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Preliminary Review - Candidate Submission Checklist

The checklist below summarises the submission requirements for the Preliminary Review stage of the APC and should be used alongside the Candidate Guide and Requirements and Competencies Guide. Completing this checklist before submission will help ensure your application is complete, compliant and contains the information required for reviewers to answer the key question: Is your submission suitable for the APC Assessors to prepare for and conduct your final assessment interview effectively?
Before applying for assessment, candidates must download and review their submission from the Assessment Platform to verify that all documentation is complete and compliant with the relevant requirements.
RICS reserves the right to refuse, cancel, or defer a submission where key submission or eligibility criteria have not been met. Examples include, but are not limited to:
· Plagiarism
· Insufficient CPD
· Outstanding fees
· Invalid case studies
· Exceeding word count limits
· Qualification or experience eligibility issues
· Any other requirement specified within RICS regulations
· An expired Professionalism Module (more than 12 months old)

	Section
	Requirements
	

	Covering pages
	Your photograph shows your head and shoulders and was taken within the last 6 months.
	

	
	Confirm your counsellor’s name and membership number.
	

	Qualification upload
	You have uploaded your degree certificate.
	

	Employment history
	You have included each position in which you gained experience relevant to your assessment and pathway and provided a brief overview of your responsibilities.
	

	Professional body details
	You have provided the membership grade and date of qualification for all relevant active professional body memberships.
	

	Summary of Experience – Mandatory Competencies
	Does not exceed the maximum word count of 1,500 words.
	

	
	You have provided a competency statement for each competency level required.
	

	Summary of Experience – Technical Competencies
	Does not exceed the maximum word count of 4,000 words.
	

	
	You have checked that the competencies you are submitting meet the requirements and levels for your chosen pathway.
	

	
	You have provided a competency statement for each competency and level required, including real-life examples of experience gained in that area.
	

	Case Study
	Does not exceed the maximum word count of 3,000 words.
	

	
	At the point of submission, the case study is based on a project you have worked on within the last 24 months.
	

	
	You have clearly identified the technical competencies from your chosen pathway.
	

	
	You have read and complied with the confidentiality statement.
	

	CPD
	You have recorded a minimum of 48 hours of CPD within the last 12 months.
	

	
	At least 50% of your CPD is Structured CPD.
	

	Professionalism Module
	You have completed the Professional Module in the last 12 months. 
	

	Counsellor Approval
	Your counsellor has approved via the assessment platform your documentation and have signed the declaration of support to your submission.
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Before submitting your assessment documents, download and review your preview document, and share it with your Counsellor. Once submitted, you will not be able to recall or amend your application. Therefore, please ensure your submission is accurate, professional and meets the Assessment and Submission requirements.



Visit Assessment dates and process to confirm the submission and assessment windows within your region.  

Need help?
· Candidate FAQs and enquiry form
· Email: contactrics@rics.org
· UK phone: +44 (0) 2476 868 555
· Global phone numbers
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