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What is the CRO Program?

The CRO (Certified Revenue Officer) Program was 
created by the CMRTA Certification Committee to 
provide a means to measure the attainment of a 
certain level of knowledge and experience in the 
revenue collection profession.



Why Become a CRO?

Certification attests to your acquired training in:

 Business License Tax 
 Collections
 Laws and Regulations
 Management Theory/Customer Service
 Revenue Sources Other Than Business Licenses
 General Information and Useful Resources 

It’s a great way to receive recognition as an experienced professional in 
your field.

Certification attests to your knowledge on current issues.

It’s a valuable credential for job and promotional opportunities



Where Do I Start?

The first step is determining if you meet the
minimum requirements to take the CRO exam,
and confirming your CMRTA membership
status is current.



Revenue Experience Requirement

 4,000 hours of business license (tax)
experience is required.

 Business license experience may include
processing applications, field enforcement,
audits or other business license related
experience.

4,000 hours is the equivalent of 2 years.



CMRTA Training Requirement

Completion of at least 30 hours of 
CMRTA training in specific 
categories.  

 Refer to the “Training Category” 
information 

 This list also serves as a Category
“Key” which tells you what the 
letters on your conference agendas 
represent

 You may also see these “Category 
Keys” on your Division meeting 
agendas 



 Go to www.cmrta.org and log in

 Select “CRO Program/Awards”

 Select “CRO Program”

 Select “CRO Downloadable Forms”

 Download the forms you need

Where Do I Get An Application?



Required Forms For Initial Certification

“New” applicants need to submit the following forms:

 Application for Certification

 Application for
Examination

 CMRTA Record of 
Certification of Training
(work on this one 1st)



Application For Certification

This document certifies that 
you have met the 4,000  
hours of qualifying 
experience.



CRO Application for Examination

Simply fill out the top portion on 
this application.



CMRTA Record of Certification Training Attended



CMRTA Training Information

Training should be acquired through 
CMRTA:

• Meetings
• Conferences
• CMRTA DVD Library

Most CMRTA training represents one
hour of training.  

The following sessions do not
qualify as training:

 General Session
 Technology Update
 General Business at Quarterly

Meetings
 Exchange of Expertise at Quarterly

Meetings 

Teaching a class is optional

A class may fulfill more than 1 category, 
however it may only be used once.

Outside training can fulfill some hours, 
however:

 Outside training is limited to  6  hours for 
Initial Certification;
10 hours for Re-certification

 Class must be relevant to the CRO categories
 Class must be reviewed and approved by the 

Certification Committee beforehand

Save your agendas! Pencil in your classes 
as you complete attendance.

Refer to the CRO List of Categories.

Some Division agendas are already categorized 
for you.



Submit Your Application

Mail the completed forms, application fee and exam 
fee to your CRO Division Representative

 Certification application fee - $35
 Examination fee - $25 
 Checks should be made payable to CMRTA.



Current CRO Division Representatives

Division I and II
Desiri Vink, CRO
Administrative Services Department
City of Emeryville
1333 Park Avenue
Emeryville, CA 94608-3304
Phone: 510-596-4325
FAX: 510-658-8095
Email: dvink@Emeryville.org

Division IV
Dixie Keshavarzi, CRO
City of San Diego
P O Box 1222 8 9
San Diego CA 92112-22 8 9

(6 19) 6 15-1500
dkeshavarzi@sandiego.gov 

Division III

Maria Ibarra Villaseñor, CRO Chair (323) 722-4805, Ext. 2327
City of Commerce mariai@ci.commerce.ca.us
2535 Commerce Way
Commerce, CA 90040



Exam Information

The exam 
consists of 
two parts

Part 1 is a 
multiple 

question, true 
or false 
exam**.

When you pass 
Part 1, you will 
complete Part 2 

at home

Part 2 is an 
essay exam.

You have 30 
days to 

complete & 
submit Part 2 
of the exam 

** 1st part is administered by your Division CRO Representative or at the Annual 
Conference and requires internet access to research your answers. 

Notes or other reference material will not be allowed while taking the exam.



When Will I Know the Results?

You will be notified of the results within 30 days of 
submitting the essay exam.

Pay close attention to the essay instructions such as 
attaching your survey and providing a template of 
your City’s staff report. 

Your assessment and writing skills are also 
being evaluated in the essay exam.



Do I Need to Renew My Certification?

Yes, you need to renew your certification every 5 
years. Here is what you need to do to apply for re-
certification:

 Complete an application for re-certification documenting completion 
of 50 hours of continuing education in any CRO category

 Submit the application and $35 application fee to your CRO Division 
Representative 

 You must apply for re-certification within 2 years from your recent 
expiration date. 

 Once the 2 year grace period has lapsed, you will need to apply as a 
“new” and start over 


