
   

  
 

  

  

       

  

 

   

  

    

 
  

 
  

  

   

 

 

  
 

     
    

   
  

    
 

APPLICATION FOR ELIGIBILITY EVALUATION 
For candidates seeking eligibility to take the 

National Council of Architectural Registration Boards’ (NCARB) Architect Registration Examination (ARE) 

Fee: $100 (Check or money order) non-refundable 

Last Name: Suffix: SSN or ITIN: NCARB Record Number: 

First Name: Middle Name: 

Address: 
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City: State/Province: ZIP/Postal Code: 

Country: Email: 

Home Phone: Work Phone: 

Birthdate: 
/ / 

Sex: 
☐ Male ☐ Female 

Other Known Name(s): 

(Month) (Day) (Year) 

Before Answering, Read Page 3 
(A) Have you ever submitted an application or been determined ineligible for the ARE in California? 

If yes, provide date of application: ☐ YES ☐ NO 

(B) Have you previously been determined eligible to take the ARE? 
If yes, list the U.S. or Canadian jurisdiction: ☐ YES ☐ NO 

(C) Would you like your information (name and address) shared with other individuals or organizations 
offering to provide education information regarding the examination? ☐ YES ☐ NO 

(D) Have you served as an active duty member of the U.S. Armed Forces and were honorably discharged? 
If yes, you may qualify for expedited application processing by providing a copy of your DD214 
(Certificate of Release or Discharge from Active Duty). ☐ YES ☐ NO 

(E) Have you ever had a registration denied, suspended, revoked, or otherwise been disciplined by a public 
agency in any state or country? If yes, explain the details on a separate sheet of paper and attach. ☐ YES ☐ NO 

(F) Have you ever been convicted of a crime in any state, the U.S. and its territories, federal jurisdiction, 
military court, or other country, which involved a plea or verdict of guilty or a conviction following a 
plea of nolo contendere? ☐ YES ☐ NO 

19C-1 (rev. 3/2015) -CONTINUED ON NEXT PAGE- 1 



 

  

  
 

       

     

     

 
        

  
 

 
 

    
 

 
   

     
 

     
 

 
        

  

  

  

  

  

     

  

       
  

  

  

  

  

     

  

       
  

  

  

  

  

     

  

       
  

  

  

  

  

     

  

        
  

  

  

  

  

     

  

  

APPLICATION FOR ELIGIBILITY EVALUATION 

(G) List the names of all states, foreign countries, providences, or territories from which you have received a license to practice 
architecture. If you need additional space, please use a separate sheet and attach. 

State/Country License Number Date Granted Expiration Date Requirements for Licensure 

Education 
(A) Have you completed high school/received a GED? ☐ YES ☐ NO 

University or College – Course of Units Completed Diploma or Degree 
Certificate Obtained 

Date 
Completed Name and Location: Study Semester Quarter 

Experience 
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From (M/D/Y): 

Hours Per Week: 

Supervisor’s Name: 

To (M/D/Y): 

Total Worked (Y/M): 

Employer Name and Address: Employer Licensed as: 
☐ Architect 

☐ Contractor 

☐ Engineer 

☐ Landscape Architect 

☐ Other: 

From (M/D/Y): 

Hours Per Week: 

Supervisor’s Name: 

To (M/D/Y): 

Total Worked (Y/M): 

Employer Name and Address: Employer Licensed as: 
☐ Architect 

☐ Contractor 

☐ Engineer 

☐ Landscape Architect 

☐ Other: 

From (M/D/Y): 

Hours Per Week: 

Supervisor’s Name: 

To (M/D/Y): 

Total Worked (Y/M): 

Employer Name and Address: Employer Licensed as: 
☐ Architect 

☐ Contractor 

☐ Engineer 

☐ Landscape Architect 

☐ Other: 

From (M/D/Y): 

Hours Per Week: 

Supervisor’s Name: 

To (M/D/Y): 

Total Worked (Y/M): 

Employer Name and Address: Employer Licensed as: 
☐ Architect 

☐ Contractor 

☐ Engineer 

☐ Landscape Architect 

☐ Other: 

From (M/D/Y): 

Hours Per Week: 

Supervisor’s Name: 

To (M/D/Y): 

Total Worked (Y/M): 

Employer Name and Address: Employer Licensed as: 
☐ Architect 

☐ Contractor 

☐ Engineer 

☐ Landscape Architect 

☐ Other: 

19C-1 (rev. 3/2015) -REVIEW AND SIGN ON NEXT PAGE- 2 



 

    

  
  

 
      

  
     

            
         

     
 

   
  

  
 

    

 
     

 
   

 
    

  
  

     
 
 

 
 

      
   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 
                  

         
                

 
     
     
     
     
     
        

 

APPLICATION FOR ELIGIBILITY EVALUATION 

Discipline/Conviction Questions E and F 
Check yes, if you have been disciplined by a public agency or convicted of a crime. 

"Conviction" includes a plea or verdict of guilty or a conviction following a plea of nolo contendere and any conviction that has been 
set aside or deferred pursuant to Penal Code sections 1000 or 1203.4, including infractions, misdemeanors, and felonies. You do not 
need to report a conviction of an infraction with a fine of less than $1,000 unless the infraction involved alcohol or a controlled 
substance. You must, however, disclose any convictions in which you entered a plea or no contest and any convictions that were 
subsequently set aside or deferred pursuant to Penal Code sections 1000 or 1203.4. "License" includes permits, registrations, and 
certificates. "Discipline" includes, but is not limited to, suspension, revocation, voluntary surrender, probation, reprimand, or any 
other restriction on a license held by you. 

Please explain details on a separate sheet of paper and attach. Indicate the date and place of arrest, name of court, court case number, 
code section violated, brief explanation of the offense, and the sentence imposed; or if applicable, indicate the date and nature of the 
disciplinary action, name and location of public agency, and the fine or sentence imposed. If convicted under another name, please 
indicate other name(s). 

Check no, if you have not been disciplined by a public agency, and you have not been convicted of a crime. 
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Additional Information 
Review the ARE Requirements at cab.ca.gov and Complete all Information Prior to Submission – The information requested on 
this application is required under Business and Professions Code sections 5526, 5550, 5551, and 5552. All items are mandatory. The 
information provided will be used to determine qualifications for licensure. 

Social Security Number (SSN) or Individual Tax Identification Number (ITIN) – Disclosure of your SSN or ITIN is mandatory. 
Business and Professions Code sections 30 and 5550.5 and Public Law 94–455 (42 USCA 405(c)(2)(C)) authorize collection of your 
SSN or ITIN. Your SSN or ITIN will be used exclusively for tax enforcement purposes, for purposes of compliance with any 
judgment or order for family support in accordance with section 17520 of the Family Code, or for verification of licensure or 
examination status by a licensing or examination entity which utilizes a national examination and where licensure is reciprocal with 
the requesting state. If you fail to disclose your SSN or ITIN, your application will not be processed AND you will be reported to the 
Franchise Tax Board, which may assess a $100 penalty against you. 

Reasonable Accommodations – If you are requesting reasonable accommodations pursuant to the Americans with Disabilities Act, 
please call or visit the Board’s website, download, print, and submit a completed Reasonable Accommodation Request for the 
Architect Registration Examination (ARE) form. 

PRIOR TO SIGNING THIS APPLICATION, REVIEW ALL INFORMATION. FOR BOARD USE ONLY I declare under penalty of perjury under the laws of the State of California that all of my 
representations on this Application for Eligibility Evaluation (including attachments) are true, RECEIPT NO.: ____________ 
correct, and contain no material omissions of fact to the best of my knowledge and belief. FEE PAID: ____________ 

DATE: ____________ 
ID NO.: ____________ 

LICENSE NO.: ____________ 
ISSUE DATE: ____________Signature Date 

19C-1 (rev. 3/2015) -REVIEW ALL INFORMATION AND SIGN ABOVE- 3 
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CALIFOFZNIA ARCHITECTS BOARD
PUBLIC PROTEC TIDN THROUGH EXAMINATION, LIC ENSUftE, AND REGULATION

Arnold Schwarzenegger, +
coveaxox TO THE EMPLOYER:

Please complete the employment information on the reverse side of this

form verifying the applicants employment under your direct supervision.

If additional space is needed, please use another Employment
Verificalion Form or a photocopy of a blank Employment Verification

:..Form.

Signature must be provided by the "Responsible Managing Officer" for

California general building contractor corporations.

The Board requires that all Employment Verification Forms

. submitted for an applicant 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 correerions will not be accepted.. ~ _

CALIFORNIA ARCHITECTS BOARD

z4zo o[i Paso Roaq

SURE 105

$0.CPPMEHiOr

CA 95834

916-5]}.]120 T
916-575-]283 F

cab@dcaca.Sw
vmw.cab.ca.Sav
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BUSINESS, CONSUMER SERVICES, AND HOUSING AGENCY • GAVIN NEWSOM, GOVERNOR 
DEPARTMENT OF CONSUMER AFFAIRS • CALIFORNIA ARCHITECTS BOARD 
2420 Del Paso Road, Suite 105, Sacramento, CA 95834 
P (916) 574-7220 | www.cab.ca.gov 

EMPLOYMENT VERIFICATION FORM (EVF) 

INSTRUCTIONS 

Reciprocity Candidates Initial Licensure Candidates 
• A reciprocity candidate is defined as an 

individual licensed as an architect in 
another U.S. or foreign jurisdiction and 
seeking an architect license in California. 

• Do not complete this form if you have 
requested transmittal of your NCARB* 
Certificate to California. 

• 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* 

• 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 accepted. 

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 direct 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 the 
Board for ARE eligibility. 

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 all of the following: 

• Name(s) and Address(es) of the • Start Date of Project(s) 
Client(s) • Completion Date of Project(s) 

• Type of Project(s) • All Services Provided 
• Construction Cost(s) 

19C-12 (NEW 6/2024) - CONTINUED ON NEXT PAGE - 1 

https://www.naab.org/accredited-programs/school-search/
https://www.naab.org/accredited-programs/school-search/
https://cacb.ca/accredited-programs/
https://cacb.ca/accredited-programs/
https://www.ncarb.org/advance-your-career/ncarb-certificate/get-certified/education-alternative/eesa
www.cab.ca.gov


  

   
 

   
 

 
   

 
   

  
 

 
 

 

 

   
    
     

    
  

   
    

  
  

   
 

   

 

  
 

 

LIMITS ON TRAINING EXPERIENCE 
Verifiable experience from licensed foreign architects in a qualifying foreign country (as 
defined in Section 117(c)) may be granted training 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, completed 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 

https://www.cab.ca.gov/candidates/experience/qualifying_foreign_country.shtml
https://www.ncarb.org/advance-your-career/ncarb-certificate/get-certified/education-alternative/eesa


 

   

     
   

   
    

  

 

   

 

   

   

    
    

    
 

  

    
      

      
  

   

 

   

 

   

      
  

   

 

   

 

   

     
  

   

 

   

 

EMPLOYMENT VERIFICATION FORM 
SECTION 1—TO BE COMPLETED BY THE LICENSURE CANDIDATE 
NCARB Record: CAB (Candidate) ID: Birthdate (Month/Day/Year): 

/ / 
Last Name (Include suffix): First Name: M.I.: 

Telephone 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 performed architectural duties (see BPC section 
5500.1) for the following period(s) and worked as indicated: 

☐ an employee under my direct supervision ☐ an independent contractor 
Start Date (Month/Day/Year): End Date (Month/Day/Year): Average Hours Per Week: 

/ / / / 

☐ an employee under my direct supervision ☐ an independent contractor 
Start Date (Month/Day/Year): End Date (Month/Day/Year): Average Hours Per Week: 

/ / / / 

☐ an employee under my direct supervision ☐ an independent contractor 
Start Date (Month/Day/Year): End Date (Month/Day/Year): Average Hours Per Week: 

/ / / / 

19C-12 (NEW 6/2024) -SIGN ON THE REVERSE SIDE- 3 
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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 
☐ Architect in a Qualifying Foreign Country ☐ Structural Engineer in a U.S. Jurisdiction 
☐ California General Building Contractor 
☐ Civil Engineer in a U.S. Jurisdiction 

Jurisdiction (e.g., state) Where Licensed: 

Issued Date (Month/Day/Year): 

/ / 

Expiration Date (Month/Day/Year): 

/ / 

License Number: 

Last Name (Include suffix): First Name: M.I.: 

Name of Firm/Business: 

Address: 

City/Town: State/Province: Postal (Zip) Code: 

Country (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 Date 

19C-12 (NEW 6/2024) 4 

https://www.cab.ca.gov/candidates/experience/qualifying_foreign_country.shtml


To B
e Rep

ea
led



To B
e R

ep
ea

led



 
 
 

 

 

 

 
 

 
 

 
 

 
 

 

 

 
 

 
 

 
 

 

 

  
 
 

 

 

 

To B
e R

ep
ea

led
INTERN DEVELOPMENT PROGRAM GUIDELINES 

JULY 2015 

Introduction 2 IDP Steps 6 IDP Requirements 9 Tasks 18 Additional Opp. 30 

What is IDP? 2 Establish NCARB Record 6 Eligibility Requirements 9 Tasks Index 18 Additional Opportunities  
What is NCARB? 2 Identify IDP Supervisor 6 Reporting Requirements 9 Pre-Design 19 for Jurisdictional Experience  
NCARB Services 3 Identify Mentor 6 Employment Requirements 9 Design 21 Requirements 30 
NCARB Record 3 Document Experience 7 Experience Settings 10 Project Management 25 
Licensure 4 Document Education 8 Supervision Requirements 11 Practice Management 28 IDP Supervisors 34 
NCARB Certifcation 5 Transmit Your Record 8 Categories and Areas 12 

Resources 34Take the ARE 8 Supplemental Experience 13 
IDP for Supervisors 35Get Licensed 8 

Get NCARB Certifed 8 

© 2015 National Council of Architectural Registration Boards (NCARB) 
This document, efective July 2015, supersedes all previous editions of the IDP Guidelines. Please check NCARB’s website, www.ncarb.org, regularly for updates to this publication and for the most current information 
regarding the Intern Development Program (IDP) and the experience requirement for NCARB certifcation. 

http://www.ncarb.org


ADDITIONAL  
OPPORTUNITIES 

 

INTRODUCTION 

What is IDP? 
The Intern Development Program (IDP)  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 refne 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 identifes 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 NCARB? 
The National Council of Architectural Registration Boards, a non-
proft organization, is a federation of the architectural licensing 
boards in each of the 50 states, the District of Columbia, Guam, 
Puerto Rico, and the U.S. Virgin Islands. These 54 boards consti-
tute NCARB’s membership. 

NCARB serves to protect the public health, safety, and  
welfare by leading the regulation of the practice of architec-
ture through the development and application of standards for 
licensure and credentialing of architects. NCARB is responsible 
for establishing, interpreting, and enforcing national standards 
for architectural licensure. 

The U.S. Constitution establishes that individual states or 
jurisdictions maintain the actual power to regulate the practice 
of architecture, including the registration of architects. Each of 
NCARB’s 54 Member Boards has instituted a set of registration 
requirements that, when satisfed, results in the granting of a 
license to practice architecture within their jurisdiction. 
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NCARB Record 
Throughout your career, your Record becomes a detailed, verifed record of your education, experience, and examination used to 
establish qualifcation for licensure, and certifcation. Your NCARB Record is confdential and maintained on a secure server. The con-
tents may only be discussed with the Record holder directly or provided to the registration board identifed by the Record holder. 

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 IDP experience. It is also the frst step for those seeking 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 qualifed to 
enter the IDP. 

In this document, the term 
intern refers to any individual 
in the process of satisfying 
a registration 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 
qualifed individuals identifed 
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 maintenance of 
an architectural license. 
Licensure is part of registra-
tion. This document refers 
to licensure and registration 
interchangably. 

INTRODUCTION IDP STEPS IDP REQUIREMENTS TASKS SUPERVISOR IDP GUIDELINES | JULY 2015 2 
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INTRODUCTION: NCARB SERVICES 

NCARB has a variety of roles in the licensure process, including the development and administration of the IDP, the Architect Registration Examination® (ARE®), and NCARB certifca-
tion, which facilitates reciprocal licensure. With millions of digital images in its holdings—ofcal transcripts, verifed employment records, examination scores, and more—NCARB 
is also the ofcial custodian of secure and confdential 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 choosing. NCARB services include: 

For Students 
• Supports educators in providing ac-

curate information on the licensure 
process. 

• Supports the American Institute 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 benefts of 
NCARB certifcation. 

• Supports the Architect Licensing 
Advisors Community . To B
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For Interns 
• Compiles and evaluates a comprehen-

sive record of credentials. 
• Stores secure, confdential, 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 examina-
tion or initial registration. 

• Visits AIA chapters and frms across 
the country to promote the values of 
licensure and the benefts of NCARB 
certifcation. 

• Engages interns on relevant NCARB 
committees to contribute to the pro-
cess of creating NCARB standards for 
registration. 

• Supports the Architect Licensing 
Advisors Community . 

For Architects 
• Compiles and evaluates a comprehen-

sive record of credentials. 
• Stores secure, confdential, and com-

prehensive Records to support their 
career path. 

• Develops and recommends national 
standards for registration to its Member 
Boards to facilitate reciprocity between 
jurisdictions. 

• Grants an NCARB Certifcate to archi-
tects who meet the national standards 
outlined in this guideline. 

• Maintains an architect’s Record in a 
condition suitable for transmittal to a 
jurisdiction. 

• Transmits an architect’s NCARB Record 
or Certifcate to a jurisdiction in sup-
port of reciprocal registration. 

• Visits AIA chapters and frms across 
the country to promote the values of 
licensure and the benefts of NCARB 
certifcation. 

• Provides continuing education opportu-
nities through the Monograph Series . 

For Registration Boards 
• Stores secure, confdential, and compre-

hensive Records on NCARB Certifcate 
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 benefts of NCARB 
certifcation. 

ADDITIONALINTRODUCTION IDP STEPS IDP REQUIREMENTS TASKS SUPERVISOR IDP GUIDELINES | JULY 2015 
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INTRODUCTION: LICENSURE/REGISTRATION 

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. Licensure signifes to the public that you have completed the education, experience, and examination 
necessary to practice architecture independently. 

Education Examination 
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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 
specifed in NCARB’s Legisla-
tive Guidelines and Model 
Law/Model Regulations . 

For an overview of each 
jurisdiction’s registration 
requirements go to the NCARB 
website at www.ncarb.org/ 
Reg-Board-Requirements . 
Since each jurisdiction may 
change its rules, statutes, and 
regulations at any time, it is 
always advisable to check 
with the individual board to 
verify registration and practice 
requirements. 

Most U.S. jurisdictions require a professional degree in architec-
ture from a program accredited by the National Architectural Ac-
crediting Board (NAAB) or a professional degree in architecture 
from a Canadian program accredited by the Canadian Architec-
tural Certifcation Board (CACB) to satisfy their education  
requirement. 

For a list of NAAB-accredited programs, visit www.naab.org . 

Some jurisdictions may accept education equivalencies. For a 
guide to equivalency requirements, refer to the NCARB 
Education Standard included in the Education Guidelines 
at www.ncarb.org. 

Experience 
Most U.S. jurisdictions have adopted the IDP as their experi-
ence requirement for initial registration. All jurisdictions require 
a structured internship with direct supervision by a registered 
architect for some period of time. Compare the IDP with any 
additional experience requirement your registration board may 
require. Where diferences exist, you must frst comply with your 
jurisdiction’s requirement; however, completion of the IDP facili-
tates certifcation and future registration in other jurisdictions. 

The requirements of the IDP are outlined in these guidelines. 

Every U.S. jurisdiction requires interns to pass the ARE to satisfy 
its examination requirement. 

The ARE is a practice-based exam administered on a year-round 
basis that covers: 

• Programming, Planning & Practice 
• Site Planning & Design 
• Building Design & Construction Systems 
• Schematic Design 
• Structural Systems 
• Building Systems 
• Construction Documents & Services 

The content of the ARE is based on the knowledge and skills 
required of a recently licensed architect, practicing indepen-
dently, to provide architectural services. The ARE evaluates an 
applicant’s competence in the provision of architectural services 
to protect the public health, safety, and welfare. 

For more information concerning the ARE, refer to the ARE 
Guidelines , available at www.ncarb.org. 
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INTRODUCTION: NCARB CERTIFICATION 

Many architects choose to seek NCARB certifcation following 
initial licensure. The NCARB Certifcate facilitates reciprocal reg-
istration among all 54 NCARB Member Boards, and 11 Canadian 
provincial associations. The NCARB Certifcate signifes that  
you have met the national standards established by the  
registration boards. 

To qualify for NCARB certifcation, you must satisfy all of the 
Requirements for certifcation outlined in Certifcation 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 NCARB certifcation 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 qualifed to practice architecture. In some jurisdic-
tions the NCARB Certifcate allows the beneft of soliciting work 
or participating in a design competition prior to licensure. See 
the licensing requirements page on ncarb.org. 

Benefts of the NCARB Certifcate 
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• PRESTIGIOUS CREDENTIAL – By obtaining and maintain-

ing the NCARB Certifcate, an individual has demonstrated 
that they have met the established standards for certifca-
tion. An architect who has an active NCARB Certifcate 
may use the letters “NCARB” after his/her name. 

• RECIPROCITY – The NCARB Certifcate makes it easier to 
obtain reciprocal registration in other jurisdictions. In fact, 
many registration boards require the NCARB Certifcate 
for reciprocal registration. Most NCARB Member Boards 
accept the NCARB Certifcate as a primary method to sup-
port reciprocal registration. 

• MOBILITY – The NCARB Certifcate gives you the mobil-
ity to seek work wherever it is. Even if your work interests 
center solely on projects within the jurisdiction where you 
are licensed, with an NCARB Certifcate you are prepared 
to meet your clients’ needs as they move or expand across 
state lines. 

• COMPETITIVE EDGE – Many architectural frms consider 
certifcation an important factor in hiring and promo-
tion because they know that an architect with an NCARB 
Certifcate provides the frm with greater fexibility when 
pursuing opportunities and expanding their practice. Ad-
ditionally, some jurisdictions allow the beneft of solicit-
ing work or participating in a design competition prior to 
licensure if you hold an NCARB Certifcate. 

• SECURITY – Your records are maintained on a secure 
server and are ready when you are, eliminating the need 
to worry about misplaced records or obtaining necessary 
verifcations from a previous employer who may no longer 
be in business. 

• CONTINUING EDUCATION – Both mini-monographs  
and monographs are available to NCARB Certifcate  
holders for free! 

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 certifcation 
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 
certifcation ($1,500) will be 
waived and you will receive a 
50 percent discount on Cer-
tifcate renewals for the frst 
three years of service. 
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IDP STEPS 

Step 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  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 frst will confrm receipt of your 
payment. The second will assign your 
NCARB Record number and provide 
further instructions. 

IDP GUIDELINES | JULY 2015 
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Refer to the NCARB Fees 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 logging into your NCARB 
Record online  and selecting the An-
nual Renewal option. All renewals and 
reactivations can be submitted online. 

INTRODUCTION IDP STEPS 

Step 2 
IDENTIFY YOUR IDP SUPERVISOR 

Your IDP 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 experi-
ence report is true and correct. 

Refer to the supervision requirements 
when identifying your IDP supervisor. 

IDP REQUIREMENTS TASKS 

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 ofce so that you can 
gain insight and perspective indepen-
dent of your daily work experience. 

Refer to the supervision requirements 
to identify who can serve as your men-
tor for IDP. 

Refer to www.aia.org/mentorship 
for more information about the AIA  
mentorship program. 

SUPERVISOR 6 
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IDP STEPS 

Step 4 
DOCUMENT YOUR EXPERIENCE 

The online reporting system allows you 
to document your experience directly 
into your NCARB Record. Log into “My 
NCARB” 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 notif-
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 
information furnished by you is true  
and correct, and that you performed the 
work competently. 

There are no circumstances in the  
IDP that allow you to verify your  
own experience. 

All experience is subject to review and 
evaluation by NCARB for compliance 
with the program. 

Learn more about NCARB’s online  
reporting system here . 
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Repeat Step 4 Often 
You must submit your experience report 
to NCARB at specifed intervals accord-
ing to the reporting requirements. 

• All experience reports must be 
submitted electronically through 
the online reporting system. 

• You will not be able to submit a 
report that is in the “saved” status 
if it contains experience more 
than fve 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. 

• In the submitted status, a supervi-
sor can return a report to you for 
modifcations or edits. 

• Submitted experience hours can 
be lost if they are deemed invalid 
and rejected by a supervisor, or by 
NCARB if they are not earned in 
accordance with the requirements 
of the IDP. 

INTRODUCTION IDP STEPS 

All Experience Must be Verifed 
In most settings, your experience must be verifed by your IDP supervisor. There are 
opportunities within supplemental experience that may be verifed by a mentor. 

Make sure you review and understand the supervision requirements. 

Changing Employment 
During the course of IDP participation, personal circumstances or external factors can 
result in new employment opportunities. If you change employers, be sure to: 

1. Document all experience prior to leaving your current employer. All experience 
earned at your current employer must be certifed by your current IDP supervisor. 

2. Identify your IDP supervisor at your new employer. 
3. Document your experience at your new employer (after meeting the employment 

requirements). All experience earned at your new employer must be certifed by 
your new IDP supervisor. 
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ADDITIONAL STEPS 

Document Your  
Education 
Upon graduation, you must 
provide a copy of your fnal 
transcript to NCARB. 

• Download and mail the 
transcript request  
forms and any 
associated fee to your 
school(s). 

• Each transcript must 
be returned directly to 
NCARB by the school. 
NCARB will only accept 
ofcial 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. 
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Transmit Your  
NCARB Record 
Registration boards are 
required to examine and 
maintain a record of the 
qualifcations of each applicant 
for registration. To satisfy this 
requirement, a complete copy 
of your NCARB Record may be 
transmitted to a jurisdiction to 
support your application for 
initial or reciprocal registration. 
All NCARB Member Boards 
accept the NCARB Record for 
initial registration. 

Transmittal of your Record in 
support of initial registration is 
only available for active  
Record holders. 

Take the ARE 
Does your jurisdiction allow 
you to take the ARE before 
completion of the IDP? 

Each jurisdiction establishes its 
own application procedures for 
examination. As soon as you 
determine where you will seek 
initial registration you should 
request application materials 
from your jurisdiction. Review 
your jurisdictional require-
ments  for licensure. 

You must notify NCARB of 
your intent to apply for ex-
amination. You may make the 
request from “My NCARB” . 

For more on the ARE, visit the 
“Getting Started with the ARE” 
webpage . 

Get Licensed 
All jurisdictions require indi-
viduals to be licensed (regis-
tered) before they may call 
themselves architects and con-
tract to provide architectural 
services. You must contact 
your registration board to fnd 
out their requirements and to 
complete the licensure process. 

The registration board will 
determine if you have met 
the requirements for licensure. 
In addition to the education, 
experience, and examination 
requirements, there may be ad-
ditional jurisdictional require-
ments. For more information, 
check the Registration Board 
Licensing Requirement page 
on www.ncarb.org. 

Get NCARB Certifed 
The NCARB Certifcate signi-
fes 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. 
org. NCARB will update your 
Record to refect your new 
status and follow up with you 
if you are interested in seeking 
an NCARB Certifcate. You can 
also notify us of your initial 
licensure and convert directly 
through “My NCARB” . 

If you maintain an active 
Record in good standing, the 
application fee for NCARB 
certifcation ($1,500) will be 
waived and you will receive 
a 50 percent discount on 
Certifcate renewals for the 

Transmittal Requests 
To authorize NCARB to transmit your Record, se-
lect “Request a Transmittal” online at “My NCARB”

 to access instructions on transmitting your 
NCARB Record to the NCARB Member Board of 
your choice. If you cannot access this online ser-
vice or need assistance with your request, please 
contact customerservice@ncarb.org. 

INTRODUCTION IDP STEPS 

frst three years of service. Jurisdictional Requirements 
When you request transmittal of your NCARB 
Record to an NCARB Member Board, NCARB will 
try to apprise you of any additional requirements 
that exist for that jurisdiction. However, you 
should confrm specifc requirements directly with 
the jurisdiction prior to seeking registration. Please 
review the Registration Board Licensing Require-
ment page on www.ncarb.org to determine the 
specifc requirements for reciprocal registration in 
any jurisdiction. 
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IDP REQUIREMENTS: ELIGIBILITY, REPORTING, AND EMPLOYMENT 

Eligibility Requirements 
You can earn IDP experience once you have 
successfully graduated from high school or an 
established equivalent. 
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Reporting Requirements 
All experience must be submitted online through the 
online reporting system or My IDP mobile app—free 
for iPhone and Android. 

To earn full credit for experience, interns must submit all 
experience including supplemental experience in report-
ing periods of no longer than six months and within two 
months of completion of each reporting period. 

Experience reported beyond the two-month fling peri-
od and up to fve years after the date of the experience 
will be accepted at a reduced value of ffty percent (50 
percent) toward the IDP requirements. 

Provisions have been made for reasonable extensions to 
the two-month fling period. For more information on 
the reporting requirements and extensions, please refer 
to the NCARB website . 

Please note: Architects registered in a U.S. or Canadian 
jurisdiction documenting experience for the purpose 
of obtaining the NCARB Certifcate are not subject 
to these reporting requirements when retroactively 
documenting their experience. However, they must 
document their experience through the online report-
ing system. 

Employment Requirements 
To earn experience in setting A, setting O, “Design or 
Construction Related Employment” within setting S, 
and some scenarios in “Construction Work” within 
Additional Opportunities, you must be employed. 

• Unpaid internships are not eligible to earn experi-
ence hours with the exception of the approved 
Community-Based Design Center/Collaborative 
as defned 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 defned in experience setting S, or through 
Leadership and Service defned in experience 
setting S. 

• To earn experience in Teaching or Research as 
defned in Additional Opportunities, you must be 
employed by the institution. 
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IDP REQUIREMENTS: EXPERIENCE SETTINGS 

You earn experience hours in experience settings. Experience settings are defned by the type of organization, the work 
performed, and who verifes the experience. NCARB recognizes three experience settings: 

A: Practice of Architecture 
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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 defnition of the “lawful” practice of architecture is determined by individual jurisdictions. For more infor-
mation contact your registration board . 

• You must earn a minimum of 1,860 hours in experience setting A. There is no maximum number of hours you 
may earn in this experience setting. 

O: Other Work Settings 
1,860 HOURS MAXIMUM 

Direct supervision by an IDP supervisor licensed as an architect in a U.S. or Canadian jurisdiction in an organization not 
engaged in the practice of architecture. 

Direct supervision by an architect not registered in the United States/Canada engaged in the practice of architecture 
outside of the United States or Canada. 

Direct supervision by a landscape architect or registered engineer (practicing as a structural, civil, mechanical, fre protec-
tion, or electrical engineer in the feld of building construction). 

S: Supplemental Experience 

Opportunities to earn experience hours outside of a traditional work setting. Many of the supplemental experience  
opportunities may be completed whether or not employed. To earn IDP credit, experience earned through  
supplemental experience may not earn academic credit. 

Academic Internships 
Many schools have programs where interns work 
in frms as part of their degree curriculum. Any 
internship that is integrated into an academic 
program, whether as a requirement or as an 
elective, is considered an academic internship.  

If an academic internship includes employment 
within Experience Setting A or O, 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 identifed within 
the online reporting system.  

Tip 
If you are interested in specifc 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 section of www.ncarb.org . 
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Supervision Requirements 
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IDP SUPERVISOR 
Your IDP 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 supervisors 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 O 
your IDP supervisor must be licensed per the experi-
ence settings, but not necessarily in the jurisdiction 
where they are located. 

If you are earning experience in New York, you must 
contact the New York board to verify its supervisor 
requirements. 

DIRECT SUPERVISION 
“Direct supervision” of interns shall occur either through 
personal contact or through a mix of personal contact 
and remote communication (e.g. e-mail, online markups, 
webinars, internet) such that the IDP supervisor has 
control over the work of the intern and has sufcient 
professional knowledge of the supervised work so that 
the IDP supervisor can determine that the intern un-
derstands and is performing his or her work experience 
within the professional standard of care. 

To earn experience hours in workplace settings de-
scribed in this document, the intern must work under 
the direct supervision of an IDP supervisor. The supervi-
sor shall verify the experience of the intern and foster 
a professional relationship that is grounded in a direct 
professional association between the intern and  
the supervisor. 

MENTOR 
You may have many mentors throughout your career. A 
mentor is defned as a loyal advisor, teacher, or coach. In 
IDP, there are opportunities for your mentor to certify 
certain supplemental experience opportunities and pro-
vide guidance in your professional development. 

To serve as your mentor for the IDP, the individual must 
hold a current license to practice architecture in a U.S. 
or Canadian jurisdiction; however, your mentor does 
not have to be registered in the jurisdiction where you 
are located. 
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IDP REQUIREMENTS: EXPERIENCE CATEGORIES AND AREAS 

3,740 Experience 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. 

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

Required Hours 
Hours documented in each IDP experience area that refect the competent performance 
of the tasks defned 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 a 
minimum employment duration requirement. NCARB recommends that interns continue 
to report all hours. Doing so will help facilitate licensure and reciprocity in jurisdictions 
with diferent experience requirements. 

INTRODUCTION IDP STEPS IDP GUIDELINES | JULY 2015 

Pre-Design Required Hours 

Programming 80 
Site and Building Analysis 80 
Project Cost and Feasibility 40 
Planning and Zoning Regulations 60 
TOTAL 260 

Design Required Hours 

Schematic Design 320 
Engineering Systems 360 
Construction Cost 120 
Codes and Regulations 120 
Design Development 320 
Construction Documents 1,200 
Material Selection and Specifcation 160 
TOTAL 2,600 

Project Management Required Hours 

Bidding and Contract Negotiation 
Construction Administration 
Construction Phase: Observation 
General Project Management 
TOTAL 

Practice Management 

120 
240 
120 
240 
720 

Required Hours 

Business Operations 80 
Leadership and Service 80 
TOTAL 160 

TOTAL HOURS 3,740 
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IDP REQUIREMENTS: SUPPLEMENTAL EXPERIENCE 

WHETHER OR NOT 
OPPORTUNITY EMPLOYED? WHO APPROVES WHERE THE HOURS GO HOURS EARNED 
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See employment 

Design or Construction Related Employment IDP Supervisor Any IDP experience area Up to 930 hours 
requirements 

Supplemental  Leadership and Service Yes See page 14 Leadership and Service Up to 320 hours, 80 hours minimum 

Experience 
"Designated IDP Any IDP experience area except 

Community-Based Design Center/Collaborative Yes Up to 40 hours per area There are several opportuni- Supervisor" Leadership and Service 

ties to earn hours through 
supplemental experience. CSI Certifcation: CCCA Yes NCARB Construction Administration 40 hours 

However, each opportunity 
Material Selection  has specifc limitations in CSI Certifcation: CCS Yes NCARB 40 hours 
and Specifcation 

terms of maximum allow-
able hours. Hours earned Any IDP experience area except 

Design Competitions Yes Mentor Up to 40 hours per area 
Leadership and Service through supplemental 

experience are credited to IDP Supervisor or 
Emerging Professional’s Companion (EPC) Yes Any IDP experience area Up to 40 hours per area 

Mentor the specifc experience cat-
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egory or area in which they 
NCARB’s Professional Conduct Monograph Yes NCARB Business Operations 16 hours are earned. 

Site Visit With Mentor Yes Mentor Construction Phase: Observation Up to 40 hours 
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IDP REQUIREMENTS: SUPPLEMENTAL EXPERIENCE 

Design or Construction Related Employment 
930 HOURS MAXIMUM 

Design or construction related activities under the 
direct supervision 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). 

REPORTING DESIGN OR CONSTRUCTION 
RELATED EMPLOYMENT 

• Experience must be submitted in compliance  
with the reporting requirements. 

Leadership and Service 
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80 HOURS MINIMUM 
320 HOURS MAXIMUM 

Qualifying experience is pro bono, in support of an 
organized activity or in support of a specifc organiza-
tion. There must be an individual who can certify to 
NCARB that you have performed services in support of 
the organization. 

APPROVAL OF LEADERSHIP AND SERVICE 
Whenever possible, the individual certifying your Lead-
ership and Service experience should be the person in 
charge of the activity at the organization. However, your 
IDP Supervisor or mentor can also certify the Leadership 
and Service experience. 

You may satisfy your leadership and service requirement 
in any combination of the following categories: 

• Design Industry related (construction, arch  
services, planning & development) 
ex: Habitat for Humanity, mediator at City  
Planning charrettes 

• Education related 
ex: critic at design review, ESOL teacher,  
participation in high school career day 

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

• Regulatory or professional organization 
ex: volunteering for AIA or USGBC,  
Boy/Girl Scouts 

REPORTING LEADERSHIP AND SERVICE 
• Experience must be submitted in compliance  

with the reporting requirements. 

Additional Opportunities 
40 HOURS MAXIMUM PER EXPERIENCE AREA 
600 HOURS MAXIMUM 

You may earn a maximum of 40 hours in each of the 
IDP experience areas by completing any combina-
tion of the following NCARB-recognized supplemental 
experience opportunities: 

• CSI Certifcation: CCS & CCCA 
• Community-Based Design Center/Collaborative 
• Design Competitions 
• Emerging Professional’s Companion (EPC) 
• NCARB’s Professional Conduct Monograph 
• Site Visit With Mentor 

You may not earn more than 600 hours through any 
combination of these qualifying supplemental experi-
ence opportunities. 
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IDP REQUIREMENTS: SUPPLEMENTAL EXPERIENCE 

Community-Based Design Center/Collaborative CSI Certifcations: CCS & CCCA 
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 . 

Organizations interested in applying to NCARB should 
contact idp@ncarb.org. 
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To be considered as a recognized organization, the 
Community-Based Design Center/Collaborative must 
meet the following criteria: 

• The organization must have 501(c)(3) status as a 
charitable organization. 

• The work must be in support of “building” or 
“planning” projects. 

• The organization must have an established ongo-
ing relationship with an architect who can exercise 
direct supervision over the work of the intern. 
This individual will be considered the “designated 
IDP supervisor” for the organization. 

• The work performed by the organization must 
be documented as related to the IDP experi-
ence areas and certifed by the “designated IDP 
supervisor” as directly related to the practice of 
architecture. 

REPORTING COMMUNITY-BASED DESIGN CENTER/ 
COLLABORATIVE EXPERIENCE: 

• The IDP supervisor for the organization must ap-
prove your experience. 

• Experience must be submitted in compliance with 
the reporting requirements. 

Interns, whether or not employed in a qualifed experi-
ence setting, may earn hours for completing the follow-
ing CSI certifcations: 

CSI Certifed Construction Specifer (CCS): 40 hours in 
Material Selection and Specifcation for passing the 
CCS certifcation. 

CSI Certifed Construction Contract Administrator 
(CCCA): 40 hours in Construction Administration for 
passing the CCCA certifcation. 

Information regarding the Construction Specifcations 
Institute is available at www.csinet.org . 

REPORTING CSI CERTIFICATION 
• You must upload the CSI certifcate documenting 

completion of the program 
• Once reported, the CSI Certifcation is reviewed 

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

the reporting requirement. 
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IDP REQUIREMENTS: SUPPLEMENTAL EXPERIENCE 

Design Competitions 
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 frm 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-

fed 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 
• You must upload a complete Design Competition 

Verifcation Form . 
• To qualify for IDP credit, the competition entry 

must be completed and submitted in compliance 
with the published design competition  
requirements. 

REPORTING DESIGN COMPETITIONS: 
• You must upload your completed Design Compe-

tition Verifcation Form. 
• Experience must be submitted in compliance with 

the reporting requirement. 

EXPECTATIONS 
Intern 

• Research and identify possible  
design competitions 

• Select appropriate competition with  
mentor approval 

• Determine and document a schedule for the work 
• Develop competition entry 
• Review work with mentor on a regular basis 
• Submit competition entry 
• Complete the verifcation form 
• Document experience through the online 

reporting system and upload the verifcation form 
Mentor 

• Review possible competitions with intern 
• Approve competition selection 
• Review proposed schedule of work 
• Review competition work with intern on a  

regular basis 
• Review fnal competition entry prior  

to submission 
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The Emerging Professionals Companion (EPC) 
Interns whether or not employed in a qualifed experi-
ence setting can earn up to 40 hours in each experience 
area by completing activities in the Emerging Profes-
sional’s Companion (EPC). 

Interns can complete EPC activities for IDP hours under 
the supervision of either their IDP supervisor or mentor. 

• EPC, located at www.epcompanion.org , is an 
IDP enrichment resource. The EPC provides free 
web-based experience opportunities outside of 
the studio or work environment. 

• The EPC chapters are aligned with the IDP experi-
ence areas. 

• Each chapter includes activities that are identifed 
as qualifying for either core or elective credit. 

• Each activity is worth eight hours. 
• Only activities identifed 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: SUPPLEMENTAL EXPERIENCE 

The Emerging Professionals Companion (EPC) 
continued 
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WORK PRODUCT 
It 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 a temporary AIA customer num-
ber by completing the webform at www.aia.org 

. Contact the AIA at emergingprofessionals@ 
aia.org with any additional questions. 

• Associate members of the AIA 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 
Interns, whether or not employed, may earn 16 hours in 
Business Operations by reading the NCARB Professional 
Conduct Monograph and passing the related quiz. 

NCARB monographs are written by experts in their 
felds and explore topics relevant to architectural prac-
tice. NCARB monographs may be completed by archi-
tects to satisfy their continuing education requirements, 
or by interns for IDP credit. Interns completing NCARB 
monographs for IDP hours will not be eligible to repeat 
the monograph for continuing education credit. 

ACCESS TO NCARB’S PROFESSIONAL CONDUCT 
MONOGRAPH 
Interns may download a PDF of the NCARB Professional 
Conduct Monograph at no charge through your  
NCARB Record. 

REPORTING NCARB’S PROFESSIONAL CONDUCT 
MONOGRAPH 

• Take and pass the quiz. The quiz will be available 
to you in your NCARB Record. 

• Interns who do not pass the quiz may repeat the 
quiz as necessary. 

• You will automatically earn IDP hours upon pass-
ing the quiz. 

Site Visit With Mentor 
Interns may earn up to 40 hours in Construction Phase: 
Observation for visiting construction sites with their 
mentor. 

The site visit must be outside of a recognized experi-
ence setting. 

EXPECTATIONS 
• Opportunities where an intern can see the prog-

ress of a job over time are ideal; however, single 
visits to a site are acceptable. 

• It is benefcial 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 
specifc 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 
encouraged. 

The site visit should include a level of learning consis-
tent with what an intern could expect to learn if their 
frm was working on the project. 

REPORTING SITE VISIT WITH MENTOR: 
• Your mentor who lead the site visit must approve 

your experience. 
• Experience must be submitted in compliance with 

the reporting requirement. 
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The requirements for IDP are based on the tasks and knowledge/skills necessary to practice architecture independently. Each experience area has tasks and knowledge/skills that have 
been derived from the Practice Analysis of Architecture . Upon completion of the IDP, you should be able to complete the tasks associated with each experience area. 

Category 1: Pre-Design 
Programming 
Site and Building Analysis 
Project Cost and Feasibility 
Planning and Zoning Regulations 
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Category 2: Design Category 3: Project Management 
Schematic Design Bidding and Contract Negotiation 
Engineering Systems Construction Administration 
Construction Cost Construction Phase: Observation 
Codes and Regulations General Project Management 
Design Development 
Construction Documents 
Material Selection and Specifcation 

INTRODUCTION IDP STEPS IDP REQUIREMENTS TASKS 

Category 4: Practice Management 
Business Operations 
Leadership and Service 

Are you having trouble gaining 
experience in a specifc experience 
area? 
Use these tasks as reference when 
discussing experience opportunities 
with your IDP supervisor or mentor. 
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PRE-DESIGN 
PROGRAMMING 
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 
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• 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 
• Defne the scope of the pre-design services 

KNOWLEDGE OF/SKILL IN 
• Architectural programming including working with clients to defne their needs 
• Facilities planning (e.g., building use; building conditions; systems conditions; infra-

structure; space allocation) 
• Space planning 
• Sustainable design 
• Contract negotiation (e.g., fees, scope, schedules) 
• Oral and written communications 
• Critical thinking (e.g., analysis, synthesis, and evaluation of information) 
• Interpersonal skills (e.g., listening, diplomacy, responsiveness) 
• Team building, leadership, participation 
• Creativity and vision 
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PRE-DESIGN 
SITE AND BUILDING ANALYSIS 
Minimum Site and Building Analysis Experience: 80 Hours 

DEFINITION: Involves research and evaluation of a project’s context and may include 
site and building evaluation, land planning or design, and urban planning. 

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

• Develop or review master plan 
• Establish requirements of site survey(s) 
• Review site survey(s) 
• Review geotechnical and hydrological conditions 
• Evaluate and compare alternative sites 
• Perform site analysis 
• Assess environmental, social, and economic conditions related to project 
• Document and evaluate existing conditions 

KNOWLEDGE OF/SKILL IN 
• 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 
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PRE-DESIGN 
PROJECT COST AND FEASIBILITY 
Minimum Project Cost and Feasibility Experience: 40 Hours 

DEFINITION: Analyze and/or establish project costs relative to project conditions and 
owner’s budget. 

TASKS 
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• 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 fnancing and funding 
• Project delivery methods 
• Construction sequencing 
• Cost estimating 
• Value engineering 
• Life cycle analysis 
• Project budget management 
• Critical thinking (e.g., analysis, synthesis, and evaluation of information) 
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PRE-DESIGN 
PLANNING AND ZONING REGULATIONS 
Minimum Planning and Zoning Regulations Experience: 60 Hours 

DEFINITION: Evaluate, reconcile, and coordinate applicable regulatory requirements and 
professional design standards. 

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

• Identify requirements of regulatory agencies 
• Prepare and present submittals for governmental approval 

KNOWLEDGE OF/SKILL IN 
• Government and regulatory requirements (e.g., zoning, planning, design review) 
• Permit and approval processes 
• Building codes, zoning codes, and ordinances 
• Accessibility 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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DESIGN 
SCHEMATIC DESIGN 
Minimum Schematic Design Experience: 320 Hours 

DEFINITION: Involves the development of graphic and written conceptual design solu-
tions for owner/client’s approval. 

TASKS 
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• 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 

DESIGN 

ENGINEERING SYSTEMS 
Minimum Engineering Systems Experience: 360 Hours 

DEFINITION: Involves selecting and specifying structural, mechanical, electrical, and 
other systems, and integrating them into the building design. These systems are nor-
mally designed by consultants in accordance with the client’s needs. 

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

• Analyze and design basic structural elements and systems 
• Coordinate building systems (e.g., structural, mechanical, electrical, fre safety, 

security, telecommunications/data) and reconcile systems’ conficts 
• Apply sustainable design principles 

KNOWLEDGE OF/SKILL IN 

• 3-D modeling 
• Adaptive reuse of buildings  

and/or materials 
• Alternative energy systems and  

technologies 
• Architectural history and theory 
• Basic engineering principles 
• Building design 
• Building Information Modeling  

(BIM) technology 
• Building systems and their integration 
• Computer Aided Design and Drafting 

(CADD) 
• Confict resolution 
• Construction sequencing 
• Creativity and vision 
• Critical thinking (e.g., analysis, synthesis, 

and evaluation of information) 
• Design impact on human behavior 
• Design principles 
• Designing and delivering presentations 
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• Freehand drawing and design sketching 
• Graphic communication 
• Implications of design decisions (e.g., 

cost, engineering, schedule) 
• Interpersonal skills (e.g., listening, diplo-

macy, responsiveness) 
• Life safety 
• Manual drafting 
• Natural and electric lighting (e.g., day-

light, solar control, energy consumption) 
• Oral and written communications 
• Problem solving 
• Site design 
• Space planning 
• Spatial visualization and modeling 
• Sustainable design 
• Team building, leadership, participation 
• Universal design (environments usable by 

everyone regardless of limitations) 
• Vertical circulation 

INTRODUCTION IDP STEPS 

• Adaptive reuse of buildings  
and/or materials 

• Alternative energy systems  
and technologies 

• Basic engineering principles 
• Building envelope 
• Building Information Modeling  

(BIM) technology 
• Building systems and their  

integration 
• Characteristics and properties  

of construction materials 
• Confict resolution 
• Critical thinking (e.g., analysis,  

synthesis, and evaluation of  
information) 

• Design impact on human behavior 
• Design principles 
• Engineering load calculations 
• Hazardous materials mitigation 

IDP REQUIREMENTS TASKS 

• Implications of design decisions 
(e.g., cost, engineering, schedule) 

• Indoor air quality 
• Interpersonal skills (e.g., listening, 

diplomacy, responsiveness) 
• Life safety 
• Life cycle analysis 
• Natural and electric lighting  

(e.g., daylight, solar control,  
energy consumption) 

• Oral and written communications 
• Problem solving 
• Product evaluation, selection,  

and availability 
• Sustainable design 
• Team building, leadership,  

participation 
• Technological advances and  

innovative building products 
• Vertical circulation 
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DESIGN 
CONSTRUCTION COST 
Minimum Construction Cost Experience: 120 Hours 

DEFINITION: Involves estimating the probable construction cost of a project. 

TASKS 
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• 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 
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DESIGN 
CODES AND REGULATIONS 
Minimum Codes and Regulations Experience: 120 Hours 

DEFINITION: Involves evaluating a specifc project in the context of relevant local, state, 
and federal regulations that protect public health, safety, and welfare. 

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

• Perform code analyses (e.g., building, energy, accessibility) 
• Review project with code ofcials 
• Submit documents to approval agencies and obtain approvals 

KNOWLEDGE OF/SKILL IN 
• Accessibility laws, codes, and guidelines 
• Building codes, zoning codes, and ordinances 
• Confict resolution 
• Critical thinking (e.g., analysis, synthesis, and evaluation of information) 
• Designing and delivering presentations 
• Government and regulatory requirements (e.g., zoning, planning, design review) 
• Interpersonal skills (e.g., listening, diplomacy, responsiveness) 
• 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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DESIGN 
DESIGN DEVELOPMENT 
Minimum Design Development Experience: 320 Hours 

DEFINITION: During design development, a project’s schematic design is refned, including designing details and selecting materials. This step occurs after the owner/client has ap-
proved the schematic design. 

TASKS 
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ledAT 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 refne design and obtain approvals 
• Conduct or respond to a constructability review 
• Apply sustainable design principles 

KNOWLEDGE OF/SKILL 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 
• Building design 
• Building envelope 
• Building Information Modeling (BIM) technology 
• Building systems and their integration 
• Characteristics and properties of construction materials 
• Computer Aided Design and Drafting (CADD) 
• Confict resolution 
• Constructability 
• Construction details 
• Construction sequencing 
• Creativity and vision 
• Critical thinking (e.g., analysis, synthesis, and evaluation of information) 
• Design impact on human behavior 
• Design principles 
• Designing and delivering presentations 

• Engineering load calculations 
• Freehand drawing and design sketching 
• Furnishings, fxtures, and equipment 
• Graphic communication 
• Hazardous materials mitigation 
• Implications of design decisions (e.g., cost, engineering, schedule) 
• Indoor air quality 
• Interior materials and fnishes 
• Interpersonal skills (e.g., listening, diplomacy, responsiveness) 
• Life safety 
• Managing quality through best practices 
• Manual drafting 
• 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, stafng 

projections) 
• Site design 
• Space planning 
• Spatial visualization and modeling 
• Specifcations 
• 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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DESIGN 
CONSTRUCTION DOCUMENTS 
Minimum Construction Documents Experience: 1,200 Hours 

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

TASKS 
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• 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 
• Characteristics and properties of construction materials 
• Computer Aided Design and Drafting (CADD) 
• Confict resolution 
• Constructability 
• Construction details 
• Construction sequencing 
• Creativity and vision 
• Critical thinking (e.g., analysis, synthesis, and evaluation of information) 
• Design impact on human behavior 
• Design principles 
• Designing and delivering presentations 
• Engineering load calculations 
• Freehand drawing and design sketching 

• Furnishings, fxtures, and equipment 
• Graphic communication 
• Hazardous materials mitigation 
• Implications of design decisions (e.g., cost, engineering, schedule) 
• Indoor air quality 
• Interior materials and fnishes 
• Interpersonal skills (e.g., listening, diplomacy, responsiveness) 
• Life safety 
• Managing quality through best practices 
• Manual drafting 
• 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, stafng 

projections) 
• Site design 
• Space planning 
• Spatial visualization and modeling 
• Specifcations 
• Sustainable design 
• Team building, leadership, participation 
• Technological advances and innovative building products 
• Vertical circulation 
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DESIGN 
MATERIAL SELECTION AND SPECIFICATION 
Minimum Material Selection and Specifcation Experience: 160 Hours 

DEFINITION: The analysis and selection of building materials and systems for a project. 
The materials specifed for a particular project communicate the requirements and 
quality expected during construction. Specifcations are included in a project manual 
that is used during bidding and construction. 

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

• Prepare specifcations based on performance criteria 
• Research, select, and specify materials 

KNOWLEDGE OF/SKILL 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 
• Construction details 
• Construction sequencing 
• Critical thinking (e.g., analysis, synthe-

sis, and evaluation of information) 
• Design principles 
• Furnishings, fxtures, and equipment 
• Hazardous materials mitigation 
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• Implications of design decisions 
(e.g., cost, engineering, schedule) 

• Indoor air quality 
• Interior materials and fnishes 
• Interpersonal skills (e.g., listening, 

diplomacy, responsiveness) 
• Life safety 
• Managing quality through best 

practices 
• Oral and written communications 
• Problem solving 
• Product evaluation, selection, and 

availability 
• Project scheduling (e.g., construc-

tion document setup, storyboard-
ing, stafng projections) 

• Site design 
• Specifcations 
• Sustainable design 
• Technological advances and innova-

tive building products 
• Vertical circulation 

INTRODUCTION IDP STEPS 

PROJECT MANAGEMENT 
BIDDING AND CONTRACT NEGOTIATION 
Minimum Bidding and Contract Negotiation Experience: 120 Hours 

DEFINITION: Involves the establishment and administration of the bidding process, issu-
ance of addenda, evaluation of proposed substitutions, review of bidder qualifcations, 
analysis of bids, and selection of the contractor(s). 

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

• Conduct or participate in bidding/negotiating phase 
• Evaluate product and material substitutions 
• Prepare bid documents including addenda 

KNOWLEDGE OF/SKILL IN 
• Confict resolution 
• Construction procurement (e.g., bidding, negotiating) 
• Contracts (e.g., professional services and construction) 
• Interpreting construction documents 
• Oral and written communications 
• Product and material substitutions 
• Project delivery methods 
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PROJECT MANAGEMENT 
CONSTRUCTION ADMINISTRATION 
Minimum Construction Administration Experience: 240 Hours 

DEFINITION: Tasks carried out in the architect’s ofce include facilitating project com-
munication, maintaining project records, reviewing and certifying amounts due contrac-
tors, and preparing change orders. 

TASKS 

To B
e R
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ledAT 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 fnal completion services 

KNOWLEDGE OF/SKILL IN 

PROJECT MANAGEMENT 

CONSTRUCTION PHASE: OBSERVATION 
Minimum Construction Phase Observation Experience: 120 Hours 

DEFINITION: Tasks carried out in the feld include observing construction for confor-
mance with drawings and specifcations and reviewing and certifying amounts due to 
contractors. 

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

• Conduct on-site observations 
• Document and communicate status to owner and constructor 
• Resolve constructability issues 

KNOWLEDGE OF/SKILL IN 
• Constructability 
• Construction procurement 
• Contract negotiation 
• Contracts (e.g., professional services and construction) 
• Electronic communications (e.g., virtual ofces, 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 

IDP REQUIREMENTS TASKS SUPERVISOR 

• Change order process 
• Confict resolution 
• Construction confict resolution 
• Contractor application for payment 
• Contracts (e.g., professional services 

and construction) 
• Interpersonal skills (e.g., listening, 

diplomacy, responsiveness) 
• Interpreting construction  

documents 
• Managing quality through best 

practices 
• Problem solving 
• Product and material substitutions 
• Project budget management 
• Project closeout procedures 
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• Project records management 
• Shop drawing review 
• Site observation 
• Team building, leadership,  

participation 
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PROJECT MANAGEMENT 
GENERAL PROJECT MANAGEMENT 
Minimum General Project Management Experience: 240 Hours 

DEFINITION: Includes planning, organizing, and stafng; budgeting and scheduling; leading and managing the project team; documenting key project information; and monitoring 
quality assurance. 

TASKS 

To B
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ledAT 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 staf costs) 
• Obtain client authorization to proceed per contract phases 
• Present at public hearings 
• Document project status and progress 
• Monitor project construction costs 
• Prepare owner/contractor agreement 
• Conduct post-occupancy evaluation 
• Identify the project design team members and their required scope of services, 

roles, and responsibilities (e.g., architects, engineers, specialty consultants) 
• Identify the project delivery team’s roles and responsibilities (e.g., owner, architect, 

contractor, program manager) 
• Identify project delivery method 

KNOWLEDGE OF/SKILL IN 
• Construction procurement (e.g., bidding, negotiating) 
• Contract negotiation (e.g., fees, scope, schedules) 
• Contracts (e.g., professional services and construction) 
• Designing and delivering presentations 
• Electronic communications (e.g., virtual ofces, video-conferencing, web-based 

networking) 
• Interpersonal skills (e.g., listening, diplomacy, responsiveness) 
• Invoicing for services 
• Oral and written communications 
• Permit and approval processes 
• Post-occupancy evaluations 
• Project budget management 
• Project delivery methods 
• Project records management 
• Project scheduling (e.g., construction document setup, storyboarding, stafng 

projections) 
• Risk management (e.g., professional and general liability) 
• Team building, leadership, participation 
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PRACTICE MANAGEMENT 
BUSINESS OPERATIONS 
Minimum Business Operations Experience: 80 Hours 

DEFINITION: Involves allocation and administration of ofce resources to support the 
goals of the frm. 

TASKS 

To B
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ledAT THE COMPLETION OF YOUR INTERNSHIP, YOU SHOULD BE ABLE TO: 
• Obtain and maintain professional 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 

AT THE COMPLETION OF YOUR INTERNSHIP, YOU SHOULD BE ABLE TO ACTIVELY 
PARTICIPATE IN THE FOLLOWING TASKS: (“Actively participate” is the expectation that 
you will collaborate with your supervisor in learning how to perform the task.) 
Business Operations 

• Maintain record management systems 
• Develop and manage frm’s strategic and business plans 
• Develop frm’s fnancial plan 
• Develop, implement, and manage marketing and communications plans 
• Obtain and update computer technology, including security systems and licenses 
• Investigate and use new digital technologies 

Human Resources 
• Develop and manage human resource/ofce policies and operations 
• Conduct performance appraisal, career development, and compensation reviews 
• Recruit, retain, and manage staf 
• Develop training and professional development plans, including IDP and continu-

ing education requirements 
Legal & Insurance 

• Establish frm’s legal structure 
• Consult legal counsel 
• Secure liability and other insurance 
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KNOWLEDGE OF/SKILL IN 
Business Operations 

• Business planning 
• Contract negotiation (e.g., fees, scope, schedules) 
• Current software applications 
• Designing and delivering presentations 
• Electronic communications (e.g., virtual ofces, video-conferencing,  

web-based networking) 
• Entrepreneurship 
• Ethics and integrity 
• Financial management 
• Information management (e.g., hardware and software maintenance,  

ofce standards) 
• Interpersonal skills (e.g., listening, diplomacy, responsiveness) 
• Invoicing for services 
• Legal and ethical issues pertaining to contracts 
• Legal and ethical issues pertaining to practice (e.g., liens, taxation, licensure) 
• Managing quality through best practices 
• Marketing and communications 
• Oral and written communications 
• Project budget management 
• Recognized ethical standards of the profession 
• Requests for Qualifcations (RFQ) and Requests for Proposal (RFP) 
• Risk management (e.g., professional and general liability) 
• Strategic planning 
• Team building, leadership, participation 

Human Resources 
• Human resources management 
• IDP mentoring and supervising 
• Oral 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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PRACTICE MANAGEMENT 
LEADERSHIP AND SERVICE 
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 fnd that voluntary participation in professional and community activities 
enhances their professional development. Community service does not have to be 
limited to architecture-related activities for you to receive these benefts. 

TASKS 
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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 ofce environment in an architecture frm 
• Contribute your talents in a community-based organization to improve the  

quality of life 

KNOWLEDGE OF/SKILL IN 
• Community leadership/civic involvement 
• Creativity and vision 
• Entrepreneurship 
• Ethics and integrity 
• Interpersonal skills (e.g., listening, diplomacy, responsiveness) 
• Managing quality through best practices 
• Mentoring – teaching others 
• Personal time management 
• Service to the profession (e.g., AIA, NCARB) 
• Supervising 
• Team building, leadership, participation 
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Advanced Degrees Yes NCARB 930 hours Some jurisdictions may require 

documentation of additional hours to 
meet their experience requirement. AIA Continuing Education Yes NCARB Up to 1,860 hours 
NCARB recommends that you submit 
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all experience until you have satisfed 
your jurisdiction’s requirement. You Construction Work Yes IDP Supervisor Up to 930 hours 

can review your jurisdiction’s licensing 
requirements on our website. 

CSI Certifcate Program: CDT Yes NCARB 40 hours 

The opportunities listed here do not Up to 1,800 hours 
qualify for the IDP’s required hours or Emerging Professional’s Companion (EPC) Yes IDP Supervisor or Mentor (including 

any specifc experience area. How- EPC for core) 

ever, you can use these opportuni-
GBCI LEED AP Credential Yes NCARB 40 hours ties to meet additional experience 

requirements in your jurisdiction. 
Completion of these opportunities Teaching or Research See employment requirements IDP Supervisor Up to 1,860 hours 
will be added to your total hours. 
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ADDITIONAL OPPORTUNITIES FOR JURISDICTIONAL EXPERIENCE REQUIREMENTS 

Advanced Degree AIA Continuing Education 
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 IDP credit for advanced degrees in 
architecture that meet the following criteria: 

• The advanced degree must be conferred after the 
frst 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 IDP experience areas and certifed by 
the institution as directly related to the practice 
of architecture. 
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NCARB publishes a list of acceptable degrees on its 
website. Programs identifed by NAAB as “post-profes-
sional” degrees are automatically 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 is conferred. For a list of degrees currently 
recognized by NCARB as qualifying advanced degrees, 
please check our website . 

REPORTING ADVANCED DEGREE 
• Download and mail the transcript request forms 

and any fee to your school(s). 
• Each transcript must be returned directly to 

NCARB by the school. NCARB will only accept of-
fcial transcripts submitted by the school. 

• In addition to requesting an ofcial transcript, 
you are required to report your advanced degree 
through the online reporting system in your 
NCARB Record. 

• You will be required to upload a copy of your 
transcript or diploma. 

• NCARB will not be able to approve your advanced 
degree until after the ofcial transcript from your 
school has been received. 

• Experience must be submitted in compliance with 
the reporting requirement. 

Interns, whether or not employed in a qualifed experi-
ence setting, may earn additional hours by completing 
AIA-approved continuing education resources and pro-
grams. Self-reported continuing education is not eligible 
for IDP credit. 

One AIA learning unit earns one IDP hour. 

Information regarding the American Institute of Archi-
tects (AIA) continuing education programs is available at 
www.aia.org/education . 

REPORTING AIA 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.aia.org 

. Contact the AIA at emergingprofessionals@ 
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 AIA transcript 
documenting completion of AIA continuing edu-
cation. Your AIA transcript is available at  
www.aia.org/education . 

• Once reported, AIA continuing education is re-
viewed and approved by NCARB. 

• Experience must be submitted in compliance with 
the reporting requirement. 

NCARB’S monographs and mini-monographs 
NCARB monographs are written by experts in their felds 
and explore topics relevant to architectural practice. 
NCARB monographs may be completed by architects 
to satisfy their continuing education requirements or by 
interns for IDP credit. Interns completing NCARB mono-

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-

graphs. Best of all, they’re FREE for NCARB Certifcate 
holders and active intern Record holders! 
Completion of the monographs must be documented 
on an AIA transcript, and reported through the online 
reporting system as AIA continuing education. 
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ADDITIONAL OPPORTUNITIES FOR JURISDICTIONAL EXPERIENCE REQUIREMENTS 

Construction Work CSI Certifcate Program: CDT 
Interns may earn up to 930 additional hours for con-
struction work performed in either of two scenarios: 

1. Paid position meeting the IDP employment  
requirement. 

2. Volunteer service at a nonproft 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 eforts 
• Nonprofts (e.g. Habitat for Humanity, Community 

Development Corporation, Youth Corps, religious/ 
multi-denominational development corporations, 
neighborhood housing services) 
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TYPES OF CONSTRUCTION WORK 
Qualifying construction activities include “hands-on” 
experience working in a variety of scenarios including 
but not limited to: 

• Building layout 
• Framing 
• Roofng 
• Concrete and masonry 
• Painting and fnishing 
• Drywall and plastering 
• Flooring 
• Tile setting 
• Wiring and equipment installation 
• Ductwork mechanical equipment installation 
• Plumbing and fxture installation 
• Site clearing and preparation 
• Backhoe operation, grading, etc. 

APPROVAL OF CONSTRUCTION WORK 
The individual certifying Construction Work experience 
must be an IDP Supervisor who maintains direct super-
vision over the intern and is experienced in the activity 
being performed (e.g. foreman, project manager, etc.).  

REPORTING CONSTRUCTION WORK 
• Experience must be submitted in compliance with 

the reporting requirement. 

Interns, whether or not employed in a qualifed experi-
ence setting, may earn additional hours for completing 
the following CSI certifcate program: 

CSI Certifed Construction Documents Technologist 
(CDT): 40 hours for passing the CDT certifcate program. 

Information regarding the Construction Specifcations 
Institute is available at www.csinet.org . 

REPORTING CSI CERTIFICATION 
• You must upload the CSI certifcate documenting 

completion of the program 
• Once reported, the CSI Certifcation is reviewed 

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

the reporting requirement. 

INTRODUCTION IDP STEPS IDP REQUIREMENTS TASKS SUPERVISOR IDP GUIDELINES | JULY 2015 32 

www.csinet.org


ADDITIONAL  
OPPORTUNITIES 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

ADDITIONAL OPPORTUNITIES FOR JURISDICTIONAL EXPERIENCE REQUIREMENTS 

The Emerging Professional’s Companion (EPC) 
Interns, whether or not employed in a 
qualifed 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 
IDP supervisor or mentor. 

The EPC, located at www.epcompanion. 
org , 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 identifed as qualifying for either 
core or elective credit. 

• Each activity is worth eight hours. 
• Additional activities are not applied 

to any specifc experience area. 
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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 least three years beyond the date the 
experience is approved by their IDP super-
visor or mentor. 

REPORTING EPC 
• If you are not an AIAS or AIA  

Associate member, you may obtain 
a temporary AIA customer number 
by completing the webform at www. 
aia.org/FreeTranscriptsForInterns . 
Contact the AIA at emergingprofes-
sionals@aia.org with any additional 
questions. 

• Associate members of the AIA may 
use their associate 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. 

GBCI LEED AP Credential 
Interns, whether or not employed in a 
qualifed experience setting, may earn 40 
additional hours by obtaining the GBCI 
LEED AP credential. 

• Obtaining the GBCI LEED AP creden-
tial with or without specialization 
qualifes for IDP credit. 

• Obtaining the GBCI LEED Green As-
sociate credential does not qualify 
for IDP credit. 

• An intern may only receive IDP credit 
for one GBCI LEED AP credential. 

Information regarding the Green Build-
ing Certifcation Institute (GBCI) LEED AP 
Credential is available at  
www.gbci.org . 

REPORTING GBCI LEED AP CREDENTIAL 
• You must have the ofcial GBCI 

LEED AP certifcate or a passing score 
report confrming the credential. 

• Once reported, the GBCI LEED AP 
Credential is reviewed and approved 
by NCARB. 

• Experience must be submitted 
in compliance with the reporting 
requirement based on the date the 
credential was earned. 

Teaching or Research 
Teaching or research in a NAAB- or CACB-
accredited program under the direct 
supervision of a person experienced in the 
activity. 

REPORTING TEACHING OR RESEARCH 
• Experience must be submitted in 

compliance with the reporting 
requirements. 
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IDP SUPERVISORS 

Contents for Supervisors 
• Experience Settings 
• Supervision Requirements 
• Employment Requirements 
• Experience Categories and Areas 
• Tasks 
• Eligibility Requirements 
• Reporting Requirements 

Being an IDP Supervisor 
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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 verifed. 

As an IDP supervisor you will be required to have direct supervision over the work 
performed, foster a professional relationship that is grounded in a direct professional 
association, and verify your intern’s experience. 

IDP Supervisors: 
• Supervise the intern on a daily basis 
• Have control over the work performed 
• Provide reasonable opportunities for the intern to gain IDP experience 
• Regularly assess the quality of the intern’s work 
• Periodically certify the intern’s experience reports 

Being a Mentor 
As a registered architect in a U.S. or Canadian jurisdiction, you may also serve as a men-
tor. There are opportunities for mentors to verify experience earned through supple-
mental experience. 
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How Can Becoming an IDP Supervisor Beneft Your Firm? 
• You will beneft the overall morale of the frm when interns understand 

their frm supports them becoming licensed. 
• You will contribute to the future success of your frm. What interns learn 

from you now will establish your success as a team later. 
• You continue the historic tradition in which the architect/apprentice 

relationship was an integral factor in the development of the profession. 
• You will “pay it forward” for the training you once received as an intern. 
• You will assist in staf retention. 
• You will develop leaders who will drive the future of your practice and 

the profession. 

What Additional Resources are Available for IDP Supervisors? 
• The NCARB website has information specifc to IDP Supervisors here . 
• Join the IDP Supervisors Group on LinkedIn! 
• Learn about the Architect Licensing Advisors Community. Consider  

becoming an Architect Licensing Advisor at your frm. 
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IDP SUPERVISORS 

Experience Settings Experience Areas Reporting Requirements 
• Interns earn experience in experience settings. 
• As an IDP supervisor, you must understand what 

experience setting you are in. 
• Your experience setting is defned by: the type 

of organization, the work performed, and your 
professional credentials. 

• NCARB recognizes three experience settings: 
A: Practice of Architecture 
O: Other Work Settings 
S: Supplemental Experience 

• For more information, refer to experience  
settings. 

Supervision Requirements 
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• In most experience settings you must be a regis-

tered architect to be an IDP supervisor. 
• In 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 supervision 

requirements. 

Employment Requirements 
• To earn experience in most settings, interns must 

be employed by the organization where the work 
is performed. 

• For more information, refer to employment 
requirements. 

• Interns earn IDP experience by earning hours in 
the experience areas. 

• Interns must earn 3,740 hours to complete  
the IDP. 

• The hours are earned in the 17 experience  
categories. 

• Some jurisdictions may have additional experience 
requirements. Therefore, interns should report all 
qualifying hours to help facilitate reciprocity.  

• For more information, refer to experience catego-
ries and areas. 

Tasks 
• The requirements for the IDP are based on the 

tasks and knowledge/skills necessary to practice 
architecture independently. 

• The tasks and knowledge/skills are derived from 
the Practice Analysis of Architecture , and are 
aligned with current practice. 

• Upon completion of the IDP, an intern should be 
able to complete the tasks associated with each 
experience area. 

• For more information refer to tasks. 

Eligibility Requirements 
You can earn IDP experience once you have 
successfully graduated from high school or an 
established equivalent. 

ONLINE REPORTING 
• Interns must report experience through the online 

reporting system or My IDP mobile app. 
• As an IDP supervisor, you will review and approve 

experience through the online system. 
• For more information on how to use the online 

reporting system refer to the NCARB website . 

TIMELY REPORTING 
• To earn full credit for experience, interns must 

submit all experience within eight months.  
Experience reported beyond this period and up to 
fve years after the date of the experience will be 
accepted at a reduced value of 50 percent. 

• As an IDP supervisor, you are encouraged to  
review experience in a timely manner; however,  
it is the obligation of the intern to meet the 
reporting requirements. 

• For more information refer to the reporting 
requirements. 
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