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MEMBER’S DETAILS

Member’s name:

Membership number:

Summary Employment Record

Organisation name, postal address,                                Nature of business         Job title                        Average hours per

telephone number and e-mail                                                                            Dates from / to              week

Add further sheets as necessary                                                                                                                                                                            SHEET NO:

Indicate ACCA Employer Accreditation status:        ACCA Approved Training Practice      ACCA Accredited Employer

Indicate accreditation level:                                 Platinum Approved      Gold Approved      Approved

Indicate ACCA Employer Accreditation status:        ACCA Approved Training Practice      ACCA Accredited Employer

Indicate accreditation level:                                 Platinum Approved      Gold Approved      Approved

DATA PROTECTION – TO BE COMPLETED BY THE MEMBER

I am aware that all information disclosed by me and any relevant related correspondence and documentation 

may be retained by ACCA for the purposes of establishing my practical work experience, and used in any 

subsequent application for an ACCA practising certificate or an ACCA practising certificate and audit 

qualification. In signing below I accept that ACCA may pass details of these PCTR forms to my employer, who 

may be based in a country that does not have laws to protect this information.

Member’s signature:                                                                                    Date:

Principal(s) name, professional        Principal(s) specimen 

qualification, name of                     signature and initials

professional body and job title
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Activities and work undertaken which contribute to the above element(s) requirements

PCTR1 Record

Element(s) of competence covered in this period (list element(s))

Sheet No                       Page      of

Please use further sheets to provide a full account of relevant activities and work

Principal’s verification

I confirm that the member has achieved the following element(s) under withdrawn supervision or in a supervisory capacity (list element(s)):

Principal’s signature:                                                                                                                                                                                Dated:

Indicate business size and sector with which you have worked

Sector:      1     2     3     4     5     6     7     8     9     10     11     12     13     14     15

Other:                                                                                         Size:    A       B       C

Where applicable, tick types of audit clients worked on in the period

  Company          Other

Note: Once an element has been confirmed as achieved, please tick the relevant box on the PCTR2 Summary                                                                                                                                                                                                                           Now complete the Reflection

Member’s name:                                                                                                                                           Membership number:

Period, from  /  /  to  /  /                                                      Average hours worked per week:
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Review

To be completed by the Principal

Add further sheets as necessary                                                                                                                                                                            Now update PCTR2 Summary

Sheet No

Member’s name:                                                                                                                                           Membership number:

To be completed by the Member and Principal

I confirm that the PCTR1 Record, Reflection and Review are a fair representation of the work undertaken in the last six months and agree upon the targets and actions planned.

Member’s signature:                                                                                                                                                                                Dated:

Principal’s signature:                                                                                                                                                                                Dated:

Identified future experience and development needs:

Performance targets for the next period:

Element(s) of competence planned to be demonstrated in the next period:

Summary of work performance in the period, include strengths, areas for development and any 

new work experience covered:

Evaluation of performance against targets set at previous review:

Member’s name:                                                                                                                                           Membership number:

Reflection

To be completed by the member

Select one aspect of your work in the last six months that has:

(a)  Been particularly relevant to your development

(b)  Raised particular professional or ethical issues, or

(c)  Been difficult to resolve.

Member’s signature:                                                                                                                                                                                Dated:

Add further sheets as necessary                                                                                                                                                      Now complete the Review with your Principal

Sheet No
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MEMBER’S DETAILS

Member’s name:                                                                                                                                           Membership number:

PCTR2 Summary

2
  

A
c
c
o
u
n
ti
n
g

C   Prepare financial and other statements and 

accounts for external purposes

C1  Appraise information for the preparation of financial and other statements and accounts        K

C2  Prepare and present financial and other statements and accounts                                        K

D   Prepare financial information for 

management

D1  Appraise financial information for the preparation of management information                       K

D2  Prepare and present financial information for management purposes                                    K

E    Develop and implement accounting systems E1  Identify potential changes to an organisation’s accounting systems

E2  Implement and evaluate new/changes to accounting systems

A   Maintain working relationships and own 

personal and professional development

                                                                                                                                                                                                                                                   Tick (�)      PCTR1 Record

       Area                                        Unit                                                                                               Element                                                                          if achieved         Sheet no

B   Maintain confidentiality and uphold 

professional ethics, values and standards

B1  Maintain the confidentiality of internal and external information                                         M

B2  Uphold professional ethics, values and standards                                                             M1
  
P

ro
fe

ss
io

n
a
l 
C

o
n
d
u
c
t

Summary of Competences

Competence Requirements

To satisfy ACCA’s minimum competence requirements for an ACCA practising certificate, members must obtain:

•  all five Mandatory (M) elements of competence in relation to Area 1 Professional Conduct

•  at least eight Technical elements of competence (taken from Areas 2–5), including a minimum of six Key (K) Technical elements of competence which must be taken from at least two Areas

•  at least two Management elements of competence, including a minimum of one Key (K) Management element of competence.

ACCA practising certificate and audit qualification

In addition to the above, to satisfy ACCA’s minimum competence requirements for an ACCA practising certificate and audit qualification, members must obtain:

•  all eight elements of competence in relation to Area 7 Audit (A).

A1  Establish and maintain effective and ethical business relationships and networks                 M

A2  Maintain and awareness and undestanding of changes affecting the profession                    M

A3  Demonstrate a commitment to your personal and professional knowledge and 

     development                                                                                                                 M
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                                                                   6 months to             6 months to              6 months to             6 months to             6 months to             6 months to             Total

                                                             / /    / /    / /   / /    / /    / /

Audit – company

Audit – other

Audit – sub-total

Other working time

Sub-total – working time

CPD (including attendance on courses)

Statutory and annual leave

Sickness/Other leave

Total

Member’s initials and date

Principal’s initials and date

Member’s name:                                                                                                                                           Membership number:

Time Summary (in hours)

Member’s Authentication

I confirm that this PCTR is a true record of my experience and elements achieved and a fair reflection of time spent over the training period.

Member’s signature:                                                                                                                                                                                Dated:
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Member’s name:                                                                                                                                    Period covered:             /  /   –   /  / 

Membership number:                                                                                                                              Period to be assessed1:     /  /   –   /  / 

Professional Development Record

Learning activity undertaken     Key dates for            Provider’s details                CPD hours                                    What were the outcomes of the           How have/will you apply this in a

                                             activity                                                                                                               learning activity                                 practical work environment
                                                                                        

                                               From         To                                                     Structured      Non-structured

1  For members applying for accelerated fellowship only.  Such members must demonstrate compliance with existing CPD recommendations for a period of 3 years following admission to membership.
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