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Conversion Tool for  

the Revised Practical Experience Framework 

User Guide 

 

The revised Practical Experience Framework ("PEF") with effect from 1 January 2023 sets out the 

competences and other practical experience requirements for registration as a HKICPA member.   

One of the changes to the framework includes categorizing Technical and Enabling1 Competences into 

18 technical and seven enabling elements respectively in order to recognize and embrace the wide 

variety of work environments that are suitable for QP students. 

A comparison of the key practical experience requirements and a mapping of competences between  

the old and revised frameworks are set out in Appendix A and Appendix B respectively. 

 

Transitional arrangements for QP students 

Candidates who registered as QP students and started accumulating practical experience before  

1 January 2023 (named as "transitioning students"), they can continue to attain the required practical 

experience under the old PEF until the end of the three-year transitional period (i.e. up to 31 December 

2025). 

 

The requirements for transitioning students are summarized in the table below: 

Requirements 

Within transitional period  

(on or before 31 December 2025) 

After transitional period 

(on or after 1 January 2026) 

(a) Practical experience requirements Students may follow the old 

Practical Experience Framework. 

Students must follow the revised 

Practical Experience Framework. 

(b) Conversion Report Not required * Required for submission 

(c) 10-year Recency Rule This rule does not apply. Students must fulfil this rule. 

* Conversion Report is required to be submitted to the HKICPA if the practical experiences acquired by the transitioning students 

are partially recognized under the old Practical Experience Framework and are partially recognized under the revised Practical 

Experience Framework. 

 

Please refer to QP Student Handbook and PEF Support Manual for details. 

 

Enquiry 

Please send email to pef-enquiry@hkicpa.org.hk.  

 
1 Enabling Competences are formerly known as Generic Competences. 

https://www.hkicpa.org.hk/-/media/HKICPA-Website/New-HKICPA/Become-a-Hong-Kong-CPA/Qualification-Programme/Practical-Experience-Framework/Appendix-A_Comparison-of-key-PE-requirements-between-the-old-and-revised-PEF.pdf?la=en&hash=E89F32996E2637B06F7BAB16053B7F32
https://www.hkicpa.org.hk/-/media/HKICPA-Website/New-HKICPA/Become-a-Hong-Kong-CPA/Qualification-Programme/Practical-Experience-Framework/Appendix-B_Mapping-table.pdf?la=en&hash=645315E5EB858F495341EE4710E02A78
https://www.hkicpa.org.hk/-/media/HKICPA-Website/New-HKICPA/Become-a-Hong-Kong-CPA/Qualification-Programme/Practical-Experience-Framework/Support-Manual-of-the-revised-PE-Framework.pdf?la=en&hash=2BF43743DEBFF6D9BDB3B108FB3D11FD
mailto:pef-enquiry@hkicpa.org.hk
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Conversion Tool 

The Institute has developed a Conversion Tool template to convert the achieved practical experience 

under the old to the revised PEF.  At the time of application for the HKICPA membership on or after  

1 January 2026, transitioning students are required to submit the signed-off Training Records and  

a completed Conversion Report. 

 

This document is intended to illustrate how to use this Conversion Tool template and should be read in 

conjunction with the videos on how to fill in a Conversion Tool template.  The template contains the 

following four excel sheets: 

 

Excel sheet Description Information to be completed by transitioning 

students 

Summary report Summary of practical experience 

requirements achieved 

Fill in personal particulars and practical 

experience duration 

Competence & 

Declaration 

Summary of competences acquired 

and declaration 

Sign the declaration 

Old PEF 

(For student’s input) 

Details of competences acquired 

under the old PEF 

Fill in the details of competences acquired 

according to the signed-off Prospective 

Member's Record of Practical Experience  

(i.e. Training Records).  See Appendix B for 

details on mapping of competences. 

Revised PEF 

– After conversion 

Details of competences acquired 

after conversion to the revised PEF 

Nil 

 

  

https://www.hkicpa.org.hk/-/media/HKICPA-Website/New-HKICPA/Become-a-Hong-Kong-CPA/Conversion-tool-template-Protected.xlsx?la=en&hash=C9310572DCBD504202DBA4869ADB594B
https://www.hkicpa.org.hk/-/media/HKICPA-Website/New-HKICPA/Become-a-Hong-Kong-CPA/Conversion-tool-template-Protected.xlsx?la=en&hash=C9310572DCBD504202DBA4869ADB594B
https://www.hkicpa.org.hk/-/media/HKICPA-Website/New-HKICPA/Become-a-Hong-Kong-CPA/Qualification-Programme/Practical-Experience-Framework/Appendix-B_Mapping-table.pdf?la=en&hash=645315E5EB858F495341EE4710E02A78
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How to use the Conversion Tool template 

Please download Conversion Tool template and follow the steps below. 

Step 1: Complete the "Summary report" sheet. 

Step 1(a): Fill in your personal particulars. 

Illustrative example: 

 

Step 1(b):  Fill in the practical experience period based upon the signed-off Training Records. 

Illustrative example:  

 

 

 

 

 

 

 

 

(1)  Input your name and 

student no. 

(2)  Select your academic 

qualification. 

 

Note: Once selected, you 

will see your minimum 

time requirements. 

Extract from Training 

Records - Part A 
1/12/2015 to 30/9/2018 

1/12/2015 to present 

Input the following information: 

> AE/AS Name 

> Practical Experience Start Date 

> Practical Experience End Date 

 

Conversion Tool > Summary report 

30/9/2018 

https://www.hkicpa.org.hk/-/media/HKICPA-Website/New-HKICPA/Become-a-Hong-Kong-CPA/Conversion-tool-template-Protected.xlsx?la=en&hash=C9310572DCBD504202DBA4869ADB594B
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Step 2: Complete the "Old PEF (For student’s input)" sheet. 

Step 2(a): Provide the breakdown of your attained Technical Competences. 

Illustrative example: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

Conversion Tool > Old PEF (For student’s input) 

(1) Identify which practical experience component you need to input. 

(2) Allocate the no. of working days attained for the identified component to different 

units based upon your work nature and capability in each training year. 

  

(3) Select competence 

of the revised PEF 

(if required). 

Extract from Training Records - Part B: Technical Competences 

Note: This example shows 160 and 130 working days attained for "Financial accounting and external 

reporting (Basic)" in Years 1 and 2 respectively. 
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Step 2(b): Indicate your achievement of Generic Competences. 

Illustrative example:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Conversion Tool > Old PEF (For student’s input) 

(1) Identify which generic competence(s) attained. 

 

(2) Select "Achieved" if appropriate. 

Note: This example shows that all generic competences have been achieved. 

Extract from Training Records - Part B: Generic Competence 
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Step 3:  View the conversion results from the "Revised PEF" and "Summary report" sheets. 

Illustrative example: 

 

 

 

 

 

Conversion Tool > Revised PEF – After conversion 

(1) Check whether to satisfy the minimum working 

day requirements for each technical element. 

(3) Identify any shortfall of 

working days of 

technical competences. 

(2) Check whether you have met 

all Enabling Competences 

requirements. 
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Conversion Tool > Summary report 

(4) Identify which practical 

experience requirement has 

not been satisfied. 

 

Note: If you cannot fully satisfy 

the practical experience 

requirements, please attain 

practical experience under the 

revised PEF to make up for the 

shortfall. 

Note: In this example, 

Robert has not met the 

three-year requirement. 

He needs to further acquire 

practical experience under 

AE/ AS. 
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Step 4:  View the summary of competences under the "Competence & Declaration" sheet. 

Illustrative example: 

 

 

Step 5:  Print the completed Conversion Tool template and sign the "Declaration" part under the 

"Competence & Declaration" sheet before submission to the Institute. 

 

  

Conversion Tool > Competence & Declaration 

Note: The no. of Working Days in 

FAR3 is less than 75 days and 

therefore will not be recognized 

under the revised PEF. 

View and examine  

the no. of Working Days 

recognized under the 

revised PEF. 

Conversion Tool > Competence & Declaration 

Sign the "Declaration" part. 

 

Note: Electronic signature is not accepted. 

https://www.hkicpa.org.hk/-/media/HKICPA-Website/New-HKICPA/Become-a-Hong-Kong-CPA/Conversion-tool-template-Protected.xlsx?la=en&hash=C9310572DCBD504202DBA4869ADB594B

