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Accessing our Online SPS Renewal System
You can renew your SPS online via MyCISI, (www.cisi.org/mycisi), the CISI’s member only portal. To log into MyCISI, 
you will require your email address or CISI customer number and password.

Once logged into My CISI, select ‘My Account’, then ‘Account Activity’ and finally ‘SPS’ You will then have the option 
to click ‘Access and renew your current SPS’.

 



4

New Renewal Application
You will then be presented with the below screen in a new tab.

Should you wish to leave this application process at any time, select ‘Save & Exit’ Application.

Expired SPSs
If your SPS has expired, the status of your application will be set to ‘Expired’ and you will be unable to renew your 
SPS online.

Please contact the CISI Customer Support Centre on  +44 20 7645 0777  or email spsapplications@cisi.org

NAME



5

Reviewing Your Details
Please review the information the CISI has listed for you to ensure all details are correct and are listed as they would 
appear on the FCA’s Approved Persons Register. 

If any of your details are incorrect and require changing, please contact the CISI Customer Support Centre on  
+44 20 7645 0777 or email spsapplications@cisi.org 

Specialist RDR Areas

If your specialist RDR areas have not changed since your last application, select ‘No’ and ‘Next’ to proceed.

Please amend your specialist RDR areas as necessary. You will be required to upload evidence for your new specialist 
areas such as certificates of qualifications or gap-fill or confirmation letters. For more detailed information about 
appropriate examples of evidence, please visit www.cisi.org/sps or email rdr@cisi.org 
 
To upload evidence, select ‘browse’, attach your evidence and ‘upload’.

If your FCA registration is inactive you will be unable to 
continue with your application. 

Select the check box to confirm your details  
are correct.

Select ‘Next’ to proceed

NAME
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RDR CPD Requirements 
The CISI online renewal system will automatically identify if you have achieved the required CPD hours. If your firm’s 
in-house CPD scheme has been accredited by the CISI, the hours you have gained via this scheme will be identified 
also.

Please note:  
If you have not met the required CPD hours under the RDR, you will be unable to proceed with your application. 
Contact the CISI Customer Support Centre on +44 20 7645 0777 or email cpdscheme@cisi.org

APER/COCON Requirements & CISI Code of Conduct 
You will be required to confirm your adherence to either the FCA APER requirements or the FCA COCON 
requirements. This is dependent on whether your firm now fall under the new Senior Managers Regime as to which 
is applicable.

You will also need to accept the CISI’s Code of Conduct by selecting a check box for each statement. If you do not 
select these check boxes, your application cannot be processed.

You will be required to confirm your 
adherence to the CPD Audit Declaration 

by selecting the check box.
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PDF of SPS Certificate/SPS Statement
Once your application has been approved, you will be able to generate a PDF copy of your SPS certificate as well as 
an SPS statement. This can used to verify that your SPS is valid, until you receive a hardcopy of your certificate from 
the CISI.

 

If you have any questions, or if you require any further information, please contact the CISI Customer Support Centre 
on +44 20 7645 0777 or email spsapplications@cisi.org

NAME

NAME



8

Declaration and SPS Terms and Conditions
As the advisor applying for the SPS renewal, you must confirm you have read, understood and agreed with the 
declaration and the CISI’s SPS terms and conditions by ‘ticking’ the check box. If you do not agree to the declaration 
and the SPS terms and conditions your application cannot be processed.

Payment
You are required to pay for your renewal application via credit card. Once your payment has been made, you will be 
able to submit your application to the CISI.

Submit Application 
If your SPS renewal has been paid in advance, as part of your CISI annual membership renewal,  
select  ‘Submit Application’ to complete your application.

NAME

Next 
If your SPS renewal application requires payment. Select ‘Next’ to proceed to the payment screen.

Complete your details and select ‘Take Payment’. Once your payment has been 
made, you will prompted to submit your application.

NAME

cab
Stamp
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Application Submission
Once you’ve submitted your application, you will receive email notification advising you that your application has 
been approved by the CISI, and your SPS will be delivered within 10-15 working days.

If you have made changes to any of your details, your application will be submitted to the CISI for review. You will 
receive notification via email once your application has been approved by the CISI.   
 
If your employer has indicated that firm verification is required, then your application will be sent to the nominated 
firm verifier(s) for approval before it will be processed by the CISI. You will receive notification of this via email.  
Notification will also be sent to you via email once your firm verifier(s) has approved your application. 

SPS Statement
Once your application has been approved, you will be able to generate an SPS Statement which you can use to 
verify that your SPS is valid, until you receive your new certificate from the CISI.

Select ‘ View Application’ to access your SPS Statement.

To access your statement, select ‘Download SPS Statement’

NAME
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