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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 Enabling®* 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 (hamed 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:

Within transitional period After transitional period

Requirements (on or before 31 December 2025) (on or after 1 January 2026)

(a) Practical experience requirements Students may follow the old Students must follow the revised
Practical Experience Framework. | 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.

! Enabling Competences are formerly known as Generic Competences.

Version: January 2023


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
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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 Fill in personal particulars and practical
requirements achieved experience duration

Competence & Summary of competences acquired  Sign the declaration

Declaration and declaration

Old PEF Details of competences acquired Fill in the details of competences acquired

(For student’s input)  under the old PEF 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 Details of competences acquired Nil
— After conversion after conversion to the revised PEF
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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.

lllustrative example:
HONG KONG INSTITUTE OF CERTIFIED PUBLIC ACCOUNTANTS

1
2
3 Conversion Tool for Converting Practical Experience
2 from the OId Framework to the Revised Framework for Membership Admission (1) Input your name and
5 student no.
6 TRAINING RECORDS DETAILS i
Student Name: CHAN Tai Man, Robert
7
Student No.: Sxxx123 d (2) Selgqt yc_)ur academic
8 / qualification.
Approved degree holders or }
Academic qualification: HKIAAT graduates who
. have pgssed the QP Note: Once selected, you
Minimum time requirements (i.e. Total Working Days) for 500.00 will see your minimum
o Practical Experience Period: ’ time requirements.

Practical Experience Duration: -
y report Comp & D i Old PEF (For student's input) Revised PEF - After conversion (@)

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

lllustrative example: Part A
Practical experience
Emplover(s)* Training Year
. . Year 1 ‘ Year 2 | Year 3 | Year 4 | Year 5 | Total
Extract from Training o, of working d&7e SealiTed Werss 737
1 fain Dragertics Group e Basic = [ [ [ 290
Records - Part A Principal | 20 | 20 | | | 37
1/12/2015 to 30/9/2018
Period: (da/mmiyyyy)
Name of Authorized
i Name In BLOCK LETTER) Hlowg Dlas Ting. Dentse Stanature: Danias
Py -
= T D. Wone
Title: Finaseial (Pontrolicy HKICPA member i Membership No.: AIES
Period of
Dater 30/9/2018 Supervizion: 1/12/2015 to present
# Please delets as appropriste.

Conversion Tool > Summary report

23 AUTHORIZED EMPLOYERS ("AE") AND AUTHORIZED SUPERVISORS ("AS")
24

AEJ/AS Name Practical Experience Practical Experience Practical Experience
25 Start Date End Date Duration
26 (dd/mmiyyyy) (dd/mmiyyyy)
27 g‘u it outin o chronalooical ordar]
s Asia Properties Group 11122015 30/9/2018 2 years 10 months 0 days
2 1
29
3 Input the following information:
0 > AE/AS Name
.l > Practical Experience Start Date
5 > Practical Experience End Date
32
6
£ | |
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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.

lllustrative example:

Extract from Training Records - Part B: Technical Competences

Competency required Minimum Training Year Competency required Minimum Training Year
level attained Year1 | Year 2 | Year3 | Year 4 | Year 5 level attained Year 1 | Year2 | Year 3 | Year 4 | Year s
(Mote 3.8 Please ¢ if achieved o3} Please ¥ if achieved
Einancial accounting and external reporting Einancial accounting and external reporting
(Continued)
Unit1  Abla to apply accounting standards Independent v Unitd  Able to explain result variances Independent v
Examples Examples
* Maint ofall *  Understand basis for praparation of projacted resuits
and pronouncements *  Verify actual results and compare with projected
*  Identify standards and pronouncements relevant fo results to identify variances
the individual task *  Analyze individual factors respansible for each
®  Appiy ralevant standards and pronouncements significant variances, including non-financial
appropriately to the task influences and raconcile both sats of results
*  Report and explain findings in & form appropriste to
Unitz  Able o prepare or the organization concemed
Examples v v Other competencies achieved (please specify):
*  Determine the extemal reporiing policies of the
organization
®  Evaluate information systems required to provide
required input data for reliabiity, imeliness and
completensss
*  Select appropriate data and prepare reports in
required format
®  Arange dissemination of reports in accordance with
requirements and palicies
Unit3  Able o evaluate nd systems,
e v v
*  Review and analyze specifications of information
systems Training Year Year 1 Year 2 Year 3 | Year 4 | Year 5 |
Review operation of information system and evaluate
reliabily of outputs No. of working days attained for 160 120
®  Understand source and methods of acquining
nacassary inputs this Component:
®  Maintsin ability to operate information system Counselor/Authorized D, Wong D, Wong
efisckively and to evsiuate speciic outputs required Supervisor's Initial®: 8/9/ aast 81/8/ aus?

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

reporting (Basic)" in Years 1 and 2 respectively.

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.

, |lil Basic Practical Experience C
El No. of Working Days acquired
Map to competence
of the revised PEF
4 (if applicable) (Please select from the
s |FA Fund Is of accounting Year 1 Year 2 Year 3 Year 4 Year 5 Total Working Days drop dowrn meru)
Unit 1 Able to identify and apply relevant accounting standards and
pronouncements to a given task or situation relating to the preparation, 0 Please select
& presentation and reporting of information, both past and projected
Unit 2 Able to prepare or analyze the annual reports of a company or other
substantial organizations, including determination of accounting
y . P 0 FAR2
policies, appropriate selection and verification of input data,
7 presentation and compliance, within required time frames
8 |Unit 3 Able to evaluate accounting and information systems 0 FAR1
Unit 4 Ability to analyze and explain variances between budgeted and actual
0 FAR3
9 financial results, including appropriate use of non-financial indicators
10 |OTH Other competences achieved (Please specify): 0 Please select
1
1 gl — - - - P ————
A Unit 1 Able to apply accounting standards 60 60 Please select B
A [Unit 2 Able to prepare annual reports or financial statements 50 50 100 _
o |Unit 3 Able to evaluate accounting and information systems 50 50 100 FAR1
Jlhdnitd Able {0 XRlaI eI IAIANGES e 30 FAR3
17 |OTH Other competences achieved (Please specify): 0 Please select
| Y report | Comp & 1; ‘ Old PEF (For student’s inpgt) ‘ Revised PEF - After conversion | 'f‘i‘:‘ 4 >
i B ] 1 + 70

(3) Select competence
of the revised PEF
(if required).
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Step 2(b): Indicate your achievement of Generic Competences.

lllustrative example:

Extract from Training Records - Part B: Generic Competence

Please v
If achived
Creative think . ' Oraanizai if .
Ablo to provide creative thinking and to deal with unstructured and unfamiliar probloms and situations Able to apply cloar of the and standards of the organization in which v
employed
Evidenced by:
) ) » ) Evidenced by:
Abla to dentify, and h relevant nd to critical d analyze relevant informati
¢ e to dentify, and research relevant lssues, and to critically assess and analyze relevant information. «  Ableto use effectively both the formal and the informal channels of communication within the organization, with due
+  Able to embrace lfelong learning and undertake contining P tivities to ki v Fenrts o polces. cutural s sthieal coniderations
it -to-date. N N
. i:!p:, :M:;l“al:\pa:rar:n!ss of the legal, regulatory and economic environment of business and other organizations: *  Able to document work o the appropriate standard
(i P m: it mgmg tr‘ammn': Asinass antiee and taxation) i practie o «  Able to establish, maintain and promote positive relationships with personnel at all relevant levels of the organization.
' ating " 5 es and prac . § «  Ableto represent effectively the interests of the organization in dealings with external parties, including customers or
+  Able to apply the basic understanding to other business functions in relation to perating in the accaunting function. e st cogiatony vt e
| . . , .
*  Able fo apply relevan s {e.g. analysis usage of figures and data) to the business contex!. «  Able o faciltate and adapt constructively to change, whether in the external environment of the organization, the
+  Able to operats with an understanding of the social, economic, regulatory and political environment relating to business internal siructure and activiies of the organization of the personal role and responsibilties of the candidate.
Nt cpaa st vttt of s gk svkcmantof secuntin nChi * Ablato lan reccurcs nd conol pofcis 0 dlverkey outcomes
P 9 gulalory s In Ghina. «  Ableto lead others to accomplish the commen goal in teamwork through providing direction and guidance as
+  Able to Integrate the results of enquiries, research and analysis, making ethical and value and oot
. :Ln,: ‘[';g;:;‘;he n'ganﬂn‘,),f‘:::;mfra' conext 10 arive 2t vallo and fﬂmw?,c,,mmsms or olherwise providing a »  Able to provide additional support and resources, as appropriate, 1o team members to finish tasks
logical basis for identifying and selecting among feasible solutions ar courses of action
+  Able o structure and prioritize key Issuss and apply logical reasoning to solve problems Personal and behavioural
v
o _ N Able I intogrity, values, ethical conduct and motivation to meet
Lommunications and interpersonal relationships. v standards of conduct and in all work and
Able to communicate effectively in written or other visual form and to Intoract effectively with Individuals or groups. Evidanced by:
of diverse cultural and intellectual backgrounds and status +  Able to practise effective time management, including sound judgment in allacating priorities and organising activities.
cuidanced by +  Able to cffectively organize activilies by selting goals, cbjectives and implement actions to complele Lask on time and
videnced by: meet expectation
»  Able lo communicate complex information and ideas both in writing and orally in a clear and concise style, appropriate to + Able to have B understanding of organizational behavious and human resource management
the other participant(s) in meetings, small groups or persanal conversation _ ) +  Ableto demonstrate appropriate ethical behaviour in a variety of business situations.
+  Able to communicate competently in both written and spoken English, Chinese and Putonghua in a manner appropriate v hen o o corming and
for the business seliing to present, discuss, report and defend views. + Able to g when and how 1o seive avablems idenendanty
+ Ableto "’“”’I‘ arguments ::‘1" thoughts in a structured, logical and systematic way to defend own view or to justify the +  Ableto proactively and confidently highlight potential problems and possible solutions to senior level as appropriate
outcame or solution propos +  Ableto cope with stressful work demand effectively and maintain work-fe balance.
»  Able 1o explain concepts, issues and prablems in layman lerms to cthers who do not possess lechnical accounting +  Ableto malniain composurs and show persistanca to work through challsnges
Knowledge. :
+  Able to participate constructively and proactively as a member of a team and, whare appropriate, to provide effective -
leadership to groups or individuals in both work and training situations. Information technology
* Able to undertake effective jotiation to achieve mutually a table solutions to situations invelving differing interests.
«  Able to listen atientively andn:g;fncms\y to athers by e ¢ y oD oo Y ey ] v
working knowledge of tha existing systams
»  Able 1o listen and exercise authorily understanding the importance of team dynamics
+  Able 1o judge when lo involve others for problem solving, and what help would be needed Example
«  Able to faciltate others adapting to changes +  Able to use personal computers and workstations effectively over a range of commonly required indluding
y word processing, . dalabases, software, and alsa the Internet for e-mail and
information search and retrieval
+  Able to have an understanding of the employer's IT security and conirol policies /’
/I
Conversion Tool > Old PEF (For student’s input)
s QLD PEF GRID - GENERIC COMPETENCES . . . .
” (1) Identify which generic competence(s) attained.
100
L= P
o e izvid PEF
[Froase satent fom M
1ot Crantive hishing ressoning sed snalysis Yaar 4 Yaar 5 Stalus vy dEn i
vk 1o prowid e creatie thinking and be daal with urst rueiunad ard umlam ke ) }
— ™ Plaase selec Plaase selex Achieved ase selec] Please selecl A hieved ANEE
prableme and silustions
i -
i
1o Comsraications and inlargssonal relatiscbigs
Wiska 10 comisndcati afecibay in witban or other viaual form end ba imlract
eflactior by with indriduals or groups of drezrse culural and inkeleciual Backgounds Achieved Aghieved Achieved Plzaze selecl Please selecl A hieved az
¥
and i
]
17 Orgasizalion pocifE Comgan s
ik 1o apsty efactivaly @ ek urderstanding of 1ha oepctivas and standands o the : ‘ }
o dpely actiaty ™ H Plaase select Achived Ackived faase selecl | Phaase select Achized En
organization in which amplayed
L
]
Summary report ||| Competancd B Dacliration || Ol PEF (Fer stedent's gt} | Revised PEF - After comsriion |
\

(2) Select "Achieved" if appropriate.
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Step 3: View the conversion results from the "Revised PEF" and "Summary report" sheets.

lllustrative example:

Conversion Tool > Revised PEF — After conversion

(1) Check whether to satisfy the minimum working
day requirements for each technical element.

1 |Conversien Details of Competences to the Revised Practical Experience Framework
2
1) TECHNICAL COMPETENCES No. of Working Days of
3 technical competences at
Remaining minimum
Total no. of no. of Working Days
Working Days acquired| 75 working days to be acquired under
4 |FAR Financial Accounting and Reporting Proficiency level 2 Proficiency level 3 under revised PEF requirements met? revised PEF
5 FAR1 Accounting for transactions 160 0 160 Yes [}
s [FAR2 Preparing financial reports 100 0 100 Yes [}
5 |FAR3 Analysing financial reports 30 0 30 No 45
g
5 |AA Audit and Assurance
10 [AA1 Planning an Audit engagement 0 0 0 No
11 [AA2 Performing an audit engagement 0 0 0 No
12 |AA3 Audit review and reporting 0 0 0 No
13
12 | T Taxation
3 |T1 Tax computations 0 0 0 No
16|12 Tax compliance 0 0 0 No
17|13 Tax planning 0 0 0 No
y report Comp & Declaration Old PEF (For student's input) Revised PEF - After conversion *® 4
b
- (M applicanie)
= Vi of Fracical Expearanca Fodod Wear Year 2 Year 3 Wear 4 Year &
—~ Murrber of Wiorking Days 2l neady acouined 180 130 -] -] -]
g | AT PG 8 WKing Dy rednesd par yaar 120 120 130 130 130
1q | PSRN Finimum number of Working Dyt o bs soquirsd [ o L 4 130 130 130
- N
- Total \ !
Tokal rumiber of 'Working Days of fechnical compaionca af profclancy hewad 3 ] \ .
« (3) Identify any shortfall of
i i P of rig Das Firicad com i 3k i 3 250 1
- Pz of 'Working Dans. of Bechnical Compaioncd ait prof clency [avel Worklng dayS Of
::'.n;;r:lllr:dmlnrnwn rsiber of Warking Daye of dechniosl compatence = prafichny bevel 14 oy —— technical Competences_
L]
-
o | 1) EHAELING COMFPETENCE
-
ua |® PROFES2300MAL VALUE S, ETHICE AND ATITUDES Batur .
= LA Frofessional Sceplicism and Frofessional Juwdgoment Pk achi e
o= L3 Pk achi e
o |53 - Mot i e e
- (2) Check whether you have met
E FROFE § JIDMAL BHILLE B H
all Enabling Competences
o 21 bl | el Mot achiavad . t
- Bz RSSOl el SO 2l o PO i v reqUIremen S'
= B3 Farsonal P08 2o o e
|24 Do zaf onad Pk achi e
o
=
=
(-]
L1}
[~}
(]
[}
Summary report Competence & Declaration Old PEF (For student's input) Revised PEF - After conversion
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Conversion Tool for Converting Practical Experience

from the Old Framework to the Revised Framework for Membership Admission

TRAINING RECORDS DETAILS

Student Name:

Student No_:

Academic qualification:

Minimum time requirements (i.e. Total Working Days) for
Practical Experience Period:

Practical Experience Duration:

Total number of Working Days acquired:
Total number of Working Days recognized:
Total number of employment(s):

Total number of employment(s) less than 12 months:

Achieved minimum time requirements for
Practical Experience Period:

Achieved minimum 130 Working Days per year
requirements:

Achieved minimum 250 Working Days of
technical competences at proficiency level 3 requirements:

Achieved at least 75 Working Days in one of
the Financial Accounting and Reporting elements
requirements:

Achieved at least 75 Working Days in 4 or mare
technical elements requirements:

AUTHORIZED FMPI OVFR S I"AF™ " -
Summary report | Competence & Declaration | Old PEF (Fc¢

CHAN Tai Man, Robert

Sxxx123

Approved degree holders
or HKIAAT graduates who
have passed the QP

500.00
2 years 10 months 0 days
660

630

Yes
Yes

Yes

Yes

Yes

Note: In this example,
Robert has not met the
three-year requirement.

He needs to further acquire
practical experience under
AE/ AS.

(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.
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Step 4: View the summary of competences under the "Competence & Declaration" sheet.
lllustrative example:
Conversion Tool > Competence & Declaration
; SUMMARY OF TECHNICAL COMPETENCES UNDER THE REVISED PEF
; Technical Elements No. of Working Days
» FAR: FINANCIAL ACCOUNTING AND REPORTING
5 | FAR1: Accounting for Transactions 260 . A
 [FAR?. Preparing Financial Repors 150 Note: The no. of Working Days in
, | FAR3: Analysing Financial Reparts 30 < FAR3 iS |eSS than 75 days and
S axanon therefore will not be recognized
o 71 Tax Computations 0 under the revised PEF.
- T2: Tax Comphiance 120
17| T3: Tax Planning 0
= IBR: INFORMATION TECHNOLOGY, BUSINESS STRATEGY AND MANAGEMENT,
g AND INSOLVENCY AND RECONSTRUCTION
31|IBRI: Information Technology 100 View and examine
43| 1BR2 Business Strategy and Management 0 the no. Of Working DayS
= IBR3: Insolvency and Reconstruction 0 .
. recognized under the
5 Total number of Working Days acquired: 660 / I'EVISEd P E F .
% “Total number of Working Days recognized: 630
Summary report | Competence & Declaration ~ Old PEF (For student's input) Revised PEF - After conversion ®

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

53 | DECLARATION

experience reguirement may result in rejection of the membership application.

Signature of QP student:

1. | confirm to submit the Conversion Tool and the Training Records of Practical Experience for Membership Admission and understand that any non-compliance of the practical

2. | confirm that the content of the Conversion Tool and the Training Records of Practical Experience for Membership Admission are a fair representation of the work undertaken
in above indicated period and agree upon the targets and actions planned in order to attain the required practical experience for membership admission.

Date:

Sign the "Declaration” part.

Note: Electronic signature is not accepted.

Summary report Competence & Declaration

Old PEF (For student's input) | Revised PEF - After conversion | +
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