
Guide to submitting your applicationGuide to submitting your application 
for corporate Chartered Status

After you have downloaded the 
relevant form from the CII 
website, you are ready towebsite, you are ready to 
complete it. The form does allow 
you to copy and paste information 
into the fields, but please bear in 
mind that some fields require you d a so e e ds equ e you
to choose an option from a 
dropdown list. (See right) 
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If you wish to print your 
form, remember the 
form is in excel formatform is in excel format, 
so it’s important to 
select the ‘print preview’ 
mode to check you are 
only printing the pagesonly printing the pages 
that are populated with 
data, and not the blank 
pages (of which there 
will be many)will be many).  
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Once your form is filled in and saved in a 
convenient location, you can check that it 
is filled in correctly before logging in onis filled in correctly before logging in, on 
the validation page: 
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As the responsible member of your firm, once you have 
checked that your form successfully validates, y y ,
you are ready to login and submit your form. 

Login using your PIN and password: 
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Once you have logged in, you will be taken to the 
application page, where you can upload your form 
and supporting documents. 

Once you have browsed and inserted your 
documents,  click “upload”. 
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Providing there are no errors with your 
form, you will be taken to the following 
page which tells you that the upload has p g y p
been successful. 

Click “continue” to proceed to the 
payment stage. p y g
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You will then reach the Declaration stage, and 
see how much your application will cost. 

Ensure that you tick the checkboxes to confirm 
you agree with the terms and conditions. 

Then, depending on how you wish to pay, select 
one of the three options: credit card, cheque or 
account.  Click “submit”. 
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Depending on how you have selected to pay, you will see one 
of these three screens: 

Credit card basket cheque information page or accountCredit card basket, cheque information page or account 
number field.  Click submit if required. 
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For applications paid for by credit card or account, 
once you have successfully completed the process 
you will see the declaration “thank you” page. 

This confirms your application has gone through 
the system and you will be contacted by Customer 
Service in due course. 

If you have any queries about this process, please contact charteredfirm@cii.co.uk or call 
+44 (0) 20 8989 8464. 
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