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CIMA professional development form

Guidance on how to use the form, easily record
and submit your CPD record.

CIMA CPD is a mandatory requirement for all CIMA members. It helps you structure your professional
development. As part of the CIMA Professional Development, members are required to work through the
CPD cycle at least once a year.

The CIMA professional development form will help you to record your learning activities, edit them and
once ready you can send this to CIMA upon the CPD monitoring selection.

In this guide you can find how to:

Record your learning activities and progress
Submit to CIMA if you have been formally selected for CPD Monitoring
Save your CPD record on your device (this is both for selected and non-selected members)

Insert all your details,
such as CIMA Contact ID,
full name and email address.

Your edits will get saved
as you move along the form.

Select whether you're a
Member in Practice or
employed in business.

If you are both employed and in
practice, please include in the next
section any details and development
needs for both roles.

Click Next to progress.
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In the DEFINE section you will be able to include any information about your current role, as well
as your desired role and expectation around it.

—
/

Record your learning activities and progress

/
/

Please include a short description
of key responsibilities within

your current role, a new role also
include a brief outline of this.

You can use short bullet points
to do this.

Click Next to progress.

There are 10 development
objective and learning activity
boxes on the first page.

You don’t need to add 10
development objectives, just fill as
many as you think as necessary.

In the first box, please record
your development objective and
describe what you would need to
achieve it.

In the second box, please
describe the learning activity you
have undertaken to meet your
development objective.

Including dates for each learning
activity is mandatory.

Please also include a reflective
statement for each one.
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If you have been selected for CIMA CPD Monitoring

O O

If you have more learning to
report, click ‘Yes, add more
development objectives'.

If you need to add more
development objectives and
learning activities, please click
‘add more’ at the end of the page
in the form.

You will be redirected to another
page with further 10 boxes to use.

You can include up to 20
development objectives on
one form.

If you have 10 or less
development objectives, please
click on ‘No, move on to next
section’, and click Next.

Once you record your
development objectives and
relevant learning activities, please
evaluate your progress.

Use the prompts to help to create
your final evaluation.

If you have been formally selected
for CIMA CPD Monitoring, click
on ‘Yes... to be redirected to the
next section.

Please use the checklist in the
box to ensure you have completed
all mandatory steps for CPD
Monitoring.
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Verify your answers before
O / submitting.
O

If you have been selected for CIMA CPD Monitoring

Please see below, in the ‘Save your CPD’ section how to
save your CPD record as you will need to email a copy to
CIMA at cpd.monitoring@aicpa-cima.com

If you haven't been formally selected for CIMA CPD Monitoring

Please remember that you don't need to submit your CPD record to CIMA,
but you can save it for your records. Please follow the steps below to do so.

If you haven’t been formally
/ selected for CIMA CPD Monitoring,

Please select ‘No..." to be

redirected to the next section.

Save your CPD record

(O <+ To save your record on your
device, click on the three dots
in the top right-hand corner of
the screen.

Follow the instructions below
to know how to save your
CPD record.

4 | CIMA professional development form


mailto:cpd.monitoring%40aicpa-cima.com?subject=

<—— A pop-up window will appear,
you only need to decide the
location in which you wish to
save your CPD record.

Once you saved your CPD record,
you can access, view and edit
your CPD record, by clicking on
either ‘Go to Microsoft forms’ or
‘Save my response to edit’.

If you have been formally selected for CIMA CPD monitoring and submitted your CPD record
via email, you will receive a confirmation message, please also check your spam inbox.

Please note that if you edit your record after you have submitted it, CIMA won't
be able to check your latest updates, and you will need to send a new email to
cpd.monitoring@aicpa-cima.com including your latest updates on your

CPD record.
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