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WHY IS FIRM RENEWAL REQUIRED?  
Firm registration with CPA Saskatchewan renews on a calendar year.  Renewal is the 
mechanism by which CPA Saskatchewan receives information and declarations related to the 
firm’s compliance with the Rules. It aids the execution of the legislated mandate that supports 
registrant’s ongoing ability to practice in the reserved area (audits, reviews and compilations) or 
other regulated services (tax advisory, consulting, accounting services). 
 
Annual firm renewal begins on November 1 of every year and is required under Regulatory 
Bylaw 10.4. Registered firms with CPA Saskatchewan renew on a calendar year basis.  
 
All firm permits and licences are effective from January 1 until December 31 of every 
year. 
 
Annually, firm renewal involves: 

 
For clarity, firm registration and firm licensure are wholly separate means of firm regulation.  

WHAT INFORMATION DO I NEED TO KNOW? 
November 1, 2024 

Communication to designated firm contact and firm 
administrators, with firm professional corporation and firm 
licence renewal information. 

November 15, 2024 First reminder. 

December 2, 2024 Second reminder. 

December 20, 2024 Final reminder. 

December 31, 2024 Deadline to complete renewal and pay firm fees.  

 

Please ensure each of your licensed members has renewed their member 
licence through their member portal PRIOR to completing your firm 
renewal. Refunds for any incorrect categories within the firm roster will not 
be processed. 

1.
Renewal of Firm 

Registration

2.
Renewal of Professional 
Corporation Registration 

(if applicable)

3.
Renewal of Firm Licence 

(if applicable)
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STEPS TO COMPLETE FIRM RENEWAL  
 
Log into your member portal here.  
 

It is recommended that you clear your internet browser’s cache and history and use a 

private window or incognito mode during renewal.  

Please DO NOT bookmark the renewal form in your internet browser. 

To request the Authorization to Represent the Firm form for new individuals (i.e. if a 
staff person will be completing the renewal on the firm’s behalf), please contact 
registrar@cpask.ca. 
 

 
1. Sign in using your email address as the username, and password  

 

 

 

 

 

 

 

 

https://member.cpask.ca/
mailto:registrar@cpask.ca
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2. Landing Page 

 
 

 

 

3. Submit Roster Declaration 

 
 

 
 

Complete your Licence and/or 

Professional Corporation renewal 

first (if applicable). See the Guide 

to Member Licence and PC 

Renewal for further instructions. 

Once you have completed your Licence 

and/or Professional Corporation renewal 

(if applicable), click on Roster 

Declaration to begin the firm renewal. 

Review your current firm roster to ensure accuracy. Email 

licensing@cpask.ca if you need to adjust the role of any 

CPA Licensed Member. Email registrar@cpask.ca if you 

need to adjust the role of any CPA Practice Leader or CPA 

Employee, or if you need to add a new CPA Candidate.  

Click on Remove a CPA/CPA Candidate if you need to remove a CPA or 

CPA Candidate from your roster. Click on Add a CPA if you need to add 

a CPA to your roster. You cannot add CPA Candidates to the roster. 

If you do not have any changes to make, 

click on #4 Declaration to finish this step. 

mailto:licensing@cpask.ca
mailto:registrar@cpask.ca
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To remove a CPA or CPA Candidate: 
 

 

 
 
To add a CPA: 

 

Type in the last name of the CPA you 

wish to add to the roster, then click 

Find. 

Check the box next to the name of the 

CPA, then click Continue. 

Check the box next to the individual’s name 

that you wish to remove, then click Continue. 

Select Yes in the dropdown for each individual 

you wish to remove, then click Submit. 
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Roster Declaration: 

 
 
 

4. Submit Firm Renewal Declaration 
 

 
 

 

 

Select the appropriate role for the CPA, then click Submit. 

CPA Licensed Member: CPAs that hold a Comprehensive, Specified or Compilation 
licence. 
CPA Practice Leader: CPAs that are not licensed as above but are authorized to sign 
reports under “other regulated services” as defined in Bylaw 2.1(bb). 
CPA Employee: CPAs that are neither licensed nor practice leaders as above. 
 
NOTE: All part-time CPA Employees/Practice Leaders/Licensed Members must be 
included on your firm roster, regardless of hours worked. 

Select Yes in the dropdown, then click Save. 

Click on Firm Renewal Declaration 

to access the firm renewal form. 
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5. Privacy & Firm Demographics  

    

If the Practice Commenced date is 

empty or if the date appears incorrect, 

email registrar@cpask.ca to confirm. 

Firms cannot change their legal name or 

their operating name.  To change these 

names, email registrar@cpask.ca and 

provide additional documents as necessary. 

If the firm offers services in 

another language, select them 

here. If the language isn’t on 

the dropdown, email 

registrar@cpask.ca to have it 

added. 

If your firm structure 

has changed, email 

registrar@cpask.ca 

to confirm. 

mailto:registrar@cpask.ca
mailto:registrar@cpask.ca
mailto:registrar@cpask.ca
mailto:registrar@cpask.ca
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6. Assisting Professional Accountant (if applicable) 
 

 

 

 

7. Licence (if applicable) 

 

 

 

 

 

 

 

 

 

All Sole Practitioners must have an Assisting 

Professional Accountant. 

If the firm is licensed in another jurisdiction in 

Canada, enter the information of the other licence 

here. Please send any changes regarding licence 

type to licensing@cpask.ca. 

mailto:licensing@cpask.ca
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8. Professional Corporation (if applicable) 

 

 

 

9. Areas of Practice 

 

 

Select the checkbox to finish 

this declaration. 

Check the appropriate areas of practice 

of the firm. This information will be 

displayed on the CPA Saskatchewan 

website.  

Click on the  for a description of 

each service. 

If the professional corporation is no longer 

being used, it must be closed. CPA 

Saskatchewan requires the Certificate of 

Amendment or Dissolution confirming that 

the professional corporation is no longer 

active and that the name has been changed. 

Please email this to registrar@cpask.ca.      

mailto:registrar@cpask.ca
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10. Professional Liability Insurance 

 

 

11. Declaration 

 

Confirm the PLI policy details are correct and 

current. There is no need to send a copy of the 

insurance certificate to CPA Saskatchewan.  

Click all checkboxes and type the name of 

the Designated Contact or the Authorized 

Representative of the firm. 

Click on Submit to proceed to payment. 

If the policy has lapsed or the firm does not have the appropriate coverage, 

complete the lapse declaration form which will be made available on the 

renewal form when applicable and email to registrar@cpask.ca.  

mailto:registrar@cpask.ca
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12. Pay Firm Fees 

 

 
 
Type of Renewal Fee Amount 

of Fee 
GST TOTAL 

Primary Firm Registration Renewal per CPA Licensed Member $275.00 $13.75 $288.75 
Primary Firm Registration Renewal per CPA Practice Leader $250.00 $12.50 $262.50 
Primary Firm Registration Renewal per CPA Employee $175.00 $8.75 $183.75 
Primary Firm Registration Renewal per CPA Candidate $150.00 $7.50 $157.50 
    
Affiliate Firm Registration Renewal (Flat Fee) $300.00 $15.00 $315.00 
Professional Corporation Renewal Fee $75.00 $3.75 $78.75 
 

IMPORTANT: If you will be paying at a later date, or by cheque or EFT, or to obtain an 
itemized invoice, you must select Confirm Fees, then Generate Invoice/Pay by cheque or 
EFT, then Submit Order. You do not need to enter anything in the PO number field. Click on 
Home on the top menu, then the Pay Fees button. Your invoice will be ready under 
Invoices/Receipts to view or pay. 
 
To Pay Now:     To Pay by Cheque/EFT or Obtain Invoice: 
` 
 
 
 
 
 
 
 
 
 
 

Click on Confirm Fees 

to proceed to the cart. 
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Firms interested in paying by EFT must contact accounting prior to sending the EFT. You may 
click on Pay Fees on the Progress Tracker or the cart icon at the top of the screen to access 
the payment page at any time once you have confirmed your fees. 

   

Firm renewal is considered complete when all required steps of the renewal are completed, 
all forms are submitted (as applicable) and payment is received.  

13. Obtain Applicable Firm Licence/Permits Online 

 

 

 

All information submitted to CPA Saskatchewan in support of the firm renewal is subject to 
verification or request to provide additional information at the time of renewal. 

Under My Profile, click on Manage Your Firm and then your 

firm name. The appropriate permit(s) will be under Permits for 

Download. Please allow 1-2 days after completing payment for 

the permits to appear. 

Click on Pay Fees 

to submit payment. 

 Need assistance? 
 

Contact licensing@cpask.ca for licensing specific questions. 
Contact registrar@cpask.ca or call (306) 359-0272 for general renewal questions. 

mailto:showell@cpask.ca
mailto:licensing@cpask.ca
mailto:registrar@cpask.ca
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