. is tion to its Member 

Bo~-a • reciprocity between 
ju ictio 

ARB Certificate to archi-

w eet the national standards 

ed in this guideline. 
-,.:~ains 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 AIA 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 Monograe_h Series !!I'. 

r 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 examination 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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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. Ucensure signifies to the public that you have completed the education, experience, and examinatid 

necessary to practice architecture independently. 

EG"i-1c2.tjc:: !E.;,a.rninctticn=__:.cc_:..c:._:._:__:_:________~~~ 

Most U.S. jurisdictions require a professional degree in architec­ ~very U.S. jurisdict10~ requires interns to pass~~ 

ture from a program accredited by the National Architectural Ac­ its examination requirement. ~~ 

crediting Board {NAAB) or a professional degree in architecture 

from a Canadian program accredited by the Canadian Architec­ The ARE is a practice,based exam admin,s~ear-round 

tural Certification Board {CACB) to satisfy their education basis that covers· e,:tr 
requirement. • Programming, Planning & Pra • 

• Site Planning & Desi~n 
For a list of NAAB-accredited programs, visit www.naab.org r!f. • Building Design & C ructi Systems 

Schematic Des~ 

Some jurisdictions may accept education equivalencies. For a Structural Sys1fm~ 
guide to equivalency requirements, refer to the NCARB 
Education Standard included in the Education Guidelines~ .Qcuments & Services 

at www.ncarb.org. 
_ , he ARE is based on the knowledge and skills 
'-v~ '-"'"l"":'"tro a"-"i-'c, ,e~ ,._,,_ ~e• d of a re~ntly licensed architect, practicing indepen-

Most U.S. jurisdictions have adopted the IDP as their experi- n provide architectural services. The ARE evaluates an 

ence require~ent fo~ init'.al re~istration. All jurisdictions req~· ica co.mpet~nce in the provision of architectural services 
a structured 1nternsh1p with direct supervision by a registe P ect the public health, safety, and welfare. 

architect for some period of time. Compare the IDP with any 
additional experience requirement your registration board may or more inf.=>rmation concerning the ARE, refer to the A~. 
require. Where differences exist, you must first comeour Guidelines m, available at www.ncarb.org. 

jurisdictio_n's re_quirement; however, comp!Joft IDP ili-
tates certrficat1on and future registratio~~r juris • s. 

The requirements of the IDP are outlined in these elines. 

Registration Requirements 
are set by Jurisdictions 
The 54 architectural registra­

tion boards, which are mem­

bers of NCARB, have the legal 
authority to establish licensure 

requirements, enforce licen­

sure laws and regulations, and 

respond to complaints of unli­

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 

specified in NCARB's f.~g/~/9' 
tive Guidelines and Model 
Law/Model RegulationsTFi 

For an overview of each 

jurisdiction's registration 
requirements go to the NCARB 

website at www.ncarb.org.[ 
_13,eg,Board,Reguirements el', 
Since each jurisdiction may 
change its mies, statutes, and 

regulations at any time, it is 

always advisable to check 
with the individual board to 

verify registration and practice 

requirements. 

..~~'.
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INTRODUCTION: NC,il!l1J~B CIERl"lfiCAl"~OINl 

Many architects choose to seek NCARB certification following 

initial licensure. The NCARB 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 

Requirements for certification outlined in Certification Guide-_ 
lines ~ .Requirements include: good character; satisfaction of 

NCARB's education, experience, and examination requirements; 

and a current registration to practice architecture issued by an 

NCARB Member Board. 

While Ne.ARB 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 ofsoliciting work 
or participating in a design competition prior to licensure. See 

the Jf.q_?.!'!§fng requirem~nts P..Q8.~ I:! on ncarb.org. 

<o~ ing work or participating m a design competrrion pnor to 

l1censure if you hold an NCARB Certrficate. 
• SECURITY - Your records are maintained on a secure 

0 
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. 
• CONTINUING EDUCATION - Both m1n1-monographs 

and monographs are available to NCARB Certificate 

holders for free! 

Benefits of the NCARB Certificate 

• PRESTIGIOUS CREDENTIAL - By obtaining and maintain-

ing the NCARB Certificate, an individual has demonsbed 
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. 

, RECIPROCITY - The NCARB Certificate maketsr 
obtain reciprocal registration in other ju~1c. ln , 

many registration boards require th~N.e • e 
for reciprocal registration. Most NC B oards 
accept the NCARB Certificate as a y hod to sup-

port reciprocal registration. fa 
• MOBILITY - The NCARB Ce e es you the mobil-

ity to seek work whe~. your work interests 
center solely on pro s wit the jurisdiction where you 

are licensed, w~· ertificate you are prepared 

to '9:,~ e they move or expand across 
stat e 

PEI D - Many architectural firms consider 

I0n an I portant factor in hiring and ptomo­

tion b~e they know that an architect with an NCARB 

ificate provides the firm with greater flex1b1lity when 
umg opportunities and expanding their practice. Ad-

nally, some Jurisdictions allow the benefit of solicit­

Save Money 
Interns 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-accredited 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 

certification ($1,500) will be 

waived and you will rec~ive a 
50 percent discount on Cer­

tificate renewals for the first 
three years of service. 

1,., ·::::·::·:· :>,~.2~:~:,v:~~1f~'.~:;~~;?~:m\~~\~m~:111111i11
1 
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STEIPS 

5te_e_ 1 

ESTABLISH YOUR NCARB RECORD 

To start participating in the IDP, you 

must have an NCARB Record. 

To create your NCARB Record, go to the 
"My NCARB" section_ ef' on the NCARB 

homepage, 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 
payment. The second will assign your 

NCARB Record number and provide 

further instructions. 

Refer to the NCARB Fees If' 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 should reactivate your existing 

Record by )_9.gg!~.&.!~JQ_your NCARB 
Record online _ef and selecting the An­

nual Renewal option. All renewals and 

reactivations can be submitted online. 

Ste_e_ 2 

IDENTIFY YOUR IDP SUPERVISOR 

_Your IDP supervisor is the individual 

who supervises you on a daily basis 

and has responsibility for and pr es' 

s1onal knowledge of your wo . 

supervisor ts required t~ at e 

information you su~muo 
ence report is true e 

Refer to tha~- .. quiremen:s_ 
when ident~ IDP supervisor. 

(l,~ 

Step_ 3 

IDENTIFY YOUR MENTOR 

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 ~!:lpervision requirements_ 
to identify who can serve as your men­

tor for IDP. 

Refer to www.aia.org/mentorship l!i' 

for more information about the AIA 

mentorship program. 

IDP GUIDWNES jJULY 2015 ◄i :!) 
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~DP STIEPS 

Ste_:o_ 4 

DOCUMENT YOUR EXPERIENCE 

The online reporting system allows you 

to document your experience directly 

into your NCARB Record. Log into :Ml!.. 
NCARB" 11!' to access your Record and 

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 experience 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 
guirements). All experience earned at your new employer must be certified by information furnished by you is true In the submitted status, a su. 

your new IDP supervisor.and correct, and that you performed the sor can return a report to 

work competently. • modifications or edits. 

Submitted experience hours ca· 

There are no circumstances in the be lost if they are einvalid 

IDP that allow you to verify your and rejected by a p , or by 

own experience. NCA~i're ea din 
acco ce requirements 

All experience is subject to review and of the ID 

evaluation by NCARB for compliance 

with the program. 

Learn more about NCARB's online 

reporting system here el'. ~o 

Re_e_eat Step 4 Often 

You must submit your experience report 

to NCARB at specified intervals accord­

ing to the reporting.!!_guirements. 

All experience reports must be 
submitted electronically through 

the online reporting system. 

You will not be able to subr.iit a 
report that is in the "saved" status 

if it contains experience more 

than five years in the past. 
To comply with the reporting 

requirements, your experience re­

ports must be in the submitted or 
approved status within the online 

reporting system. 

All Experience Must be Verified 
In most settings, your experience must be verified by your IDP supervisor. There are 
opportunities within supplementa~erience that may be verified by a mentor. 

Changing Emplo~~-
During the cours • icipation, personal circumstances or external factors can 

result in n,,,,,~ t opportunities. lf you change employers, be sure to: 

1.~X..,perience prior to leaving your current employer. All experience 
rne your current employer must be certified by your current IDP supervisor. 

•I · our IDP supervisor at your new employer. 
c nt your experience at your new employer (after meeting the employmen~ei 
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ADDIT!ONAl STEPS 

Document Your 
Education 

Upon graduation, you must 

provide a copy of your final 

transcript to NCARB. 

Download and mail the 

transcript request 

f.9.rr.t:'.!_'tll and any 
associated fee to your 
school(s). 

Each transcript must 

be returned directly to 
NCARB by the school. 

NCARB will only accept 

official transcripts sub­

mitted by the school. 

Monitor your NCARB Record 

status through "My NCARB" !</'. 
This will 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 

school(s). By monitoring your 
Record, you'll be able to deter­

mine if there are hold-ups. 

Trans:nit Your Take the ARE Get Licensed 

NCARB Record Does your jurisdiction allow All jurisdictions require indi­

Registration boards are you to take the ARE before viduals to be licencJ (regis­

required to examine and completion of the IDP? tered) before they iJ.111..call 

maintain a record of the themselves archi 

qualifications of each applicant Each jurisdiction establishes its 

services. Yi~ 

tract to provld.!a a•tec:!l"a-1 

for registration. To satisfy this own application procedures for 

requirement, a complete copy examInatIon. As soon as you you~s n rd to find 

of your NCARB Record may be determine where you will seek ou he q ents and to 

transmitted to a jurisdiction to initial registration you should r8. licensure process. 

support your application for request application materials 

initial or reciprocal registration. from your jurisdiction. Review 0. stration board will 

All NCARB Member Boards your jurisdictional reguJ.~.-: ermine 1f you have met 

accept the NCARB Record for ments et' for l1censure. ~ e requirements for 
In addition to the education,initial registration. 

You must notify~~ experience, and examination 

Transmittal of your Record in your intent to a l --- ' requirements, there may. be ad-

support of initial registration is amin~ :1111 the ditional jurisdictional require-

only available for active req,ltfro~ .....RB" ef. ments. For more information, 
check the J~~gistration Board_Record holders. 

For more"-1:he ARE, visit the Licensin_g_fl._~_guirement p_;!g!!_ i:ci' 
•t.!i.mlSt~ed with the ARE" on www.ncarb.org. 

Transmittal Request• Jurisdictional Requirements 
•When you request transmittal of your NCARBTo autho.rize-to transmit your Record, se­

lect 'i,.u Tran ittal"' on line at "My NCARB"_ Record to an NCARB Member Board, NCARB will 

cess i ons on transmitting your try to apprise you of any additional requirements 

°CARB~ord to the NCARB Member Board of that exist for that jurisdiction. However, you 

your cho~ you cannot access this online ser­ should confirm specific requirements directly with 

vice or need assistance with your request, please the jurisdiction prior to seeking registration. Please 

contact customerservke@ncarb_.q.i:g_. review the -~~gistration Board Licensing Reguire­
ment_pag_e ef on www.ncarb.org to determine the 

specific requirements for reciprocal registration in 

any jurisdiction. 

Get NCARB Certified 

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. 

9.f.&- 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...~fA.~~. el'. 

lf 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: IEliGilBHJ'JY, REPOR11"1NG, AINID !!:Mfll0Yj!l)Jnl£N1' 

Eligibility Requirements 

You can earn IDP experience once you have 
successfully graduated from high school or an 

established equivalent. 

~o 

Reporting Requirements Em_e_loyment Reguirements 

All experience must be submitted online through the To earn experience in ~~-nlmtA. ~~.nti:!&.9., :P..~!l&D..9.t 
online reporting 5Ystem or .M.Y..!P.f ef'mobile app--free .<=_Q!.'.~ction Related Employment" within ~~.t:!i.n.&..~, 
for iPhone and Android. scenarios in "Construction Work" within 

t.,!:l!J.~portunities., you must be employed. 
To earn full credit for experience, interns must submit all 

experience including supplemental experience in report- ~• internships are not eligible to earn experi-

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

Experience reported beyond the two-month filin 

od and up to five years after the date of thrl,!li 
will be accepted at a reduced value of fifty n 0 

percent) toward the IDP requireme~t 

Provisions have been made t:e ensions to 
the two-month filing period. r in ation on 

the reportin·g···re·'.9quu~i aa~xt ions, please refer 
to the NCARB_:4-tt~~ 

pmentinl'experience for the purpose 

'CARB Certificate are not subject 

~ requirements when retroactively 
'~ir experience. However, they must 

1their experience through the online report-

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

• No experience may be earned outside of the U.S. 

or Canada, except at an organization engaged 
in the practice of architecture, an 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 
defined in Additional O1m.2.rJ~.1Ji!!~.~- you must be 
employed by the institution. 

. . 
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S: Su_e_plemental Experience 

IDP REQUIREMENTS: IEJ{Pr£RIENCIE 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: 

A: Practice of Architecture 

1,860 HOURS MINIMUM 

Direct supervision by an IDP supervisor licensed as an architect in a U.S. or Canadian jurisdiction in an organization 

engaged in the lawful practice of architecture. 

• The definition ofthe "lawful" practice of architecture is determined by individual jurisdictions. For more irr-

mation contactyour r.~gistration board.~- J ..,. ~ 
You must earn a minimum of 1,860 hours in experience setting A. There is no maximum number of~d 
may earn in this experience setting 

O: Other Work Settin~s 

1,860 HOURS MAXIMUM 

Direct supervision by an IDP supervisor licensed as an architect in a U.S. or Can· 

engaged in the practice of architecture. 

Direct supervision by an architect not registered in the United States/C~gaged in the practice of architecture 

outside of the United States or Canada. ~ 

Direct supervision by a landscape architect or registered en~ing as a structural, civil, mechanical, fire protec­

tion, or electrical engineer in the field of building constructi~v 

traditional work setting. Many of the supplemental experience 

opportunities may be completed whether or not e~ployed. To earn !DP credit, experience earned through 

supplemental experience may not earn academic cred!t. 

Academic Internships 
Many schools have programs where interns work 

• as part of their degree curriculum. Any 

that is integrated into an academic 

:ther as a requirement or as an 
·•considered 2n academic internship. 

academic internship indudes employment 
within Experience Setting A or 0, 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 qualify, including the eligibility, reporting, and 

employment requirements. 

Reporting Academic 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 NCARB, nor identified within 

the online reporting system. 

Tip 
If you are interested in specific programs at your 
school, please contact your school's architect 

licensing advisor. If you are not sure who your 
architect licensing advisor is, check the Architect. 

Licensing Advisor sectio11 of www.ncarb.org ef. 
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IDP REQUIREMENTS: SUfllERVISllON 

Sue_ervision Requirements 

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 superYisors 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 0 

your IDP supervisor must be licensed per the experi­

ence setting~. but not necessarily in the jurisdiction 

where they are located. 

Ifyou are earning experhmc<2 in New York, you must 

contact the New York board to v<2rify its supervisor 

requirements. 

DIRECT SUPERVISION 
"Direct supervision" of interns shall occur either through ve many mentors throughout your career. A 

personal contact or through a mix of personal contact men r is ned as a loyal advisor, teacher, or coach. In 

and remote communication (e.g. e-mail, online markups. pportunities for your mentor to certifyt ,..,. ar 
webinars, internet) such that the IDP supervisor has ce ir~_: emental experience opportunities and pro-

control over the work of the intern and has sufficient~ e .dance in your professional development. 

professional knowledge of the supervised work so th 
the lDP supervisor can determine that the intern~ serve as your mentor for the IDP, the individual must 
derstands and is performing his or her work exper hold a current license to practice architecture in a U.S. 

within the professional standard of care. or Canadian jurisdiction; however, your mentor does 2, 
not have to be registered in the jurisdiction where you 

To earn experience hours in workp~a• are located. 
scribed in this document, the inte ust k under 

the direct supervision of an [~·r e supervi-
sor shall verify the ex erienc of te nd foster 
a professional relat· ,h ded in a direct 
professional ass tio en t e intern and 

the supervisor. 

IDP GUIDELINES IJULY 2()15 • 
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IDP REQUIREMENTS: EXPEIUIE!MCE CATEGORIES AND ,t\RIEAS 

3,74!0 Exp_erience 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. 

E~perience Are~s 

The four experience categories include 17 experience areas. To complete the 3,740 re­

quired hours, you must satisfy the minimum hours required in each experience area. 

Required Hours 

Hours documented in each lDP 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 

minimum employment duration requirement. NCARB recommends that interns q 

to report all hours. Doing so will help facilitate licensure and reciprocity in juris• 

with different experience requirements. 

<o'° 
~o 

Pre-De~il£n 

Prog_rammip,& 
Site and Building Analysis 

Project Cost and Feasibili 

Desi_g_n 

Schematl 
En • . 

s:r~!l-~".s.! 
ulations 

ment 

·erial Se:IQ2:c_t_i_c,_r1_~._r19_$,2.ecificatlon 

Project Management 

.~!~.9_i.ng and Contract Neg!?.!~~!l':?.~. 
Construction Administration 

Construction Phase: Observation 

General Project Management 

TOTAL 

Practice Mana_g_ement 

Business Operations 

Leadership and Service 

TOTAL 

HOl!JRS 

Required Hou:s 

80 

80 

40 

60 
260 

Required Hours 

320 

360 
120 

120 

320 
1,200 

160 

l,600 

Required Hours 

120 

240 

120 

240 

720 

Required Hours 

80 

80 

160 

3914il'.JI 
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!DP REQUIREMENTS: SU!PIPllEMIENl"Al IEXl?~RIIENCIE 

WHETl-lER OR NOT 

EMPLOYED? WHO APPROVES WHERE THE HOURS GO HOURS EARNEDOPPORTUNITY 

See employment. 
IDP Supervisor Up to 930 hours!?.~~~gn or Construction Re[ated Emc!oymen~ !'!!_quiremer.ts 

Up to 320 hours, 80 hours minimum Yes See page14Supplemental Leadership and Servi~ 

Experience 
'.~i?.~~_ignated !DP Up to 40 hours per areaCommunity-Based Design Center/Collaborative Yes 
Sue_ervisor"There are several opportuni­ .s 

ties to earn hours through i 
Yes NCARB 40 hours

supplemental experience. CSI Certification_:_ C::::~~A 8 t 
However. each opportunity -~ ~ g 

40 hours ~tihas specific limitations in CSI Certification: CCS Yes NCARB ~ g_ 76 

terms of maximum allow­ B g- :S 
Up to 40 hours per area togable hours. Hours earned Yes 0. C ~_(?.~~!gn Competition~ 

~ ~ 0through supplemental _g .s §
experience are credited to Any IDP experience area Up to 40 hours per area .o E 

Emergj~g Professiona\'s Companion (EPC) Yes ~ E -­
..... 0 ;:ithe specific experience cat­
0 u " E i;'egory or area in which they , . 

Business O,eerations 16 hours ENCARB's Pre>fe_~sional Conduct Monog~P.h Yes 
are earned. I 

Mentor Construction _P_h~e: Observatio~ Up to 40 hour5 
Site Visit Wrth ,M__en_~_! Yes 

<?)<lJ 
~o 

IDP GUIDELINES 

1·.- ----------:-·Lr.;::;:1.· 

https://quiremer.ts


IDP REQUIREMENTS: SUPP!LEMEINTAL 

Design or Construction Related Employment Leadership and Service Additional Opportunities 

930 HOURS MAXIMUM 

Design or construction related activities under the 

direct supervisio~ of a person experienced in the 
activity (e.g. analysis of existing buildings; planning; 

programming; design of interior space; review of 

technical submissions; management of building 

construction activities). 

REPOIU"ING DESIGN OR CONSTRUCTION 
RELATED EMPLOYMENT 

Experience must be submitted in compliance 

with the reportin_g..!!.9uirements. 

0 
~ 

~ 

80 HOURS MINIMUM 
320 HOURS MAXIMUM 

40H 

Qualifying experience rs pro bone, m support of an You ~ eaij!' maximum of 40 hours in each of the 

organized act1vrty or in support of a specrfic orgarnza- ~h:~ce areas by completing any combina~ 

t1on. There must be an ,nd1v1dual who can certify to ~ n the following NCARB-recognized supplemental 

NCARB that you have performed services in suppo?z} 1ence opportunities: 

the organization. 
• CSI Certification: CCS & CCCA 

APPROVAL OF LEADERSHIP AND SERVICE fa •Community-Based Design Center/Collaborative 

Whenever possible, the individual certifyin L d- • Design Competitions 

ership and Service experience shou~ in • Emerging Professional's Companion {EPC} 
charge of the activity at the organi ·on. ever, your • NCARB's Professional Conduct Monograph 

IDP Supervisor or mentor can~ Leadership .. Site Visit With Mentor 

and Service experien~ I Q 
You may not earn more than 600 hours through any 

You may satisfy.r IQ#rnhiP an service requirement combination of these qualifying supplemental experi-

in any combinatio:5~ing categories: ence opportunities. 

• Design lndust ted {construction, arch 

se~·lanning development) 

ex: a ~~e:;anity, mediator at City 

at, n related 

• itic at design review, £SOL teacher, 

cipation in high school career day 

Strengthening of community 
ex: volunteering for food drives or soup kitchens 

• Regulatory or professional organization 
ex: volunteering for A/A or USGBC. 

Boy/Girl Scouts 

REPOIU"ING LEADERSHIP AND SERVICE 
Experience must be submitted in compliance 

with the reporting~uirements. 
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IDP REQUIREMENTS: !Ulfll!P'lLiEMIE!N!TA!L IEX?IEIIUEl!'l!JCIE 

~o 

Communit_r-Based Design Center/CoHaborative 

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. 

Community-Based Design Center/Collaborative organi­

zations must apply to NCARB to be recognized for the 

purpose of IDP credit. 

The organization must be pre-approved by NCARB 

before the experience occurs.. 
For the list of qualifying Community-Based Design Cen­

ter/Collaborative organizations currently recognized by 
NCARB. please check our website_ 11'.!". 

Organizations interested in applying to NCARB should 

contact t9.p@ncarb.org. 

CSI Certifications: CCS & CCCA 

To be considered as a recognized organization, the Interns, whether or not employed in a qualified experi­

Community-Based Design Center/Collaborative must .r-ing, may earn hours for completing the follow­

meet the following criteria: ing CSl~ifications: 

• The organization must have 501(c){3) status as a 
charitable organization. CSI ~lle~nstruction Specifier (CCS): 40 hours in 

The work must be in support of "building" or <!···rction and Specification for passing the 

"planning" projects. ~ iiication 
The organization must have an established on -
ing relationship with an architect who can e~is SI Certified Construction Contract Administrator 
direct supervision_ over the work of the inte . (CCCA): 40 hours in Construction Administration for 

This individual will be considered the~t passing the CCCA certification. 

IDP supervisor" for the organization. 
• The.work performed by the~r• Information regarding the Construction Specifications 

be documented as related t e IDP peri- Institute is available at www.csinet.org 0'. 
ence areas and certifiee, • ted IDP 
supervisor" as directly a tn ctice of REPOFITING CSI CEIU"IFICATION 
architecture~ "' You must upload the CS] certificate documenting 

completion of the program 

D DESIGN CENTER/ Once reported, the CSI Certification is reviewedREPORTING CO 
and approved by NCARB. 
Experience must be submitted in compliance with 

V 
• Th~pervis~r'for the organization must ap-

P( e r. xpenence.. the reporting requirement. 

~ n ust be submitted in compliance with 

P.9.tt:!ng requirement~. 

·:- •·:·:/ ... •: ,,. , .· . ·-: :\:;; :.·:)< :: _··:/·:\::: :):i1!!~)/~~~l~~;:::%\\\i\i!rn~r
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IDP REQUIREMENTS: SUPPl!J~,MIENTAl EXPERi~NCE 

Desi.S_n Competitior.s The Emergirig ?rofessionals Compaiiion (EPC) 

Interns may earn up to 40 hours in each IDP experience 
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: 

Align to at least one of the IDP experience areas 

Be for a "building" or "planning" project 
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 "'''-=== 

REPOKl"ING DESIGN COMPETITIONS: 
You must upload your completed Design Compe­

tition Verification Form. 
Experience must be submitted in compli2nce with 

the reporting requirement. 

Interns whether or not employed in a qualified experi­

sion 

:tting can earn up to 40 hours in each experience 
pleting activities in the Emerging Profes­

nion (EPC). 

Ml t'omplete EPC activities for IDP hours under 

EXPECTATIONS ~ ervision of either their IDP supervisor or mentor. 

Intern ~ 
Research and identify possible (lj. •EPC, located at www.epcomrpanion.org_[!l"z is an 
design competitions IDP enrichment resource. The EPC provides free 

Se.lect appropriate competition with fa web-based experience opportunities outside of 
mentor approval 

Determine and document as~ ork 

• Develop competition entry 
Review work with menJZ; asis 
Submit competition e y 
Complete t _ ti , 
Documen peri rough the online 

and upt ad the verification form 

Mentor 

• Re~issible cofnpetitions with intern 
• A o petition selection 

r, osedscheduleofwork 

w competition work with intern on a ~a.r basis 

w final competition entry prior 
You must upload a complete P.~~ign Competo1t·.. to submission 

Verification Form ffi. ~ 
To qualify for IDP credit, the compe ent 
must be completed and submitte n c liance 
with the published design competition 

requirements. 

the studio or work environment. 

• 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. 
• Each activity is worth eight hours. 
• Only activities identified as qualifying for core 

credit can be applied to your required hours. 
Interns can earn a maximum of 600 hours through 

EPC with no more than 40 hours earned in any 

one of the IDP experience areas. 

If an intern has already completed the maximum al­

lowable of 40 hours in a given experience area through 

any combination of supplemental experience, then 
EPC activities completed in that experience area will be 

applied to any additional experience requirements for 

your jurisdiction or for the purposes of reciprocity. 

EPC activities completed for IDP credit may not receive 

academic credit. 

{continued on next page) 
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IDP REQUIREMENTS: SUWJIJlll!EMIEINTAIL EXIPIERIIENCIE 

The Emerging Professicmals Companion (IEPC) 
continued 

WORK PRODUCT 

lt is required that interns retain copies of all documenta­

tion related to EPC activities completed for IDP credit 

for a period 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 AIA associate member, 

you may obtain 2. temporary AIA customer num­
ber by completing the webform at www.aia.org 

ef. Contact the AJA at emergingP.rofessionals@ 
aia.org with any additional questions. 
Associate members of the A!A may use their as­

sociate number to report continuing education. 

EPC activities must be reviewed and approved by 
your IDP supervisor or mentor. 

Experience must be submitted in compliance with 

the reporting requirement. 

NCARB's Professional Conduct Monograph Site Visit With Mentor 

Interns, whether or not employed, may earn 16 hours in Interns may earn up to 40 hours in Construction Phase: 

Business Operations by reading the NCARB Professional Obs~![Q.l'.1. for visiting construction sites with their 

Conduct Monograph and passing the related quiz. 

NCARB monographs are written by experts in their ~·e 
en. 

r(ust be outside of a recognized experi-

fields and explore topics relevant to architectural prac-
tice. NCARB monographs may be completed by archi-~ 
tects to satisfy their continuing education requireme ATIONS 

or by interns for IDP credit. Interns completing Nrs • Opportunities where an intern can see the prog-
monographs for IDP hours will not be eligible to r e ress of a job over time are idea~ however, single 

the monograph for continuing education c~... visits to a site are acceptable. 
It is 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 

MONOGRAPH 
Interns may download a PDF 

Conduct Monograph 
NCARB Record. 

REPORTING NCA 

MONOGRAPH 

• Takes the quiz. The quiz will be available encouraged. 

to • y. r NCARB Record. 

w do not pass the quiz may repeat the The site visit should include a level of learning consis­

as necessary. tent with what an intern could expect to learn if their 

ill automatically earn IDP hours upon pass­ firm was working on the project.~ e quiz. 
REPORTING SITE VISIT WITH MENTOR: 

~o Your mentor who lead the site visit must approve 
your experience. 

Experience must be submitted in compliance with 

the ~l?.9.~if.l.8 reguiremen~. 

IDP GUIDELINES IJl:JLY 2Ql5 

-------i;n.-,:- ·-i-:; ___ ,.,.__ 

www.aia.org


IDP TASKS AND KNOWLEDGE/SKILLS 

The requirements for IDP are based on the tasks and knowledge/skills necessary to practice architecture independently. Each ~-~perience area has tasks and knowledge/skills that have 

been derived from the f..~fl.~!!~e Analysis ofArchitecture_r!l. Upon completion of the IDP, you should be able to complete the tasks associated with each experience area 

Categc::,iy 1: Pre-Design 

Programming 

Site and Building Analysis 

Project Cost and Feasibility 

P.!~f.lX~!f.l.& and Zoning_R~&1:IJ?!~!9X!~ 

Cate~ry 2: D_esig_n 

Schematic Design_ 
Eng_ineering Systems 
Construction Cost 

Codes and Regulations 

Design Development 

Construction Documents 

Material Selection and Se.ecification 

«)0 
..<....,O 

Category 

!!Iii<?.~! 

Phas~

Man3: Category 4: Practice Mana!!:ement 

!?.!!J.9ing and Contract Business Operations 

Construction Admini leadershi.e. and Service 

Construction .....,,... 
General Project M 

0,q 

Are y0u hiPJYing trouble gaining 
'.Dperience in a specific experience 
area'? 
Use these tasks as reference when 

discussing experlence opportunities 

with your !DP supervisor or mentor. 
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IDP TASKS AND KNOWLEDGE/SKILLS 

PRE-DESIGN 

,ROGiftj\MMl!l¼IIG 
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 

AT THE COMPLETION OF YOUR INTERNSHIP, 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 

Establish sustainability goals for the project 

Define the scope of the pre-design services 

KNOWLEDGE OF/SKILl IN 

Architectural programming including working with clients to define their 

Facilities planning {e.g., building use; building conditions; systems condition_,,. 

structure; space allocation} 

Space planning e,
Sustainable design 

Contract negotiation (e g., fees, scope, schedules) ~ 
Oral and written communications 

Critical thinking (e.g., analys,s, synthesis, and evaluation orm n) 

Interpersonal skills (e.g., listening, diplomacy, responsivenes 

Team building, leadership, participation 0 
,_;,,,.,, .,,o, ~ 

PRE-DESIGN 

SITE AND l:llUilDiNG ANA!LY~~$ 
Minimum Site and Building Analysis 

DEFINITION: Involves research and of a project's context and may include 

site and building evaluation, Ian ~sign, and urban planning. 

TASKS 

AT THE COMPLETl'fliRTNTERNSHIP, YOU SHOULD BE ABLE TO: 
., Develop or r ie kt~plan 

• Establi~inj e of site survey(s) 
.. Revie-Lit~ s 

Interpreting existing site/environmental conditions and data (e.g., topography, 

drainage, soils, local 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) 

Site design 

Building design 

nical and hydrological conditions 

site analysis 

environmental, social, and economic conditions related to project 

nt and evaluate existing conditions 

OWlEDGE Of/SKILL IN 
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IDP TASKS AND KNOWLEDGE/SKILLS 

PRE-DESIGN 

i?'ROJECT CO§T AND fltASIBfil!JTY 
Minimum Project Cost and Feasibility Experience: 40 Hours 

DEFINITION: Analyze and/or establish project costs relative to project conditions and 

owner's budget. 

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 IN 

Project financing and funding 
Project delivery methods 

Construction sequencing 

Cost estimating 
Value engineering 
life cycle analysis 

Project budget management 0,tf. 
Critical thinking (e.g., analysis, synthesis, and evaluation of inf._orm~ 

PRE-DESIGN 

ZONING 
Minimum Planning and Zoning Regu 

DEFINITION: Evaluate, reconcile, an 

professional design standards. 

\te applicable regulatory requirements and 

TASKS 

AT THE COMPLET1F&~RINTERNSHIP, YOU SHOULD BE ABLE TO: 

• Identify req ~,.j'fegulatory agencies 

• Prepare...iiiliiL,pr n mittals for governmental approval 

fSKlll IN 

d regulatory requirements (e.g., zoning, planning, design review) 

approval processes 
des. zoning codes, and ordinances 

;,-ccess1onity 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 
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IDP TASKS AND KNOWLEDGE/SKILLS 

DESIGN 

SC:!Hl!El¼l'ti!l-1ilC DESIGINI 
Minimum 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 INTERNSHIP, YOU SHOULD BE ABLE TO: 
Develop design concepts, including site design 

Prepare schematic design documents 

Apply sustainable design principles 

Apply historic preservation principles 
Prepare presentation materials (e.g., models, renderings, drawings} 

Develop project phasing plans 

KNOWLEDGE OF/SKILL IN 

.3-D modeling Freehand drawing and design ske.: 

Adaptive reuse of buildings Graphic communication 

and/or materials Implications of design decisions 

Alternative energy systems and cost, engineering, schedule' 

technologies 
macy, res1 
Life safe" 
Manual 

g (e.g., day-

lnterpersonal skills (e.g.,~,.diplo­

Architectural history and theory 

Basic engineering principles 

Building design 
Building Information Modeling 

(BIM) technology 
Building systems and their integration 

Computer Aided Design and Drafting ~f:ilem..,ing 
(CADD) • Si 

Conflict resolution Spac~nning 
Construction sequencing • atial visualization and modeling 

Creativity and vision • :stalnable design 
Critical thinking (e.g., analysis, synthesis, • Team building, leade1'3hip, participation 
and evaluation of information) • Universal design (environments usable by 

Design impact on human behavior everyone regardless of limitations) 

Design principles Vertical circulation 
Designing and delivering presentations 

DESIGN 

iEINIGINEiER!NIG SYST~~~S 
Minimum Engineering Systems ExpeKnce: 360 Hours 

DEFINITION: Involves selecting and ~cistructural, mechanical, electrical, and 

other systems, and integrating~~ t uilding design. These systems are nor-

mally designed by cons.ultan~;; e with the client's needs. 

TASKS 
INTERNSHIP, YOU SHOULD BE ABLE TO: 

sic structural elements and systems 

systems (e.g., structura~ mechanical, electrical, fire safety, 

'ele~munications/data) and reconcile systems' conflicts 

able design principles 

Implications of design decisions 

and/or materials (e.g., cost, engineering, schedule) 

Alternative energy systems Indoor air quality 

and technologies Interpersonal skills (e.g., listening, 

Basic engineering principles diplomacy. responsiveness) 

Building envelope Life safety 

Building Information Modeling Life cycle analysis 

{BIM) technology Natural and electric lighting 

Building systems and their (e.g., daylight, solar control, 

integration energy consumption) 

Characteristics and properties Oral and written communications 

of construction materials Problem solving 

Conflict resolution Product evaluation, selection, 

Critical thinking (e.g., analysis, and availability 

synthesis, and evaluation of Sustainable design 

information) Team building, leadership, 

Design impact on human behavior participation 

Design principles Technological advances and 

Engineering load calculations innovative building products 

Hazardous materials mitigation Vertical circulation 
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IDP TASKS AND KNOWLEDGE/SKILLS 

DESIGN 

CONSTRJIJCT!ON CO!!iT 
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 TO: 
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/SKILL IN 

Alternative energy systems and technologies 

Building Information Modeling (BIM) technology 

Construction sequencing 

• 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 

Product evaluation, selection, and availability 

• Value engineering <o0 
~o 

DESIGN 

CODIES REGl!JlATIONS 
Minimum Codes and Regulations Ex 

DEFINITION: Involves evaluating as ·ect in the context of relevant local, state, 

and federal regulations that pro: th, saJety, and welfare. 

TASKS 

."l-, building, energy, accessibility) 

iode officials 

pproval agencies and obtain approvals 

s, codes, and guidelines 

des, zoning codes, and ordinances 

~onttlC:t resolution 
e Critical thinking (e.g., analysis, synthesis, and evaluation of information} 

Designing and delivering presentations 

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

o Interpersonal skills {e.g., listening, diplomacy, responslveness) 

Life safety 

Permit and approval processes 

Problem solving 
Specialty codes and regulations (e.g., seismic, life safety, fair housing, historic 

preservation, energy) 
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IDP TASKS AND KNOWLEDGE/SKILLS 

DESIGN 

II)iSIGIN DIEVIEil.J)irDM!EIN'i 
Minimum Design Development Experience: 320 Hours b 

DEFINITION: During design development, a project's schemat1c'deS1gn is relined, 1nclud1ng deS1gning details and selecting material h,s occurs after the owner/client has ap-

proved the schematic deS1gn. 

TASKS 

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 principles 

l<NOWLEDGIE OF/Sl<llL IN 

3-D modeling 
Adaptive reuse of buildings and/or materials 

Alternative energy systems and technologies 

Applied mathematics (e.g., algebra. geometry, trigonometry} 

Basic engineering principles 

Bu1ld1ng deS1gn 

Building envelope ~0
Building Information Modeling (BIM} technology 

Building systems and their integration 

Characteristics and properties of construction materials 

Computer Aided DeS1gn and Drafting (CADD} 0 
Conflict resolution ~ 
Constructability 

Construction details 

Construction sequencing 

Creativity and vis;on 
Critical thinking {e.g., analysis, synthesis, and evaluation of information) 

Design impact on human behavior 

Design principles 
Designing and delivering presentations 

• "'~,-, Oo~ :;!Ii 

• Freehand drawi~"" i tching 
• Furnishings, fi#e~ ipment 
• Graphic com 

Hazard~r-...,i'itigation 
lmplicaliloiiesign decisions (e.g., cost, engineering, schedule} 

aterials and finishes 

naging quality through best practices 

Manual drafting 

nal skills (e.g., listening, diplomacy, responsiveness} 

Natural and electric lighting (e.g., daylight, solar control, energy consumption} 

Oral and written communications 

Problem solving 

Product evaluation, selection, and availability 
Project scheduling (e.g., construction document setup, storyboarding, staffing 

projections) 

Site design 

• Space planning 

Spatial visualization and modeling 

Specifications 

Sustainable design 
Team building, leadership, participation 

Technological advances and innovative building products 

Universal design (environments usable by everyone regardless of limitations} 

Vertical circulation 

', ': ';,.,: 
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IDP TASKS AND KNOWLEDGE/SKILLS 

DESIGN 

CONISTRlUICTION DOCUMENTS 
Minimum Construction Documents Experience: 1,200 Hours b 

DEFINITION: Includes the written and graphic instructions used for construction of the project. These documents must be accura , co ent, complete, and understandable. 

TASKS 

AT THE COMPLETION OF YOUR INTERNSHIP, YOU SHOULD BE ABLE TO: 
Prepare construction documents 
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 
Alternative energy systems and technologies 
Basic engineering principles 

Building design 
Building envelope 

• Building Information Modeling (BIM) technology 
• Building systems and their integration 0Characteristics and properties of construction mater<o 

Computer Aided Design and Drafting (CADD) 

Conflict resolution 

Constructability 0 
• Construction details 6-; 

Construction sequencing 

Creativity and vision 
Critical thinking {e.g., analysis, synthesis, an aluation of information) 

Design impact on human behavior 

Design principles 
Designing and delivering presentations 

Engineering load calculations 
Freehand drawing and design sketching 

• Furn1sh1ngs, fixt e 

• Graphic commu 
• Hazardous mat ' 
• Implications sions {e.g., cost, engineering, schedule} 

• Indoor air q I 

lnter,cA,ig...-,i finishes 
ills (e.g., listening, diplomacy, responsiveness) 

1fting _ 
d electric lighting (e.g., daylight, solar control, energy consumption) 

;,t.Jral a;;d written communications 
• Problem solving 

Product evaluation, selection, and availability 
Project scheduling (e.g., construction document setup, storyboarding, staffing 

projections) 
Site design 

Space planning 
Spatial visualization and modeling 

Specifications 

Sustainable design 
Team building, leadership, participation 
Technological advances and innovative building products 

Vertical circulation 
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IDP TASKS AND KNOWLEDGE/SKILLS 

DESIGN 

DiilliAifR!Al Sll[IL!EC'flON AND SP!EC!IFICA"!FiON 
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. 

Tt1Sl<S 

AT THE COMPLETION OF YOUR INTERNSHIP, YOU SHOULD BE ABLE TO: 
Prepare specifications based on performance criteria 

• Research, select, and specify materials 

KNOWLEDGE OF/SKlll IN 

Adaptive reuse of buildings and/or 

materials 
Alternative energy systems and 

technologies 
Basic engineering principles 
Building design 
Building envelope 
Building Information Modeling {BIM) 

technology 
Building systems and their 
integration 
Characteristics and properties of 

construction materials 

Constructability ~~ct~eduling {e.g., construe-

lmplications of design decisions 

(e.g., cost, engineering, schedu. 
Indoor air quality 

Interior materials and flnishe~ -
Interpersonal skills (e.g., listening, 

diplomacy, responsivll 

Life safety a 
Managing~th b_.t 

practi 
Oral and~ co.unications 

• Pr~evaluat~n, selection, and 

PROJECT MANAGEMENT 

BIDDING AND CONTMCi N~G01F!AilON 
Minimum Bidding and Contract Neg, 

DEFINITION: Involves the establish~tdministration of the bidding process, issu-a 
ance of 2.ddenda, evaluation o~ d s itutions, review of bidder qualifications, 

analysis of bids, and se~ctioi#f.,,iJ ctor(s). 

TASKS 

INTERNSHIP, YOU SHOULD BE ABLE TO: 

·e in bidding/negotiating phase 
cl material substitutions 

uments including addenda 

:o~ resolution 
:onstTuction procurement (e.g., bidding, negotiating) 

Contracts {e.g., professional services and construction) 

Interpreting construction documents • 
• Oral and written communications 

Product and material substih.ltions• 

• Project delivery methods 

Construction details 

Construction sequencing 

Critical thinking (e.g., analysis, synthe-
sis, and evaluation of information) 

Design principles 

Furnishings. fixtures, and equipment 

Hazardous materials mitigation 

tio~ument setup, storyboard-

• g, staffing projections) 

• ite design 
• Specifications 

• Sustainable design 

• Technological advances and innova-

tive building products 
Vertical circulation 
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IDP TASKS AND KNOWLEDGE/SKILLS 

PROJECT MANAGEMENT 

CONSTRUCTION ADMINISTRATION 
Minimum Construction Administration Experience: 240 Hours 

DEFINITION: Tasks carried out in the architect's office include facilitating project com­

munication, maintaining project records, reviewing and certifying amounts due contrac­

tors, and preparing change orders. 

TASKS 

AT THE COMPLETION OF YOUR INTERNSHIP, YOU SHOULD BE ABLE TO: 

Respond to Requests for Information (RFI) 
Issue Architect's Supplemental Instructions (ASI) 

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 

KNOWLEDGE Of/SKILL IN 

Change order process • Project record 
• Sho . sma!lJa

Conflict resolution • . p drawing revie 
nt 

Construction conflict resolution Site obse 

• Contractor application for payment " Team b ,ng, 

• Contracts {e.g., professional services ~"~· 
and construction) 

Interpersonal skills (e.g.. listening, 

diplomacy, responsiveness) 
Interpreting construction 

documents ~o
Managing quality through best 

practices 

Problem solving 
Product and material substitutions 

Project budget management 

Project closeout procedures 

PROJECT MANAGEMENT 

CONSTRUCTION ?HASiE: OBSERVATIDON 
Minimum Construction Phase Obse1 

DEFINITION: Tasks carried out in thfel~de observing construction for confor­

mance with drawings and spec~~v1ewing and certifying amounts due to 

contractors. 

TASKS 

AT THE COMPLETI INTERNSHIP, YOU SHOULD BE ABLE TO: 

Condm-sit~rvations 
Docu n •.~municate status to owner and constructor 

ns 

E OF/SKILL IN 

onstruction procurement 
Contract negotiation 

ctability issues 

Contracts {e.g., professional services and construction) 
Electronic communications {e.g., virtual offices, video-conferencing, web-based 

networking) 
• Interpersonal skills (e.g., listening, diplomacy, responsiveness) 

Invoicing for services 

Oral and written communications 

Permit and approval processes 
Project budget management 

Project delivery methods 
Project records management 
Risk management (e.g., professional and general liability) 

Team building, leadership, participation 
Attend, conduct, and record meetings 

Document project status and progress 
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IDP TASKS AND KNOWLEDGE/SKILLS 

PROJECT MANAGEMENT 

GlENlAAl fl~OJIECT MANA,GIEMIENT 
Minimum General Project Management Experience: 240 Hours 

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

Obtain client authorization to proceed per contract phases 
ritten communications Present at public hearings 

'ermit and approval processes Document project status and progress 
Post-occupancy evaluations Monitor project construction costs 
Project budget management Prepare owner/contractor agreement 
Project delivery methods Conduct post-occupancy evaluation 

!II.,~ for services 

quality assurance. 

TASKS 

AT THE COMPLETION OF YOUR INTERNSHIP, YOU SHOULD BE ABLE TO: 

Prepare and manage design contracts {owner/architect) 
Prepare and execute professional services contracts {architect/consultant) 

• Attend, conduct, and record meetings throughout all phases 

Select, manage, and coordinate consultants 

Partner with the owner's project delivery team 
• Prepare and manage design team schedule and budget (consultant and staff costs) 

Identify the project design team members and their required scoB,.vices, 
roles, and responsibilities (e.g., architects, engineers, spec~on.. 
Identify the project delivery team's roles and responsi'r;#i'es~ 
contractor, program manager) 
Identify project delivery method 

~o 
ts. 

rchitect, 

Lonstrucnon o~m~1e.g., 01ading, negotiating) 
s, scope, schedules) 

Contrac~paf~cinal services and construction) 

Designi,,qj_~ng presentations 
oJunications {e.g., virtual offices, video-conferencing, web-based 

• ~pe..nal skills (e.g., listening, diplomacy, responsiveness} 

Project records management 
Project scheduling (e.g., construction document setup, storyboarding, staffing 

projections) 
Risk management (e.g, professional and general liability) 

Team building, leadership, participation 

IDP GUIDELINES l)ULY2015 
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IDP TASKS AND KNOWLEDGE/SKILLS 

PRACTICE MANAGEMENT 

Bl!ISffilNlES~ OPIEAATIOINJS 
Minimum Business Operations Experience: 80 Hours 

DEFINITION: Involves allocatlon and administration of office resources to support the 

goals of the iirm. 
, 

TASKS 

AT THE COMPLETION O_F YOUR INTERNSHIP, YOU SHOULD BE ABLE TO: 
Obtain and maintain profes51onal and business licenses 
Manage project revenues and expenses 
Calculate hourly billing rates 

Negotiate and establish fees for basic and additional services and 
reimbursable expenses 

Invoice for services rendered and reimbursable expenses 
• Develop and manage positive client relationships 

KNOWLEDGE 0"/SKllL IN 

Business Operations 

Business planning 
Contract negotiation {e.g., 

r se~ 

fees, 

Current software applications 

Designing and deliveri~g 
Electronic communicat· s . al offices, video-conferencing, 

web-based netw ·n 

: Entreprene_u~""' 
Ethics and 1n ~' _ 

• Financial ma1 
• lnfore~ent (e.g., hardware and software maintenance, 

<o 
office a ) 
~ ills (e.g., listening, diplomacy, responsiveness) 

voic for services 
d eth'.cal '.ssues perta'.n'.ng to cont~cts 

eg d ethical issues pertaining to practice {e.g., liens, taxation, \icensure} 

AT THE COMPLETION OF YOUR INTERNSHIP, YOU SHOULD BE ABLE TO ACTI~ • anaging quality through best practices 
PARTICIPATE IN THE FOLLOWING TASKS: ("Actively participate" is the expecta t 

you. will collaborate with your supervisor in learning how to perform the task.) 
Business Operations 

• Maintain record management systems 0 
• Develop and ,manage_ firm's strategic and business plans 
• Develop firms financial plan 

• Develop, implement, and manage marketing and com i ans 
• Obtain and update computer technology, including secur sand licenses 

• Investigate and use new digital technologies 
Human Resources a 

• Develop and manage human resource ce ·cies operations 
Conduct performance appraisal, c velop nd compensation reviews 
Recruit, retain, and manage staff 

Develop training and professional developm plans, including JDP and continu-
ing education requirements 

Legal & Insurance 

Establish firm's legal structure 

Consult legal counsel 

Secure liability and other insurance 

• Marketing and communications 

• Or~l and written communications 
• ProJect budget management •Recognized ethical standards of the profession 
• Requests for Qualifications (RF_Q) and Requests for Proposal (RFP) 
• Risk management (e.g., profesS1onal and general liability) 

• Strategic planning 
• Team building, leadership, participation 

Human Resources•Human resources management 

• IDP mentoring and supervising 
• Ora[ and written communications 
• Managing quality through best practices 

• Interpersonal skills (e.g., listening, diplomacy, responsiveness) 
• Team building, leadership, participation 

• Mentoring and teaching others 

• Personal time management 

• Ethics and integrity 

• Supervising 
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!DP TASKS AND KNOWLEDGE/SKILLS 

PRACTICE MANAGEMENT 

!LIEADlR~Hif AND Si!lltVICIE 
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 (lj
enhances their professional development. Community service does not have to be 

limited 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 

Identify and articulate leadership traits required to maintain a successful and 

healthy office environment in an architecture firm 

quality of life 

KNOWLEDGIE OF/SKl!.l IN 

Community leadership/civic involvement 

Creativity and vision 

Entrepreneurship 

Ethics and integrity 

Interpersonal 

Contribute your talents in a community-based organization to improve ti 

skills {e.g., listening, diplomacy, responsivenes 

Managing quality through best practices 0 
Mentoring - teaching others ~ • 
Personal time management 

• Service to the profession (e.g., Al C 

Supervising 

Team building, leadership, participation 

' .·,· . ·:• 
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ADD§'f!ONIAIL OP?OR.il"lJJINITIES lrOIRJUR~SDICTIOINAl ~XIPIEl!ltlEt~CIE 

WHETHER OR NOT EMPLOYED? WHO APPROVES HOURS EARNEDOPPORTUNITY 

930 hours 
Some jurisdictions may require ,, 
documentation of additional hours to --------------------------------------,1,. ." ." Advanced De_g_~!S. Yes 

_l! E
.:: ~meet their experience requirement. Yes Up to 1,860 hoursAIA Continuing_ Education o ·s 

NCARB recommends that you submit " er:g~
all experience until you have satisfied " .

15 5Up to 930 hours E ·.:;::Construction Work Yesyour jurisdiction's requirement. You 0 ..!::! .u " 

, can review your jurisdiction's licensing ~·~ 

requirements on our website. .E ~ Yes 40 hoursCSI Certrficate_ P_ro~.: CDT "~ " "5 .!!! 
.c ~ 

The opportunities listed here do not Up to 1,800 hours 0 §:g t:
IDP Supervisor or Mentor (includingqualify for the IDP's required hours or ~~~rS!ng Professional's Com.e~r:i.i.?.~.{sf:3.~1 Yes 

~ 
~o 

a.
EPC for core) 0 a.

any specific experience area. How­ E O 
,-;; 

ever, you can use these opportuni­ E " NCARB 40 hours ·x .2GBCI LEED AP Credentialties to meet additional experience i~ 
requirements in your jurisdiction. < 

Completion of these opportunities uirements_ !DP Supervisor Up to 1,860 hoursI~~S.~.i!~i or Researc~ 
will be added to your total hours. 

~0 
~o 
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•r,Kts Will not be able to approve your advanced 

~ d~e until after the official transcript from your 

ool has been received. 
• ·Experience must be submitted in compliance with 

the reporting requirement. 

A!!JDll'DONAJL OPIPORl'UNll'IIES fORJURl~DilCTiONAIL IEXJJlllEl!ltlllENIIC:IE HQUllRIEMIE!Nll'S 

Advanced Deg_ree 

Interns may earn 930 additional hours for earning an 

advanced degree in architecture after earning a profes­

sional degree in architecture from a program accredited 

by the NAAB or CACB. This opportunity is available for 

one degree only. 

Interns may earn lDP credit for advanced degrees in 

architecture that meet the following criteria: 

The advanced degree must be conferred after the 

iirst professional degree (dual degrees do 

not qualify) 
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. 

The advanced degree must be documented as re­
lated to the lDP experience areas and certified by 

the institution as directly related to the practice 

of architecture. 

NCARB'S monog~~phs and mini-monog@P.b.~ 
NCARB monographs are written by experts in their fields 

and explore topics relevant to architectural practice. 

NCARB monographs may be completed by architects 

to satisfy their continuing education requirements or by 

interns for JDP credit. Interns completing NCARB mono-

NCARB publishes a list of acceptable degrees on its 
website. Programs identified by NAAB as "post-profes-

sional" degrees are automatica!ly 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 1s conferred. For a l1sr of degrees current! 
recognized by NCARB as qualifying advanced degr~ 
please check our website el'. 

REPOIITING ADVANCED DEGREE 

• Download and marl the trans~r sfa 
and any fee to your school{s 

• Each transcript must be e • ly to 

NCARB by the school.-a:ill accept of-

flcial transcri s i~eschool 
• In additlo re • an official transcript, 

o repo your advanced degree 

• Yol'w.'lllequired to upload a copy of your 

diploma 

·~"'"'~""--'.. ' 

graphs for IDP experience hours will not be eligible to 

repeat the monograph for continuing education credit. 

NCARB monographs are available at www.ncarb.org. 

Interns, whether or not employed, may earn additional 

hours by completing NCARB monographs and mini-mono-

AIA Continuin~ !Education 

Interns, whether or not employed in a qualified experi-
tting, may earn additional hours by completing 

AIA-aP. Yed continuing education resources and pro-

Sel orted continuing education is not eligible

(e"1 red· 

graphs. Best of all, they're FREE for NCARB Certificate 

holders and active intern Record holders! 

Completion of the monographs must be documented 

on an A/A transcript, and reported through the online 

reporting system as AIA continuing education. 

e learning unit earns one [DP hour. 

formation regarding the American Institute of Arch1-
tects (AJA) contrnurng education programs is available at 
www.aiaorg/education ef. 

REPOIITING AJA CONTINUING EDUCATION 
• If you are not an AIAS or AIA Associate member, 

you may obtain a temporary AIA customer num-

ber by completing the webform at www.aiaorg 

ef. Contact the AIA at ~-m~rz!~gprofessionals@_ 
aia.org with any additional questions. 

• Associate members of the AiA 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 A[A transcript is available at 

www.aia.or,Veducation el'. 
Once reported, AIA continuing education is re­

viewed and approved by NCARB. 
Experience must be submitted in compliance with 

the reporting requirement. 
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ADDITIONAL OPIPOIFl"\fUINliTliiES IFORJURiSDiC"fl"iOINIAIL IEXIPERIEINCE ilt!EQUUR.E~~IENTS 

Construction Work 

Interns may earn up to 930 additional hours for con­

struction work performed in either of two scenarios: 

1. Paid position meeting the IDP ~!.!'P.!9J!.ment 
reguiremen~. 

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: 

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 

CSI Certi"!i::ate Program: CDT 

TYPES OF CONSTRUCTION WORK Interns, whether or not employed in a qualified experi­

Qualifying construction activities include "hands-on" :tting, may earn additional hours for completing 

experience working in a variety of scenarios including 'ng CSI certificate program: 

but not limited to: 

• Building layout 

Framing
Roofing 

Concrete and masonry 

• Painting and finishing 
Drywall and plastering 
Flooring 

Tile setting 
Wiring and equipment instal 

~ 
n 

Development Corporation, Youth Corps, religious/ 
multi-denominational development corporations, R G CONSTRUCTION WORK 
neighborhood housing services) Experience must be submitted m compliance with0 • 

~ <o, "'"'"" -•~oo,. 

Ductwork mechanicale • ation 
Plumbing and fixture i a 

Site dearing~aM 

Backhoe olrati~~. etc. 

The ind1v~ert1fying~onstruction Work experience 
must be I erv1sor who maintains direct super-: 

~-·····ov e • ern and 1s experienced in the activity 
be, rmed (e.g. foreman, proJect manager, etc). 

~1ie~nstruct1on Documents Technologist 

..~rs for pasS1ng the CDT certificate program. 

0 
~ 

~ ation regarding the Construction Specifications (Ii stitute 1s available at www.csinet.org r:f. 

REPOIUING CSI CERTIFICATION 
• You must upload the CSI certrlicate 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. 
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ADDill'flONA!L OfJ!f!lOR1"UNITl~S fORJURiSDICilONAl iEXf'!ERIIIIENCE RIIEQUillRIEMIENTS 

The Emergi,7_15_ "rofessiom1l's Cornpaniofl_(IEPC) 

Interns, whether or not employed in a 

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 

!DP supervisor or mentor. 

The EPC, located at www.epcompanion . 

.Qr& ef, is an IDP training enrichment re­

source. The EPC provides free web-based 

training opportunities outside of the 

studio environment. 
The EPC chapters are aligned with 

the IDP experience areas. 
• Each chapter includes activities that 

are identified as qualifying for either 

core or elective credit. 
Each activity is worth eight hours. 

Additional activities are not applied 
to any specific experience area. 

WORK PRODUCT 
It is required that interns retain copies of 
all documentation related to EPC activities 

completed for IDP credit for a period of 

at ieast three years beyond the date the 
experience is approved by their IDP super­

visor or mentor. 

REPOIUING EPC 
If you are not an AIAS or AIA 
Associate member, you may obtain 

a temporary AIA customer number 

by completing the webfonm at~­

aiaoll'IFree T ranscriptsForlntems '/ff. 
Contact the AIA at emer_gin~profes­

sionals@aia.org with any additio11.2cl 

questions. 
• Associate members of th 

use their associate number t'. 

continuing education. 

EPC activities must ~we 
approved by your I~ sleitt,isor or 

ment1 
ExperieC' m~~&#1tted 
in comp~ith,.Je reporting 

~o 

GBCI LIEED AP Credential Teachin~ or Research 

Interns, whether or not employed in a Teaching or research in a NAAB- or CACB-

quahfled experience setting, may earn~ccredited program under the direct 
additional hours by obtaining the GBCI 

LEED AP credential. 

• Obtaining the GBCI LEED AP cc -

tial with or without spe~z 
qualifies for IDP er~ 

Obtaining the~B As-L 
sociate crede n ualify 

for IDP credit. 

An inte~ eive IDP credit 
for on L D AP credential. 

-.: 
rding the Green Build-

Institute (GBCI) LEED AP 

ailable at 

'POIUING GBCI LEED AP CREDENTIAL 
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 

byNCARB. 
Experience must be submitted 
in compliance with the reporting 

requirement based on the date the 

credential was earned. 

~~pervision of a person experienced in the 

ct1vity. 

REPOITTING TEACHING OR RESEARCH 
• Experience must be submitted m 

compliance with the reporting_ 
requirements_. 
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!DP ~IJIPiERVnSORS 

Contents for Supervisors 

-~-~J~erience Setting~ 
Supervision Requirements 

Employment Reg~_irements 

.~_P-erience Categories and Areas 

Tasks 
~.l~gibility Requirements 

ReportingJ~~quirement~ 

Being an IDP 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 ]DP supervisor you will be required to have direct supervision over the work 

How Can Becoming an !Di' Supervi,or Benefit Your Firm? 

• You will benefit the overal 

their firm supports them be 
You will contribute to the ess of your firm. What interns learn 

from you now will e cess as a team later. 
You continu the which the architect/apprentice 
relationship n r in the development of the profession. 

You will a training you once received as an intern. 

You will tention. 
You will ders who will dnve the future of your practice and 

t~r 

~iiil Resources are Available for IDP Supervisors? 

NCARB website has information specific to [DP Supervisors here ef. 
performed, foster a professional relationship that is grounded in a direct professional ~ 

.. L 
1n the IDP Supervisors Groue on Linkedln! 

...n about the Architect Licensing ~9visors Community_. Consider association, and verify your intern's experience. , ~' 
becoming an Architect Licensing Advisor al your firm. 

IDP Supervisors: 
Supervise the intern on a daily basis r 

1 

Have control over the work performed 

Provide reasonable opportunities for the intern to gain IDP experi0 • 
Regularly assess the quality of the intern's work ...-.... , 

• Periodically certify the intern's experience reports I' J...... 

Bein~ a Mentor 

As a registered architect in a U.S. or Canad· may also serve as a men­

'earned through ~~P.P.Je-tor. There are opportunities for mentors ti 

mental ex.12_erience. 
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~~rea 

Reg_uirements 

lll)!fll SIIJPIERV!SORS 

b:!J)_eriem:e Setti11g_s 

Interns earn experience in experience settings. 

As an 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. 
NCARB recognizes three experience sett[ngs: 

A: Practice of Architecture 
O: Other Work Settings 

S: Supplemental Experience 
For more information, refer to ~erience 

settin,gs. 

Surp_er;isio~ Requirer:;ients 

In most experience settings you must be a regis­

tered architect to be an IDP supervisor. 

ln certain settings, a professional from another 
discipline may act as an IDP supervisor. 
As an IDP supervisor, you must understand the 

requirements of direct supervision_. 
For more information refer to §!-:1.P,ervision 

reg_uirements. 

IE.me_loyrn_er:t Requirements 

To earn experience in most settings, interns must 

be employed by the organization where the wt) 

is performed. ~ 
• For more information, refer to .~.IT.1.P.J ~!It 

r.~gulrement~ . 

Exp,erience Areas Reporting Requirements 

• Interns earn IDP experience by earning hours in ONLINE REPOITTING 
the experience areas. e terns must report experience through the online 

Interns must earn 3,740 hours to complete rting system or My IDP mobile app. 
the IDP. .. s a P supervisor, you will review and approve 

The hours are earned in the 17 experience " eri e through the online system. 

categories. (Z'l_O ore information on how to use the online 

Some jurisdictions may have additional experie~ ,porting system refer to the NCARB websit~ i::f. 
requirements. Therefore, interns should repors 
qualifying hours to help facilitate reciprocitx IMELY REPOITTING 
For more information, refer to experience c...... .- " To earn full credit for experience, interns must 
ries and areas~ ~... submit all experience within eight months. 

Experience reported beyond this period and up to 
five years after the date of the experience will be Tasks 
accepted at a reduced value of 50 percent.

The requirements for the IDP~as~on the 
As an IDP supervisor, you are encouraged to 

tasks and knowledge/s~~ practice 
review experience in a timely manner; however, 

architectun 
it is the obligation of the intern to meet the

The tasks a d~re derived from 
reporting requirements. 

the f.t~£!!.... hitecture_ 'flf, and are 
For more information refer to the reporting_

aligned w 
requirements!

Upon compl_eti~ the IDP, an intern should be 

abl~plete the tasks associated with each 

:ormation refer to tasks. 

You1r'n earn IDP experience once you have 

successfully graduated from high schoo! or an 

established equivalent. 

. ' ',:,., .· .. ,-
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Canadian Arcltitectural Licensing Authorities (<!ALA) 
CALA: Third Ildition, January 2012 

The In.tern Architect Program in British_Colwnbia 
The Intern Architect Program in Alberta 
The Intel'l1 Architect Program iu No1'thwest Tenitorie...:; 
The fntem Architect Program in Saskatchewan 
n,e Intoru Progi·a,n in Manitoba 
The Intern Architect Progia1n in Ontario_ 
The Pl'Ogt1ntune de otage en ~rchitecture In Quebec 
The Intern Architect Prowain in New •Bnmswick 
The Intern Architect Program in 'Nova Scotia 
The Jniem Architect Program in Prince Edward island 
111e Tntero Architect Program in Newfoundlan4 & Labrado1· 

This document has been endorsed by t/1efo//ow/ng regulators that/om, the 

Canadian Arclittectura/ Licensing Authorities (GALA): 

Architeoh11'3! Institute of BrltisbColutnbia (AIDC) 
\

Alberta Association of Architects (AAA) ) 

Northwest Territories Association of Arcbitecls (NWTAA) 
Saskntchewan Association of Architects (SAA). 
Manitoba Association of Arohitocts (MAA) 
Ontario Association· of Al'chitect, (OAA) 
Ordre des architectes du Quebec (OAQ) • 
Architects' Association of New Brunswick/Association. des Alchitectes du Nouveau-Brunswick (AANB) 
Nova Scotia Association of Architecls (NSAA) 
Architects Association of Prince Edwat-d Island (AAPEI) 
Architects LicensingBoal'd of Newfoundland &Labrador (ALBNL) 

Inquiries should be, directed to; • 
. CALA jurisdictions (Refer to Appendix D) 

This manual ls current as of Januwy I, 2012, The CALAjudsdictions have statutory obligations to 
set and maintain standards of eP.uca.tio1.1, eX.perience, and examination for en try to the pro(ession of 
~rchitecture. Th_ese stan4-a,rds may change or require clarificotion or amendment ovel' timo, You_must 
chock with your judsdlction (or intendodjurisdiction) for any changes that may have affected the content 

of this Manual. 

In the event of a conflict between this Manual and the legislation (Architects Act, Regulation, By-Law, 
and/or Rules) of a CALA jutisdlction, the CAI.,A jurlsdiotiort's legislation. shall govem. 
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1. HIE PROCESSInternship In Archltectutll Progr111T1 

1. The Process 

.The lute1:nshlp In Architedure Progr(,,m (IAP) has bee,, 
established by the Canadian A.rch/lectural L/cer,si11g 
Authon'ties· (GALA) to continue to maintain a program o.f 
atchitecturnl reglstratlonl/icens.ing in Canad<1. that is both 
mea11/ugfi1/ and· effective. The !AP iii a/,,o Intended as a 
catalyst fot improvl1.ig the profession, by iucreas:'ng ~ffective 
comrmmtcation betwe<m Arcldta.cts and pros])ective men-iben; 
of the proje9sion. To b~come regfstered/liceiJsed in Canada, 
a pa'Soii must demonstrate· cOm{Jetency and quallflcation8 to 
provide ard1it.ectwal services to the. public. 

Interns must remain in the IAP while experience is being 

gained apd recorded and while e,c,amina.tions a1·e 

being written to derive maximum benefit from the program. 

Note: Credit will be granted only for experlence gained 

while enrolled as an Intern /11 the IAP. 

The ohjectives of the IAP are: 
1, To define and docllment areas of architectural 

prnctice in which professional knowledge and 

skills must be gain~d in a structured, 1:mpervised 

and mentored environment; 
2. To provide a unifonn system for documentation 

and periodic asseSJ'Jment of internship activities; 

3. To provide feedback and guidance to U1e Intern; 
4. To inyolve the members •of the profession in the 

development and training of future members. 

Note: For the purposes of the IAP the term 'Intern' w/1/ 
be used to mean, Intern Architect, Intern in Manitoba or 

Stagiaire en architecture in Quebec. 

1.1 A~chit'ectur~I Rcgistratiou/Liccusul'e and the IAP, 
-~ ___,__,__, -·--- ' 

Rogulaf/011 ofthe profr.ssion ofarchitecture, including s,/#ng 
standards for edul'ation, e,:perien,x: arul examinations 
needed for the r((f;istration/liceming of Architects, is the 
i-espons/bllity of each CA.LA ju11sdlctlon. In ail ten 
provinces, and one tenitory, s~!f-.regulating associations 
have been established by provinctal/tenitoria/ government 
legislation to govern the profe8~ian of orchftecture and to 
establish registratimJ/ficensing requirements, 

Thei-e is general agreement ~mong CALA jurisdictions on 

the standards "for admission to the architectural profession 

in Canada. CALA hos adopted Common Admission 

Standards regarding F.ducation, Architectural Experience and 

Examination. Such Btondru'ds facilitute recipi-ocal registrotion/ 
licensing across Canada under. a ~iprocity agreement 

entered into by CALA Jurisdictions. The.se siruldrrrds includo: 

• Established education requil'ements for admission as an. 
Intem 

• Pre-fegistration/licensing architectura~ experience 
--.. 

requll'enrnnts )
• ArChitectural registration/licensing ex~ination 

requirements. 

Education Requil'emenls 
The CALA jurisdictions have established common education 

standards os detailed in the Canadian Arcbitectutal 
Cettification Board (CACD) Conditioas fol' Accreditation· 

for professional degree , programs in architecture and 
. in the Conditions and Procedures for the Certification of 

Educational Qualifications (Canadian education standard). 

The accreditation of professional programs in o.rchitectnre 
and the certification of education qualifications of 

at'chitectute graduates, are conducted under the auspices 

of the CACB in accordance witll the standards set by 

the CALA jurisdictiom1. If you require further information, 

contact the CACD. (Refer to Appendix D) 

Experience Requkcments 
Altho1.1gh !here is general agreement on the Canadian 

Architectural E<Perience Standa!'d by CALA, the specific 

requirements in ea.ch jurisdiction may vary slightly. (Refer 

to Appendix B for requirements unique to. your CALA 
jurisdiction.) CALA requires a minimum of 3720 hours (2 

https://improvl1.ig
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years) of recorded architectural experience which must 
be gained in the specified ureas of 1U·chitectural practice 
wl~ile puder the personul supei.'Vision . and diret:tion of an 
Architect licensed by a CALA or reciprocRl jurisdiction. For 
Itltemational experience refer to Section 2,2. 

ExAmlnatlon Requil'ements 

CALA requires Interns to pass either the Examlnation for 
Architects in Canada (ExAC) or the United States' National 
Council of Architectural Registl·ation Boards (NCARB) 
Architect Registration Examination (ARE) to satlsfy It, 
exami1rntiof1 requirement. 

For information· on the contents of the Ex-AC, eligibility and 
scheduling procedw.·es, visitwww ..exac.ca. 

For information on the contents of the ARB, eligibility and 
scheduling procedmes, visit www .ncarb.org nnd click on 
the ARE tab. • 

Note: Interns should refer to Appendix B to ensure they-are 

familar with rules In each GALA Jurisdiction in ,·elation to 

acceptance ofthe EXAC and or ARE. 

Additlonal Requirements 
Some CALA jurlsdlcU01t, may havo additlonal 1~qt1itcmcnts 
before registration/licensing, such as courses·, ora] 
examination, lnterView:i, otc. Refer to Appendix B for 
tho~e requirements unique to yom· jur~sdiction or contact 
the CALAjurisdiction directly. (Refer lo Appendix D) 

1'.2 •Getiing 'Started ' ' • : • 
' ' • 

Application Pl'o,cedul'es 
Each jurisdiction has its ow11 application process and 
dom.imonts. Prospective Interns are encouraged to contact 
their CALA jurisdiction for specific application details. 
The process is generally initiated by contacting the 
CALA jurisdiction of residence t0 obtain information on 
registration/Hcensing. To a.PJ)ly, a candidate must, at 
minimum, submit the following: • 

• CACB certificate • for all architecture graduates 
• Completed Application .to become an Jnterll 
• Required fees, 

Upon receipt of the ju1isdictional 1·equired applicatio11 
in-formation, the applimmt is notified of acceptauc~ into 
the lAP and advised that the !AP Manual and other relevant 
infonnation and documents are' available electronically on 
the CALAjurisdiction1s Website. 

Note, Employment is not required lo be appointed/ 

enrolled in the IAP. 

SllJ)enlsing Architect, Mentor, CALA 1urlsdicflon 
The architectural profession hos a responsibility to help 
Interns prepare themselves for architectural practice. One 
of the ways this is f\1lfilled is through il10 roles e,cpected of 
!lie Supervising Architect and tlie Mentor, 

Both the Supervising Architect 'and tl1e Mentor are expected 
to fulfill ce1·tain rosponsibilities to the Intern within 
their respective toles. Contact your CALA jurisdiction 
for documentation you can share with your Supervising 
Architect and Mentot' so they may familarize themselves 
with their role and responsibility. 

Role of ~'upenislng Architect 
Tho Supervising Architect plays a crucial rol,e in tl1e 

Intem's career, not only by providing encouragement, 

direction and constructive· ad\lice, but also by facili4l-·Un.g 

the transition ·between architectmal ed.1.1.cation and practice 
and providing. the pmctical architectul'al ex.perience required 
for rcgistration/1icensnre. 

The Supet"Vising Architect -is the Architect within the 
a1·ohitectural practice or place of employment who 
pe:i:Sonally s1lpervises and directs the Intern · Oll a daily 
basis. This Arcbjtect must be registered/licensecl in tho 
jurisdiction in· which the Intmn is gaining the cxpel'ience. 

He/she· mnst be able to assess the quality of work 
performed and .regularly certify the Intem's douuroented 
architectural experience prior to submission of eueh 

section of the , Canadian Experience Record Book (CERB) 

to the CALA juriscliction. 

The Supervising Architect must be familial'· with the 
IAP's objectives and experience requirements~ and its 
documentation processes. 

www.ncarb.org
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Role of Mentor 
The retention of a Mentor is integml .to the process, and is 

required by your CALA jurisdiction, with the exception of 

the OAQ. (Referto Appendix BJ 

The Mentor is au Architect or a retired Architect who is not 

employed at the Intern's place of employment and who acts 

as an independent guide/advocate for the Intern, (Refer 

to Appendix B) The Intern .meet~ the Mentor for regulat· 
reviews of experience progiess, discusBion of career 
objectives and broader issues reJated to the profession. 

At fill absolute minimum, the Mentor must meet with the 

Intern prior to the submission of each section of the CBRB, 
when the Intern bas accumulaied 900 • I 000 hours 

{approximately 6 months) of nrchitectural experience, or 

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

however, and will not help the Intern to obtain the mo.st 
benefi~ from the internship pt'ocess. Regular co1)tact 

between submissfons will Offer the greatest opportunity for 

the Mentor to assist the Intern and exert a positive influence 

on his/her development as an Architect. 

Selecling a Mentor 
Interns should select a Mentor who is willing to commit 

to their professional growth. The [ntemaMentrir relationship 

personifies the architMtural pt·ofession' s historic mentoring 

system. Mentors are expected to be knowledgeable about the 

IAP's objectives and experience requirements. 

The [ntem tnay select a Mentor by asking the fullowing for 

a recommendation: 

• A personal acquain tai1ce 
• An employer, previous employer, or feUow lnteru 

• The CALA jurisdiction. 

Changing aMentor 
A Mentor should be mairitained throughout the Prognnu; 

however, during the course of the architectural experience 

perlod, there may be a need to change your Mentor and 

select a new Mentor. If ihere is a change tho following 

procedures apply: 

• Identify the new Mentor to 1he CALA jurisdiction 

• Have the now Mentor provjde a. Letter of Conftt·mo.tion 

to tho CALA jurisdiction. (Refer to Appendix B • Sample 

Ponns and Letters.) 

Role or CALA Jurisdlctlons 
The CALA jurisdictions play an hnpotiant L'Ole in the 
intemship process by ensuring that Interns are infom1ed 

of all the requil'cments they need to fulfil1, by guiding 

them through eaoh step of the process and certifyillJ! work 

experience and other interns11ip requirements. The CALA 

jurisdictions: 

• Admit qualified lndiv!duiils to Intern status 

• Provide advice to Intetm on registration/licensing procedures 
• Review the Canadian Experience Record Book (CERB) 

every 900-1000 hours, for acceptance and provide 

Interns with comments and constructive advice 

~ Pt-ocess fotems' eligibility to take either examination, 
tho ExAC or the ARE 

• Transmit examination results to Interns 

• Provide st1pplementa.1y education or or~ interview 
(where applicable) 

• Issue a regist:J:ation/licence. 

1.3 ChangiugEmployme!}t --_ , ___ ' _ ' , 
' -- ' • i - - - 'fil 

During the arcl1itectural experience period, personal 

cfrcumstauces or external factorn can result in changes 

in employment. As an Intern, you tnust notify your CALA 

jurisdiction if there is a change of employment. The 
following procedures generally apPly: 

• ,Inform your jurisdiction of your new place ofemploytnent 

• Identify your new Supervising Architect 

• Have the new Supervising Architect pl'ovide a Letter of 
Confirmation to your jurisdiction (Refer to 

Appendix E • Sample For1ns and Letters) 

• Complete the section of the CERB to be certified by the 

previous Supervising Architect and submit to your 
jurisdiction 

• Begin a new CERB section with the new place of 

employment. 

https://st1pplementa.1y
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1.4 Multiple, C@cnrrc11t or Part-time Employment 

If engaged as an lindependent contractor, or e~~loyed on 
a porMlme b.~sis by one or more the1(i o~e emPtoier duling 
tho same period,;you will be considered an. em~loyee In, 
each of these circumstan"!ls (fortl1e pmposo of Uio:JAP only) 

and wl11 be requit . .;,i to ~omplete a·s.eparnte CE~ section 
.for each 'emplo)'111~nt si~atio1~. 

Not~: // is the Intern'• respon,lblllty to vr,rijy with, the 
·CA.LA Jurl,d/ctlon whether experience gained as an 

. Independent coniractor or on a part-ffme bast, Is. acceptable, 
Pre-approval is generally required. .(Jl.efei le Appelidt,; B) 

I1.5 Arcl1itcct11rc Canada Syllabus/RAIC Syllabus 

It may be j,os~!bie to' enroil in the lntem:U,ip ln Archltecturo 
Program while· enrolled in the Architecture Canada/RAIC 

Syllabus Progrrun. 

To ,l~tonnine whether your CALA jurisdiction allows for 
fecordbig of Wofk expedenco whl1e cntoU~d •ns 'a syllabus 
s~1dent and the ierms a~d oonditlcins for recording such 
experienee, Please 1•efo1• 'to Appendi~ B,· 

For most CALAjurlsdictions a maximum of .940 l1@<S of 

work ""1'orietjce may be approved while in Pait 2 of tho. 

Syllabus Piogranl. 

1.6 Auuu11I Fm and Charges 
.i . . • .1 

• ,The fees '~nd . ol)arge$ associabid with the reSistration/ 
licensing process.: RN. established annually be each CALA 
ju.rlsdict!on. For inforinatiou contact µ,e CALA jurlsdlctlon. 
(Refer to Appendix I) fot• relevant contact informatto11.) • 

1.7 Tmnsfcl'S from/to OtllcrCALAJnrisdictions • 

.•Dtc1intentatton 
Jntem, .transferring.. from/to· another CALA jurisdiction 
mn~t liave all documentaUon signed off prlot· to leaving 
the (exiting) jul'isdiction Md must contact the new CALA 
jul'isdlction (receiviug) •for the relevant appHcat!on fo1ms 
aud any additfonai requirements SJl'Cifio to that •receiving 

jurisdiction (RefertoAppendlxD) 

. Architectural Expedenca 
Interns transferring from/(.o another CALA jurisdiction 
will not .lose atty period of. previously. acoepted 
architecturil experience il:PPl'oprla.tely documented in 
the CERB, except n.s may be referenced in Appendix .B, 

Exi\ntinatlon• 
CALA jurisdictions .continue to accept ExAC results or ARE 

results 'toi· npplicants from otlietjurisdictions. 

Note:• Refer to Sectlqn 1.1 Examination Req11/reme11ts 
and to AppendJx B. 
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2, THE CANADIAN EXPERIEN4,E IHANDARD: ARCHlTECTURAL E.XPERIEMCE REQUIRE:MENTSInternship I~ Archlloolurn Progran, 

2. The Canadian Experience Standard: 
Architectural Experience Requirements 

The ,fl.mdamental purpose of Jhe pre-regis-trallorrllicensil:g 
employment per(od is to ensure that the intern fs provided 
with sujficlent 'Jumds-on' architectural exper;ence to meet 
the standards of pr;actical skill c:md level of competence 
required Jo engage in the practice ofarchitecture in Canada. 

It is the responsibility of the Intern, before accepting 

architectural employment, to ascertain that the employment 

will provide the required scope of arcbitectuml experience. 
(Refer to Section 2,2) There may be vmiations regarding 

the acceptability of experience in each CALA juiisdiction. 

(Refer to Appendix B) 

2.1 Documentation _, . , . , , ·, ,, 

TI1e futeln 1:11',lBt maintain a 1'ecQrtl of architectural eiperience 

while enrolled in the !AP, All experience must be recorded 

in the Canadian Experience Record Book (CERB), (Refer to 

Appendix F) Experience will be reviewed and evaluated by 

the CALA jmisdiction at tho eod-ofeach 900 - 1000 homs 

of architectural experience or at change of employment. 

Each Intern will be provided with a record of tho review at 

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

Note: Credit will be granted only for experie11ce gained 

while enrolled as an Intern in the IAP. 

2,2 Arcbitcct\trai E~pedencc • , • _ • ' 

Minimum 
The CALA jurisdictions require that fu.terns gri.in a tninimum 
of 3720 hours of architectural tixperfomce recorded in the 

CERB which is ustxl to chart progress, This experience must 

be gained under the personal supervision and direction 

of a Registered/Licensed Architect, approved by 

your CALA jurisdiction, ln elther an architech1tal 

practice or other eligible architectural employment 

situation. (Refer to Section 2.3) 

Required 
Category A - D~sirp.1 m1d -Co11st.ruotlo11 Documents 

ft-May ocvw· di,rl.l1g multiple phases ofa project) 

1, Programmin_g 
2, Site Analysis 
3, Scherrrntic Design 
4. Engineering Systems Coordinatio11* 
5, Building Cost Analysi.,• 
6. Code Research* 
7. Design Development 
8. Construction Documents 
9, Spooifications and Mnterials Research* 

10. Document Checking and Coordination* 

Category 8 ~ Construction Administration 
11. Bidding and Contmct Negotiation 
12. Construction Ph'15e • Office 

13., Construction Phase • Site 

Category C- _Manngemen± 
14, Project Management 
15, Office Management 

The experience area descdptions and required activities 

are described in detail in Appendix A. 

•Note: An Intern enrolled in the Intern Development 

Program (EDP) In a alate or territory of the United States of 

Amel'lca (USA) whel'e !DP is mandatory may apply to have 

that architectural expe.n'cmce credited. 

Fulfillment 
The lntern must demonstrate competence in each category, 
not merely document thut certain amounts of time have 

been spent wol'king in various areas. Upon completion 
of 3720 bom-s of documented and accepted architectural 

experience within the required categories and experience 
areas, the. Intern will be advised in writing whether the 

architectural experience requirement has been fulfilled. 

Once the required architectural expel'ience in on area of 

practice is accepted, it will not have to be repeated, subject 

to the individual CALA julisdiction require~ents. (Refer to 

Section L 7 Transfers and to Appendix B) 

Variety 
The Intern's architectural experience must satisfy the required 

hom'S stated under categories A, Band C, which constitute 



0 
13_ Internship In ArQhllecturo l?rograrn :.?, 'fHE; CANADIAN i:iXPERl!!.NCE S'rANDliRD: ~CHITECTURAL ·l:.XP'E:RIENCI! REQUIREMENTS 

..,,.::•:•---..~-~~-~•""'11-""1--~-•---..--,..,-.....,_..,,........,-:...,>:,- •,o;,,_,...,..,,.,.._,,:.._....T 

·t1.ie core areas· of"mchitecl~ral practice. An,.JntQrn'a ex_pe!ience However, i\ may be practical for ~l• Intern to accompany 
, must include a varlety of ocoupancies (minimum of 2), ·project the qui,Jified person often enough to know what woulq .be 

types, complexities !llld . sizes, (Refer io Appendix B) Non- expected and prepare a follow-up report for review by the 
: ·c01n]?1ian,ce ~1th tho requirement to SrtJn c~pe_rie1{c~ for .. Supervising Architect, The Suwrvising AJ-chitect muat fudkat• 

a 'val'iety of projects' w111 be considered by the. CALA inbis/hei: comment~. in the CERB lo the CALA jmisdictlon 
jurl~diction ·oniy i~ e,xceptio.Unl. circumstances. • where· the use of pa,rall~l documents.. 01; P.atticipation ijs an 

·observer has 006u~1·ed. • 
Local J(now!edge/Currency 

Credit for experience.us on ol,server or by complethig parallolCALA jur.lsdfotions may requir0 the Intern to •denlorl~tr·ate 
docu,;,euts mny be ·granted ·by the CALA jurisdictfonknowledge of local condition, of arohiteclural prnctice a, n 

requiremeiji for registration/licensu1'0,. (Ref~ io Appendix B) only. un~er e~ceptional_ cil'cumstanC:os,· Cotitnct the ·CALA 
jurisdiction for clarificntion, 

lutcrnational 
Noted/ is recommended and is ll1e Intern's.responsibl/ity

Aoy lntemationaf arcbltectUral oxperionce (outside Canada 
fo verljy with his/her GALA jurisdfo#on.1t1hether architectural

and the USA) gafoed·by.au individuul while NOT in.the 
exp¢rt~Ce gained as :an observer or .by comPleting parallei 

Architectural employment may be acceptabi~•,rn i,: gained 

!AP oi· !DP will be subject. to interview or further review by 

tho ·cALA Ju;isdiction, (R~fer to Appendix B) 
tlo.cuments wil/ be accepted. (R:fer iu Appendix B) 

All JnterMtionnl arc)litectural experience gained must •be 
under the versonal ·•Upet'Vision ·and dit~ction of an Architect, 

. !I. 
I 2.3 Eligible Architectural Empl0)lllCnt Situations . 

Proof of tho Supervising Al·cliltect's . ,,,gistration/Hcenslng 

status in the jurlsdictlon. where the·;vork experlenco is gained. 
ard pro-approved by )'O\lt CALA jutl,dictlo~: • 

Where tegi$ti-ation/licensin'g of11rchitects is not a L~irem.~t 
Ibis may lie revle,;,ed on a case.by.case basis by • lhe ·cALA , 

a) In. the llliu>Ioy of an ·nrchftcctural practice in Cnnada, 
j1uisdiction to whlch 1he Intern Js· repot'nng, The S11pervlsfog 

•USA oc In ... international location, ,and certified by a 
Ari,hltect ln these lns!anc¢S . must hold a valid architeoturi,l • ~~gister~Cl/Pcerised Architect in the jurisdiction. where 
teglstrat!on/Iioenoe hi-another jurisdiction, '(holntern may 

. the el<perienco js boing gained and is approved by 
be required to provide • official documentation confirming the 

your. CALA jurisdiction, and who is employed by the 
stntu, of tho Supervising Architect, (Refer to Appondb<: B) • 

,same entity and who personally supervised· and. 

·direct.;;i the architechlral experience. (Refer to •
Overtime 

Ap]londix il) • 
To reeoguize overtime archltcCtura1 ~xµerience, thei 3720 
hours •can be completed iu a minin1um of 1½•calenda1· 

b) rD the ·em~l~y of n govern~ent agency, crown 
Years, However,• .lhe IA? is' a:· minimum two (2) yeal' corporation, in_stitution, blink,· ei:igineering office, 
program, No maximum time has been:· e,t,iblishcd withil1. ·develop'6r or corporati~n havina:· a depai1ntentor
which .all the archite·ctmal ex,Perie(?.ee must be completed. 

office that duals primnrily with. architectural design
(Refer to Appendix B) and con~trqc~o.n as nn.'owner'_nnd is-Cci1i:ficd by ru1 

ArChitect-wh6 is en1ployed in tbe. s~me .entity and who
Obscl'ver or Pal'allcl Documents 

personally. su1~erviSOd_ and. ~irected the orchitechual 
It is recognized that the Intcl'O may not always be able to 

experience. (Refer to Apponqix B)
complete s-ome· ar~_as of afObitectural experience ~irectly, 
but mayt for certain u6tiyjties, participfl.te as an observe!'. Note: A,rchitectural ex,Pel'ience gained outside, Canada 
Jlor example, it may be. impru.cticol in.Some instances fo:r . or the USA while ·under the personal. supervision and 
the Intern to ~epre.sent the office at a site meeting and direction •of an Architect may be ,11bject to pre-app,'ova/, 
subsequently write tho follow-up mport. interview or farther review by the GALA jurisdiction. (Refer 

to Appendlt B) 

https://participfl.te
https://ex,Perie(?.ee
https://gafoed�by.au
https://experience.us
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3. Canadian Experience Record Book (CERB) 
The purpose ofthe CERB Is to proviae the Intent with a tool lo 
record the arohituc/Urtil experience, and to enable the GALA 
ju11;dlcMon to verif.i, o,nd I<! ruwe.ss the ntrt'1re ""d brelldtlt of 
lhls e.iperlerice. The Intern is raspons!ble for maintaining a 
record of architeCIUIUI experience 111 tlte CERB. Tltis record 
has several jimctions. For the Intent it ldenttft,es areas ·whe,e 
arcltiteciural experience ;s being gained 1 and areas where 
defl.ciencies (;i;~ist. 1i1r, Intern ctm ttlro use the CERB as a tool 
in discussious with the employer to ensure lie/she is getting 
suitable work e::fperience in each of the required wtegories. 
For the Supen1ising Architect it is an assessment and personnel 
11wnageme11t tool. .The emphasi,'f in the JAP is to pr()tnote 
Intern/Supr:.rvislng Architect/Mentor dialogue. 

Note: Credit will be granted only for experience gained 

while enn;[/ed as an. Intern in the IA.P or with a reciprocal 

jurisdiction. 

All architectural experience must be recorded in the CERB 

and signed by ~be Supervising Architect and Mentor. 
Interns are required to submit the CERB to d1e CALAjurisdlction 

for review upon completion of 900 - 1000 h~urs of 

architectural ex.perlence and/or at change of emplo)1llent. 

Late submission will be considered as described in 

Section 3 .2. 

3,2 Late Submission of Architectnral Expcl'ierice .• 
t l t J ' • , 

All arch.itectul'al experience s11bmitted fo1· late submission 

review ancl assessment must be recorded in the CERB 

and signed by the Supervfaing Architect and MentOr, 

Architectural experience gained as Rn Intern in_ the JAJI" 

and submitted in excess of 12 months from Lhe date of-the 

laBt entry will be i:iubjcct to special review and nssesarocnt 

by the CA!Ajurisdiction and the Intem may be subject 
to additioni:11 fees and an intetview, Late submia1'ion of 

orchitech1ral experience may not be 11ccepted by some 

CALA ju11sdictions. (Reier to Appendix B) 

' ; 1 1 I I I •- ,

3.3 Jnstru~tious for• Completion of the CERB , -.. 
, , I 11 

(Refer to Appendix C for specific instrnctions.) 

When 900-1000 bouts ofarchiteotu,·al experience have 

been eompleted m a.t each • change of emp!oJment, you 

must submit your signed dated and certified CERB.. 

Have ihe Supervising Architect: 

• Complete t.he Comments and Declaration portion 
• Sign and date the CERB 

Have the Mentor: 

• Complete tho Mentoi Declaration portion 

• Sign Rnd dote it, 

In s11mmary, the Intern should do the following: 

• Submit the CERB section to the CALA 
jurisdiction within 8 weeks of the date of the 

last entry 

• Interns m11st retain copies of their su~mission 

The CALA jurisdiction will provide a summary or approve a 

summary of the total hours approved to date on a l?'edodic 

Asses~ment Form and may make comments or suggestions 

it believes will benefit the Intem. These comments should 

serve to reinforce the advice a1ready given to the Intern by 

the Supervising Architect and Mentor. (Refer to Appendix B) 
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Appendix A 
Architectural Experience Area Description and Required Activities 

An Intern must acquire 3720 ho1m; to satisfy the JAP's.archftectt-tral experience. reqm'rement.s. 11iefotlowing 
cirart listr the required an:hitectural experienve cat<tgarJes a~id activities and the required hours for each. 

Catcgoq A: Design and Construction Documents Min. Hours Required 
I. Programming ................................................................................................. 80 
2. Sito Analysis ................................................................................................. 80 
3. Schematic Design .............................................._. ......................................... 120 
4. Engineering Systems Coordination* ........................................................ ,,,, .. , 120 
5. Building Cost Analysis•, ................................................................................. 80 
6. Codo Research• ........................................................................... , .............. 120 
7. Design Development ................. : .................................................................. 320 
8. Conslt11cti.on Documents .......... ; ..................................................... , ............. 1080 
9. Specifications and Materials Research* ........................................................... 120 

10. Document Checking ~d Coordination* ...................... : ..................... , ................. 80 

• May occur UI multiple phase& qf a project Min, Hours 2200 
Total Hours Rcqulrecl **2800 

U11f1.f total lndudu the 2200 minlmt11n h<mrs req111"ted, plus 600 additlo1Jal IIOun t/1at must be snl11ed /11 any of lhiJ ll.tpel'/ence areQ3 1-10 

Category n: Construction AdmlnistraHon 
11. Bidding and Con~·act Negotiation .................................... , .............................. 80 
12. Constr,iction Phase •Office ........................................................................... 120 
13. Construction Phase• Site...........................................................................120 

Min, Hours 320 
Total Hours Required **560 

**'l1lis total includes thrt 320 minimum hours required, pl'ltS 240 additlcmaf hours that mu.,t be gaineel ln ail)' of the experience are.as 11~13 

Category C: Management 
14. Project Management ................................................................................ : ... 120 
IS. Office Management ....................................................................................... 80 

Min. Hours 200 
Total Hours Required **280 

**Thi8 total /neludes the 200 mhrlm11m hours required, pii~ BO additlond llow-Y that 1/11131 be gained (11 any of the ruperlence areas 14~1$ 

Total Hours Required in Categories A, B, C ....................................... : ................... 3640· 
Remaining Additional Hours (may be gained in any experience are;as 1~15) ................. 80 

TOTAL ARCHJmCJ•URAL EXPERffiNCE HOURS REQUIRED ..... , ............................................ 3720 

https://Conslt11cti.on
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Category A: Design and Construction Documents 

1. Prngranuning 

Progl'amming is the process of understanding and setting forth in writing the cHont's requlromonts for a 
given project. •Stops in this process iriclude: establishing goals, considerh1g a budget, collecting, orga11izh1g 
and abalyzing data,· identifying and develciping concepts, and determining particular needs .. Client~ 
Architect agreements presume that the client will fumish the pl'ogram. Involvement- of the Architect~ in 
writing the program will be a service not covered in the traditional agreement fot• DeSign and Construction 
Admin_i~b'ation..Howevet·, many c11ents employ th':" Architec.t to assi1:1t them in pre_paring a functional program. 
1110 project- will nlso b~· affectod by the mortgage lendel'; public officials involved in health, welfare and 
safety; future: tenant$, and, increasingly, the people who will work in the built environment. Their jnput at the 
progmmming stage is e..~sentia.1 to maintain ai1 orderly and prod~ctive design pro9ess. 

Requlred Intern Activities include the following: 
• Participate in conferei1ces with clientei regarding programming, pedodic reviews and format 

presentations and assist in preparing minutes ·or reports for future reference. 
• Assist with presentations at zoi:J.1ng and va1iance he"adngs_, and at meetings with the clients and 

consultants of these projects. 
• Assist in preparing thei summary and evaluation· of data and requirements obtained·from ull sources. 
• Research (...'UM"ent literature pertaining to nrchitech.ll'al programming~ 

( 
l ' ' • - , -
i 2, Site Analysis • , • .• • , . . 
' ' 

Site nn.alysis includes land planning, urban design and aspects of environmental evaluation, Land planuh1g 

and_ urban design nre concerned with relationships to surrounding areas and involve consideration Of 
the physicali economic and social itnpact of proposed land use- on the environment, ecdlofP1, tL•affic 
and population patterns. Govemmen~al agencies frequently require documentation prepared by specia1ist 
consultants on tl1e results that. construction will h11Ve on t:11e site and on the s~1'01.tnding ·lands (i.e. 
environmental impact studies). Decisions relatiug to site analysis must involve the selection, organization 
and evaluation 9f pertinent do.tu that will lead to a resolution of tlle client's program while conforming 
to legal requirements, 

Required Intern Aettvltlcs include the following: 
..; Assist in analyzing several sites to assess the feasibility of their 11sc for a proposed projeot. 
• Help analyze the feasibility of using a specific site for a project. Assist in the analysis of specific lr,nd 

use and loeution for a project, Assist in the fonnulatlon of the most appropriate land use strategy to 
achieve a desired environmental impact. 

• Research site resb·ictions such na zoning, easemonts, utilities, etc. PnrUcipate in public hearings nbout 
land use issues and preJ)ate rt..-ports for futnre reference. 

From the client-approved pmgratn and budget (mutually accepted), the Architect develops altemative solutions 
to satisfy the progr11m, massingt site location ~nd orienhition, response to environmental factors regulatory 

and aesthetic requirements. The preferred scheme(s) is presented to tl1e client for approval. 
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Required Intern Activities include the following: 
"' Participate in the development and pt·epam.tion of preliminary design concepts to determine the spatia] 

relationships that best satisfy the client's program. 
• Participate in the development and coordination of pr0gmm ·rcqu[rements with consultants. 

• Assist in tho preparation ofpi-esentation drawings and models. 
• Assist in the analysis and selection of building and engin.eoring systeins. 

• Potticipate in design review and approval meetings with clients, user groups, authorities having . 

jurisdiction, community, 

', 4. Engineel'ing Systems Coordination (may oc~ur in multiple. phases of a pr~ject), , ' ' 

J 
The Architect is -usually responsibie fol' the selectiou, design nud coordination of.all building systems, inCluding 

the engineering systems. The emphasis of this experience requiremeut is to develop lln understanding, 1u"ader 

the direct supervision a·nd control of the Architect, of the integrated engineered systems normally designed 

by commltants and provided by product suppliers, manufactu~rs and fab1icators. These tfadition01Jy have 
included structural, mechanical and electrical systems ns well as other technical innovations nnd special 

requirements, such ns teleconunutlication/J nud computer npplications. 

Archi,ects nrnst know how engineering systems work, including system benefits ood limitations, availability, 

cost and the space requirements necessary to provide the basis for system design, selection and integration. 

This knowledge also provides the vital com1mmimtion Jinks necessary for appropriate intcl'action with 
engin~ering corumltllllls and product suppliers, 

Reqnire,d Intern Activities include the following: 
.. B~comc familial' with constructiou methods and performance of different building and engineering systems. 

• Understand safety requirem~ts and tbe selection process for building and engineering systems .. 

- Assiat in res.earch, analysis aad sefectiou of building and engineering systems during the schematic 

design and development phases, 
., Help coordinate engineering systems documents provided by consultants into the constmction 

documents produced by the Architec~ 
.. Review comrnltants1 drawings for conceptu'at understanding of systems, space requirements and 

possihle conflicts or interference of structure) duct work, plumbing lines, electrical fixtures, etc. 

• Assist in reviewing shop drawings, evaluating samples and maintaining records. 
"' Visit job site and observe insta1la.tion and integration of engineering systems, construction details and 

space requirements. 
• Attend s~tems .start up, operation and maintenance meetings required for acceptance and use by the client, 

.. Obtain and study manufacturers 1 Hterature for engineering systems and components. 
• Become familiar with l'eleva.nt codes and regulatory standards applicable to various bu"ilding and 

engineering systems. 
• Check maintenance manuals and warranties submitted by contractors for conformance with contract documents. 

~ 5, Building Coit Anaiysi; (muy occnr i1t 1pultipl~ phas.es of a p;ojcct) , ' . 
, ' 

An important re!'lponsibility of the Architect is to evalunt~ the estitnnted constn1ction cost. Reasonable 

estimates are crucial to the client. They influence decisions involving basic deai~n, selection of building 
products and systems and construction scheduling. Long-tennmaintenance, as·well .os tax impact of material 

https://l'eleva.nt
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and •y•tem sljlection (value engineorlug), are additional factor,; thot boor on development of tho project. 
Fo1· their -Own pre1imii1ruy otlalysis, most Architects 'UBEJ computations - based on area and/.or vOiume. 
Estimates of construction cost provided later In the design process are frequently made on the basis of 
labolir oud motorlal requit'ements (qunntity surveys), a method that requir_es a more specialized knowledge 

of constructiori costs. 

Required Intern Acflvitles include the following: 
• Calculate the areas _and volumes of a project And its characteristic components, 
• Make a simplified quantity takeoff of selected materials ·and prepare comparative cost analysis, 
• Assist in the p1·eparntio11 of cost estimates of eooh stage of a project, 
• Review various referenees end texts utilized ln coot estimating, 
• Assist in the prepar~tion of cost analyses for current projects, asihg a vndety of indices. 
• Conduct a survey of current costs pol' squnre or cubic rrietre of various types ofprojects~ using local cost data. 

• 6. Code Research (may occur in multiple phases of a project) , . 

Building inspectors as well as officials in zoning, environmenta1 and other agencies relating to the health, 
welfare and safety of the public, oversee the enforcement of federal, provincial ond local regulations 
related to building constructfon. The codes promulgated by these various agencies have· a direct bearing 
on the tota1 design proce_ss and. thorough knowledge of all reqtdrern~nts is essential to the satisfactot'y 

completion of any -project. 

Requil•ed Info1•n Actiyitles include tile following; 
• As.'3ist in searching and documenting co~es, regulations, etc. for two or mol'e specific projects,. 
• Study _procedures necessal'y to obtmn relief or -varifln.ces frotI!, particular requireme11ts 68 they relate to n. project. 
• Calculate certain variables _(i.o. numbers and size of exits, stair dimensions; public toilet rooms1 ramps) 

in satisfaction of code requke.roehts, 
.. Detennine a pl'Oject's allowable land coVerage as ·well as maximum m·eas in compliance with zonillg 

and any other related ordinances. 

: 7. Design Dcvclopmei1t • . ' , ' 
1 

• 

' 

Based on tho client-approved sche:rn.atic design and estimate of construction cost> tho Architect fixes 

and details, for the cli~nt's further approval, the size and chi:rracter of the entire project, including selection 
of materials and building and engineering systems, 

Rcq1dred Intem Act!vl(Jcs Include the following: 
• Participate in the preparation of detailed design development drawings from schematic design documents. 

• Assist in deve1oping vadous schcdllles and outHne specifications for materliils,. finishes, fixed 

equipment, fiitures) and updates to project schedule. 
• Assist in developing various schedules nnd outline specifications fo:i; materials, finishes, fixed 

equipment, fixn1res and updating construction cost, (Record under B\lilding Cost An~ysis) 
• Holp coordinate building and engineering systems proposed fol' the project, (Record under Engineering 

Systems Coordinailon) 
.. Partici}1ate in design reviow and approval meetings with clients1 user groups, authorities having 

jurisdiction, com1_n-unity, etc. 
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8. Conitrnction Documents (Not Inclnding Specifications nnd Material Research) 
< , , , I ~ I 

'Ibe working drawings phases of constr:uct:lon doct1111.ents describe in graphic forffl, nJl of the esse~tioJs of 
the.work to be done: location, size, arrangement and details of the project. Since the successful and timely 
execution of these documents can be equated closely witb iu1 office's financial success, At'chitecls constantly 
search for more efficient wiys to produce construction documents. Regardless of the tnethod of preparation, 
it is extremely 1mportant that the documents be accurate, consistent, complete and understundnble. This 
requires thorough 9uality conhul including constont t·cview and cross.-checking of all documents. In addition, 
effective coordination of consultants' drawings is essential to avoid conflicts and interference in the 
constmction of the· Architect's designs and do.cuments the integrated result. 

Requlredinkrn Activities inclndothe following: 
• Work in the p~aration of detai1 drawings, developing technical skllls in dmfting accuracy, 

completeness, clarjty and understanding by others. 

• Assist in the coordination of all documents produced by the Architect nnd the consultants. 

• ~$list in the coordinaiion of all docuinents produced by the ongineering consultants. (Record under . 
Engineering Systems Cootdination) 

• Develop a knowledgeofprofessional responsibi1itires and Jiabilities arising from the issuance of construction 
documents. Participate in the mechanics of ossembling the finished construction documents, 

• Assist the job captriii1 (or equivalent) in routine administrative/control tosks. 

j 9. Spccifi~nlions, ainl MMerials Research (may occur in rnultiple-11hascs of a project) ' 

Weill-grounded knowledge ofspecification"writing principles and prOcedures is essential to the preparation of 
sound, enforceable speclfications. Unle;ss these sldlls are properly developed, expert knowledge of matedals, 
contracts and construction procedures cannot be communicated successfully. A fundamental principle of 
specification writing requires the Architect to understand the relationship between drawings and specifications, 
and to be able to communic3te in a logical, orderly ·sequence, the requirements of the construction process. 
Many factom must be considered in the selection and evaluation of material or prOducts to be use<l it1 a project: 
app1·opri11teness, du1'ability, aesthetic quality, initial cost~ maintenance, etc. To avoid future problems, 
it is· ex.b.·emely important that the Architect recognize the function of each item to be i,pecified. The Architect 
must carefully assess. new materials as well as neiw oi: unusual applications of familiar items, regardless of 
mam.ifacturer representations, to ·be certain no hidden deficiencies exist that. might create _problems for the 
clieut and expqse the Architect to liability, 

Req1dred Intern Actlvitlcs include the follo:wlng: 
• Review construction specifications' organization, purpose and fo1mat, and assist in writing_specifications. 
• Review and analyze bidding fonns, lien provisions, supplementary ancl special conditions and obtain 

the client's insurance and bonding requirements. 

• Research and evaluate data for products to be specified, including information regarding availability, 

cost, code acceptability and manufacturers' reliab:Wty. Attend sales presentations in cormection with this 
research. 

• Research industry standards and guidelines for specific classes of products (e.g. curtain walls, almninwn 
windows) as they affect various manufacturet"S' items being coMidered for acceptability on a project, 

"' Research consbuction techniques and systems and understand workmanship standards such as poured" 
in~p1ace concrete, masonry constrnction. 

• 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. Document Checking and Coordination (docs occur in multiple phases of a project) 

Close ooordinntion between drawings and specifications is required whc~l. preparing constniction documents. 
Tho work of eaoh consultant must be reviewed regularly and checked against tho .archite_ctural drawjngs 
as Well a~ the dra.win'gs of 0th.er. consultants to eliminate c~nriictS. Before final rel~ase for constnlction 
purposes, the dt·awJnga inust be checked and crOss~chocked for QOcu1-il.cy and cothpa.tibiiity, • • 

Note: Review construction oontmcts for oon;tpatibility with the client-architect agreement as it relates to the 
rolo Or tho Architect and ~ultants during construction, 

Required Intern Actlv!Hes Include the followln11: 
.. Assist in crosa..cl10cking products and matel'ials called for in the specifications for consistency ~ith 

corresponding tennlnology und descdptio11s on the working drawh1gs. 
• Check drawings prepared by others for relevance and accuracy of dimensions, notes, abbreviations 

ond indications. 

• Assist in developh1g a schedule of lead time required for proper coordinatidri with other disciplines . 
.. Check carn:mlUUlts' drawings with architectural d1:awings and other 0011sultonts' drawings fo1• possib]e 

conflicts, 

• Check engineering consultants• drawings with architecturol drawings for possible conflJcls and 

interference of plumbjng Jines, duct work, clcctrico.1 fixtures, etc.(Record wtder Engineering Systems 
Coordination} 

( • Ass~t in .the final project review for compliatice with f1])plicabk: codes, :regulations, etc. 

Category B: Construction Administration 

: i1:milding mu! C01iirat't-Negotiatlo11 • '' ,, • ' ' I 

Tho Atchitect ~ssists in establishing • ond lidmipistoling b!ddi11g ·proc~dures,: issuing addenda, evaluating 
pi:-oposed substitutions, reviewing the _qu31ifications of bidders, analyzi~g 1,ids or negotiated proposals a11d 
replying to the client, 

The constmction ·contrnct. mid rell'Lted documents o.re •the formal ~nstr111nents that bind the major purt1es 
together in the construction phase..Tuey detail the desired produet and the services to be prnvided in its 
construction, as well aa :fue co.nsidera.tlon to bo paid for the product. an<l the service·s under pnrticular terms 
and co_n:ditions. 

Reqirired Intern Activities lnelucle the following: 
• Cnrefu1ly reyiew tho bidding/award stages of previous projects. Dovolop an understanding of problems 

encountered and how they were resolved. 

"' Assist in the pre-qualification of bidders~ 

• Assist in the receipt analysis and evaluation of bids, including any' alternative, discounted or unit pt'ices . 
.,. Learn what information and submittals are required prior to issuance of notice to proceed. 

"' Assist in evaluating product' considorations in·p.rep.aring addenda. 

"' Meet with contractors rmd mat~rial suppliers to better understand problems they encOlmter with bid 
packages and construction Contract documents. 

https://QOcu1-il.cy
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• Assist in the preparation and negotiation of constn1ction cpntracts and become familiat with the cooditions 
of the co11tract for co1istruction in order to identify tho roles of tho ArChitect, contractor, owner, bonding 

compony and insurer in the administration of the construction phase, 

' 12, C-0nstrnctiQ1t Phase :;-, Office , ' , ' •', ' 
' ' ' 

During the constl'Uction pha~e thei·e are many related tasks that <lo not directly involve field observations: 
processing contractors~ applications for payment, preparing change orders, revjewi11g shop drawings an<l 

evaluating samples, adjudicating .disputes, etc. Toe Architect's handling of these matters will usually have a 

direct impnct on the smoDth functioning of the work in the field. For ex.ample, prompt pi"Ocessiag of 

the conb·actor' s application for payment1 induding reviaw of any substantiating data that may be required 

by the contract documents, helps the conti'-aotor, and_ Architect malntain an even flow of funds and avoid 

delays and charges, Items su·ch as shop. drawings, samJllcs nttd test reports submitted for the Architect's 

review must be u.cted upon promptly to expedite _the construction process.· Changes in the work that 

may affect tho time of construction or modify the cost are accomplished by change orders. Interpretations 
necessary for the proper execution of work must be promptly given in writing even when no change OL-der 

is required. 

Required Intern Ac!Mtles include the followbig: 
• Assist in processing applications for payment and :preparing certificates for payment. 

• Assist in reviewing shop drawings, evaluating samples submitted and maintaining records, 

.. Assist i:Q interpreting documents and preparing supplemental instn1ctiona and requests for information. 
\ 

• Assist in evaluating requests for changes and prepa,rlng change orders. 
• Participate in resolution of dispntes and interpretation of conflicts relating to the contract docmrtents. 

• Become familiar with the legal rflsponsibilities of the cJients, contro.etors and Architects. 

• .Patticipate in the _review of record documents at project completion. 

', 13. Constt·uction Phase - Site ' ' -
, > I I I I 1 , ~ ' 

In administering the construction contt·act, the Architect's function is to dete1mine if the contractor's work 

generally conform.~ to the requirements of the contract documents. To evuluate the quality of mate1ia1 
and workmanship, the. Architect must be thoroughly fumilia.i· with all of the provisions of_ the construction 

contract. Reports on the stage of-completion of scheduled activities are collected 11nd compared to t~e 

overaH project schedule at job site meetings. TI1ese meetings facilitate co~unicatioh between the contrnct 

parties ond pmduce a detailed pro·gress record. The Architect must determine through observation the date 

of substantial completion and receive all data, warranties and releases reqUired by the contract documents 
priol' to final review and final payment. 1n addition to these construction~related responsibilities, the Architect 

interprets contract doctune.11ts when disagreements occur and judges the dispute impartially, even when the 

owner is involved. Dissatisfaction with the Architect's decisio~ can lead to arbitration or litigation, 

Required Intern Actlvlltes include the followh1g: 
• Visit the job site and participate in observation of the work in place and material stored, and p1·epare 

field reports of such reviews. Review and uno.lyze construction time sched~es. Understand the 

vorious network methods (e.g. critical path melhod) potentially available to the contractor., 

• By reviewing contract documents and participating in professional development programs, develop an 

awareness of the contractual obligations related to ·the observation of construction, 
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• Attend Job-site consb"ction meetings and assist in recording and documenting all actions taken und 
agreed to at such meetings. 

• Participate in the stJbst~ntlal completion reviow a11d assist in the deficiency !lat verlfication, 

• Par.Ucipate in the finul accept:unce revlevi with the client and other invo1ved parties. 

Category C: Management 

14. Project M11n11gcmeut · 

Tho economie and professional health of an architectural practice· depeiids 011 an orderly, tr~ckab~e ml!,thod 
~f ~roject e~eclltion, A clearly defined pl'Ojact work plan1 the key to the. efficient management of project 

tasks, requires participation and input from team menibers, consul~ants, client· representatives und other 
key decision-makers (financial expeftst developers~ lawyers and contractors), The project m~nager defines 

consensus goals, and coordinates tasks and scheduling. Team building depends on clear goals ~nd good 

communication, with particular attention to decisions that influen~e the work of multiple team me1nbers, 

A i,roj.ect file initiated and maintained by the project manager is the oomprehensiv~ record cf the pl'Oject's 
life: and a useful resource for future endeavours and against cloirns. The wo1'k plan. must be congruent with all 

project-related contractual ag!'eements (which are normally maintained in the project file), Seheduled quality 

control revi~ws are identified in the work plan~ the project manager may request interim reviews in advance 

. of eotablislied sub1uiltal dates. It ia U1e project manager's responsibility to tneasm·e actual schedule/budget 

progress against the work plan, aSsess discrepancies and ·take the corrective actions necessary to maintain
( 

p1'0ject conb'OI. The project manager also mafatains design quality during bidding, contract negotiation· 

and construction phases- through administration of the project tile, oversees the ru:ohitectural practice's 
constl'l1t:tion representative and monitors scheduled On-site quality reviews. Final]y1 the project manager 

closes out project records and agreements and sets up futuro post~occupuncy evaluation procedures. 

Rcq1rlre1l l11tern Aettvittes include the following: (for a specific projcet following award of the project to the 
Architect) 
• Review the architectural practice's project ma.u~gcmc11t ma.n,uul Ol" all relevant forms, checklists a11d 

other practice aids if a manl.la1 docs not Cxist. 

• Undei•.stand tho procedure for assigninent of project management responsibilities and the project­
manager's rolo in the acquisition process . 

.a. Participate in the development of a project work plan includin$ identifying goals, client requiremonts~ 

responsibilities, u first~.cut 8checlule un<l th~ project record. 
• Roview a work ·plan against all project-related contr.aclual agreomcnts. 

• Become famil~ar with team mtmagement including role assignments, team communication metho.ds and 

frequency an<l maintaining the project fire. 

• Review design documentation standards and uudetstand expected levels of documentation at each 

phase of the project. 

• Attend quality teviows at project development milestooes identified in the work plan. 

• Assist in preparing project stat11s asseElsments including schedule and scope variances and actions 

l'equired to maintain project budget control. 

• Review the project management file for close-out activities such as contractual folfillments, final fee for 

services, invoicing and modifications (e.g. change orders), 

... Attend post~occ"!}pancy evaluation trips to com.pletec1 project sites. 

https://metho.ds
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I ) I 'I 1 , , 

,, 15. Office l\lfauagement ; , ' ' ', , , , , , ' :, ,, , , , , • 

Although at·chitecture is a creative profession, current techniques of prnctice and the need for 

professional sustainability require that the architectural practice also operate as a successful 

business enterprise. Steady income must be generated and expenses carefully budgeted and tn?nitored 

so that economic stabnity can b0 maintained. Accmate recordg must be kept for tax purposes and for use 

in future work. Established office re(luirements and regulations are essential to maintaining a Blnooth 
operation; office ·practice mm1un:la uro a. fypicul tool for dfascmbrntio~ of this info1matio11. Profitabl~ 

use of office personnel requires budgeting time and adherh1g t~ .schedules. Toe A_rchiteces relationship 
to the client is established hy contro.ctunl agreen1ent. A contmct establishes the duties 11nd obligati~ns 

of the parties, In order for a contract to be enforceable, there must be mutual agreement betwee11 

competent parties, an acceptable monetary consideration, ahd it must be foe lawful purpose and 

nc'complisha.ble within uu estimated time frame. 

Effective public relations p1ays an essential role in the creation of the Architect's image. 1ltis is iinportant 

in retaining existing clients, bringing new clients 8.ud work into the architectural pJ'acticc as well as in. 

attracting superior peoplo for the professionul staff. The Architect m.ust participate in marketing activities if 

the practice. fs to succeed. On the other harid, the A_i·chitect's marketing activities (unlike those of merchant,':lJ 

manufacturers and others in commerce) may be s~bject_ to certain professional ean~l11iintS, Tilo Architect 

musl learn marketing techniques that are effective white practising within the mies of professional -conduct 

in ltis/her julisdiction. 

Requil'edlnternActMtles include the following: 
"' Review the process of internal accounting and cost conh·ol systems fo1• operation ?f the aL'chitectu1·aJ 

pfactice. Pnrlicipate in allocation of time to aH elements involved in a total projeCt from preliminary 

design through consb'Uction. 
• Review profe.<>sionql service Contracts for" their structure, content, det~r.tnination of responsibility aud 

enf01'cemeht procedures. 
• Review the compensation structure as related to types of se1:vices rendered by the architectural practice. 

• Review cui-rent contractual relationships with consulta.nts. 

• Research legal obligations, litnit~tions and liabilities of professional service contracts. 

• Review the architectural practice's professional liability insurance policy· a1ld develop an awareness of 

potentiai practices and procedures thnt are not covered· by the policy. 
"' !'-sslst in developing programs to publicize the arcb.itectural practice's ~rofessional services and its expertise. 

• Participate in the architectural practice's program for securing commissions for professional 

Services through assisting ~ market research, prospect list preparation and information-gac:herlilg 

activities. 

• filsist in developin~ the architectural practice's brochures and adv0L·tising a.s elements ofprOmotioJL 

• Assist or accompatl.y principals or marketing staff can·ying out business development. 

"' Patticipate in client request for proposals (RFPs) and presentation to prospective clients and formal 

selection interviews. 
• Participate in the architectural practice's internal budgeting (profit planning) process. 



I 
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TO BE PROVIDED BY YOUR CALA JURISDICTION 





C1 !nlornslllp in Archl\ecturo Program APPE!NDIXC: INSlR,UCTIONS FORCOMPL!!.itONOF THE CANADIAN EXPF.Rlf.NCF. ~~CORD BOOK (Cl:RB) 

Appendix C 
Instructions for Completion of the Canadian Experience· Record Book 
(CERB) 

The IAP anticipates that Interns gain hands-on experience throughout all phases of architectural services from 
- I 

Design through Construction Adminisb·ation, The prescribed work experience hours in the CERB therefore 
cover the ronge of architectural activitios/ser-vices expected of a practitioner. The Jntel'n must gain the 
minimum number of.hours of supervised/mentored work expeiience and record/submit them periodically·, 
every 900-1000 hours (approximately every six months, and within 8 weeks of the last entry) to the CALA 
Judsdiction in which she/he ia enrolled/rogistorod as an Intern. 

The CALAjurisdiction will review the lntem1s submission to ensure the .nature as well as the extent of 
experience gained. In 01·de1· thnt this can be accomplished, it is the responsibHity · of the Intern to clearly 
exp]ain his/her specific role for each project. 

_In a~dition to experienee gained in the Architect'-s office or other elig[ble architect1.1ral emp10yment situation, 
the 1AP ~xpects that lnterns gain ou-slte oxperionco of tl1e construction of buildings, particularly buildlng 
enciosures, fire·. s~pa:iaticins, exJtinii> etc, This experiE3nce can only be gained through onrislte i,,.res~nce 
during co~structio~. (Referio Appendix A) 

The. absence of cle.ar •and compre4ensive informa~On in reg3:rd to experience gained may delay ~he revlew() of cxporicnce ifth~ reviewers 11L'e unable to deterinine whether the Intern. is Sfltisfying the required seop~ of 
requil'ements- of the IAP. Accordingly, In_tei-ns are to: 

n) Provide all requested information on the cover page of the CERB. 111is document is available in an 
clectmnic spreadsheet_fonnat on your CALAj~nisdiCtion's Website, (CALAjurisdictionS mn.y develop 
electronic means of submission in the future. The rules and procedures for such submission wi11 be 
forwarded to Interns in due course.) 

b) If manually prepared, I"ecord 1he experience neatly in ink. Any alterations, changes, white-outs, 
etc. made to tho CER8, must be initialed by the Supervising Architect. Any oepnrntc pages must be 
initialed by the Supervising Architect. 

c) If olectronically propn1·ed, print a hard copy of ihe CERB section, and have each page initialed by 
Snpervlslng Architect. 

d) The method of.recording timo !iliall be in hours with no :teforence to a nundmw.11 number of hours 
per day for a total of 3720 hours. 

o) Use the Summary of Projects (1-lO) on tl1e CERB for tho ton most significant projects on which you 
have worked in this period. For additional projects add new sheets for projects and chang'e the 
numbel's to 11, 12, 13 ... to more accurately describe your experience. 

t) Proj.ect Type is defined as new construction, u.dditions, nmov..ution, etc. 

g) Occupancy is dofined as ~ssembly, instib.ltiona1, ind1.1sh·ial, residential and commercial. 

https://nundmw.11
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D1 Internship In Arohfteotur1;1 Jlrogrnm APPEND!XD: CALA JURISDICTIONS AND NATIONAL ARCHITECTURAL, ORGANIZAIIONS • 

Appendix D 

CALA Jurisdictions and National 
Architectural Organizations 

CALA Jm·isdietious 

Architectural fostitllte of British Columbia (AIBC} 
#JOO·- 440 Cambio Stree.t 

Vancouver, B1itish Co]umbia V6B 2N5 
Tel: 604.683.8588 
Fax: 604.683.8568 
Email: info@aibc.cawww.aibc.ca 

Alberta A:;isooiotiou ofArcbltects (AAA) 
Duggan House 

. 10515 Saskatcl1ewanDrive 

Edmonton, Alberta T6E 4S I 

Tel: 780.432.0224 
Fax: 780.439.1431 
Email: iilten1@aaa.ab.cawww.naa.a.b.ca

(. 
Northwest Territories ABsooiutkm of Architects 
(NWTAA) 

P.O. Box 1394 
Yellowknife, North:,vest Territories XIA 2Pl 

Tel: 867.766.4216 
Fax: 867.873.3654 
Email: nwtaa@yk.comwww.nwtaa.ca 

Saskatchewan Association of Architects (SAA) 
642 Broadway Avenue, Suite 200 
Saskatoon, Saskatchewan S7N 1A9 
Tel: 306.242.0733 
Fox: 306.664.2598 
Email: :meinbet·services@sask0.rchitects.com 
www.saskarchitects.com 

Manitobu Association ofArchitects (MAA) 
137 Bannalyne Avenue, 2nd Flo01· 
Winnipeg, Manitoba R3B OR3 

Tel: 204.925.4620 
Fax: 204.925 .4624 
Email: info@mbarchitects.orgwww.mbarcbitects.org 

Ontario Asso·ointioti of Al'ohiteots (OAA) 
111 Moatfield Drive 

Toronto, Ontario M3B 3L6 

Tel: 416.449.6898 
Fax: 416.449.5756 
E:tnail: oamnail@oaa.on.cawww.oaa.on.ca 

0t<lro des architoctes du Quebec (0AQ) 

1825 boulevard Rene Levesque Ouest 

Montreal, Quebec H3H IR4 

Tel: 514.937.6168 
Fax: 514.933.0242 
Emaii: :info@oaq.com wwv.r.oaq.co.m 

Architects' Assocfo.tion ofNew Brunswiok/Associe.tion des 
urchiteotcs du Nouveau"Brunswick (AANB) 

P.O. Box 5093 
Sussex, NevJ Brunswick E4E. 5L2 
Tel: 506.433.5811 
Fax: 506.432.1122 
Email: inquiries@am:;1b.org www.aanb.o1'g 

Nova Scotia Ao;sociation of Architects (NSAA) 
1359 Banington Street 

Halifax, Nova Scotia B3J IY9 

To!: 902.423.7607 
Fax: 902.425.7024 
Etnai1: info@nsaa.ns.cawww.nsaa.ns.ca 

Arcltltects ABsociaii.on of Prince Edwurd Island (AA.PEI) 
P.O.Box l 7 66 
Charlottetown, Prince Edward Island CIA 7N4 
Tel: 902.566.3699 
Fax: 902.566.9214 
Email: info@napei.comwww.anpei.com 

Architects t.ice~singBourd of Newfoundland &Labrador 
(Al,BNL) 

P.O. Box 1766 
St. John's, Newfoundlond &Labrador AIC 5V5 
Tel: 709.726.8550 
Fax: 709.726.1549 
Emai1: nlaa@newfoundlandarchitects.com 
www.albnJ.com 

mailto:nlaa@newfoundlandarchitects.com
https://ABsociaii.on
mailto:info@nsaa.ns.cawww.nsaa.ns.ca
www.aanb.o1'g
https://inquiries@am:;1b.org
mailto:info@oaq.com
mailto:oamnail@oaa.on.cawww.oaa.on.ca
www.saskarchitects.com
mailto:meinbet�services@sask0.rchitects.com
mailto:iilten1@aaa.ab.cawww.naa.a.b.ca
mailto:info@aibc.cawww.aibc.ca
www.albnJ.com
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National Arclilteclural 01·ganizalions 

Canadian Architeotnral Certification Board (CACB) 

710 • I Nicholas Street 
Ottawa, Ontario KIN 7B7 

Tel: 613 .241.83 99 
Fax: 613.241.7991 
Email: info@cacb.ca.www.cacb.ca 

Architecture, Canadn I Royal Architectural Institute of Canada (RAIC) 

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

Tel: 613.241.3600 
Fax: 613.241.5750 
Email: info@raic.orgwww.rnic.org 

Cnnadhm Arcbitectun:11 Licensing Authmities (CALA) 
An assembly of all the provincial/terdtorial architectural regulators in Canada 

--! 

mailto:info@cacb.ca.www.cacb.ca
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CANADIAN EXPERIENCE RECORD BOOK: Periodic Assessment Form 
(To be completed and approved by the Regulator with every logbook submission,) 

( Intern Identification: 

Surname First Name Middle Name(s) 

Experience 
Period From 

To 
day month year 

Reviewed 
By:,______________~-~-----Date:.__________________ 

Summary of Reviewed Experience 
Total 
Hours 

Required 

A Design/ Construction Documents 2800 
1 Programming 80 
2 sne Analysis 80 
3 Sohem·auc Design 120 
4 Engineering Systems Coordination• 120 
6 Building Cost Analysis' 80 
6 Code Research"' 120 
7 Design Development 320 
8 Construction Documents 1080 
9 Specifications & Materials Research' 120 
10 DocumenfChecklng and Coordination• 80 

SUBTOTAL 2200 

• May occur In multiple phases of a project 

Hours This Period Hours To Date Hours 
Experience Expetionce" Remaining 

This subtotal Includes the 2.2.00 minimum hours required plU$ 600. addlOonal hours that must be earned In ally of the experience areas 1-10. 

B Construction Administration 560 

11 
12 
13 

Bldding&ContractNegotlation
Construction Phase- Office 
Construction Phase-Site 
SUBTOTAL . 

80 
120 
120 
320-

~ 

• 

~ ~ 

This subtotal Includes the 320 minimum hours required plus 240 addltlonal hour.a that must be earned in any of tha experience areas 11-13. 

• This subtotal Includes the 200 minimum hours required plus 80 additional hours that must be earned in nny of the experience areas 14-15. 

C Management 280 
14 Project Management 120 
15 Office Management 80 

SUBTOTAL 

Remaining 80 hours may be earned In any experience 1-15, 

'/<Note: Total Required hours will be consldered the mlnlmum number of required hours. Regulators may rnquire additional experience. 

TOTAL 3720 
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APPENDIX!!: SAMPLE LETTE:RS AND FORMSE2 lnlomshlp In A.rchttectura Program 

Confirmation of 
Em~loyment 

Deur Sir or Madam: 

Employment Confirmation 

Intern's Name in Full; _______________________ 
Practice Name: _______________________ 

Practice Address: _______________________ 
Street address: ______________________ 

City: ___________________ 

Province: ____________Postal Code:_______ 

I confirm that the above-noted Intern is employed with our Architectural Practice or Eligible 
Architectural 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 

bate 



'.' .• 

lntotm1hlp In An:h1te9tur1;1 Proiiral'n APPENDIXe: SAMPt.ELETTERS /\ND FOR.MS_,,,,,__...;..____;.._________________...;..___________ 

Confirmation of • , Mfil1iQz • 

Dear Sir or Madam: 

Mentor's Confirmation 

Intern'.s Name in Full:-"-----------"------------
• I • ' .• ' '• • • ' 

I am pleased to act as. Mentor to ,the ·above naine.d Intern for the period of pre• · 
•registr~tion archftectt1ral efperie~ce as required ~nd shall' en4eavour to ayt as • 

pr<>fess10nal advisor conductmg reviews and assessments of the arch1tectural experience
a~d generally assi,sti~g the ~ntern in preparing for registralio11/Uoensure in accordance 
with the Internship 111 Arch1tectui'e Program, . • 

Name of Mentor 
(Please prlnt) .• 

Signature 

Date 
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CALIFORNIA ARCHITECTS BOARD 
PUBLIC PROTECTION THROUGH EXAMINATION, LICENSURE, AND REGULATION 
2420 DEL PASO ROAD, SUITE 105, SACRAMENTO, CA 95834 WWW,CAB,CA,GOV 
MAIN (916) 574-7220 fAX (916) 575-7283 CAB@)DCA,CA,GOV 

Edmund G. Brown Jr. 
GOVERNOR 

APPLICATION FOR ELIGIBILITY EVf~LUATION 

For eanEliBates seeking eligibility to take the 
~fatienal Co:.-meil of.Architectural Registration Boards 1 (NGA.RB) Arehiteet Registration E~mminatioH (ARE) 

Fee: $100 (Cheek or money order) non refHndable 

Last Mame: SSN 0F ITl-i>!: }!CARil Reconl }!umber: 

First }Jame: Middle }lame: 

Ad8.ress: 

Gily1 

Home Pl:one: 

llirthdate: Sa+ Other Known Name(s): 

(ll) Have you 1>F<Wi0usly-i,e,,FHiet<m'Fl-ifle,kligible--ro--lal<e--!he--Allw. 
lfyes,list the U.S. 0f-Ganadiao-j<IRS<lietie>R1 ---,Oc=1---,Yc;Es>S.----1D=1-J'<NflcJO 

EG}-W-01:11€1 you like y01ff inferma-tion (r.am:e anEi address) shared wiH1 o~hcr iH:Elividuals or organizations 
•efki:i--H-g-te prnvide education infermatien regardh1g tl:e examination.? -1=0,;---cY,cE"£,,_--t0=1--}w!-HO 

(D) Have ye1:t served as an ae~ive d~1~y member of the U.S. l..rrned Feree5-ltR-d were heReraSly discharged? 
If yes, you rnay qualify fer ellpedited "flplicatioa precessing by previding a copy of your DD214 
(Cc11ificate of Release er Diseharge frem Active D,,ty). -1=0,;---cy,-.g,;.g,,__-t0=1--}wl-HO 

(E) Have you ever had a registration deuied, suspeudea, revoked, or otherwise been ElisciplineEl by a p:iblic 
age+1ey-+u-aey-stale-er-eem1t>,·? If yes, ellplain the details en a separate sheet ef pllper aud attach. -1=Dr'..\L'EbS~---1c□=1---}Nl!YO 

~H---OOfl-'fic----ted ef a crime in any state, the U.S. and its territeries, fe€ieral jmisdietien, 
military-oouft,---<>H>lhee--eeunl>'y, which involved a plea er verdi<>t--el'--gllilly--G,'--a--W!WietIBR---ful~ewi»g--a 
plea ef aolo contenElcre? ........Q-YE-re,erS--t0=H},i,IOc, 

19G l (rev. 3/-2-01+l,,.,)1---------------cCoeO;e~.+ITIN100D-GN-N-!,X::['..l',¼J.i,.....-----------------J. 



Af>P---bIC,\TION FOR ELIGIBILITY EVALUATION 

(Gj List tfle aam:es of all sta-tes,----f0feign---€0ttffiFi-es,prnvideHees, or territories from wl-1iefl yoH have reeeived--a-l~eefl-5e----te-J:1i:a&t-i-e-e 
. . .~-arefliteeture. If 'r'Dll aeeEI a • c' 

State/Co1,u1:lFy bieense J',lc1m13eF Qate Gnn1ied R:eftHiFemeflltl f0-f-b.i.eettSttfll 

Edueati0H 

rt ave yeH eem13 IsteeIi'1gla SG la ea,E') H I'reee1ve a g YES NO 
Utti1 'ereity SF Csllege 

Name fHHi beer.lion: 
Com'5e sf 

&atay 

Units CompleEe8 

Quaf!ef - Diploi:na er Degree 
CerliHeste Ql:Jt-EH-R-ee 

fla!e 
(;'01npleteEI 

E*JleneHee 
f1rsm (MID 1¥): 

Ho eiFS P1:w \l 'eek: 

SUj:JCf isor's )',lame: 

Frem (MID'¥): 

Hom:s Per Week 

S1:113m isor's Mame: 

FFem ~~4'Q'Y): 

He~ucs Per l,~leek 

Su13eruiser's ~!ame: 

Frnm ~M'QIY): 

MouFS Per Week: 

Su13er isor's Name: 

~rem (M'Q''O: 

FiellFS Pef Week: 

Su!')ef' iser's ~lame: 

.. ···········-·-··-····-

Ts (M/D'Y): 

Tela! WorlteEI (Y'H): 

To (H'DOf): 

+01:al lNorlEeEl (¥'~4): 

/ 
+e E~,!J,Q'Y): -- -~~ .. 
+e (MlQ11/J 

Tetal WerkeH (Ytr !J): 

Te (M'Q'Y): 

Tela! mert1:e6 EY'M): 

-Hl-Bpieyer Name ancl Address: ~ Empts) er Lieef!sed as: 

~0 
.g__ 
.g .CoRlrnelor 

.g_-!ffigiHOOf 

.g LanElsea13e AFehitee'.:01f. .g_Gl!,e,s 

. -~ - ,. 

~•' 
0 - .. . . 
~ 

e1H13leJ er Mmae aAH ~ i:¼8:Fess: 

emf)leyel' ~lame aacl A88ress: 

Empie) er Uemwe6 as: 

.g__ 

.g CoflEraelef 

.Q..~ 

.g__ .baAEiseaj'le AfeAiteet 

.g_Gl!,e,s 

~mf)le~ eF bieeaseEi as: 
.g__ 

g.__(;eH:flHl8f 

.g_~ 

.g ban9seaj'le tlrFel1iteet 

.g_Gl!,e,s 

emfJISJ er bieer1seJ as: 
.g__ 
.g CeHlnmter 

.g_~ 

.g bafl.Elseaf)e Arohi~eet 

.g__Gl!,e,s 

B1n13leJ er bieeAsetl as: 
.g___ 
.g CeatH1eEel' 

.g_~ 

.g LrtHElseaf)e Arohiteet 

.g_Gl!,e,s 

19G I (,ev, 3/20 I a) REVIEW AND SIG~! ON PIEXT PAGE 2 
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APPLICATION FOR ELIGIBILITY EVALUATION 

Diseipline/Cenvietien Questions E an-d--F 

Gheek yes, if you have been diseipli1-:ed by a f:)ublic ageHey er eoavieted of a orime. 

11 Cenvicti0n 11 includes a plea or'• erdiet of guilty or a coHvietien following a 13lea of Helo eoBtendere aHEl aBy eenvietion that has bee-A 
set aside er deferred 13t1rsuant to Penal Code seetieHs lOQO er 1203.4, inel:1di0g infraetiens, misdemeanors, amt felonies. You Se Bet 
ReeEI to report a een\.ieti01-1 of ai, infraeti01-1 \Vith a fine of less thaH $1,000 unless the infraeti □ R involverl alcohol or a eontrelleEI 
substanee. You m1;1st, ho•.vever, Biselose any eonvietions in wA.ieh you e1:tered a plea or AO contest aml any convictions that were 
subseqc1ently set aside er deferred pHrs1.:mnt to Penal Cede seetiens 1000 or 1203.~. 11LiceAse 11 iAehH:lcs permits, registrations, aAEi 
certiHcates. 11Diseipline" i1:eludes, but is Rot limited to, suspe1:sion, revecatieA, voh:1F1tary surrender, pro0atior., reprii=Fmml, er aAy 
ether restrictiefl: OH a lieense held by yo1:1.. 

Please c~lplain Getails Oil a separate sheet of paper aHd attach. IAElicate the Gate aA0 place ef arrest, r,arue of col:lrt, court ease number, 
code seotieR vielated, brief e~~planatioF. of th.e offcHse, aad tb.e seAtenee iR1posed; or if applieable, iR0ieate the Bate aRd nature of the 
diseipliHary aetion, B.ame and locatioH of ptthlie ageney, anEI the fiHe er sentence imposed. If eonvicted 1::mder another name, please 
indicate ether Rame(s). 

Cheek ne, if you h.ave Hot Sem-1 discipliHed 13) a pt16lie ageRey, anEl yo1::1 hm,eHet 6ee1~ cenvieted efa eria-.e. 

,",dditional Information C 
.,..,.ili,="'oo•-- • '"·"·"".., c,..,.~ ,,. ,,._";;:~ "' ,,._,,. •••""" .. 
this ap131ieation is requireEl l:H:der Business and ProfessioAs Code sectio1-:s 55 , 5 ~ 5552. AU items are manBatory. Tfle 
i11fonnatioH provided •.vill be l¾sed to determine qualifieations fer lic(:!F!SUre. 

SSN or Jilli. YoLH" SS}! or !Tl}! will 

Reas0n-able--Aa!.0mmodati011 '50laal!lte--oo'9fHmOOa!t<:msrJ>ll-ffi'uant to the Ameriea+:s with DisaSilities Aet, 
j'>l,,ase eall or -'fi.siHlw-Bea1'<l'-s-w€bsi"f1€,,-4,w~:a4h,il \l--an<i-...;ffi9mikl---£<>mi,lele<li-R"""SBJ11aael>lkee,-..,A\ceee,eoOl1flllnm<.JelatioH Re~uesl-fel'-.too 
Arehit@et Registn:tion Ex.aminatioa (ARE) f: • . 

J>RIDR +Q SIGNING nns Al'l'blCflIJQN, RE¥1E~' Abb INFQRMAHQN. 
F9& BQA&D lJSE 9Nb¥l-eleelare umler peHalty of pe1jory uHaer the laws of the State of Califemia thal all of my 

F"!'fOSeHtalioes oa '.his Applieatioa fe, Bligieility E¥alo<ltiotrfiRehtaiHg-filtaelrn1eats~ ReCEIPTNQ.: 
correct, and contain no material emissions offaet to the Best of my lrnowledge and Belief. PEEl'AID: 

~ ---· 
..-

LICBlSENQ.: 

!SSl-JE !),",'Hi:§ig11at~re Pale 

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



Arn~ld s~hwarzcnener, 
GOVERNOR. 

2420 Dt~ P.-.so ROAD, 

sum le>5 

SAUi.ii MENTO, 

CA 9~8:34 

911.i-S:f4-7220 Y 
916-S:75-7283 f 

t1'.lb(@dca.c(l.,g(N" 
WWW,CiJb,ca.gOY 

CALIFORNIA ARCHITECTS BOARD 
PUBLIC PROTECTION THROUGH EXAMJNATION, LICEHSURE, AND R.EGULAllON. 

· TO THE EMPLOYER: 

Please complete the employment information on the reverse side of this 
form velifying the applicant's employment under your direct supervision. 

• If additional space is needed, please use ancther Employment 
•Verification. Form o, a photol")py ofablank Employtnent Verification 
.Fonn. • • • • •• 

Signature must be provided by the "Responsible Managing Officer" for 
:Califo.rnia .general building co~tractor corporations.. • • 

The Do•rd requires that all Employment Verification Forms 
submitted for an applicant contain the original signature of the 0 
employer. Copies, rubber stamps, or other reproductions of the 
:dgnatur(! will not be accepted. Iu additiont forms containing t,-~ 
strikeouts or corrections will not be accepted. ~'<,J 
cw,o,WAARc,n-rnc,s SOAAD fli. 

0 .··......· 0-q 
.·· .. ··· .. m .. 

. . . •_.,~. 

··..·0 . 

mailto:t1'.lb(@dca.c(l.,g(N


  

  

EMPLOYMENT VERIFICATION FORM 

APPLICANT MUST COMPLETE SECTIONS I and II ONLy TYPE OR PRINT CLEARLY IN INK 

I. Applicant should complete information below. The address insert will be used to a.cknowledge receipt of this 
employment verification form in our office. 

Employment Period ____________ 

Name of Employer ____________ 

Nama ___________~-------

Address"-·-'-----------------
City/State/Zip ______________ 

Il. Applicant is required to complete sections I and Uof this form prior to sending it to the employer. Flense remember 
that making or giving any 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 architecture. 

ID#Namo ----------,,-,-------,-=----
Last First Middle (If known) 

Known By Any Other Name______________ 

Address,____________________________..,__,!\,,J 
City ____________ State __ Zip ___ Country 

Work Phone Horne Phone 

□ CHECK BOX 1F ABOVE IS A Ct-i:ANGE Of ADORI:5S 

Filing Status .. Ple11se Check Appropriate Category Only 

Cl WRITTEN EXAM Cl SUPPLEMENTAL EXAM Cl Rt'.CIPROClrY 

HI. This will certify that to the best of my knowledge and as indicatOO in lhi' re 
under my dire~t :supeivision performing af6hitia!eturol du!ie!Ul)! d ex 

Month/Day/Year Month/Oay/Year 

From To ______ ~ull~Time □ Part-lime D HoursNJeek 

From To __ -.~vll~Time □ Part-Time □ HoursN-/eek __ 

Narne·o1 Firm -----------~·"'-""'#---'li.---Work Phone L___l ______ 
Address 

Ctty S~ Zip Country 

During the time period shown above, pro~sta.tus was as follows: 

Name 
Last Middle 

Licensed as ---~--------------~ State of Registration
(architect, ciVII or structural engineer, landscape architect, Califomta general building contractor") 

Individual Lk;ense # ______ Original Date Issued ____ Date Expires ______ 

If nppUcant performed work in a state other than the one Usted above, provide employnumt period for thu.t 
project and t~e folio~ inf~r~11tion for that state. 

Full-Time □ Part-Time □ HoursMeek __ 

License\! as .,.,C.-'-,-~,-'-;'--,-'-";'-'-...,..-'----,.c--,-"-":.c..---,-.,..--.,-,,- State of Registration ----~-
• •::·: :::.; ·, : (architect, .c:ivi/::or.structural eJ:igineE!'r, landscape ·a,:chitac:t, California general building contractor*} 

'°·•" ,, •,,' , , ' ', ' \' ' .,•,,, •, ,, : ,,,, I" \ ..~ •"'' , l°: " • ', < ·, • • • , ... ', ( 

Individual Licens;'ti'" ' ''Clriginal Date losued --~- Date Expires ------; _)· ,,_ " .,, . 

I certify"U'ii'der·p~Jl9'itY\ifP'Ci-jU'ryU~der thf"13W.!l"Oi'ihe'State of California that the in.formation on this 
form is true and correct. 

Current Date _______Original Signature ~,---,-.---,-.,,...,..,-,.,--------­
{Please do not $fgn In blac:k ink) 

Print Name _______,.______________ 
* See reverSa 

From· 



~ C A I HORS lh-~liE!§e===:c==. 

ARCHITECTS 
OOA RU 

BUSINESS, CONSUMER SERVICES, AND HOUSING AGENCY • GAVIN NEWSOM, GOVERNOR 
DEPARTMENT OF CONSUMER AFFAIRS • CALIFORNIA ARCHITECTS BOARD 
2420 Del Paso Road, Suite 105, Sacramenlo, CA 95834 
P(916) 574-7220 I www.cab.ca.gov 

ADOPT 
EM PLOYMENT VERIFICATION FORM (EVF) 

INSTRUCTIONS 

Reciprocity Candidates 

• A reciprocity candidate is defined as a n 
individual licensed as an architect in 
a nother U.S. or foreign iurisdiction 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 acceoted. 

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: 

• You earned a degree from an NAAB* 
program 

• Earned a degree from a CACB~ 
program 

• Have an approved NAAB-EESA* 

• All others must submit this form to 
document training (work) experience 
under the d irect 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 tl1e 
Board for ARE eligibil ity. 

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 al l of the following: 

• Name(s) and Address(es) of the • Start Date of Project(s) 
C lient(s) • Completion Date of Project(s) 

• Type of Project(s) • Al l Services Provided 
• Construction Cost(s) 

19C-12 (NEW 6/2024) - CONTINUED ON NEXT PAGE -
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LIMITS ON TRAINING EXPERIENCE 

Verifiable experience from licensed foreign architects in a qualifying foreign country (as 
defined in Section 117{c)) may be granted fralnini:g,experience at 50% credit. A maximum of 
one year may be granted for work experience under a California general building 
contractor or certified California building official. A candidate will not receive more than 
two years 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 
• architect in a nonqualifying foreign country 
• unlicensed individual or nonqualifying 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, comP-leted form must be sent by mail to the 
California Architects Board's address, which is located at the top of page 1, please indicate 
Attn: Licensing Unit. 

Note to Supervisors completing Section 2: This candidate is applying for authorization to take 
the ARE in California. In order to qualify, 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 business 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 National 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• ID: Birthdate (Month/Day/Year): 

I I 
Last Name (Include suffix): First Name: M.I.: 

Tele12hone Number: Email Address: 

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

Address: 

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 
Forms. 

Employment Information 

The above-named individual in Section 1 12erformed architectural duties (see BPC section 
5500.1) for the following period(s) and worked as indicated: 

□ an employee under my direct supervision D an independent contractor 
Start Date (Month/Day/Year)_:_ End Date {Month/Day/Year): Average Hours Per Week: 

I I I I 

□ an emnlovee under mv direct sunervision □ an independent contractor 

Start Date (Month/Day/Year): End Date (Month/Day/Year): Averane Hours Per Week: 

I I I I 

□ an employee under m" direct sunervision D an independent contractor 
Start Date (Month/Day/Year): End Date (Month/Day/Year): Average Hours Per Week: 

I I I I 

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



Licensee Supervisor's Information 

I am licensed/registered as (include the jurisdiction where you are licensed): 

□ Architect in a U.S. Jurisdiction □ Landscape Architect in a U.S. Jurisdiction 
D Structural Engineer in a US Jurisdiction□ Architect in a Qualif)'.'.ing Foreign Countr:i: ' ' 

□ California General Building Contractor Jurisdiction (e.g., state) Where Licensed: 
□ Civil Engineer in a U.S. Jurisdiction 

Expiration Date (Month/Day/Yec'!.!1; License Number:Issued Date (Month/Day/Year): 

I II I 
Last Name /Include suffix): First Name: M.I.: 

Name of Firm/Business: 

Address: 

Cit:i:/Town: State/Province: Postal (Zip) Code: 

Countr:i: (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. 

I 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 

19C-12 (NEW 6/2024) 4 



'I 

.,, ' .i 

Arnold Schwarzenegger 
GOVERNOR 

CALIFORNIA ARCHITECTS BOARD 
~ UBLIC Pil:DTE.CTlO~ THROUGH EXAMINATION, LICENSURE.1 AND REGULATlON 

~ 

2420 Dec PASO ROAD, SUITE 105, SACRAMENTO, CA 95834 cab@dca.ca.gov , 

916-574-7220 T 
'916-57 5-7283 F 

Test Application Form 
Architect Registration Examination 

f"YPE QR PRJITT CLEARl.Y IN l~K 

NAME: ----,,--=='"'"===-cc=c;-:,--~-------~
(LAST/ FIRST/ MIDDLE) 

~RB FILE#': 

KNOWN BY ANY OTHER NAME: -=cc=-~---­ BIRTHDATE(M0N~/YEAR): __/__/__ 
(INCLUDE MAIDEN NAM~) 

ADDRESS: 
~· 

OU~TY CODE ______ 

CITY: ___________ STATE; COUNTRY: 
(See reverse) 

_____ 

□ CHECK BOX IF. ABOVE ADDRESS I "A GE OF ADDRESS 

WORK PHONE: (1-__)_______ 

2
SOCIAL SECURITY# : -~--------.,.; GENDERl,€X; □ MALE □ FEMALE 

□ Check box if requesting reaso mmodations pursuant to the Americans with Disabilities 
Act 1 •-, · 

$100 0 Eligibility Review Fe ~ Amount of Enclosed Check: $______ 
This fee is non-refu abl~wlll cover the administrative cost of app/lcation processing and eligibility review, 
Ills required fo,r all n tes. 

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

I certify under penalty of petjury under the laws of the State of California that the 
information on this application is true and correct. 

Signature:~------------~---------
Date: _____________________~ 

The lnfarmatlan requested on this app/lcatlon i,; required under Sections 5526, 5550, 5551, and 
5552 of the Business and Professions Code. All items are mandatory. The Information provided 
will be used to determine qualifications for /icensure. The Executive Officer of the Board is 
responsible for information ll)Bintenance. 

Please see instrucUon lelter for more inrarmatlon. 

2Dlsclo~urc of }'Our United Slates Ssoclal §.6fJr.urity l:!,Aumber /SSN} is mondatory, Collection ls authorized by SecUon 30 of the 
Business ;:incl-Profes,a.lons Code and Publlc Law 94455 [42 U.S.C,A. 405(c)(2)(C)], Your saslal soGblii~§§tl will be 
used exclusively for tax enforcement purposes, for purposes of compliance with any Judgment or ardor (or family support In 
accordance wilt, Family_Code Seclion .1752.0, or for verification of llcensura or examl11atlon status by a Ucenaing or 
examlnatlon entity which uUlizes a national examination ahd where litensure ls reciprocal with lhe requesting slata. [f you fall 
to discJose your .sooiat--6ooufily R1:1mbe~ ym,1 wUI be reported lo the Franchise Tax Bo!lrd, wh!ch may assess a $100 
pe11ar!y agafnst ;t0u. 

l 9C-! I (rev,-W-,91);1JLl.QQQ) 

FOR OFFiCE USE ONLY 

Receipt# 

Fee Paid 

Date. 

(OVER) 

1 
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Have you ever had iJ..registration denied, suspended, or revoked or otherwise D YES 0 NO 
been disciplined by a public agency In any state or country? If yes, explain details below. 

Have you ever plea.ded guilty or been convicted by a court of an offense? 0 YES 0 NO 

If yes, please eiq,laifl.-provide details below. 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 1.203.4 OF THE PENAL CODE MUST BE SHOWN. 
YOU MAY OMIT: 

a. Traffic infractions for which the fine imposed was $150 or less. 
b. Any offense which was adjudicated In a juvenile court or under a youth offender law. 
c. Any incident that has been sealed or disposed under Welfare and Institutions Code Section 781 or Penal Code 

Sections 1000.5 and 1203.45. • • X. · 
• • •ALL OTHER CONVICTIONS MUST BE INDICATED u 

ADDITIONAL SPACE: . • • • . ~ 

©qj 

COUNTY CODE LIST: 

1 hnperial 13 Modoc 25 Sen Diego 37Alameda 
Alpine 2 Inyo 14 Mono 26 San Francisco 38 
Amador 3 Kem 15 Monterey 27 San Joaquin 39 
Butte 4 Kings 16 Napa 28 San Luis Obispo 40 
Cala<Jeras 5 Lake 17 Nevada 29 San Mateo 41 

Orange 3() Santa Barbara 42Colusa 6 Lassen 18 
Contra Costa 7 Los Angeles 19 Placer 31 Santa Clara 43 
Del Norte 8 Mndera 20 Plumas 32 Santa CrLIZ 44 

El Dorado 9 Mar[n 21 Riverside 33 Shasta 45 
Fresno 10 Mariposa 22 Sacramento 34 Sierra 46 
Glenn 11 Mendocino 23 San Benito 35 Slsk!you 41 
Humboldt .12 Merced 24 San Bernardino 36 Solano 46 

Sonoma 49 
Stanislaus 50 
Sutter 51 
Tehama 52 
Trinity 53 

-Tulare 54 
Tuolumne 55· 
Ventura 56 
Yolo 57 
Yu!lil 58 
Out of State 99 
Out of Country 00 

l9C-l l (rev.-312006) 
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