How to complete your annual member return online
Important information
Completing your member return can be completed on-line.
Your member return has 6 steps. You will need to;
1. update your personal details,
2. update your contact details; please ensure these are updated as it is essential that we are
able to contact you as your professional body
3. complete your annual member return (All mandatory questions are highlighted with an
asterisk (*) Guidance notes will appear in dark blue). Once you have submitted this you will
not be able to re-submit
4. update your professional interests,
5. update your CPD records,
6. attach supporting documents; if you in practice you will be required to attach a copy of
your professional indemnity insurance (PII)
Failure to complete your return may result in you facing regulatory action.
Some information may already be pre-populated. If information is populated and is correct you can
simply click the save button at the bottom of the page.

The return will not be populated. You will need to answer all questions and press submit at the end.
Once this has been submitted you will not be able to change the answers.
If you navigate away from you member return you can click the dashboard. This will return you to
the member dashboard.
.
Key to symbols
* Indicates a mandatory question.
Hover over the question mark for information on how to complete the question.
Live Chat
Although the Live Chat window will open while you are completing this exercise, the Live Chat
agents are not equipped to guide you through the annual member return process. If you find you are
having difficulty, even with this guidance, please contact the membership team on+44 (0)20 3567
5999.
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Step-by-Step Instructions
1. Log in
Log in to your member dashboard using your designated email or member ID and your
member password.
If you have forgotten your password, please contact the membership department at
membership@ifa.org.uk or +44 (0)20 3567 5999 and they will reset this for you.

2. Member dashboard
When you log in using your member credentials and member password, you will see your
member dashboard.
On the left-hand side you will see the menu of sections you need to check and complete /
update in order to renew your membership.
You will need to click on each one in turn in order to complete your renewal.
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3. Membership section
This tab contains information that is prepopulated from information previously provided by
you. However, if you believe any of it is incorrect please contact the membership team for
assistance.

Joint membership
Where you have membership with another professional body please type the details into the
joint membership box and click on the + symbol.
Complete all boxes and then save the changes.

If you do not hold membership with another professional accounting or taxation body please
leave this box blank.
Note: For the purposes of your renewal, the IPA is not considered a separate
professional body as membership is provided through your IFA membership.
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4. Personal details tab
This tab allows you to update personal details, including any card details we may stored on
the system for you. We will only have card details stored if you have chosen to renew your
membership by auto-renew.
If you have not chosen to pay your annual membership fee by auto-renew this section will
not appear.
If you choose to pay your annual membership fee by instalment you will be able to update
the card details here, if you need to do so.

Check and update all your personal details and then click the

button.
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5. Contact details tab

Update your contact details here and then click the
already correct you can simply click the save button.

icon. If the details are

If you do not have a different business or other address please leave these boxes blank.
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6. Annual payment tab

When you click on the
tab you will be re-directed to make your annual
membership, and practising certificate if applicable, annual fees.
If you have already set up an active instalment, auto-renew or direct debit for your annual
fees, you will see of the below message that is applicable to you. This means you will not
need to take any action for your membership and practising certificates fees. You will only
need to complete your member returns, and if applicable pay and complete for firm fees and
firm returns.
Instalment

Auto-renew

Direct debit
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Within this section, if you have chosen to pay your fees by instalments or auto-renew you will
have the ability to adjust your card details here.
Simply click on the + symbol on the right-hand side for the ability to update your card details.
Your details are stored in PayPal and not the IFA database.

Your auto-renew payment will be taken during the first week in January, with your instalment
payments being taken on the first working day in January and the last working day in
January.
If your card details have changed in the last 12 months, please update these below. Please
remember, for the auto-renew facility you will need to use a credit card.
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If you have not chosen one of these, the message then the below page will appear, outlining
three steps to follows

You can choose one of the below methods of payment.
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01 Payment summary
In this section you are able to pay your membership fee in full, by instalment or by autorenew.
•
•

•

Full payment: by ticking this box and completing the payment details you will pay all
outstanding membership fees in one transaction.
Instalment payment: by ticking this box and completing the payment details you will pay
one-third of your membership fee plus a one-off instalment set-up charge of £30.00. The
second instalment will be taken on the 04 January 2020.The third instalment will be
taken on the 01 February 2020. Your card details are stored in PayPal and not the IFA
database.
Auto-renew: by ticking this box and completing the payment details you will pay all
outstanding membership fees in one transaction. This facility is only available for credit
card use. The system will store your credit card details allowing you to use the same
card for payment of future membership fees. Your details are stored in PayPal and not
the IFA database.

The amount below will be show in full unless you choose instalments. If you choose
instalments they amount will be changed to reflect three equal instalments (first payment due
on the day of setting up the instalment) plus a £30.00 instalment charge.

02 Payment
In this section you have the ability to make payment. You must provide card details within
this section.
03 Payment confirmation
In this section confirm the payment before submitting. Once submitted you will not be able to
cancel the payment.

Note:
Once you have made payment you will need to complete the Member return (section
7) online in order to renew your membership fully.
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7. Member Return tab
You must answer all questions within this tab. The return consists of 5 pages.
Page 1 consists of your Public Practice Declaration. If you are in practice and are not
supervised by the IFA for compliance with the Money Laundering Regulations, we shall
contact you to via email to request further information.
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Pages 2-4 consist of your fit and proper declaration.
If you select
as your answer to any of the fit and proper questions a box will
appear for you to provide further details. Depending on your answer we may contact you for
more information.
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Page 5 of the return consists of your CPD declaration and your confirmations.

Note: We may request to see evidence of your CPD for a certain time period, including
specific training.
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Once you have clicked submit you would have done your member return for the current
year. The following page will then appear

You will not be able to go back to your member return. If you realise that there is an error on
the return you will need to contact the membership team directly who will assist you.
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8. Professional interest tab
You can use this tab to indicate to the IFA what your chosen method of communication is,
whilst also choosing what you would like to hear from us.
Please note our chosen method of communication is email, and we will communicate with
you anything that helps you meet your member obligations or that is a of a legal
requirement.
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9. CPD records tab
As a member of a professional body you are required to undertake relevant CPD each year.
You can keep details of your CPD records up to date by taking advantage of our online CPD
records saving facility.
If you require any assistance with using these facilities, please contact the membership
department.
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10. Support documents tab
Here you will be able to attach a copy of you Professional Indemnity Insurance (PII). Failure
to attach this may result in us not being able to release your new practising certificate.

11. Invoices section
In this section you have the ability to view all past invoices and payments, including
attendance at branch events and conferences. You can email past receipts to yourself or a
third party.
You also have the ability to make full payment for any outstanding invoices that are shown.
These will include not only the annual fees but also conference bookings, workshops and
CPD events.
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If you complete all sections above, including making payment, you would have successfully
renewed your membership, and practising certificate if applicable.
If you are supervised by the IFA for AML Supervision as an IFA member firm, you will also
be required to complete your firm return. You can access this by logging into your firm
dashboard and entering your firms details. If you are supervised by the IFA and do not pay
your firm fee, your membership and supervision may lapse as you cannot hold membership
without also holding AML supervision.

Assistance
If you require any help completing your online member return or making payment please
contact the membership team on +44 (0)20 3567 5999 or email membership@ifa.org.uk
If you require any assistance completing your firm return please contact the compliance
team on 020 3567 5999 or email compliance@ifa.org.uk
Institute of Financial Accountants
CS 111, Clerkenwell Workshops
27-31 Clerkenwell Close
Farringdon
London EC1R 0AT
T: +44 (0)20 3567 5999
M: membership@ifa.org.uk
www.ifa.org.uk
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