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It’s easy to make this template your own. Just follow the examples provided below to keep track of your staff’s CPD Training requirements for each CPD year. 
This form is a good tool to help you monitor your staff’s performance. 
For more information about CPD requirements please refer to our Understanding CPD flyer.
Please Note: that every CPD year Starts March 23 and Ends March 22 the following year. CPD Training is required every year to keep your real estate license.
[bookmark: _Hlk98243880]Completing your CPD does not automatically renew your license when it expires. 
















Example
	Staff Name
	Class Level
	License Renewal Deadline
	CPD Training Needed
	Course Dates
	CPD Progress

	Jack Lee Doe
	Class 1
	4/05/20XX
	CPD Compulsory Topics (3hrs)
CPD Elective Topics Class 1 (3hrs)
CPD Business Skills Topics (3hrs)
	CPD COMPULSORY 
In House 
04/05/2021
CPD ELECECTIVE
Correspondence 
CPD BUSINESS
Correspondence
	CPD Compulsory Topics 
Complete 
CPD Elective Topics 
Complete
CPD Business Skills Topics 
In Progress

	Janette Daisy Doe
	Class 2
	25/04/20XX
	CPD Compulsory Topics (3hrs)
CPD Elective Topics (3hrs)
	CPD COMPULSORY
ITC Training Rooms 
04/05/2021
CPD ELECECTIVE
Correspondence
	CPD Compulsory Topics 
Complete 
CPD Elective Topics 
Complete

	John David Doe
	Class 3
(Assistant Agent)
	01/12/20XX
	Assistant Agent CPD
	Assistant Agent CPD
ITC Training Rooms 
04/05/20XX
05/05/20XX
06/05/20XX
	Assistant Agent CPD 
In Progress
(Final year must do Certificate IV after completing this course) 

	Jane Daisy-Lee Doe
	Class 3
(Assistant Agent)
	01/12/20XX
	Certificate IV in Real Estate Practice
	Certificate IV in Real Estate Practice 
Correspondence
04/05/2021
	Certificate IV in Real Estate Practice
In Progress





Class 1 Agent Staff
	Staff Name
	Class Level
	License Renewal Deadline
	CPD Training Needed
	Course Dates
	CPD Progress

	[Full Name]
*This includes middle names
	Class 1
	DD/MM/YYYY
	CPD Compulsory Topics (3hrs)
CPD Elective Topics Class 1 (3hrs)
CPD Business Skills Topics (3hrs)
	CPD COMPULSORY 
Location
Date 
CPD ELECECTIVE
Correspondence 
CPD BUSINESS
Correspondence
	CPD Compulsory Topics 
Complete/ In Progress
CPD Elective Topics 
Complete/ In Progress
CPD Business Skills Topics 
Complete/ In Progress

	[Full Name]
*This includes middle names
	Class 1
	DD/MM/YYYY
	CPD Compulsory Topics (3hrs)
CPD Elective Topics Class 1 (3hrs)
CPD Business Skills Topics (3hrs)
	CPD COMPULSORY 
Location
Date 
CPD ELECECTIVE
Correspondence 
CPD BUSINESS
Correspondence
	CPD Compulsory Topics 
Complete/ In Progress
CPD Elective Topics 
Complete/ In Progress
CPD Business Skills Topics 
Complete/ In Progress

	[Full Name]
*This includes middle names
	Class 1
	DD/MM/YYYY
	CPD Compulsory Topics (3hrs)
CPD Elective Topics Class 1 (3hrs)
CPD Business Skills Topics (3hrs)
	CPD COMPULSORY 
Location
Date 
CPD ELECECTIVE
Correspondence 
CPD BUSINESS
Correspondence
	CPD Compulsory Topics 
Complete/ In Progress
CPD Elective Topics 
Complete/ In Progress
CPD Business Skills Topics 
Complete/ In Progress





Class 2 Agent Staff
	Staff Name
	Class Level
	License Renewal Deadline
	CPD Training Needed
	Course Dates
	CPD Progress

	[Full Name]
*This includes middle names
	Class 2
	DD/MM/YYYY
	CPD Compulsory Topics (3hrs)
CPD Elective Topics (3hrs)
	CPD COMPULSORY
Location
Date 
CPD ELECECTIVE
Correspondence
	CPD Compulsory Topics 
Complete/ In Progress 
CPD Elective Topics 
Complete/ In Progress

	[Full Name]
*This includes middle names
	Class 2
	DD/MM/YYYY
	CPD Compulsory Topics (3hrs)
CPD Elective Topics (3hrs)
	CPD COMPULSORY
Location
Date 
CPD ELECECTIVE
Correspondence
	CPD Compulsory Topics 
Complete/ In Progress 
CPD Elective Topics 
Complete/ In Progress

	[Full Name]
*This includes middle names
	Class 2
	DD/MM/YYYY
	CPD Compulsory Topics (3hrs)
CPD Elective Topics (3hrs)
	CPD COMPULSORY
Location
Date 
CPD ELECECTIVE
Correspondence
	CPD Compulsory Topics 
Complete/ In Progress 
CPD Elective Topics 
Complete/ In Progress

	[Full Name]
*This includes middle names
	Class 2
	DD/MM/YYYY
	CPD Compulsory Topics (3hrs)
CPD Elective Topics (3hrs)
	CPD COMPULSORY
Location
Date 
CPD ELECECTIVE
Correspondence
	CPD Compulsory Topics 
Complete/ In Progress 
CPD Elective Topics 
Complete/ In Progress

	[Full Name]
*This includes middle names
	Class 2
	DD/MM/YYYY
	CPD Compulsory Topics (3hrs)
CPD Elective Topics (3hrs)
	CPD COMPULSORY
Location
Date 
CPD ELECECTIVE
Correspondence
	CPD Compulsory Topics 
Complete/ In Progress 
CPD Elective Topics 
Complete/ In Progress


Class 3 Assistant Agent Staff
	Staff Name
	Class Level
	License Renewal Deadline
	CPD Training Needed
	Course Dates
	CPD Progress

	[Full Name]
*This includes middle names
	Class 3
(Assistant Agent)
	DD/MM/YYYY
	Assistant Agent CPD
	Assistant Agent CPD
Location
Date 
	First year CPD – DD/MM/YYYY
Complete/ In Progress 
Second year CPD - DD/MM/YYYY
Complete/ In Progress 
Third Year CPD - DD/MM/YYYY
Complete/ In Progress 
Final Year CPD - DD/MM/YYYY
Complete/ In Progress 

	[Full Name]
*This includes middle names
	Class 3
(Assistant Agent)
	DD/MM/YYYY
	Assistant Agent CPD
	Assistant Agent CPD
Location
Date 
	First year CPD – DD/MM/YYYY
Complete/ In Progress 
Second year CPD - DD/MM/YYYY
Complete/ In Progress 
Third Year CPD - DD/MM/YYYY
Complete/ In Progress 
Final Year CPD - DD/MM/YYYY
Complete/ In Progress 

	[Full Name]
*This includes middle names
	Class 3
(Assistant Agent)
	DD/MM/YYYY
	Assistant Agent CPD
	Assistant Agent CPD
Location
Date 
	First year CPD – DD/MM/YYYY
Complete/ In Progress 
Second year CPD - DD/MM/YYYY
Complete/ In Progress 
Third Year CPD - DD/MM/YYYY
Complete/ In Progress 
Final Year CPD - DD/MM/YYYY
Complete/ In Progress 




Class 3 Assistant Agent Staff Undertaking the Certificate IV in Real Estate Practice
	Staff Name
	Class Level
	License Renewal Deadline
	CPD Training Needed
	Course Dates
	CPD Progress

	[Full Name]
*This includes middle names
	Class 3
(Assistant Agent)
	DD/MM/YYYY
	Complete 3 units from the Certificate IV
	Location
Date 
	Certificate IV in Real Estate 
Complete/ In Progress

	[Full Name]
*This includes middle names
	Class 3
(Assistant Agent)
	DD/MM/YYYY
	Complete 3 units from the Certificate IV
	Location
Date 
	Certificate IV in Real Estate 
Complete/ In Progress

	[Full Name]
*This includes middle names
	Class 3
(Assistant Agent)
	DD/MM/YYYY
	Complete 3 units from the Certificate IV
	Location
Date 
	Certificate IV in Real Estate 
Complete/ In Progress

	[Full Name]
*This includes middle names
	Class 3
(Assistant Agent)
	DD/MM/YYYY
	Complete 3 units from the Certificate IV
	Location
Date 
	Certificate IV in Real Estate 
Complete/ In Progress

	[Full Name]
*This includes middle names
	Class 3
(Assistant Agent)
	DD/MM/YYYY
	Complete 3 units from the Certificate IV
	Location
Date 
	Certificate IV in Real Estate 
Complete/ In Progress

	[Full Name]
*This includes middle names
	Class 3
(Assistant Agent)
	DD/MM/YYYY
	Complete 3 units from the Certificate IV
	Location
Date 
	Certificate IV in Real Estate 
Complete/ In Progress

	[Full Name]
*This includes middle names
	Class 3
(Assistant Agent)
	DD/MM/YYYY
	Complete 3 units from the Certificate IV
	Location
Date 
	Certificate IV in Real Estate 
Complete/ In Progress

	[Full Name]
*This includes middle names
	Class 3
(Assistant Agent)
	DD/MM/YYYY
	Complete 3 units from the Certificate IV
	Location
Date 
	Certificate IV in Real Estate 
Complete/ In Progress
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