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VISION, MISSION, GOALS OF THE CPSA INSTITUTE 
The Canadian Professional Sales Association (CPSA), originally established in 1874, is a national 

organization with more than 20,000 members representing the full spectrum of the business 

community.  The Association founded the CPSA Sales Institute in 1994 to enhance the skills and 

reputation of sales people through professional standards and certification. 

 

CPSA Institute’s Vision Statement 
That sales professions be recognized for the critical role that they play in business development, 

revenue generation, and the development of the Canadian Economy. 

 

CPSA Institute’s Mission Statement 
The mission of the CPSA Institute is to provide a leadership role in enhancing the value and 

credibility of the sales profession through professional standards and certification. 

 
 

THE NEW CPSA  
In July 2017, the CPSA launched a new brand identity. The refresh reflects a modern approach to 

mutual support and betterment for sales professionals. The new identity maintains all of the existing 

promises that CPSA has stood for while simultaneously moving the Association, and the profession 

forward. 
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Here are some of the upgrades: 

• Learning Hub: previously known as the ‘Knowledge Centre’, to provide even more 

resource for sales professionals: podcasts, informational videos, and Sales 

Compensation Reports. 

• Cost Savings: The travel, business, and lifestyle savings just got better. Members can 

save even more than before with our new partners. Previously known as 'Exclusive 

Benefits'. 

• Calendar: A quicker way to find upcoming training, webinars, educational and 

networking events – all in one convenient spot. 

• Competency Framework: A new look at the skills, knowledge and abilities required for 

success in today’s marketplace. 

• Graduated Certification Model: An industry-leading sales designation for every stage 

of a sales professional’s career. 

 

SALES COMPETENCIES 
A national job analysis was conducted in partnership with Human Resources Development 

Canada in 1995 to determine the important competencies of a successful sales representative 

and sales leader, along with the knowledge, skills and abilities needed to perform functions.  The 

CPSA Sales Institute conducted a series of focus groups across the country with sales 

representatives and sales managers from various industries, and then validated the identified 

competencies.   

 

Building upon the original framework, the CPSA Institute undertook a framework update and 

expansion project in the summer of 2017 under the guidance of an advisory group of senior sales 

executives. The sales professional competencies were updated and grouped into two levels to 

represent the indicators for a competent professional on the first 6 months in a sales role and a 

competent professional who has been performing in sales for 4 years or more. These two profiles 

are the foundation of the Certified Sales Associate (CSA) and Certified Sales Professional (CSP) 

respectively.  
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CSA and CSP graduates practice a wide variety of positions, which require knowledge in a 

number of different areas such as, but not limited to: 

 

• Prospecting 

o Understand the Market 

o Conduct Sales Planning 

o Develop Client Intelligence 

• Fostering Client Relationships 

o Develop Client Relationships 

o Practice Active Listening 

o Communicate Verbally 

o Communicate in Writing 

o Conduct Meetings 
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• Developing Client-Focused Solutions 

o Develop Solutions 

o Conduct Sales Presentations 

• Negotiating and Closing 

o Close the Sale 

o Negotiate Terms of Sale 

o Identify Third Party Relationships 

• Following Up 

o Follow-up on the Sale 

• Business Acumen 

o Understand Your Company 

o Demonstrate Financial Literacy 

o Demonstrate Legal Literacy 

• Sales Process Technology 

o Leverage Sales Technology 

o Implement Social Selling 

• Professional Sales Conduct  

o Act with Integrity 

o Drive Results 

o Work as Part of a Team 

o Engage in Continuous Learning 

o Develop Personal Brand 

 

The full published Competency Framework can be accessed here. 

  

https://www.cpsa.com/professional-certification/competency-framework
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Work will be conducted in 2018 to update the competency profile for sales leadership. The 

existing competency areas are: 

• Leadership 

• Fostering Client Relationships 

• Strategic Sales & Marketing Planning 

• Recruitment 

• Sales Force Organization and Deployment 

• Managing Sales Performance 

• Professional Sales Conduct 

• Business Acumen 

• Sales Administration 

• Sales Process Technology 

 

 

CERTIFICATIONS AND PROFESSIONAL DESIGNATIONS 
A graduated certification framework is now offered by the CPSA Institute. 

 

 

 

 

 

 

 

 

 

 

 

Sales Certificate 
The Sales Certificate is awarded to those individuals recognized as meeting the pre-requisite 

education requirements for the Certified Sales Associate professional designation.  
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Certified Sales Associate 
Recognition of foundational sales competency required for success in a first sales role. This 

designation is denoted by the acronym CSA.  

 

Certified Sales Professional  
Represents the gold standard of sales professionalism in the industry, with a deep commitment to 

the highest levels of sales excellence on large, strategic accounts. This designation is denoted by 

the acronym CSP.  

 

Certified Sales Leader 
Recognition of top sales leaders and executives who are committed to their own, and their 

team’s ongoing development and positioned to take their entire organization to the next level. 

This designation is denoted by the acronym CSL.  

 

For more information on the requirements at each designation, visit: 

https://www.cpsa.com/professional-certification/get-certified 

 

ACCREDITATION REQUIREMENTS FOR EDUCATORS 
The CPSA Institute accredits providers of education and training programs who demonstrate the 

development of foundational sales competencies. Applications are welcome from post-

secondary education institutions, private training providers, and internal training departments.  

 

Application Requirements 
Programs from education providers will be reviewed against four categories of quality assurance 

criteria: 

• Alignment of curriculum and learning outcomes to the Sales Professional Competency 

Framework; 

• Course delivery, format, assessment and evaluation; 

• Credentials of in-class or online instructors; and  

• Operational process to support quality experience, assurance and continuous 

improvement.  

 

https://www.cpsa.com/professional-certification/get-certified
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Curriculum Alignment 
Education providers who offer courses and programs that demonstrate alignment to all 

competency areas for the Certified Sales Associate (CSA) professional designation, and whose 

instructors and operations align to the quality criteria, will be accredited as an authorized CPSA 

Sales Certificate issuer.  

 

CPSA will accept applications from education providers who wish to become accredited for full 

or partial alignment to the pre-requisite education requirements for CSA, CSP or CSL designations 

and will review and approve on a case-by-case basis considering such factors as relevance to 

the sales community, geographical area for training delivery, and volume of education providers 

covering certain competency areas. 

 

Beginning in Fall of 2018, an education provider granted partial accreditation can issue digital 

badges to students who successfully complete their courses.  Digital badges are visual 

representations of key accomplishments that students may add to their LinkedIn profiles and share 

through other social media networks.  

 

Course Delivery Requirements 
For each course submitted as part of the application, minimum criteria for delivery format, 

assessment and evaluation must be met.  

 

Development of a variety of online, blended, and in-class programs is encouraged to 

accommodate a wide variety of learning needs. Each education provider may recommend the 

total number and duration of courses as they see fit. A minimum of 35 instructional hours 

dedicated to the sales competency is required, although more may be necessary to demonstrate 

learning objectives have been met in all competency areas.  

 

No more than 25% of the competency framework may be covered through independent study. 

Where programs have been designed as asynchronous independent study, access to instructors 

who meet the qualification requirements below to ask questions and seek clarification on course 

content is required.  
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The following minimum methods of assessment must be demonstrated in course outlines.  

 

CSA 

MINIMUM LEARNING ASSESSMENT METHODS  

Participation in classroom or online activities with instructor evaluation of 

learning objective performance and minimum pass/fail status.   

CSP 
Evaluated class projects, presentation, or quizzes as appropriate with 

feedback to learners on their results.  

CSL 
Evaluated class projects, presentation, or quizzes as appropriate with 

feedback to learners on their results. 

 

 
CPSA Instructor Qualifications 
Sales-focused courses 

All instructors of sales-focused courses or modules must have the appropriate combination of 

experience and education for program accreditation at the designation-level being sought.  

Consult the tables below for minimum requirements.  

 

If seeking accreditation of a program at the CSA or CSP level, instructors must hold one of the 

following options for experience and education requirements. 

 

 Criteria 

Education College Diploma 

Minimum Sales Experience 6 years 

Coaching or  
Sales Management Experience 2 years 

Teaching or Learning & 
Development Experience 

5 years, or  

1 year plus appropriate education* 

* Example education may include B.Ed., CTP, CTDP, Certified Executive Coaching designations, etc. 

 

If seeking accreditation of a program at the CSL level, instructors must hold their CSL designation. 
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Non-sales focused courses 

All instructors of courses or modules that are not sales-focused, e.g., general business, social 

media, or communications, must have sufficient education and experience to ensure quality 

learning outcomes are achieved. 

 

For each accredited program, there must be at least one appointed professional instructing a 

minimum of 35 hours of mandatory learning within that program, that has their CPSA instructor 

minimum qualifications for sales-focused courses.  

 

If the hiring standards of the education provider exceed the minimum requirements listed above, 

then application submission of the hiring standards policy is sufficient. Otherwise, each application 

should include the LinkedIn bio link or resume for each instructor.  

 

Operational Process Requirements 
All accredited education providers must demonstrate their ability to meet the following 

operational requirements: 

• Collect and summarize student evaluation forms for aggregate and individual course 

or instructor reporting. 

• Collect and summarize student Assessment/test scores for aggregate and individual 

course or instructor reporting. 

• Conduct an annual review of performance and student feedback, implementing 

corrective action and continuous improvement as necessary.  

• Maintain a clearly documented process for continuous improvement including 

documented roles involved, accountability, and responsibility for individual tasks.  

• Maintain a method for training and reporting learning objectives included in custom 

training development work. For custom training events to qualify as accredited 

education, at least 80% of the original learning objectives must be maintained within 

each accredited course.  

• Collect consent from students at the time for registration for the upload of their name 

and email address to CPSA Institute for issuing digital badges.  
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CPSA LISTING OF ACCREDITED EDUCATION PROVIDERS 
CPSA Institute will maintain a database of accredited providers and include the course listing and 

links for application and registration pages.  

 

FEES 
All fees are in Canadian dollars. 

Publicly-Funded Academic Institutions (Degree Credit Undergraduate or Graduate Courses)  

FEE TYPE DESIGNATION LEVEL FEE 

Application Fee Any $0 

Maintenance Fee 
CSA or CSP $500 per course  

CSL $500 per student per course 

Train the Trainer* Any $0 

Train the Examiner Any $1,495 per examiner 

Examination 

Licensing Fees 

CSA 

CSP 

CSL 

$200 ($349 retail) 

$349 ($699 retail) 

$499 ($999 retail) 
 
Continuing Education Providers, Executive Education Centers, Independent Training Providers,  
or Internal Training Teams 

FEE TYPE 
DESIGNATION 

LEVEL 
FEE 

Application Fee Any One-time: $2,999 per provider  

Per Student Fees§  

CSA $100 per unique student annually 

CSP $200 per unique student annually 

CSL $500 per unique student annually 

Train the Trainer* Any $1,495 per trainer 

Train the Examiner Any $1,495 per examiner 

Examination 

Licensing Fees 

CSA 

CSP 

CSL 

$200 ($349 retail) 

$349 ($699 retail) 

$499 ($999 retail) 
* Mandatory for 1 appointed trainer per accredited provider in Year 1 
(available as a half-day workshop or three, 1-hour webinars). 

§ Discount of 25% for 101-249 students; discount of 50% for 250+ students. 



 

 

 

 

 

 

CPSA Sales Institute Accreditation Guidelines  11 

Version 3.0 – Published May 2018 

 
ACCREDITATION REVIEW PROCESS 
All applications for accreditation will be reviewed by the CPSA Institute Accreditation Department 

for completeness and alignment to the requirements.  The CPSA Institute will either approve or 

deny applications.  All decisions will be communicated via email.  

 

Approvals 
Approved education providers will be issued a Letter of Accreditation, Partnership Contract (for 

review and signing) and an Activation Kit, that includes details on marketing and promotion 

standards.  

 

Denials 
If an organization is denied, a staff member from the CPSA Institute will provide an explanation of 

why the application did not meet the criteria and make recommendations for program 

adjustments to meet the criteria.  The application fee is non-refundable. 

 

MAINTENANCE OF ACCREDITATION 
The accredited provider can maintain ongoing accreditation status by submitting a Renewal  

Form on an annual basis. Existing accredited programs (approved after March 2018) are subject 

only to ongoing annual or quarterly maintenance fees as detailed in the partnership contracts 

(i.e., the one-time application fees are waived).  

 

AUDITING PROCESS 
The CPSA Institute reserves the right to randomly audit approved programs to ensure compliance 

with the accreditation requirements and reporting schedules.  

 

The CPSA Institute audit may include one or several of the following: 

• A request to review an accredited providers books and records relating to education 

services, enrollment and fees. 

• A visit to the accredited provider’s location, and attendance at the program. 
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A report will be provided to the accredited provider detailing any discrepancy and process for 

reimbursement.  

PARTNERSHIP OPPORTUNITIES 
We offer several partnership opportunities to accredited providers, including but not limited to: 

• Membership referral fees – for every new member referred to the association 

(membership price of $299), the CPSA will pay a referral fee of $50. 
• Student subscriptions – offered to18- to 25-year-old students enrolled in a post-

secondary program and working towards their CPSA Sales Certificate; provides similar 

benefits to membership (minus voting privileges). 

• Co-op advertising – advertising funds for website, events, digital, paid media and print 

collateral bearing the CPSA logo. 
• CPSA marketing and promotion – accredited programs are posted on our website; 

with links to the provider’s website. Additional opportunities are available for e-mail 

and print marketing to members, as well as posting content to the resource center, 

Learning Hub.  
• Examination licensing – with competency framework training, accredited providers 

can proctor CPSA written exams and host oral assessments. Licensed providers collect 

examination revenue and retain a percentage for proctoring and grading. 
• Content licensing – should there be competency gaps in the provider program 

against a full alignment, CPSA may be able support through a content licensing 

agreement. 
• Digital badging – beginning in Fall 2018, accredited providers will be authorized to 

issue CPSA digital badges directly to students who have achieved specific milestones 

or competencies. 
Please contact the institute@cpsa.com for more information.  

mailto:institute@cpsa.com
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APPLICATION CHECKLIST 
To prepare your application, please complete the form sections and gather all appropriate 

documentation.  Complete one (1) form for each program. Submit the completed form and all 

documents to institute@cpsa.com 

 

Section 1: Applicant Information 

Education or Training Provider: ________________________________________________________________ 

Business Address: _____________________________________________________________________________ 

Program Title: _________________________________________________________________________________ 

Application Primary Contact  

Name: _____________________________________ 

Position: ____________________________________ 

Department: ______________________________ 

 

Review Fee Contact  

❏ Same as Primary Contact Above; OR 

Name: _____________________________________ 

Position: ____________________________________ 

Department: ______________________________ 

 

Email: ______________________________________ 

Phone: _____________________________________ 

Preferred language:  ❏ English  ❏ French 

 

 

 

Email: ______________________________________ 

Phone: _____________________________________ 

Preferred language:  ❏ English  ❏ French 

 

Section 2: Competency Framework Alignment & Course Delivery Requirements 

List the course(s) or module(s) that aligns to each competency area. Please consult the full 

Competency Framework to ensure alignment. 

Seeking CSA or CSP accreditation: 

• Prospecting: ____________________________________________________________ 

• Fostering Client Relationships: ____________________________________________ 

• Developing Client-Focused Solutions: _____________________________________ 

• Negotiating and Closing: ________________________________________________ 

• Following Up: ____________________________________________________________ 

• Business Acumen: ________________________________________________________ 

• Sales Process Technology: ________________________________________________ 

• Professional Sales Conduct: _______________________________________________ 

mailto:institute@cpsa.com
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Seeking CSL accreditation: 

• Leadership: __________________________________________________________________ 

• Fostering Client Relationships:  ________________________________________________ 

• Strategic Sales & Marketing Planning: _________________________________________ 

• Recruitment: _________________________________________________________________ 

• Sales Force Organization and Deployment: ____________________________________ 

• Managing Sales Performance: ________________________________________________ 

• Professional Sales Conduct: ___________________________________________________ 

• Business Acumen: ____________________________________________________________ 

• Sales Administration: __________________________________________________________ 

• Sales Process Technology: ____________________________________________________ 

 

Course outlines should be attached for each course that include: 

❏ A short description of the course content; 

❏ The learning outcomes for the course; 

❏ The learning objectives for each module (if applicable); 

❏ The course duration (days or hours of learning); 

❏ Percentage of delivery formats used (In-classroom instructor-led, virtual classroom, self-

paced e-learning, etc.); 

❏ A description of the technology used to facilitate course/program (software for 

information exchange, collaboration, webinars etc.); and 

❏ A summary of assessment methodology (i.e., how successful completion is 

determined). 

 

Section 3: Instructor Qualifications 

❏ Bios for each instructor (Resume, LinkedIn bio link, Institution bio link, etc.); OR 

❏ Hiring standards for the education provider (if minimum requirements are exceeded, 

see above) 
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Section 4: Operational Processes 

❏ Proof of accreditation with the Association to Advance Collegiate Schools of Business 

(AACSB); OR 

❏ Proof of accreditation with the Accreditation Council for Business Schools and 

Programs (ACBSP); OR 

❏ Policies and procedures that address the following: 

❏ A description, or policy, of how the education provider ensures quality delivery of 

courses, curriculum adherence and student engagement;  

❏ A summary of the institution’s process to continuously improve course content and 

student experience; 

❏ A description, or policy, outlining the process by which the institution ensures for 

continuous professional development of its instructors/facilitators; 

❏ A description and/or pictures of the physical location where classes, labs or 

practicums are held. 
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