
In-Firm Documentation Requirements 
 

 
Continuing Professional Education offered by your employer 
may count as acceptable CPE if the courses are organized, 
formal in-firm programs that contribute directly to the 
professional competence of an individual licensed to practice 
as a CPA. 
 
To verify that the in-firm courses are acceptable, you must 
submit a transcript certified by your employer, an agenda 
and/or outline, and a biography of the instructor(s).  A sign-in 
sheet containing the instructor’s name(s), course title, course 
date, field of study, and number of CPE hours earned may be 
submitted in place of a certificate of completion. 
 
NOTE:  Except for the certification signature, handwritten 
information is not acceptable. If any of the information is 
written, please contact your firm’s CPE Coordinator and have 
them verify the information on letterhead or send verification 
by email to Nikita.Montgomery@arkansas.gov.  
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