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Application for Registration as an Authorized Supervisor (AS) 

User Guide 

This user guide shows you how to complete an application form for registration as an AS of the Hong 
Kong Institute of Certified Public Accountants (the Institute).  Please read this document carefully before 
completing the form. 
 
Where to find an application form 

To access the form, you should visit the Institute's website:  
http://www.hkicpa.org.hk > Become a Hong Kong CPA > QP > Revised Practical Experience 

Framework > Overview for Authorized Employers and Authorized Supervisors >  

Overview for Authorized Employer / Authorized Supervisor - Application requirements and 

authorization process > Online Application for AS Registration 

 

Before application  
Please prepare copy of identification document (e.g. HKID/ passport) and membership certificate/ 

license. 

- only applicable for non-members of the Institute. 

Note: For identity document/ membership certificate, please mark COPY across the image before 

upload 

 

If you wish to apply for group registration under the AS scheme, please also prepare a scanned copy of 

a letter, issued by a director of the holding company of your organization, certifying the fulfilment of 

group registration requirements. 

 

During application 

Applicants should ensure the input data in each section is correct and then click the "Validate & Save" 

button before moving to the next section. 

 

After submission 

Applicants will receive an email after successful submission of the application.  Upon receipt all of the 

required information, an application result will normally be available within two months.  Any missing or 

incomplete information can delay the processing of the application.   

 

The Institute reserves the right to verify where necessary the information furnished by the applicant with 

any third parties concerned. 

 

Successful registration as an AS 

 An AS certificate will be issued, and your name and organization will be posted on the Institute's 

website. 

 The AS and QP student(s) provided in the form will receive a welcome email, which contains 

information about how to access the online system for Practical Experience Framework.  

 

 

  

https://mas.hkicpa.org.hk/mycpa/?redirect=https://sis.hkicpa.org.hk/psp/camappprdadd/EMPLOYEE/SA/s/WEBLIB_Z_PEF.Z_IDV_UID.FieldFormula.IScript_GenASNewRegAGURL?FolderPath=PORTAL_ROOT_OBJECT.CO_EMPLOYEE_SELF_SERVICE.Z_PRACTICAL_EXPERIENCE.Z_PEF_ASREG&IsFolder=false&IgnoreParamTempl=FolderPath%2cIsFolder
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Before application – register a web account  

(only applicable for applicants without a web account). 

 

1. Go to the Institute’s website (http://www.hkicpa.org.hk) and click "Login". 

 

 

2. Select "Register an account" and then fill in the information. 

 

Note: You should use a valid business email address, which will be used for communication on matters 

relating to this application. 

 

3. Check your email box for the account activation email and then login. 
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How to fill out the application form 

To fill in the application form, please click here and login to your web account.  For HKICPA members, 

please use your member login. 

 

 

After login, please follow the steps below to complete the application form. 

 

 

  

https://mas.hkicpa.org.hk/mycpa/?redirect=https://sis.hkicpa.org.hk/psp/camappprdadd/EMPLOYEE/SA/s/WEBLIB_Z_PEF.Z_IDV_UID.FieldFormula.IScript_GenASNewRegAGURL?FolderPath=PORTAL_ROOT_OBJECT.CO_EMPLOYEE_SELF_SERVICE.Z_PRACTICAL_EXPERIENCE.Z_PEF_ASREG&IsFolder=false&IgnoreParamTempl=FolderPath%2cIsFolder
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Step 1: Read the Welcome page information carefully and click "Next" button to go to the next section. 

 

 
 

Note: You can click the information icon  to view reminder notes under different sections. 

 

 

 

  

Click "Notes" to get more authorization requirements. 
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Step 2:  Complete Self-Assessment on the compliance with the Practical Experience Codes and 

Guidelines.  

Click "Validate & Save" button before moving to the next section. 

 

Note: Read the Practical Experience Codes and Guidelines carefully. 

 

 

 

Illustrative Example:  
 

 

 

 

  

(1) Select "Yes" or "No" for each guideline. 

 

(2) If you select “No”, please click "Details" 

and provide the particulars of non-

compliance and rectification plan. 
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Step 3:  Upload Supplementary to provide relevant information with supporting evidence to 

demonstrate the compliance with the Practical Experience Codes and Guidelines. 

 

 

 

  (1) Attach supporting documents. 

 

(2) Click "Save" to save the upload documents. 
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Step 4: Fill in your Personal Particulars and attach supporting document (if applicable). 

             Click "Validate & Save" button before moving to the next section.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

(2) Click "Validate & Save" 

to save after inputting 

data. 

(1) Select "No" here for non-HKICPA member 

and fill in the qualification details as shown 

below. 

Other Institute’s member 

Reminder to Other Institute’s member: 

Please upload copy of identification document 

(e.g. HKID/ passport) and membership certificate/ 

license. 

 

Note: For identity document/ membership 

certificate, please mark COPY across the image 

before upload. 

Click the information icon  

to view reminder notes. 
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Step 5: Fill in your Current Employment. 

             Click "Validate & Save" button before moving to the next section.   
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Step 6: Select the Nature of Business of your organization. 

             Click "Validate & Save" button before moving to the next section. 

 

 
 

 

Step 7: Provide the Size of your Organization. 

             Click "Validate & Save" button before moving to the next section. 
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Step 8: Group Registration 

 If you do not need to apply for group registration, please choose "No" under "Apply group 

registration under AS scheme", then click "Validate & Save" button before moving to the next 

section. 

 

 If you need to apply for group registration, please follow the below instructions. 

Click "Validate & Save" button before moving to the next section. 

 

Fill in the information of subsidiary(ies),  

 

 

 

 

 

 

 

 

Note: Please upload the following supporting document: 

 a letter, issued by a director of the holding company, certifying the fulfilment of group registration 

requirements.  

 a group chart, showing the relationship and names of all relevant companies/ entities concerned. 

 a business registration certificate (or equivalent document) of each subsidiary. 

 

 

 

 

 

Click "Notes" for the group registration letter template. 

(1) Select "Yes" 

(2) Click this button to add subsidiary(ies). 

(3) Attach supporting document (Note). 

(4) Click "Validate & Save" button. 
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Step 9: Fill in the particulars of QP Student(s) and Other Prospective Member(s). 

 Click "Validate & Save" button before moving to the next section. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

(1) Uncheck this box. 

 

(2) Click this button and fill in the particulars of QP student(s). 

Note: You can make use of the optional field "AE/AS 

Remarks" to provide information (e.g. staff ID no.) for your 

internal reference. 

(3) Click this button and fill in the particulars of 

Other Prospective Member. 

(4) Click "Validate & Save" button. 
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Step 10:   Provide your Employer's Support with attach supporting document. 

                 Click "Validate & Save" button before moving to the next section. 

 

 

 

 

 

 

 

  

 

 

 

 

 

  

(1) Read the instruction notes. 

(2) Attach supporting document as prescribed in the instruction notes 

(e.g. letter of employer's support) 

(1)  

(3) Check the box to make declaration. 

(4) Click "Validate & Save" button. 
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Step 11:  Read the Declarations carefully and complete this section. 

 
 

 

 

  

(2) Click "Confirm" button.  
(1) Check the boxes to make declaration. 
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Step 12:  Submit the online form. 

 

 

Note: After submission, the date and time of submission will appear on the screen.  Please save a copy 

of the submitted form for your record.  You will not be able to access to the submitted form once you 

log out the system. 

 

 

Enquiry 

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

 

 

END 

 

(1) Click the "Printer" icon to export and 

review your completed form. (2) Click "SUBMIT" button 

to submit the form. 

mailto:pef-enquiry@hkicpa.org.hk

