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RECORD SERIES AND DESCRIPTION SERIES NUMBER SCHEDULED RETENTION PERIOD DISPOSITION METHOD

Certified Public Accountant (CPA) Application Files 015220 2 Years after approval Confidential Destruction

This series documents the eligibility of applicants for initial 
licensure, reciprocal licensure, and renewal and reinstatement 
of a Certified Public Accountant (CPA) license. This series may 
include, but is not limited to: experience verification forms, 
American Institute of Certified Public Accountants (AICPA) 
Ethics Certificate of Completion, college transcripts, Continuing 
Professional Education (CPE) certificate of completion, CPE 
requirements form, Uniform CPA exam scores, Verification of 
Licensure/Letter of Good Standing, and criminal history 
information.

Certified Public Accountant (CPA) Change of Status 200465 1 Year after decision Non-confidential Destruction

This series documents the status change of applicants from 
Active to Continuing Professional Education (CPE) - Exempt 
and from CPE - Exempt to Active. This series may include but is 
not limited to: status change requests, official job description, 
applicant bio's, correspondence from the requestor, and 
approval or denial documentation. 

Certified Public Accountant (CPA) Continuing Professional 
Education (CPE) Audit Consent Orders

200404 5 Years after audit Confidential Destruction

This series documents the Continuing Professional Education 
(CPE) audit deficiency and the terms and conditions of the 
consent order as prescribed by the Board. This series may 
include, but is not limited to: CPE audit deficiency report, cover 
letter, consent order, copy teste letter, and any other 
documentation submitted as prescribed by the terms and 
conditions of the consent order. 
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Certified Public Accountant (CPA) Continuing Professional 
Education (CPE) Audits

015222 6 Months after audit Non-confidential Destruction

This series documents a licensee's storage and submission of 
Continuing Professional Education (CPE) credit documentation 
during the CPE audit process. This series may include, but is 
not limited to: monthly spreadsheets and general 
correspondence.

Certified Public Accountant (CPA) Exam Application Files 015221 3 Years after approval Confidential Destruction

This series documents the eligibility of applicants to sit for the 
Uniform Certified Public Accountant (CPA) examination. This 
series may include, but is not limited to: college 
transcripts/education evaluation reports, special 
accommodation requests, and criminal history information.

Disciplinary Enforcement Case Files 015224 7 Years after closed Confidential Destruction

This series documents the complaints that are received by the 
Board's Enforcement Office and the allegations referenced in 
the complaints. This series may include, but is not limited to: 
investigative reports, complaints, IRS and Virginia tax forms, 
letters of explanation from the respondent and complainant, 
CPE Certificate of Completion, court records, engagement 
letters, presiding officer recommendation, Board Final Order, 
licensing agreement, reinstatement agreement, and 
correspondence. 

Disciplinary Enforcement Files: No Findings 200405 1 Year after closed Confidential Destruction

This series documents investigations of complaints against 
licensed CPAs, non-licensees, and CPA firms in Virginia that 
result in no findings. This series may include, but is not limited 
to: investigative reports, complaints, letters of explanation from 
the respondent and complainant, engagement letters, IRS and 
Virginia tax forms, and correspondence. 
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Disciplinary Enforcement Files: Original Final/Consent Order 009041 65 Years after closed Non-confidential Destruction

This series document's the Board's actions regarding the 
adjudication of a violation of statute(s) or regulation(s) by a 
respondent. This series may include, but is not limited to: 
consent orders (non-CPE), final opinions and orders, 
investigative reports, and licensing agreements.
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