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NOTICE: This packet incorporates the most recent revisions of statutes and administrative rules governing the accountancy profession, as of January 1, 2013. Note that the statutes and rules incorporated in the packet are not an official
version of the Indiana Code. It is distributed as a general guide to individuals in the accountancy profession regulated by the Indiana Board of Accountancy and the Indiana Professional Licensing Agency. It is not intended to be offered
as legal advice, and it may contain typographical errors. The Indiana Board of Accountancy and the Indiana Professional Licensing Agency are prohibited from providing legal advice on issues contained herein. For legal advice, please
consult an attorney. To obtain official copies of the Indiana Code or Indiana Administrative Code, contact your nearest public library or visit the website of the Indiana General Assembly at www.in.gov/legislative.
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Instructions

This packet is intended for businesses with a permanent physical location in Indiana that need to obtain a firm permit
to practice Accountancy in the State of Indiana.

Quick Steps

1. Forms you must complete:
v' Application for Accountancy Firm Permit - State Form 46609 — 3 pages — 7 Questions
Important Notice: Be sure to fill out ALL questions. If the question does not pertain to your
Firm, enter “N/A” or “none” to assure your Permit Application is quickly processed.

2. Fee: Issuance Fee: $30.00
Renewal Fee: $30.00
Restoration Fee — Expired Under 3 Year: $80.00
Restoration Fee — Expired Over 3 Years: $60.00

3. Mail: Completed Forms to:

Indiana Professional Licensing Agency
Attn: Indiana Board of Accountancy

402 West Washington Street, Room W072
Indianapolis, Indiana 46204-2700

What Happens Next

1. Once you submit your application, a case manager will review the information. If you have failed to complete
the forms properly, you will be contacted by email to remedy the problem.

2. Upon receipt of all needed information, forms, and fees, you will be contacted by email as to the status of
your Firm Permit application.

3. The case manager will contact you by email and notify you of your activation date and your license number.
You will be sent a Welcome Packet which will contain important information for you as an Indiana Firm
Permit holder.
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Frequently Asked Questions Regarding Firm Permits
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If  want to do tax returns part-time, do | need to register myself as a firm? If so, will | be
subject to a peer review?

If you plan to do any side work, including tax returns, and hold yourself out as a CPA, you must
register as a firm. You will not be subject to a peer review as long as you do not perform any
write-up work including financial statements, compilations, reviews, or audits.

What firms are eligible to obtain a firm permit?

The majority of the financial ownership and voting rights of a firm must hold active and valid CPA
certificates to be eligible for a firm permit. The firm must have a principle place of business in
Indiana. A firm of which only a minority of owners or no owners hold CPA certificates is NOT
eligible to obtain a firm permit.

If I perform mostly write up work, is my firm subject to a peer review?

Yes, the issuance of a financial statement requires a minimum of a compilation report unless it is
a SSARS 8 engagement; therefore your firm is due a peer review. If you render only SSARS 8
engagements you are not subject to a peer review.

My firm operates at more than one location. Is a firm permit required for each location?
No, only one permit per firm is required regardless of number of locations.

When is Peer Review required?

All Indiana firms that perform ANY attest functions (audits, reviews, compilations or agreed upon
procedures) must have a peer review completed once every three years regardless of the
frequency these services are completed. Contact the Indiana CPA Society
(http://incpas.org/advocacy-compliance/compliance/peer-review) for more information about
enrolling in peer review. If you have any other questions about peer review, contact the Board
compliance department at 317-234-3025.

What is peer review?
According to the IC § 25-2.1-1-12, peer review is a study or review of at least one aspect of the
work of an individual or firm practicing accountancy that attests or issues compilation reports.

These reviews are not performed by the Board of Accountancy. The Board of Accountancy
appoints an administering entity who then matches reviewing firms with firms needing quality
review. Currently, the administering entity is the Indiana CPA Society.

What is the difference between a system review and an engagement review?
A system review is conducted on-site at the firm being reviewed while engagement reviews are
conducted off-site.

What firms are required to participate in peer review?
Any firm that performs attest services must complete a peer review once during the license cycle.
Please see the Board’s rules for certain initial licensure exceptions.

If a firm fails to have the peer review completed as required, the license may be subject to
disciplinary action including renewal denial or revocation.

Where can | locate more information about Peer Reviews?
Check the Indiana CPA Society’s web page on peer review here:
incpas.org/Public/PeerReview/IndianaFirms


http://incpas.org/advocacy-compliance/compliance/peer-review
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Question: How often do | need to renew my Firm Permit?

Answer:

Renewal Periods

Licenses have a three (3) year cycle
July 1, 2012 — expires June 30, 2015
July 1, 2015 — expires June 30, 2018
July 1, 2018 — expires June 30, 2021

Renewals Begin:

May 1, 2015
May 1, 2018
May 1, 2021

Late Fees Begin:

July 1, 2015
July 1, 2018
July 1, 2021



License Express

Services Online

Learn, Renew, Update and Order! in.gov/pla/license.htm
License express can be found on the left top column of almost all pages within the PLA website.

Learn Your Profession Corporation Number:
in.gov/pla/license.htm Select> Free Search & Verify
mylicense.in.gov/everification/Search.aspx

Update Your Information: in.gov/pla/license.htm Select> Renew License and Update Address
mylicense.in.gov/egov

Renew Your License: in.gov/pla/license.htm Select> Renew License and Update Address
mylicense.in.gov/egov

Access Your License Information Online

Firm Permit #:
This is your entire permit number (include letters and numbers).

Password:

This is your entire permit number again.

Services That Cannot be Achieved Online

v' Change Name Submit legal document, such as your Articles of Incorporation,
showing change of name to:
Accountancy@pla.in.gov

Renewal Timeline

Renewal Periods Renewals Begin: Late Fees Begin:
Licenses have a three (3) year cycle
July 1, 2012 — expires June 30, 2015 May 1, 2015 July 1, 2015
July 1, 2015 — expires June 30, 2018 May 1, 2018 July 1, 2018

July 1, 2018 — expires June 30, 2021 May 1, 2021 July 1, 2021



in.gov/pla/license.htm
mylicense.in.gov/everification/Search.aspx
mylicense.in.gov/egov
mylicense.in.gov/egov
mailto:mailto:%20Accountancy@pla.in.gov
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Completing Your Application

» The application cannot be completed online.

» You may use the Auto Fill Feature within this PDF to assure that your information is easy to read. The auto
fill feature allows you to click onto the spaces that need filled in and type the information. Once completed,
you can print and sign.

»  If you choose to download the form and complete, be sure that you print clearly.

Application for Accountancy Firm Permit - State Form 46609 - 3 pages

e Be sure to fill out ALL questions. If the question does not pertain to your Firm, enter “N/A” or “none”

The Number

1

Reason a permit is delayed is because
the form is incomplete.

All questions must have an answer,
N/A or “None” indicated.




INDIANA BOARD OF ACCOUNTANCY

PROFESSIONAL LICENSING AGENCY

APPLICATION FOR ACCOUNTANCY FIRM PERMIT
402 West Washington Street, Room W072

3| State Form 46609 (R6 / 9-12)
/" Approved by State Board of Accounts, 2012 Indianapolis, Indiana 46204
Telephone: (317) 234-3040
E-mail: pla11@pla.IN.gov

* Your Federal Identification Number is being requested by this state agency in accordance with Indiana Code. Disclosure is voluntary and
you will not be penalized for refusal. Federal Identification Numbers may be made available to the Indiana Department of Revenue.

FOR OFFICE USE ONLY
LICENSE NUMBER ISSUED

APPLICATION FEE

DATE FEE PAID (month, day, year) DATE LICENSE ISSUED (month, day, year)

LICENSE OBTAINED BY

RECEIPT NUMBER

DO NOT WRITE ABOVE THIS LINE

Pursuant to IC 25-2.1-5-7, an applicant shall notify the Indiana Board of Accountancy in writing, not more than thirty (30) days after a change:
(a) in the identities of partners, members, officers, or shareholders who work regularly in Indiana;
(b) in the number or location of offices in Indiana;

(c) in the identity of the individuals in charge of the offices; and

(d) of the issuance, denial, revocation, or suspension of a permit by another state.
Date (month, day, year)

Federal Identification number *

is engaged in the

The firm known as
practice of public accountancy in this state and hereby makes application for a Permit to Practice Accountancy pursuant to IC 25-2.1-5.

I:I Partnership I:l Professional Corporation
I:l Corporation I:l Limited Liability Partnership

This firm is a (check one ): I:l Sole Proprietorship
I:l Limited Liability Company

1. The name and address of the principal office of the firm:
Telephone number

Name of principal office
( )
E-mail address

Address (number and street, city, state, and ZIP code)

2. Other offices located within the state of Indiana (attach additional listing if necessary). Please write N/A if not applicable.
(num?eezsggtfe(e)t':gt;':slgfe and NAME OF OFFICE INDIANA PA-AP INDIANA CPA CPA OF STATE
1P coae) ’ ’ MANAGER CERTIFICATE NUMBER | CERTIFICATE NUMBER | OTHER THAN INDIANA

Page 1 of 3



3. The name and Indiana certificate number of the sole proprietor (if applicable), each partner, member, officer, or shareholder who regularly works in Indiana.
the total percentage of equity ownership and the voting rights of the licensees in the firm. Attach an additional 8 1/2” x 11” sheet if necessary. Please write
N/A if not applicable.

NAME OF SOLE PROPRIETOR, PARTNER, MEMBER, PERCENTAGE OF EQUITY OWNERSHIP
OFFICER, OR SHAREHOLDER INDIANA CERTIFICATE NUMBER AND VOTING RIGHTS

4. The name of each nonlicensed CPA/PA/AP partner, member, officer, or shareholder, job title, percent of ownership, and percent of time devoted to client
service. Attach an additional 8 1/2” x 11” sheet if necessary. Please write N/A if not applicable.

PERCENTAGE PERCENT DEVOTED

NAME OF PARTNER, MEMBER, OFFICER, OR SHAREHOLDER JOB TITLE OF OWNERSHIP | TO CLIENT SERVICE

5. The name and Indiana certificate number of each employee holding a certificate who regularly works in Indiana. Attach an additional 8 1/2” x 11” sheet if
necessary. Please write N/A if not applicable.

NAME OF EMPLOYEE INDIANA CERTIFICATE NUMBER

Page 2 of 3




5. The name and Indiana certificate number of each employee holding a certificate who regularly works in Indiana. (Continued from previous page.)

NAME OF EMPLOYEE INDIANA CERTIFICATE NUMBER

6. The name and out-of-state certificate number of each partner, member, officer, or shareholder who does NOT regularly work in Indiana. Attach an additional
8 1/2” x 11” sheet if necessary. Please write N/A if not applicable.

NAME OF PARTNER, MEMBER, OFFICER, OR SHAREHOLDER STATE OF LICENSURE CERTIFICATE NUMBER (if applicable)

7. List each state in which the applicant / firm has applied for or holds a permit to practice accountancy as a firm. List any past denial, revocation, or suspension
of a permit by another state. Attach an additional 8 1/2” x 11” sheet if necessary. Please write N/A if not applicable.

CERTIFICATE NUMBER
NAME OF APPLICANT / FIRM STATE OF LICENSURE (if applicable) STATUS
Signature of Indiana Certificate Holder Date (month, day, year)

Page 3 of 3
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Your Resources

State Board of Accountancy

Email: accountancy@pla.in.gov
Phone: (317) 234-3040
Mail: Indiana Professional Licensing Agency

Attn: Board of Accountancy
402 W Washington Street, Room W 072
Indianapolis, Indiana 46204

Facebook: Indiana Board of Accountancy

CPA Membership Organizations

Note: All organizations listed are separate entities from the Indiana Board of Accountancy Professional Licensing
Agency. Memberships and fees are unrelated to the State Licenses, Registrations and Permits.

NASBA

National Association of State Boards of Accountancy

Website: INCPAS.org Website: Nasba.org
Phone: [317] 726-5000 Phone: 866-MY-NASBA
Toll Free: [800] 272-2054 Email: cbtcpa@nasba.org
Email: info@incpas.org
Mail: 150 Fourth Ave.
Mail: Indiana CPA Society North Ste. 700
8250 Woodfield Crossing Blvd #100 Nashville, Tennessee 37219-2417

Indianapolis, Indiana 46240-4348

Al C PA ) American Institute of CPAs’

Website: AICPA.org

Phone: 888.777.7077

Email: service@aicpa.org

Mail: American Institute of CPAs

220 Leigh Farm Road
Durham, North Carolina 27707-8110


mailto:accountancy@pla.in.gov
http://www.facebook.com/pages/Indiana-Board-of-Accountancy/174455149252420
mailto:cbtcpa@nasba.org
mailto:info@incpas.org
http://maps.google.com/maps?f=q&hl=en&geocode=&q=8250+Woodfield+Crossing+Ln,+Indianapolis,+IN&sll=37.0625,-95.677068&sspn=49.043149,76.640625&ie=UTF8&t=h&z=16&iwloc=addr
mailto:service@aicpa.org
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