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QUALIFICATION SPECIFICATION



ABOUT ACCA
We’re the world’s most forward thinking professional accountancy body.  
We believe that accountancy is vital for economies to grow and prosper – 
which is why we work all over the world to build the profession and make 
society fairer and more transparent. 

We have over 227,000 fully qualified members and 544,000 students  
and affiliates worldwide. They’re amongst the world’s best-qualified and  
most highly sought-after accountants – and they work in every sector you  
can imagine.  

Organisations know and trust our designation. We’re out there every day 
– connecting with businesses large and small, governments, educational 
establishments and opinion formers. We’re on top of emerging trends, 
legislation and legal requirements – helping to shape them. 

Because of all this, we’re able to create the innovative, strategic-thinking 
accountants our fast-changing world needs.
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Aim of the Foundation-Level Qualifications

ACCA Foundation-level qualifications promote open access to a range of relevant and 
practical qualifications in accountancy and business. They provide the vital knowledge 
and skills needed by anyone working, or aspiring to work, in accountancy or finance from 
the age of 16 onwards. 

Since we were founded, we’ve held a set of core values which 
still drive us today, giving ACCA its distinctive character and 
defining our approach to the global profession:

•	 opportunity
•	 diversity
•	 innovation
•	 accountability
•	 integrity. 

In keeping with these values, the philosophy behind our open 
access policy is:

•	 to encourage a diverse range of students to register for our 
qualifications, and 

•	 to provide wide access to Foundation-level accountancy 
qualifications to a larger pool of candidates of all ages and 
backgrounds.

The accountancy profession is constantly evolving to meet 
the needs and demands of how business operates. And this 
is most apparent at the accounting-support level. That’s why 
our Foundation-level qualifications have been developed with 
employers firmly in mind. They provide employers with access 
to competent and ethical technicians, trained to consistent 
standards, with built-in flexibility to allow skills to be tailored 
to meet different sector needs and environments. 

We know they’re fit for purpose because we developed them 
following in-depth employer consultations which identified 
employers’ needs. We regularly review the syllabus and 
update it to make sure the content remains highly relevant 
and upholds industry standards for this sector. 

Modern accounting technicians need a rigorous and flexible 
qualification to help them make a real contribution to business 
performance in an ever-changing business landscape. Our 
Foundation-level qualifications meet employers’ needs by 
allowing their students to choose from our flexible range of 
qualifications which will help develop the technical knowledge 
and practical skills needed for accounting technician roles. 
Because these qualifications are modular and progressive 
students can join, and exit, at levels that can be matched to 
their job roles and capabilities. They also provide a route to 
the ACCA Qualification. 

ACCA is recognised as an awarding organisation and our 
Foundation-Level qualifications are listed on the Register 
of Regulated Qualifications and the Qualifications in Wales 
database. The table below provides details of the ACCA 
qualifications recognised as they appear on each register.
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QUALIFICATION TITLE ACCA PAPERS QUALIFICATION 
NUMBER

UK NATIONAL 
QUALIFICATION 
BENCHMARK

ACCA Certificate in Audit 
(RQF Level 4)

FAU Foundations in Audit 601/1076/4 Certificate of
Higher Education

Foundations in Professionalism Module*

ACCA Certificate in Taxation 
(RQF Level 4)

FTX Foundations in Taxation 601/1074/0

Foundations in Professionalism Module*

ACCA Certificate in Financial 
Management (RQF Level 4)

FFM Foundations in Financial Management 601/1075/2

Foundations in Professionalism Module*

ACCA Diploma in Accounting 
and Business (RQF Level 4)

FFA/FA Financial Accounting 601/0771/6

FMA/MA Management Accounting

FBT/BT Business and Technology

Foundations in Professionalism Module*

ACCA Diploma in Financial and 
Management Accounting 
(RQF Level 3)

FA2 Maintaining Financial Records 601/0773/X GCE A Levels

MA2 Maintaining Costs and Finances

Foundations in Professionalism Module*

ACCA Diploma in Financial and 
Management Accounting 
(RQF Level 2)

FA1 Recording Financial Transactions 601/0772/8 GCSE Grades A–C

MA1 Management Information

Foundations in Professionalism Module*

The ACCA Diploma in Financial and Management Accounting 
(RQF Level 2) and ACCA Level 3 Diploma in Financial and 
Management Accounting:

•	 are financial and management accounting qualifications 
covering the main records, procedures, processes and 
techniques needed for employment, and 

•	 provide the necessary capabilities for the accounting 
profession at the junior and apprentice level across all 
sectors. 

The ACCA Diploma in Accounting and Business (RQF Level 
4) is a more general accounting and business qualification 
aimed at:

•	 those who may, or may not, have previous qualifications or 
experience, and

•	 those who need to gain the necessary knowledge and 
skills of accounting in the context of the wider business 
organisation. 

The following specialist qualifications are designed for roles in 
particular functions: 

•	 ACCA Certificate in Audit (RQF Level 4)
•	 ACCA Certificate in Taxation (RQF Level 4)
•	 ACCA Certificate in Financial Management (RQF Level 4).

Students take these qualifications because they need an 
introduction to specialised accountancy and finance skills for 
their sector.

* 	 If students intend to complete more than one qualification from the Foundation-level qualifications suite they only need to successfully complete Foundations in 
Professionalism once. 
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QUALIFICATION RATIONALE
This qualification would have particular relevance for:

•	 those planning to work in, or already working in a wide 
ranging and responsible accounting role in a small to 
medium organisation 

•	 those involved in financial reporting and/or in financial 
decision-support roles, possibly in supervisory roles in the 
accounting departments of larger organisations 

•	 anyone performing financial manager or supervisory 
roles in accounts payable and/or receivable, or a financial 
manager role in fixed asset accounting in financial shared 
service centres. As a manager, the learner needs a broader 
knowledge of business organisations and of managing 
people in addition to rounded accounting skills, both in 
financial and management accounting

•	 students carrying out a technician role in a commercial 
organisation which has good internal training and 
requires examined knowledge to complement this 
training programme. 

ELIGIBILITY CRITERIA
To be awarded the ACCA Diploma in Accounting and 
Business (RQF Level 4), you must have successfully completed 
all examinations (at least one of which must have been 
sat and passed) and have completed the Foundations in 
Professionalism module. On completion, your certificate will 
be automatically generated and available for download via 
your myACCA account within eight weeks.  

The qualification is completely open access – there are no 
prior learning requirements.

KEY KNOWLEDGE/SKILLS ASSESSED
•	 Introduction to the business organisation within a 

political, economic, social, technological, environmental 
and legal context

•	 The role of accounting in business and the principles 
of individual and team management within an 
ethical framework

ACCA Diploma in Accounting and Business 
(RQF Level 4)

•	 Management accounting information for performance 
planning, financial control and decision making, the 
design of accounting systems and preparation of 
management reports

•	 The preparation of accounting information and 
external financial reports for regulatory and decision-
making purposes. 

The qualification also develops competence in professional 
skills like:

•	 complying with legal requirements
•	 developing professional values
•	 improving personal effectiveness
•	 behaving ethically at work.

STRUCTURE AND QUALIFICATION REQUIREMENTS
Students are awarded the ACCA Diploma in Accounting and 
Business (RQF Level 4) when they have successfully completed 
the following components of the qualification:

•	 Examinations
–	 Business and Technology (FBT/BT)
–	 Management Accounting (FMA/FM)
–	 Financial Accounting (FFA/FA)

•	 Online Module
–	 Foundations in Professionalism. 

RECOGNITION OF PRIOR LEARNING
ACCA offers exemptions to students who have studied 
relevant accountancy qualifications prior to starting ACCA’s 
accountancy qualifications. This means that students may 
not have to take all of the exams in the ACCA Foundation-
level and can start their studies at the right level. Further 
information on ACCA’s exemption policy can be found here.

Please note that in order to be eligible for the ACCA 
Diploma in Accounting and Business (RQF Level 4), students 
must successfully attempt at least one of the examinations 
by passing. Students who receive exemptions from all 
examinations are not eligible for the award. 
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BUSINESS AND TECHNOLOGY (FBT/BT)

Aim
To introduce knowledge and understanding 
of: 
•	 the business and its environment
•	 the influence this has on how organisations 

are structured 
•	 on the role of the accounting and other 

key business functions in contributing 
to the efficient, effective and ethical 
management and development of an 
organisation and its people and systems.

Main capabilities
•	 Understand the purpose and types of businesses and how they interact 

with key stakeholders and the external environment
•	 Understand organisational structure, culture, the role of corporate 

governance and sustainability 
•	 Recognise accounting and finance functions in business and the 

regulations, systems, controls and technologies that affect them 
•	 Recognise the principles of leadership and how teams and individuals are 

managed, motivated and developed
•	 Understand the importance of personal effectiveness as the basis for 

effective team and organisational behaviour
•	 Recognise that all aspects of business and finance should be conducted 

in a manner which complies with and is in the spirit of accepted 
professional ethics and professional values

MANAGEMENT ACCOUNTING (FMA/MA)

Aim
To develop knowledge and understanding 
of management accounting techniques to 
support management in planning, controlling 
and monitoring performance in a variety of 
business contexts.

Main capabilities
•	 Explain the nature, source and purpose of management information 
•	 Explain and apply cost accounting techniques 
•	 Prepare budgets for planning and control 
•	 Compare actual costs with standard costs and analyse any variances 
•	 Explain and apply performance measurements and monitor business 

performance

FINANCIAL ACCOUNTING (FFA/FA)

Aim
To develop knowledge and understanding of: 
•	 the underlying principles and concepts 

relating to financial accounting 
•	 technical proficiency in the use of double-

entry accounting techniques including the 
preparation of basic financial statements.

Main capabilities
•	 Explain the context and purpose of financial reporting 
•	 Define the qualitative characteristics of financial information 
•	 Demonstrate the use of double-entry and accounting systems 
•	 Record transactions and events 
•	 Prepare a trial balance 
•	 Prepare financial statements 
•	 Prepare basic consolidated financial statements 
•	 Interpret financial statements

EXAMINATION SYLLABUS
The table below summarises the aims of each examination 
within the syllabus and the corresponding capabilities 
students will develop as they progress through the 
examinations.

The full syllabus and study guides for the below examinations 
are available to all students on our website:
Business and Technology (FBT/BT)
Management Accounting (FMA/FM)
Financial Accounting (FFA/FA)

FOUNDATIONS IN PROFESSIONALISM
For the qualification to be awarded, students must show their 
knowledge and skills relating to:

•	 the wider accountancy profession 

•	 the legal and professional obligations and responsibilities 
of accountants, including the professional and ethical 
principles and values which apply to accountancy. 

This is done by taking the Foundations in Professionalism 
module.

Foundations in Professionalism is an online interactive 
module, designed to help students understand and 
demonstrate what it means to act professionally and ethically 
in the work they carry out.

The module is an interactive learning system allowing students 
to learn about professionalism and is designed as follows:

1	 Ethics and professionalism
2	 Personal effectiveness
3	 Communication and interpersonal skills
4	 Final assessment
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EXAMINATION LEVEL GUIDED 
LEARNING

NON-GUIDED 
LEARNING

TQT CREDITS

FBT/BT, Business and Technology 4 142 148 290 29

FMA/MA, Management Accounting 4 142 148 290 29

FFA/FA, Financial Accounting 4 157 148 305 30

Foundations in Professionalism 3 0 5 5 0

Total N/A 441 449 890 89

ASSESSMENT CRITERIA AND METHOD
To obtain the ACCA Diploma in Accounting and 
Business (RQF Level 4) qualification, students must 
achieve 50% in each of the examinations and the 
Foundations in Professionalism module.

The examinations are two hours long, feature objective test 
questions and are offered in approved Computer Based 
Examination (CBE) centres. A variety of objective test style 
questions are issued at random according to pre-determined 
balancing rules. 

The Foundations in Professionalism module is assessed online 
and is based on a range of computer based objective testing. 
Once registered with ACCA, students can access the module 
through the online portal, myACCA.

TOTAL QUALIFICATION TIME AND CREDIT ASSIGNED
Total Qualification Time (TQT) is a reasonable estimate 
of the total amount of time we expect students to 
need so that they can achieve and demonstrate the 
level of attainment necessary for the qualification to 
be awarded. TQT is only a guide for students and 
ACCA recognises that some students will require more 
or less support when undertaking a qualification.

It’s made up of the following two elements: 

a 	 the number of hours assigned to a qualification for guided 
learning 

b 	 an estimate of the number of hours a learner will reasonably 
be likely to spend in preparation, study or any other form 
of participation in education or training. This includes 
assessment, which takes place as directed by – but, unlike 
guided learning, not under the immediate guidance of – a 
lecturer, supervisor, tutor or other appropriate provider of 
education or training.

We’ve calculated the TQT for the ACCA Diploma in 
Accounting and Business (RQF Level 4) as follows:

ADDITIONAL RESOURCES
We make a wide range of resources available on our website 
to help students prepare for their examinations. These 
include:

•	 specimen examinations
•	 guidance from the examining team
•	 practice tests
•	 technical articles
•	 frequently asked questions. 

These resources can be accessed here.
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https://login.iam.accaglobal.com/?goto=https:%2F%2Fsso.accaglobal.com:443%2Fpls%2Forasso%2Forasso.wwsso_app_admin.ls_login%3Fsite2pstoretoken%3Dv1.2~A5220E8E~D0954045857D0E3213F40E1867BBA452CA4C3D881BA076CEFDD6BB62761DAEC8DB55BA80C10A59BBA0EA80593898FACCCFF2717F987E758104823B5634664269C777C2BEE1CB82074B5607B7C83123934B0FB2C97E5E1B1E1E599A25F7C9EDD3C63DB29D2AA5388B6FBD05373B390BF98280AD55F39FC441FC2BA51B5731E1E4E929116C3D69C5F60BEF467A07E9A67F696BD424BDE1CE0B80DB86926308CDF8A278D5414867AD8F03B64DC4292A61A48A214654D0935912B1EAA9B5166DEE97&RequestID=11298&MajorVersion=1&MinorVersion=0&ProviderID=https:%2F%2Fsso.accaglobal.com:443%2Famagent&IssueInstant=2017-02-02T14:24:46Z
http://www.accaglobal.com/gb/en/student/exam-support-resources.html
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