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Recording Practical 
Experience/Competencies

Trainees are required to maintain weekly records of 
technical experience in the Online Records System 
available at the CA Sri Lanka website. Supervising 
members are required to certify trainee’s records 
periodically. Trainees should forward the Online 
Training records to the Institute with the 
certification of supervising member within 30 days 
from the last day of each quarter. However, that 
does not denote the completion of training by a 
trainee. Delay in submission of records shall be liable 
to a penalty of extension of the training period. 
Trainees who were unable to fulfil the minimum 
number of training days are required to have their 
training agreement extended.

Skill Assessment Report

Supervising members have the responsibility of 
reviewing trainees under them and then to report 
the progress to the Institute. It is mandatory that 
trainees complete the template designed to 
demonstrate the skills achieved under each area at 
the end of each quarter. Examples of practical work 
experience in achieving skills should be listed under 
each area. It is essential to fulfil each area to 
become a professional accountant and therefore 
students are required to achieve all of them before 
they attempt the Viva voce interview. 

When a student completes this template, the line 
manager/immediate supervisor may also add 
his/her comments. The supervising member will 
review and evaluate achievement of learning 
outcomes at the end of every six months. They have 
to interview each trainee and fill the Skills 
Assessment Report, while demonstrating the 
learning outcomes achieved by the trainee during 
the past six months. This report is to be forwarded 
to the Institute bi-annually along with the online 
training records of the students.

RECORDING & REVIEW OF PRACTICAL TRAINING APPROVAL OF A TRAINING ORGANIZATION
Professional Values, Ethics and Attitudes

Professional values, ethics and attitude are the 
cornerstones of a competent Chartered Accountant. 
Ethics and ethical behaviour add to one’s personal and 
professional reputation and serve to protect clients, 
employers and the public. Trainees are expected to act 
ethically in the public interest at all times during the 
course of study.

Training organizations are expected to provide guidance 
and opportunities to trainees so as to impart appropriate 
instruction in professional values, ethics and attitudes 
during the period of training. Accordingly, by the end of 
the training period, a trainee should be:

• Familiar with the Institute’s Professional Code of 
Ethics.

• Able to identify and analyze the ethical issues 
likely to be encountered in their work 
environment.

• Understand the procedures for resolving ethical 
issues.

The criteria for an organization to  be considered 
as an Approved Training Organization shall be 
determined by the Council from time to time 
based on the  recommendation of the Student 
Training and Development Committee (STDC).

An organization shall be approved as a Training 
Organization only if it satisfies the following 
conditions:

• It  is  an   organization   registered   in  Sri
Lanka   or  in  any  other   country approved
by the Council;

• It nominates a full-time employee who is a
Member of the Institute as the officer
responsible for practical training (Authorized
O�cer).

• During the entire period of trainee-ship, it
satisfies that the capability of meeting the
practical training standards or any other
conditions as the Council determine from
time to time.

Categories of Approved Training 
Organizations

Approved Training Organizations are identified 
under two categories;

• Public Practice Organizations (PP) – Firms of
Chartered Accountants and the Auditor
General’s Department.

• Non-public Practice Organizations (NPP)– all
other organizations approved by the Institute
other than those classified as Public Practice.

Application to Approve an 
Organization as a Training 
Organization

An organization seeking recognition to provide 
approved practical training in Public Practice 
should submit an application on the prescribed 
form. A Member of the Institute who signs such 
forms and any related letters takes the full 
responsibility for the correctness and the 
accuracy of the information disclosed therein.

The Committee may review the information 
declared in the application which may include 
reviews of business profile, organization 
structure and facilities for practical training.

A responsible o�cer representing the Training 
Division of the Institute will visit all the 
prospective Public Practice training 
organizations and selected Non-public Practice 
training organizations prior to granting the 
approval.

The approval shall be granted initially for 
Executive Level training and may be extended 
to the Corporate level subsequently.
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‘Intellectual’ 
relates to the 

ability of a 
professional 

accountant to solve 
problems, to make 

decisions and to 
exercise 

professional 
judgment

‘Personal’ 
relates to the 
personal attitudes 
and behaviour of a 
professional accountant 

Inter-personal’ and 
‘communication’ 

relate to the ability 
to work and interact 

e�ectively with others

‘Organizational’ 
relates to the ability 
of a professional 
accountant to work 
e�ectively with or within an 

organization to obtain the 
optimal results or 

outcomes from the 
people and 

resources 
available.

A web-based Professional values, ethics and attitude module should be completed prior to the Viva-voce interview

Developing Professional Skills

Professional skills are  the  intellectual,  interpersonal and  communication,   personal,  and  organizational skills that a 
professional accountant  integrates  with  technical  competence  and  professional  values,  ethics  and  attitudes  to 
demonstrate  professional competence.

Certification of Training 

At the end of the training period, the training 
organization and the Supervising Member should issue 
a certification of training obtained by the trainee 
through regulation 27 & 29 with a summary report and 
should recommend the suitability of the trainee to 
become a Certificate holder or an Associate Member 
of the Institute.

Completion of Executive Level Training

Certification of Training under Regulation 27 & 29 for 
Executive Level

The Supervising Member and the training organization 
should sign o� the executive level training prior to 
commencement of the Corporate & Business Level 
Training.

If there are areas to be improved, the agreement 
should be extended, providing details of weak 
areas/shortcomings of the trainee to him/her and to 
the Institute.
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CRITERIA TO APPROVE AN ORGANIZATION

The Organization shall provide sufficient practical training in the fields of auditing, accounting, taxation, 
use of information technology and any other advisory/consulting services.

The assignments must cover at least four categories selected out of Manufacturing, International 
Trading, Local Trading, Agriculture, Construction and Services.

If the approval is sought from a sole-proprietorship  or a partnerships where there is only one full-time 
partner in public practice, such   an organization shall nominate another approved Training 
Organization in Public Practice, which should provide the consent to accept all ongoing Training 
Agreements in the event of prolonged absence of the member of the sole proprietorship.

The Organization should be willing to allow students a period of paid/no pay study leave as 
recommended by the Committee.

Application of an audit manual by the organization 

Payment of recommended allowance as a minimum to trainees 

Availability of the necessary facilities in the office environment 

Availability of three students (minimum) who wish to undergo Executive level  training in the firm/
organization  at the time of submitting the application for approval  

Presence of a full-time Member/s that organization; practical training shall be under the direct supervision of a 
Member. However, under exceptional circumstances where an organization has a member who can e�ectively 
allocate and supervise the tasks of the trainee, even without a direct organizational relationship to such trainee, 
will be permitted on a case by case basis.

Existence of a satisfactory organizational structure with at least five full-time accounts personnel in the 
Finance Division.

Trainee/s shall be attached to the Internal Audit Division or Finance Division of the organization in order to 
obtain required practical training in specified experience categories.

Availability of in-house IT facilities with a computerized accounting application.

The Organization should be willing to allow students a period of paid/no pay study leave as recommended by 
the Committee

Payment of recommended allowance as a minimum to trainees 

Availability of the necessary facilities in the o�ce environment 

Additional Criteria for Business & Corporate level

The organization should have the approval for the Executive Level training before it is considered for 
approval at corporate level training.

Non availability of continues negative feedback on trainees assessments  

Rating based on training organization review

Having submitted the annual declaration forms and renewed the approval for Certificate  level

Availability of five students (minimum) who wish to undergo Business & Corporate levels  training in 
the firm/organization  at the time of submitting the application for approval 

Additional Criteria for Business & Corporate level

The organization should have the approval for the Executive Level training before it is considered for 
approval at corporate level training.

The Finance Division and the Internal Audit Division of the organization must be structured in such a manner 
that would enable trainees to rotate within different functions periodically.

If there is no Internal Audit Division to provide the minimum training required in Auditing that should be 
substituted with the training in Financial Management.

Non availability of continues negative feedback on trainees assessments  

Rating based on training organization review

Having submitted the annual declaration forms and renewed the approval for Certificate  level 

Note : Public Practice organizations and their a�liated Non-public Practice Organizations established to provide services other than 
Assurance should be separately registered for training.

Note : All Non-public Practice Organizations should undertake to provide practical training in all experience categories as provided in the 
specimen training programme.

An organization shall satisfy following basic requirements to apply for registration as an Approved Training Organization.
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Public Practice Organizations Non - public Practice Organizations

Availability of three students (minimum) who wish to undergo Executive level  training in the firm/organization  
at the time of submitting the application for approval  

Availability of five students (minimum) who wish to undergo Business & Corporate levels  training in the firm/
organization  at the time of submitting the application for approval 




