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Foreword

Our Institute has always been striving for excellence in standards of professional services
rendered by its members. The Institute has consistently ensured that the members by using
the title ‘Chartered Accountant’ maintain current knowledge and skill in all areas of
professional work to inspire public confidence. The members of our Institute, while
accepting professional engagements or occupations, has been implicitly assuring users of
their services that they have the confidence to perform their work effectively.

The Institute with a view to enable members to maintain the high standards of professional
services has been providing inputs to members by way of Continuing Professional Education
through Seminars, Lectures, Background Material and use of electronic media. These
inputs facilitate sharpening of the professional skills of members so that the term ‘Chartered
Accountant’ is synonymous with excellence in services.

The Institute and the Continuing Professional Education Committee have developed
appropriate pronouncements to provide guidance to the members and CPE Programme
Organising Units to meet the objectives envisaged by the Institute in this regard. | am
pleased to note that the Continuing Professional Education Committee has brought out this
publication containing the pronouncements of the Institute and the CPE Committee. |
appreciate the initiatives taken by Shri Manoj Fadnis, Chairman of the CPE Committee and
the officials of the CPE Directorate for their devotion in bringing this publication.

| hope that our members and CPE Programme Organising Units will find the publication
handy reference guide and extend their usual cooperation in conducting each and every
CPE Programme strictly in accordance with the provisions contained in the pronouncements
contained in this publication.

New Delhi (R. Bupathy)
2.2.2004 President



Preface

The Continuing Professional Education (CPE) Committee was constituted by the Council of the
Institute of Chartered Accountants of India and has the mission to ensure through all possible
means that the members of The Institute of Chartered Accountants of India remain continuously
updated with respect to developments in existing and emerging disciplines and subject specific
areas directly or indirectly related to the profession of Chartered Accountancy and to help impart
necessary skills to the members so that knowledge thus garnered by them gets translated into
practice.

The Council of the ICAI has issued a Statement on Continuing Professional Education as a
direction to prescribe the CPE requirement with which the members of the Institute should
comply. The Continuing Professional Education Committee (CPEC) of the Institute is committed
to implement the Statement in letter and spirit in the overall interest of the Chartered
Accountancy profession in the years to come.

During the past twelve months, the CPEC has formulated certain policy documents — such as
Norms for the formation and functioning of CPE Chapters, Norms for the formation and
functioning of CPE Study Circles, Norms for the formation and functioning of CPE Study Groups
— and arranged for their issuance under the authority of the Council of the Institute. Similarly, the
CPEC has issued certain CPE Advisories as required under the Statement on Continuing
Professional Education. Need was felt that all these pronouncements have to be brought out in
a single publication to provide a single reference material for the members of the Institute in
general and CPE Programme Organising Units in particular leading to this publication.

Needless to add that the CPE Programme Organising Units are the most significant organs of
the Institute in our endeavour to take the Indian accounting profession to newer heights. We
solicit their cooperation to fully adhere to the provisions contained in all the pronouncements on
the Continuing Professional Education.

| place on record my compliments to the officials of the Secretariat of the CPE Committee for
bringing out this publication.

New Delhi (Manoj Fadnis)
2.2.2004. Chairman
Continuing Professional Education Committee
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STATEMENT ON CONTINUING PROFESSIONAL

EDUCATION

I ntroduction

The Ingitute of Chartered Accountants of India (ICAl hereafter) has aways striven for
excellence in the standard of professiona services rendered by its members. The right to use
the title ‘Chartered Accountants is regulated by the Chartered Accountants Act, 1949
(referred to hereafter as the Act), which also set up the Ingtitute of Chartered Accountants of
India as the Regulator for the profession of Chartered Accountants.

Use of the designation ‘Chartered Accountant’ imposes on the members of the ICAI the
obligation to maintain current knowledge and skill in all areas of professiona work to inspire
public confidence. Members of the ICAI who accept or commit themselves to professiona
engagements or occupations implicitly assure users of their services that they have the
confidence to perform their work effectively. In this age of information explosion and rapid
change in technology, and the business and industrial environments, the need for continual
professiona updating of knowledge and skills is therefore supreme.

The continuing development of professional competence involves a program of lifelong
educational activities. Continuing Professional Education (CPE) is the term used in this
Statement to describe the educational activities that assist Chartered Accountants (CAS) to
achieve and maintain the required quality in the professional services that they render.

Chartered Accountants performing professiona services need to have a wide range of
knowledge, skills and abilities. Thus, the concept of professional competence should be
interpreted broadly. Accordingly, acceptable continuing education encompasses programs
contributing to the development and maintenance of both technica and non-technical
professional skills.

The ICAI, with a view to enable its members to maintain high standards in the professional
services that they render, had identified CPE as a mgor area of focus more than a decade and
a half ago and had set up a digtinct infrastructure to address the tasks of continuoudy
providing CPE to its members. The ICAI has been providing continua inputs to its members
through seminars, lectures, workshops, background materia etc. with the help not only of the
infrastructure at its CPE Directorate (CPED) but aso through al its Branches and Regional
Councils.

Till date, the undertaking of continuing professiona education by the members has been
recommendatory. Keeping in view its recommendatory nature, administration of CPE for the

members has also been enabled through a set of Guidelines.

However, keeping in view the growing importance of CPE for the reasons cited above, and the
increasing level of intensity of CPE activities made imperative by the changes in the
environment within which professiona chartered accountants operate and engage themselves
in various capacities, the Council of the ICAI now feels it imperative to issue this Statement
on Continuing Professional Education which prescribes the norms of implementation of CPE
activities by the ICAI and its various organs for its members.
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Terminology/Terms used in this Statement
The following terms are used in this Statement with the meanings specified:
Continuing Professional Education (CPE) for Chartered Accountants is an integral part of

their lifelong learning required to maintain standards of excellence in their professiona
services.

Continuing Professiona Education Committee (CPEC) is a non-standing committee of the
Council of the ICAI entrusted with the task of overseeing in regard to CPE activities of the

ICAl, its organs, and its members and setting strategic directions.

Continuing Professional Education Directorate (CPED) is the Directorate set up for
overseeing the academic, technica and administrative functions of the CPE programs and
includes the Secretariat of the CPEC.

CPE hours means the Credit hours granted to a member for participating in any CPE learning
activity.

CPE Program Organising Unit (POU) means any organ of the ICAI which organizes CPE
programs or learning activities and includes the Council itself, any Committee of the Council,
Regiona Councils, Branches, and Chapters and Study Circles as constituted under, and in
terms of, the relevant notifications of the Council and shall include such other entity or unit

which may be recognized by Council from time to time for conduct of learning activities and
grant of CPE hours to members.

Learning activity means an educational endeavour that maintains or improves professional
competence.

L earning objectives means specifications on what participants should accomplish in alearning
activity. Learning objectives are useful to POUs in deciding upon the appropriate instructional
methods and allocating time to various subjects.

Professiona Competence means requisite knowledge, skills and abilities to enable provision
of quality services as envisaged in the standards of the ICAI. Professional competence implies
the expertise needed to undertake professional responsibilities (including service in industry
and other engagements permitted to chartered accountants who are members of the ICAI) and
to serve the public interest.

Update means learning activity level that provides members a general review of new
developments and enables members with a background in the subject to keep abreast of latest
developments.

Words and expressions used in this Statement and not included in the above list of terms shall have
the meanings as assigned in the Chartered Accountants Act, 1949 and Regulations framed there under
or Notifications issued by the Council of the Institute of Chartered Accountants of India from time to
time, as the case may be.

3.0
3.1

Authority of this Statement

The Chartered Accountants Act, 1949 has delegated to the Council of the ICAI the
responsibility of discharging various functions as specified in the Act.
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Section 15 of the Act provides that the Council is authorised to do whatsoever is necessary for
the regulation and maintenance of the status and standard of professional qualification of the
members of ICAl.

The Council views CPE as an integral part of the activities necessary to ensure meaningful
implementation of Section 15 of the Act. And therefore, in terms of the Authority vested in it
by the Act and the provisions thereto, this Statement is issued by it.

Compliance with the provisons of this Statement is mandatory for the members of the
Ingtitute of Chartered Accountants of India.

All matters in relation to the implementation of this Statement in letter and spirit are aso
hereby specified to be the responsibility of the Continuing Professional Education Committee.
The Committee may carry out its tasks in such manner(s) as it may deem appropriate within
the bounds of its authority as prescribed and delineated by the Council. The Mission and
Objectives of the Continuing Professional Education Committee as approved by the Council
aregivenin Appendix A to this Statement.

Power to modify this Statement

The requirements of CPE hours and/or any other requirement or conditions as included in this
Staterment may be revised from time to time at the discretion of the Council.

Effective date
This Statement becomes effective from January 1, 2003.

Applicability

All members in practice, except those referred to in para 6.3 below, are required to obtain to
their credit a minimum of 15 hours during the calendar year 2004 and 20 hours during the
calendar year 2005.

All members in service in industry, or engaged otherwise than in practice, except those
referred to in para 6.3 below, are required to obtain to their credit a minimum 10* hours
during the calendar year 2005.

The requirement for the members as given in paras 6.1 and 6.2 above shall not apply to:

@ A member who has attained the age of 65 years.

(b) A member, for the year during which he gets his membership for the first time.

(© A member or class of members to whom the CPEC or its sub-committeg(s) may in
their absolute discretion grant full/partiad exemption either specific/genera, on
account of facts and circumstances of the case which in their opinion prevent such
person(s) from compliance with the requirements of CPE as given in this Statement.

M aintenance of record

Every member is required to maintain a persona record of compliance with the requirements
for CPE credit on an annual basis. Such records shall be subject to verification in the manner
as may be prescribed by the CPEC from time to time.

" Half of the requirement as applicable to the members in practice
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Every POU shal prepare a detailed record of attendance of members at every program and
shall take prescribed steps to report the CPEC to enable updation of the master database,
which shall be maintained by the CPED. The CPED shal be responsible for the maintenance

of the master database in an appropriate manner.

Obligation for production of record —

Members obliged to undertake CPE are required to confirm annually at the time of paying
their annual membership fees that they have completed the minimum annual requirement of
CPE credits and the record can be produced for inspection by the Institute upon request.

Power s/Functions of the CPEC

The CPEC' s powers / functions include the following:

8.1
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9.2

The CPEC shall design and promulgate a genera calendar of learning activities to all POUs
annually, such calendar to be known as‘ The CPE Calendar’.

To decide upon the digibility of learning activities for CPE credit hours.

To approve the grant of CPE credit hours to eligible programs and such other Learning
Activities as may be decided upon by the Committee.

To grant exemptions (upon receipt of request in this regard) to members in terms of this
Statement.

To dlocate and assign responsibilities to various persons or organisations, as the case may be,
for the development of CPE background material.

To refer to the Council cases of non-compliance with this Statement.

To undertake such activities as in its opinion, are conducive to the development of learning
programs, enhancement of quality and frequency of learning activities, increasing the
opportunities for members to avail of CPE learning programs, and such other actions which
may be considered relevant or supportive to any or al of these.

To frame guidelines to enable the smooth execution of the CPE objectives and to modify such
guidelines from time to time including framing of rules and procedures for issuance of
certificate etc.

To relax the requirements of applicability of the Statement, generally or with reference to
specific cases to avoid hardships.

To recommend to the Council any modification in the Statement.
To take such other steps to carry out the mission and objective of the CPE Committee and

such other tasks as may be delegated to the Committee.

Role of the CPE Directorate
To assist the CPEC in discharging its responsibilities.

To create, assist in the development of, administer and monitor such mechanisms as may be
required for the purposes of Continuing Professional Education for members in terms of this

Statement and as may be entrusted to it by the CPEC from time to time.
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Functions of the POUs
To organise Programs as per CPE Calendar

Para 8.1 above gives the power of announcing a general caendar of learning activities for the
year. Such a caendar of learning activities will normally specify the subjects on which the
POUs must compulsorily hold programs during the year as well as other subjects which are
considered to be optiona inputs. POUs are required to implement the calendar through
structured learning activities, e.g., through seminars, workshops or conferences, etc. It is
possible that POUs may choose to include more than one subject given in an annua CPE
cadendar within a single program. That is permitted provided that the overal learning
objectives are met.

To issue certificates

Authority to issue certificates of participation to members is restricted to Branches, Regional
Councils and the CPEC. Study Circles, Chapters etc are not authorized to issue CPE
certificates.

To maintain records as may be prescribed

Para 7.2 above details the obligation to maintain records in regard to programs. Records shall
be maintained scrupulously by the POU with regard to every program that they conduct. As
soon as possible after the issuance of this Statement, the CPEC shall issue appropriate
advisories in regard to the prescribed methods for the maintenance of records. It should also
be noted that the obligation to maintain program records etc. are not in any way diluted for
any POU, notwithstanding its formal hierarchical status.

To seek approval, for holding certain programs, well in advance

POUs need not seek specific approval for structured learning activities dealing with subjects,
which are dready specified in the CPE calendar. For those programs, the rules for digibility
of CPE hours as given in this Statement later, shall directly apply. However, if the POU
wishes to hold a program on a subject or subjects which are not included in the CPE caendar,
then it will be necessary for the POU to seek approva from the CPEC for the program well in
advance of the holding of the program. Similarly, if a POU wishes to use a new learning
methodology including internet on-line programs, web-based programs in generd,
videoconferences, etc. for any of its proposed learning activities, it shall have to seek the
gpprova of the CPEC. The requirement for seeking specific approva from the CPEC for
programs that are not covered in CPE Calendar are not applicable to programs organized by
any of the Committees of the Central Council. For such programs, formal information to the
CPEC will, however, be necessary.

To Report Periodicaly

POUs are required to send reports detailing their activities — those already undertaken and
those proposed — to the CPEC every quarter. The manner of sending these reports shall be
specified by the CPEC. It should be noted that these reports are in addition to the post-
program reports on attendance and allotment of CPE credit hours, which are to be sent
regularly to CPED.

Eligible hoursfor members

For digibility of CPE credit the actua duration of learning activity undergone by the members
shall not be less than 2 hours.
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CPE Credit will be equa to the actual time spent on learning activity (subject to a minimum of
two hours).

A member whose article is published in * The Chartered Accountant’ will be eligible for credit
of 3 CPE hours.

A member whose article is published in ‘“Management and Accounting Research’ will be
eligible for 4 CPE hours.

Following will dso qualify as Learning Activity and CPE credit hours will be given on

application on case-to-case basis:

() A member who has prepared basic draft of CPE/Technica Material, and/or vetted,
reviewed, updated the background material/technical material.

(i) A member whose article is published in any newspaper, professional journa or is part of
the proceedings of a Conference organised by the POUs or any other recognised
professional body.

A member who acts as faculty in a CPE progran, will be digble
for credit of 2 hours for aone and haf hours session for the first program during a year for the
same topic and one hour of CPE Credit for the subsequent sessions on the same topic taken by
him during the same year.

Course Coordinators and Office Bearers of the POUs will be digible for credit of CPE hours
adlotted to the program, if they attend the full program.

For teleconferencing/interactive media programs, CPE credit hours granted will be equal to
the duration of the program and credit will be given to dl faculty/resource
persons/moderators/participants.

CPE credits of one hour per meeting will be given to members who participate in Working
Groups/Technica  Committees of the Ingtitute, Govt. agencies or regulatory bodies on
application to the CPEC by the member/Committee of the ICAI, as the case may be.

CPE credit of 6 hours will be given to members who complete technical research
commissioned by the ICAI upon acceptance of such research by the ICAL.

An intending claimant should bring any other activities for which CPE credit is sought by him
to the prior notice of the CPE Committee for approval.

A member not in practice shall be digible for CPE hours as follows:

I For programs conducted by or under the aegis of the Committee for Members in
Industry, CPEC, Other Centra Committees and Branches or Regional Councils — as
applicable to membersin practice.

ii.  Incompany programs- if conducted by the ICAI — as per admissible hours as may be
decided by the CPEC.

iii. Incompany programs conducted by the organization in which the member may be
serving — same admissibility as for CPE seminars in general, provided that the program
itself is evaluated by the Committee for Members in Industry and CPE hours are
allocated by that Committee.

iv.  Inall other cases admissibility will be the same as for membersin practice.
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Normsfor conduct of CPE Programs by POUs

Programs must be based on clearly stated learning objectives and expected outcomes
indicating the knowledge, skills and abilities that can be achieved by the participants in the

program.

The program design must follow clearly articulated objectives and expected outcomes. The
level of understanding and development of professional competence that is sought to be
achieved must be specified. The learning brief for the program must indicate whether it isin
the nature of a refresher course, or it addresses further development of existing skills, or
whether it seeks to bring to the participants new skills/new practice aress.

Programmes should be developed keeping in mind the level of familiarity of the participants
with the proposed subjects, and the degree of advanced preparation required, if any.

To the extent it is possible, the development of a program should be done in such a manner as
to eguate the program content and level with the backgrounds of intended participants. All
programmes must clearly identify prerequisite exposure, experience and/or advanced
preparation, if any, in precise language so that potentia participants can readily ascertain the
relevance of the programs to themselves.

POUs should use materids, learning technologies and systems that are current, technically
accurate, and effectively designed.

The best way to achieve CPE objectives is to have CPE Development Teams. These teams
should be assigned the task of development of not more than two programs per year. The
teams should be able to draw upon the resources of not only their own Branch or Regiona
Council, but also other Branches and Regiona Councils as well as CPED where such teams
may have already worked on similar subject or currently working on such subjects. It is
essential that materials are updated in a timely manner. The CPEC has the responsibility of
updating the materials that it provides to al the Branches and Regiona Councils.

Branches/Regional Councils must view the task of monitoring the activities and discussionsin
Study Groups/Circles as an essentia one, and the effectiveness of the monitoring mechanism
will be viewed as an indicator of the degree of excellence of the Branch/Regiona Council.

CPE Program Organisers for Study Circles (being the Convenors/Chairmen as the case may
be) should provide participants with documentation to support their claims of CPE credit. In
these cases, the documentation in its summary form, must be endorsed by a responsible
member appointed by the Branch/Regional Council for the purpose.

Acceptable documentation for the purposes of the clause above, includes

. Date of the Study Circle Meeting

. Subject matter of discussion in the meeting

. Duration of the meeting

. Name of the Discussion Leader

. Brief Background of Discussion Leader indicating his technical quaifications for the
particular subject

. Location of the meeting

. Details of materias proposed to be distributed

. Names of participants and their membership numbers

. CPE credit requested
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Release of CPE Grantsto Branches and Regional Councils

Branches and Regional Councils seeking release of CPE grants must route their report of
activities through the CPED which will verify claims of activities with the records available
with them before forwarding the same for release of CPE grants.

Structured and Unstructured CPE Activities:

CPE activities are divided between structured and unstructured types. As of date, credits will
not be given for unstructured CPE activities. However, as and when the number of hours per
year are increased, announcements will be made by the Centra CPE Committee as to CPE
credit eigibility for unstructured activities.

Structured CPE Activities—
The following activities qualify as structured CPE activities:

()

(ii)
(i)
(iv)

v)

(vi)
(vii)

Conferences, Seminars and Symposia organised by Branches, Regional Councils or the
Central Committees of the Institute.

Conferences, Seminars or Symposia organised by any institution or organisation,
specificaly approved by the Centra CPE Committee

Participation in meetings of Study Groups congtituted by the Centra Committees of the
Ingtitute for special purposes.

Participation in the activities of Study Groups congtituted by Regional Councils for
specific purposes provided that the terms of reference of such Study Groups including
the expected output are approved for eigibility by the Centra CPE Committee and aso
provided that the output of the Study Group is submitted to the Centrd CPE Committee
for granting of CPE credit.

Presentation of papers, ddivering of lectures at seminars or conferences organised by
the Institute or its Branches/Regional Councils provided that the quality of the paper is
vetted by at least two experts nominated by the Branch or the Regiona Council, as the
case may be.

Serving as member of Committees and working groups of professiona bodies, Govt.
agencies or regulatory authorities.

Undertaking technical research, provided that the research is carried out under the aegis
of any of the organs of ICAI.

(viii) Writing an article for the Ingtitute’s journals ‘The Chartered Accountant’ or

(ix)
()

‘Management and Accounting Research’ if the article is published.
Writing an article or preparing, vetting, updating, reviewing background materia
published by CPEC.

Such other activities, as may be prescribed in these regards from time to time, by the
Central CPE Committee.

All other CPE activities which are not specificaly covered above shall be considered as
Unstructured CPE Activities. Examples of such unstructured activities include:

Web-based learning modules
Doctora programsin relevant disciplines
Sdf-learning modules and courses etc.
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Review and M onitoring

The CPEC shdl review the programs conducted by various POUs and prepare reports which
shall be duly presented before the Council of the Institute. The reviews shall not only focus on
the number of programs conducted and adherence to the CPE calendar, but shall aso, on the
basis of samples as may be decided by the CPEC, examine the quality of the programs and

attainment of learning objectives.

In order to conduct such reviews, the CPEC shall set up a forma mechanism and also issue
such guidelines as may be, in its opinion, necessary.

I ssuance of Advisories by the CPEC

The CPEC shall issue Directions and other instruments from time to time to enable program
designers, developers and organisers as well as al other persons connected with CPE activities
a Branch/Regiona Council levd, to discharge their responsibilities.

Specificaly, the CPEC shall cause to be issued Advisoriesin regard to-
. Program devel opment

. Use of learning technologies

. Monitors and Supervisors

. CPE Documentation

. Management of Program Costs

. Unstructured CPE activities

. Development of Background Materia

. CPE support to Members in Mofussil Areas and remote places.

The CPEC shdl issue such other Advisories/Directions, which in its opinion, will be
important in the context of this Statement, from time to time.



Appendix ‘A’

Mission and Objectives of the CPE Committee.

Mission- The mission of the CPE Committee, as approved by the Council is ‘to ensure through all
possible means that the members of The Institute of Chartered Accountants of India remain
continuously updated with respect to developments in existing and emerging disciplines and subject
specific areas directly or indirectly related to the profession of Chartered Accountancy and to help
impart necessary skills to the members so that knowledge thus garnered by them gets trandated into
practice.’

Objectives-The objectives of the CPEC are-

()

(i)

(iii)

(iv)

(v)
(vi)

(i)

(vii)

To adopt, execute and implement such measures-using whatever technology of learning
considered appropriate-as may provide sufficient opportunity to all Members of the Indtitute to
(&) keep abreast of dl current knowledge in their core areas of competence, (b) familiarize
themselves with new and emergent subject areas related to Professional Development and ()
becoming aware of developmentsin related fields.

To prognosticate upon the future needs of the society and gear wp the profession to cater to
those needs.

To help members to meet the evolving expectations of the society as far as the technical and
professional skills are concerned.

To conduct Post Qualification Courses as laid down in the Chartered Accountants Act, 1949
and Regulations there under.

To conduct courses, seminars and conferences etc. on subjects of relevance to the profession.

To render such financial and other help to various branches and regions for upgrading learning
technology, as may be considered appropriate and within the powers of the Committee.

To create under its direct supervision at the central level, a core group of faculty to design
programs, to execute programs and to prepare and publish background materias directly
related to the overall objectives as given above.

To take such policy and administrative measures as may be considered by the Committee to
be appropriate for implementing the clauses above.
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NORMSFOR CPE CHAPTERS

Normsfor the formation and functioning of Chapterswithin India at places not falling under
thejurisdiction of the Regional Councils/ Branchesfor the limited purpose of organizing CPE

10.

11

Programmes

The members of the Indtitute, residing in a particular geographical area may form Chapters.

The geographical area from which members make an application to form a Chapter must be
such that it does not fall within the jurisdiction of any Regional Council Headquarters or of
any Branch of a Regiona Council.

The jurisdiction of any Chapter would be 50 Kms. from the city/town where the Chapter is
located. In other words, there would be no other Chapter within aradius of 50 Kms.

The minimum number of members necessary to apply for Chapter formation is 25.

Such members who desire to form a Chapter may apply in the prescribed format to the CPE
Directorate. The application should be forwarded through the Regional Council Chairman.
The application should carry the endorsements of the concerned Regional Council Chairman
and one other Office bearer of the Regional Council. Any application so endorsed by the
Officer Bearers of the Regiona Council shall however be placed before the next meeting of
the Regional Council as a noting item.

The CPEC shall process the application and has the authority to approve the formation of the
Chapter. Upon approval, the CPEC shall inform the Chapter, the Regional Council, and other
concerned administrative sections/departments of the Institute, of its decision.

Upon approvd, the Chapters so formed shall be called —— CPE Chapter of the ——
(Name of Regional Council) of the Ingtitute of Chartered Accountants of

India

Chapters so congtituted shall work under the guidance, supervison and control of the
concerned Regional Council of the Institute.

Chapters shall not use the logo of the Indtitute on their letterhead or on any other
communication.

Chapters would be required to elect every year a Convenor and a Deputy Convenor to look
after the day-to-day affairdactivities of the Chapter. The Deputy Convenor would be
responsible for maintaining the accounts of the Chapter.

Chapters shal be digible for CPE grant at the prescribed amount per member residing within
the jurisdiction of the Chapter.

Chapters shal adso get a lump-sum fixed financial assistance of Rs 6000/- per annum for
conducting Learning Activities, as prescribed in the Statement on CPE issued by the Council.
The grant shall however be subject to the Chapter complying with such other conditions as
may be prescribed by CPEC from time to time.
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14.

15.
16.
17.

18.

19.

20.

21

23.

24.

25.

26.

Chapters shall not be digible for any grant other than those specified in Clauses 11 and 12
above.

There should be at least one meeting per quarter of the members of the Chapters to discuss
various meatters of topical interest, at such predetermined place as may be convenient to
members.

The address for communication of the Chapter will be that of the Convenor.
Chapters shall not acquire any capital asset of their own.

Conveners are authorised to collect any sum in the form of voluntary contribution from the
members to defray the cost of holding learning activities and other incidental charges.

Conveners shall submit half — yearly and annua accounts of receipts and payments to the
Regiona Council. The half yearly accounts from 2 April — 30" September every year shal
be submitted before 15" of October of the relevant year. Half yearly accounts from ®
October — 31 March of the following year along with the Annua Accounts for the period
from E April to 31% March shal be submitted before the 15" of May every year to the
Regional Council.

Conveners shall send copies of the Notices convening the meetings, and Report of such
meetings to the concerned Regiona Council within ten days of such meetings.

The Chapters shall not have their own rules and bye-laws registered under any other Act or
Rules/Regulations.

CPE Certificate shdl be given by the Regional Council on the basis of attendance records
submitted by the Chapter.

All the Chapters will be eligible to get CPE Credit hours, if the learning activities are within
the framework of the CPE Statement.

If any Chapter is found to be working against the interest/policies of the Ingtitute or its
guidelines, the Chapter shall be de-recognised. The authority to de-recognise the Chapter, on

the above grounds vests with the CPEC.

Chapters so constituted shall also comply with other administrative rules, namely, operation of
Bank account, audit, maintenance of account, other procedural matters, elections etc as are
applicable to Branches of the Institute.

The responsibility for ensuring financial propriety in the financial management of the Chapter,
and the responsibility for production of proper audited accounts, shall be that of the Deputy
Convenor. In all other matters, the responsibility shall be jointly that of the Convenor and the
Deputy Convenor.

In the event of lack of clarity in any matter in the formation of Chapters or their administration,
application should be made to the CPEC, which is entrusted with the responsibility for
providing such clarification.



Format of Application for seeking approval of the CPE Committeefor forming a
CPE Chapter

Date

The Director (CPE)

Continuing Professional Education Directorate
The Institute of Chartered Accountants of India
PO Box No. 7100, Indraprastha Marg

New Delhi — 110 002

Through:  The Chairman,
India Regional Council of the
Ingtitute of Chartered Accountants of India.

Dear Sir,

Ref: Formation of CPE Chapter

We, on behdf of the members of the Institute of Chartered Accountants of India from
(name of the locdlity) of Regiona Council of the Institute, whose

details are given below, desire to form a CPE Chapter under the name CPE Chapter
of the (Name of the Regional Council) of the Ingtitute of Chartered Accountants of
India.

We have read the Norms framed in this respect by the Institute and we shall abide by the same.

Mr. and Mr. have expressed their consent to be the first
convenor and first deputy convenor of the CPE Chapter.

We shall be pleased if the approval is granted at the earliest.

Thanking you,

Y ours Faithfully?,

81, N Muermlership Sigmuhue
Mumher

#Note: Not |ess than twenty-five members of the proposed CPE Chapter should sign.
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NORMSFOR CPE STUDY CIRCLES

Normsfor the formation and functioning of Study circles within India

The members of the Institute of Chartered Accountants of India (hereinafter referred to as
Ingtitute) residing/ working in a particular geographical area may form CPE Study Circles
with the approval of the Regional Council concerned.

Twenty five or more members of the Institute from a particular geographical area of the
city/town in which Regional Council offices of the Institute / Branch of the Ingtitute is Situated
may apply, in the approved format of application.

The application in the format referred to above shal be made to the concerned Regiona

Council :

3.1 Through the respective Branch of the Ingtitute in the city / town, where the CPE Study
Circleis being formed in a geographical area covered under a Branch.

3.2 Directly to the Regional Council where the CPE Study Circle is being formed in a
geographical area covered under a city where the Regiona Council offices of the
Institute are Stuated,

Upon approva by the Regiona Council, the concerned Regiona Council shall forward one
copy of the application to the CPE Directorate of the Institute at New Delhi for its records.

The Study Circle so formed shall be called (name of the locality) CPE
Study Circle of (Concerned Regional Council).

Study Circles so congtituted shall work under the guidance, supervision and control of the
Regiona Council / Branch as the case may be.

CPE Study Circles shall not use the logo of the Ingtitute on their letterhead or on any other
communication.

CPE Sudy Circles would be required to elect every year a Convenor and a Deputy Convenor
to look after the day-to-day affairdactivities of the CPE Study Circles. The Deputy Convenor
would be responsible for maintaining the accounts of the CPE Study Circle.

The Study Circles are not digible for any grant or financia assistance from the Ingtitute of
Chartered Accountants of India.

The Convenors shdl be responsible for calling at least two meetings per quarter of the
members of the CPE Study Circles to discuss various matters of topical interest, at such
predetermined place as may be convenient to members regular meetings.

The address for communication of the Study Circle will be that of the Convenor.
Study Circles shall not acquire any capital asset of their own.

The membership fees, both initial as well as annual, to be charged by individual Study Circles,
are subject to concurrence by the relevant Regiona Councils of the Ingtitute.

Convenors of a Study Circle are authorised to collect any sum in the form of voluntary
contribution from the members to defray the cost of holding learning activities and other
incidental charges.
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Convenors shall submit half - yearly and annual accounts of receipts and payments to the
Regional Council. The haf yearly accounts from 1st April - 30th September every year shdl
be submitted before 15th of October of the relevant year. Half yearly accounts from 1st
October - 31t March of the following year dong with the Annua Accounts for the period
from 1st April to 31st March shdl be submitted before the 15th of May every year to the
Regiona Council.

The Convenors shall send copies of the Notices convening the meetings and Report of such
Mestings to the concerned Regiona Council / Branch within ten days of such meetings.

A member of a Study Circle must be a member of the Institute of Chartered Accountants of
India

The Study Circles shal not have their own rules and bye-laws registered under any other Act
or Rules/Regulations.

CPE Certificates shal be given by the Branch/Regiona Council as the case may be on the
basis of attendance records submitted by the Study Circle.

All the Study Circles will be eligible to get CPE Credit hours, if the learning activities are
within the framework of the CPE Statement.

If any Study Circle is found to be working against the interest/policies of the Ingtitute or its
guidedines, the Study Circle shal be de-recognised. The authority to de-recognise the Study
Circles, on the above grounds vests with the CPEC in consultation with the Chairman of
concerned Regional Council.

CPE Study Circles are authorized to open Bank Accounts in their names and Convenors and
Deputy Convenors are authorized to operate the accounts jointly.

The responsibility for ensuring financial propriety in the financia management of the Study
Circle, and the responsibility for production of proper audited accounts, shall be that of the
Deputy Convenor. In al other matters, the responsibility shal be jointly that of the Convenor
and the Deputy Convenor.

There should be no restrictions whatsoever placed by the Study Circles on any members of the
Institute wishing to become a member of the particular Study Circles.

In the event of lack of clarity in any matter in the formation of Study Circles or their
administration, application should be made to the CPEC, which is entrusted with the
responsibility for providing such clarification.

Details of programmes intended to be organized by the Study Circles have to be intimated to
the concerned Regional Council or Branch - under whose geographical jurisdiction those
Study Circles are functioning in a manner and within such time as to enable Regiona
Councils/ Branches to publicise such programmes through their Newsl etters.

Enrolment to the programmes, organized by a particular Study Circle where CPE credit is
desired should be open to the members of that Study Circles as well as other members of the
Institute including those who are not members of that study circle. Reasonable fees for such
enrolment may be charged for enrolling such non-Study Circle members for such a
programme.

Requests for CPE Credit hours by Study Circles should be routed through the concerned
Regiona Council or Branch - under whose geographical jurisdiction those Study Circles are
functioning - to the CPE Directorate of the Institute.
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In the case of members who are attending the programme of a Study Circle whose request for
CPE Credit has been approved pursuant to application as mentioned in para 28 above, the
responsibility for monitoring, recording of CPE Credit hours, issuance of CPE Certificates for
such programmes conducted by Study Circles shall lie with the concerned Regional Council
or Branch - under whose geographical jurisdiction those Study Circles are functioning

Joint programmes by a Study Circle with any other groups of members of the Ingtitute (in
whatever form of organization of such group it may be) should have the specific, prior
approval of the CPE Directorate. Requests for such joint Programmes have to be
recommended by and routed through the concerned Regional Council or Branch under whose
geographical jurisdiction those Study Circles are functioning.

The Chairman of the CPE Committee acting in consultation with the Director (CPE) of the
Institute shall have absolute discretion; in the case of any Programme of a Study Circle,
whether conducted by itself or jointly with any other body in terms of para 30 to:-

31.1 Prescribe such additional conditions in regard to the conduct, monitoring, content,
faculty etc. for any such programme and to grant CPE credit hours to such program
conditional upon compliance with any such conditions as may be prescribed;

31.2 Refuse CPE Credit Hours to any such programme if in their view the Grant of such CPE
Credit hours is not in the overal interest of the Indtitute, its Programme Organising
Units, the members or for some other reason not in consonance with the policy or
objectives of the CPE Committee as laid down from time to time.



Format Of Application For Seeking Approval Of The
Regional Council For Forming A Study Circle

Date
The Chairman,
India Regional Council of the
Institute of Chartered Accountants of India,
Through: Branch of India Regiona Council of the Institute of
Chartered Accountants of India*.
Dear Sir/Madam,

Ref: Formation of Study Circle

We, on behaf of the members of the Ingtitute of Chartered Accountants of India from
(name of the locality) of Regional Council /Branch of the Institute,
whose details are given below, desire to form a Study Circle under the name

We have read the Norms framed in this respect by the Ingtitute and we shall abide by the same.

Mr. and Mr. have expressed their consent to be the first convener and
first deputy convener of the Study Circle .

We shdll be pleased if the approval is granted at the earliest.
Thanking you,
Y ours Faithfully,

SGNATURESWITH NAME AND MEMBERSHIP NUMBERS
Not less than twenty five members of the proposed Study Circle

* Not applicable for Sudy Circles in places wher e a Regional Council Office islocated.



Clarification under Clause 25 of normsfor formation and functioning of CPE Study Circles

()

(i)

(iii)

(iv)

(v)

within India*

Professiona address (or the address, which has been declared by the member to the Ingtitute
as higher professional address if he/she has two different addresses) should be considered for
the CPE Study Circle formation.

The minimum number of members for forming a Study Circles should hail from the
particular locality. (for example from Adyar area for forming a Adyar CPE Study Circle of
SIRC of ICAI in Chennai city).

In other words, members from other areas may sign the application for the formation of

Adyar CPE Study Circle of SIRC of ICAI provided at least 25 members who are signing the
application form should be hailing from Adyar area of Chennai.

A member can become member of any number of CPE Study Circles subject to  the
clarification given in point (ii) above.

Convenor and Deputy Convenor should be from the particular geographical area (from Adyar
area of Chennai itself in the above example) ie. the address for communication of a Study
Circle should be located in the particular geographical area (from Adyar area of Chennai
itself in the above example)

One member can't be the Convenor or Deputy Convenor for more than one CPE Study Circle.

* As decided in the 245™ meeting of the CPE Committee held on 8" September 2003
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NORMSFOR CPE STUDY GROUPS

Normsfor Formation of CPE Study Groupsfor limited purpose of participating in the CPE

10.
11.

13.

14.

Teleconferences at places where CPE Study Circlesor CPE Chapters cannot be formed

The members of the Institute of Chartered Accountants of India (hereinafter referred to as
Ingtitute) residing/ working in a particular geographical area may form CPE Study Groups
with the approval of the Continuing Professional Education Committee (CPEC).

Seven or more members of the Institute from a particular geographical area of the city/town
from where there is no CPE Programme Organisng Unit is situated may apply, in the
approved format of application given as Appendix to this norms.

There should not be any other CPE Programme Organising Unit within the radius of 50
kilometers from the place at which the CPE Study Group is being proposed to be formed.

The application shall be made to the Continuing Professional Education Committee through
the concerned Regional Council under whose geographica jurisdiction the city (in which the
CPE Study Group that is being proposed to be formed) falls. Advance copy of the Application
may be sent to the Continuing Professional Education Committee.

The Study Group so formed shall be called (name of the City) CPE
Study Group of (Concerned Regional Council).

Study Groups so constituted shall work under the guidance, supervison and control of the
concerned Regional Council. The responsibility for monitoring the participation by the CPE
Study Group in the CPE teleconferencing and issue of CPE Certificates is with the concerned
Regiona Council under whose guidance, supervision and control, the proposed CPE Study
Group will function.

CPE Study Groups shal not use the logo of the Institute on their |etterhead or on any other
communication.

CPE Study Groups would be required to elect every year a Convenor to look after the day-to-
day affairs/activities of the CPE Study Groups who would a so be responsible for maintaining
the accounts of the CPE Study Group.

The Study Groups are not eigible for any grant or financia assistance from the Institute of
Chartered Accountants of India.

The Convenors shdl be responsible for coordinating the CPE Teleconferences.
The address for communication of the Study Group will be that of the Convenor.
Study Groups shall not acquire any capital asset of their own.

Convenors of a Study Group are authorised to collect the CPE Teleconferencing participation
fees from the members to defray the cost of holding CPE teleconferences and other incidental

charges.

The Convenors shall send the report of CPE Teleconferences to the concerned Regiona
Council within ten days of such CPE Tele-conferences to enable them to issue the CPE
participation certificates.
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A member of a Study Group must be a member of the Ingtitute of Chartered Accountants of
India

The Study Group shal not have their own rules and bye-laws registered under any other Act
or Rules/Regulations.

Members of the Study Groups will be digible to get CPE Credit hours that would be
announced by the CPE Committee for each CPE Teleconference.

If any Study Group is found to be working against the interest/policies of the Ingtitute or its
guidelines, the Study Group shall be de-recognised. The authority to de-recognise the Study
Group, on the above grounds vests with the CPEC in consultation with the Chairman of
concerned Regiona Council.

The responsibility for ensuring financia propriety in the financial management of the Study
Group and all other matters shall be that of the Convenor.

There should be no restrictions whatsoever placed by the Study Group on any members of the
Institute wishing to become a member of the particular Study Group.

In the event of lack of clarity in any matter in the formation of Study Group or ther
administration, application should be made to the CPEC, which is entrusted with the
responsibility for providing such clarification.



Appendix
Format of Application for seeking approval of the CPE Committee for forming a CPE Study
Group
Date

The Director (CPE)

Continuing Professional Education Directorate
The Ingtitute of Chartered Accountants of India
PO Box No. 7100, Indraprastha Marg

New Delhi - 110 002

Through: The Chairman,
India Regional Council of the Institute of Chartered Accountants of India.

Dear Sir,
Ref: Formation of CPE Study Group
We, on behaf of the members of the Ingtitute of Chartered Accountants of India from

(name of the city) of Regional Council of the Ingtitute, whose details
are given below, desire to form a CPE Study Group under the name (Name of the
City) CPE Study Group of the Name of the Regional Council) of the Ingtitute of

Chartered Accountants of India.
We have read the Norms framed in this respect by the Ingtitute and we shall abide by the same.

Mr. has expressed his consent to be the first convener of the CPE Study Group.
We shall be pleased if the approval is granted at the earliest.
Thanking you,

Yours Faithfully #,

# Not less than seven members of the proposed CPE Study Group should sign
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CPE Advisory
1. PROGRAMME DEVELOPMENT

1.A Introduction

1.A.01 The Statement on Continuing Professional Education issued by the Institute requires that the
Continuing Professional Education Committee (CPEC) shall issue directions and other
instruments from time to time to enable program designers, developers and organisers as well
as dl other persons connected with Continuing Professional Education (CPE) activities at
Programme Organizing Units (POUS) level as defined in the Statement on CPE, to discharge
their responsibilities.

1.A.02 The guidance and direction contained in this advisory is the minimum requirement. The
POUs are welcome to devel op the CPE Programme provided such programmes are developed

/ organised, which meets these minimum requirements in the interest of the Chartered
Accountancy profession.

1B Basic componentsof CPE Programmes

1.B.01 Every CPE Programme should have the following key components:

. Learning Objectives

. Target Participants

. Identification of Appropriate Faculty (Atleast one faculty must be member of the
Institute of Chartered Accountants of India)

. Methodology to be adopted to achieve the objectives of the CPE Programme

. Programme Structure

. Expected Outcomes

. Financia Details (Refer Form 4.B.03-A.1 and Form 4.B.03-A.2 of the Advisory on
CPE Documentation)

. Feedback from the participants — which must be particular to the type of programmes.
General model of the feedback has been given in the Advisory on CPE Documentation.
(Refer Form 4.B.03.C of the Advisory on CPE Documentation)

1.B.02 Every CPE Programme should be conducted with clearly spelt learning objectives, which
should be informed, to the target participants and the resource persons well in advance. The
objectives of the CPE Programmes should take into consideration the level of familiarity,
experience and exposure of the participants with the subject matter of the poposed CPE
programme.

1.B.03 Every CPE Programme should have the clearly spelt out outcomes to enable the resource
persons to equip themselves accordingly.

1.B.04 CPE Programmes normally include technical sessions, inaugural and valedictory sessions with
refreshment breaks. The technical sessions should be separately scheduled and not to be mixed
with inaugural and vaedictory sessions.

1.B.05 CPE programmes in the nature of Workshops and Residential Programmes may not have
inaugura and valedictory sessions.

1.B.06 Every POU must give more importance to technical sessions since they directly contribute to
the continuing professiona education of our members.



1.B.07 A ‘Technical Session’ may generally be defined as a dot of time, which has predefined subject
of learning for which resource person(s) (expert(s) in that subject of learning) is/are tied up in
advance. However discussion forums or workshops where a large part of the totality of the
session is conducted by the participants in cases where inputs are received through
programmed materia or electronic media aso qualify as technical sessions.

1.B.08 A technical session should be scheduled for a duration of minimum of 60 minutes and
maximum of 180 minutes (depending upon the number of resource persons in that particular
technical session). Each resource person should be alotted with a minimum duration of 45
minutes. Every technica session should have an interactive session of 10 to 30 minutes
(approx. 1/6 of the total duration of atechnical session).

1.B.09 No CPE Programme should be conducted with more than Six hours of CPE Credit per day.

1.B.10 Keynote addresses in technical subjects may qualify as learning activity but a keynote address
on general issuesis not considered for inclusion in learning activities.

1.B.11 Time devated to prdiminaties like introdudtion, presantation of mementos vote of thanks efc. not to exoeed 10
minutes per technicd sesson.

1.B.12 The CPE Programmes should adopt appropriate learning methodologies and technologies —
for which a separate CPE advisory will be issued — to achieve the objectives of CPE
Programmes and to aid meeting the expected outcomes of such CPE Programme.

1.B.13 Every CPE Programme should have a programme structure containing the following
important informations;
. Timing of Registration
. Timing of Inaugural Session, if considered necessary
. Timings of Technical Sessions

. Details of the moderator or the Chairman of the Technical Session and the resource
persons should be given (Maximum of three speakers per technical session).

. Appropriate weightage in terms of timings have to be given for topics on which the
programme aims to develop competence among the members of the Institute.

. Timing of Vaedictory Session, if considered necessary

1.B.14 The CPE Programme should as far as possible clearly indicate the target participants in terms
of their career profile, experience and exposure requirements, if any. Target participants
means those members of the Ingtitute who might be interested to atend a programme on a
particular topic.

1.B.15 The announcements of the CPE Programmes organised by Regional Councils / Branches /
CPE Chapter / CPE Study Circles should not contain the words such as “All India’ and
“National”. These words can be used anly when a Programme is being conducted under the
aegis of a Centrd Committee of the Institute. Further it should be ensured to market these
Programmes in such a way that the participation of delegates is from an al India basis. The
terminology All India CPE Conference, National CPE Conference should be used only when
Continuing Professional Education Committee of the Ingtitute is involved in the programme as
an organiser.

1.B.16 The Brochures / Announcements of the CPE Programmes organised by POUs of the Ingtitute
should contain the following:



Title of the CPE Programme, Date, Venue, Participation Fees

Learning Objectives of the CPE Programme

Target Participants of the CPE Programme

Faculty Details (It may be noted that the details of the Resource Persons of CPE
Programmes (who are members of the Ingtitute) should not violate the Code of Ethics of
the Ingtitute. The details of the Resource Persons should only contain their names and
designation as Chartered Accountant and their place of practice/ residenceif they are
members of the Institute, otherwise the brochures can contain their names and
designation and the name of the organisation in which they are working. Even for non
members very brief details have to be given in the brochure/annexure

CPE Credit for the CPE Programme { Further the announcements of the CPE
Programmes should not carry words like “CPE Credit awaited”. For this the CPE Credit
for the Programmes (if not covered in CPE Calendar) should be got in advance.}
Methodology to be adopted to achieve the objectives of the CPE  Programme
Programme Structure

Nomination Form (A sample nomination form has been attached herewith as Form No.
1.B.16)

1.C  Badc Structure of the CPE Programme

1.C.01 Basic dtructure of the CPE programmes should be decided well in advance. The suggested
types of basic structure are as under:

Lecture Series/ Mestings

Refresher Seminars

Conferences

Workshops / Residential Programmes
Conventions

Pandl Discussions

Indicative topics for these types of CPE Programmes have been given in the CPE Caendar.

1.C.02 Lecture Series/ meetings are preferable— with actua duration of not less than two hours - for
atopic for which members need updation. Desirably these lecture series/ meetings have to be
addressed by one or two resource persons who have command over the topic.

1.C.03 Refresher seminars are preferable — with around six hours duration (full day) - for topics for
which members need updation. In these seminars more than two resource persons might be
invited to enable the members to get technical inputs from more number of resource persons
having command over the topics being discussed in such refresher seminars.

1.C.04 Conferences are preferable — with more than six hours duration (full day or more) - for topics
/ issues on which members have to develop new competencies (other than their core
competencies). These types of CPE Programmes should be highly interactive and
participative. Red life cases have to be taken up and discussed thoroughly to enable the
members to develop enough insights about the issues involved and find out appropriate
solutions under the guidance and supervision of the resource persons.

1.C.05. Workshops / Residential Programmes are preferable — usualy with more than 6 hours duration
(full day or more) - for topics / issues on which members have to develop their core



competencies in line with the current developments. These types of CPE Programmes should
be highly interactive and participative. Case Study approach is best suited for these types of
CPE Programmes and the topics have to be taken up and discussed in detail to enable the
members to develop enough insights about the issues involved and find out appropriate
solutions under the guidance and supervision of the resource persons.

1.C.06 Conventions— preferably full day — have to devote on issues of contemporary nature on which
members have to develop their competencies further. In other words, these conventions should
provide a birds eye view on contemporary issues on which the POUs should try to conduct more
CPE Programmes of ather srudures to fully disssmingte the required knowledge among the mambears o the
Inditute

1.C.07. Panel Discussions — with a 2-3 hours duration - are preferable for hearing views on a
particular topic from experts from different walks of life or background on the same issue.

1.C.08 To the extent possible resource persons should be requested to provide the background
materids in advance for their technical sessions, which should be circulated among the
participants. All the POUs have to ensure that the Background Materials / Technical Materials
(either prepared by resource persons or the publications of the Institute) are circulated among
the participants for every CPE Programme.

1.C.09 While developing the CPE Programmes appropriate references should be made to similar
programmes conducted by the other POUs of the Ingtitute and other Ingtitutions of nationa
and internationa repute.

1.D Conclusion

1.D.01 It should be the endeavour of the POUs to continuoudy improve the quality of CPE
Programmes so that the members can recognise the changes in economy / business
environment such as focus on vaue, dynamic business and oganisation structures,
developments in information technology and telecommunications, new government policies,
globalisation of business and competitive pressures. Further, the POUs should enable our
members to recognise the path to success by adapting to the changes, knowledge management
and acquiring skills to work with future environment influenced by technological and other
changes through the conduct of quality CPE Programmes. Furthermore, the POUs should
enable the members of the Ingtitute to recognise the opportunities for them in the emerging
aressuch asnew audit and asaurance nesds, paformance messlramant savices change manegamant savices,

drategy menegament, generd practice peddization and servidng globd orgenizations

1.E  Effective Date
This advisory comesinto effect from 1% July 2003.



CPE CONFERENCE/PROGRAMME/SEMINAR
on

“TITLE OF THE PROGRAMME”

Organized by “Name of the POU”
on “Date of the Programme”
at “Venue”

DELEGATE REGISTRATION FORM
Details of Delegate
Name of Delegate (in Block Letters Only)
Membership Number
Designation
Organisation / Firm

Address

Telephone Number
Fax Number
E-mail ID

PAYMENT DETAILS

Form No. 1.B.16

per person

Payment for {number of delegate(s)} at the rate of Rs.
Cash/ Cheque/ Draft: Rs. (In words
only)

Please send this form with delegate fee to:

Contact Person
Name of the POU
Address of the Contact Person
Phone Number
Fax Number
E-mail ID



CPE Advisory
2. USE OF LEARNING TECHNOLOGIES

2.A. Introduction

2.A.01 The Statement on Continuing Professional Education issued by the Ingtitute requires that the
Continuing Professional Education Committee (CPEC) shall issue directions and other
instruments from time to time to enable program designers, developers and organisers aswell
as al other persons connected with Continuing Professional Education (CPE) activities at
Programme Organizing Units (POUS) level as defined in the Statement on CPE, to discharge
their responsibilities.

2.A.02 POUs may adopt appropriate learning technol ogies much beyond the guidance and direction
contained in this advisory to meet the knowledge requirements of the members of the Ingtitute
to maintain their core competencies as well as develop contemporary and futuristic technical
inputs to maintain world-class professional standards.

2.B. Natureof CPE Programmesand L earning Technologies

2.B.01 The CPEC is of the view that appropriate learning technologies have to be used to enable the
objectives and outcomes expected out of each CPE Programme.

2.B.02 The CPE Programme and the learning technol ogies adopted should be based on the following
important factors:
. Geographica profile in which the member practices / serves
. Practice / service profile of the members
. Programmes of Genera Nature and Industry Specific
. Obligatory and Optiona topics as required by the CPE Caendar

. Overall substance of the programmes, whether they revolve around topics of traditional
or contemporary nature or they are focusing on futuristic knowledge expectations from
the members.

2.C. Important Learning Technologies

2.C.01 The CPEC has identified some important learning technologies, which the POUs could
explore for adoption. 1t may be noted that the technologies explained are indicative only.

2.C.02 Lectures
The *lectures’ as alearning technology involves:
. Address by an expert on a predetermined topic for certain time duration
. Query clarification either during or after the address of the expert

CPE Programmes conducted through the teleconferencing and video conferencing, web
based interactive programmes may also be considered as lectures.

L ectures with audiovisual support will be effective wherein the lecturer can make use of
teaching aids like, overhead projector (OHP), LCD Displays with Power Point
Presentations, short films (by multimedia projectors and other similar aids) in support of
his lecture.



Support Functions: The Programme Organisers to the extent possible may provide
detailed reading material to the participants covering the topic on which the expert has
been requested to address. Technica papers prepared by the concerned expert or CPE
Background materials published by the Institute on the relevant topic shall be distributed
as background materia. (For detailed guidance in this regard, please refer CPE
Advisory on Development of Background Materials)

2.C.03 Problem solving
The *Problem solving' as alearning technology involves :
e  Solving Routine problems,
e  Applying anaytica methods,
e  Developing creative methods for unstructured problems

Support Functions: The programme organizers to the extent possible

1 Include additional context with problems that have been discussed in the CPE
programmes so that members develop skills in selecting appropriate tools or methods for
different sSituations

2. Provide detailed solutions, which describe the reasoning for various steps in the problem
solving process. Whenever possible, share alternative solutions found by members of the
programme.

2.C.04 Case Studies

The ‘Case Studies as a learning technology involves primarily an objective reporting of a
Situation or a set of Stuations so as to depict - without drawing any inferences - links to some
theory or a set of anaytica techniques. A ‘case’ is primarily a narrative, which can read
either like a short story (especiadly those which dea with strategy or human resource problems)
or an executive summary (for financial cases). A case study may highlight issues as seen by
some of the actors in the case. The analysis of the case proves whether such highlighting is
appropriate on not. Typically, a case study will have included in it al relevant financial and
other data, which the author of the case considers necessary to analyse the case. To what
extent the author is right in his assumptions in this regard determines the actua usefulness of
the case as alearning tool. A discussion of a case is often detailed and may make reference to
events, incidents, rea life occurrences, or other cases.

Support Functions: The programme organizers to the extent possible

1. Simplify real cases to focus member attention on just 1-2 issues of interest in the CPE
Programme. Or, instead of written materias, consider using a videotape or ora
presentation to get the discussion started.

2. Provide questions for which members prepare brief answers in advance of the discussion.

3. Give members an opportunity to discuss the case in small groups before the large group
discussion.

4.  Provide for a variety of openended questions to promote discussion (e.g. discussion
dtarters, probing for details or interpretations, connecting to theory, analysis of evidence,
hypotheticals, predictions, evaluations, summaries)

2.C.05 ReportyMemoranda/Briefings

Reports / Memoranda / Briefings, as a learning technology are ‘caselets or very short cases.
Usually accompanied by a limited amount of data needed to analyse the particular situation to



which the ‘caselet’ refers, or the application of a single andytical tool. Of these, a Report is
longer in presentation and serves to highlight issues directly. Memoranda and briefings are
more ‘true caselets' and can be used as examples to support contentions made during a longer
presentation. They are like ‘long numericals in a mathematics class. Analysis of briefings
and memoranda - when they are used as learning tools, serves to reinforce immediate
theoreticd inputs. Anaysis of Reports serves to highlight ‘dos and don’'ts in regard to
application of theory or analytical tools.

Support Functions: The programme organizers to the extent possible

1

Describe in their initial description of the assignment the criteria, which successful
documents of this particular kind should meet.

Encourage members to seek feedback from the faculty or peers on work in progress by
alotting some programme time for discussion of writing issues or, when possible, for
peer comments on early outlines or drafts.

2.C.06 Role Playing and Simulations

‘Role Playing and Simulations’ as a learning technology involves :

1

2.
3.
4

Understanding for different points of view (e.g., in negotiation)

Practice ageneral or specific interactive skill (e.g., collective bargaining)

Synthesizing skills in solving problems (e.g., in management)

Members may be asked to respond in writing to a case or situation from the perspective
of aparticular role, members may be asked to change roles.

Support Functions: The programme organizers to the extent possible

1

Brief members about expectations and rules (e.g., whether or not you might “freeze’ the
simulation to discuss an issue before continuing).

Allocate enough time in programme for thorough discussion and debriefing of the role-
play or simulation.

Request the faculty to show how to take on arole fully and to model risk-taking.

End the role-play or simulation at a high point so that there will be plenty of energy and
interest in the discussion.

2.C.07. Management Games
‘Management Games' as alearning technology involves :

1

Prescription of certain imaginary scenarios requiring certain decison making by the
managers.

Participants will be required to make certain decisions as managers of those scenarios.
Implications of the decisions will be analysed by the resource persons conducting such
management games and the decisions, which are appreciated by mgjority of the parties
involved, will be declared as winners.

Decisions by other participants will be analysed and the areas where there exists scope
for improvements will be advised to the participants concerned.

Support Functions: The programme organizers to the extent possible:

1

Andyse condrudivey of the dedsonsof the partid pentsto engble them to understand where they hed not
teken theright dedsons



2 Provide technical inputs sufficiently in advance to enable the participants to take the
right decisions.

2.C.08 e-learning®
‘e-learning’ as alearning technology involves extensive use of the internet (World Wide Web)
wherein using computers as the learning medium, participants involve in learning activities.
e-learning assures the programme organisers to have cost savings depending on application,
size of participants etc., and the shortening the Cycle Time “time-to-indgght” and “time-to-
competence” and competent member force into field faster. e-learning also attract and retain
talent and demonstrate willingness to invest in people and provide range of learning options.

$ Members of the Institute undertaking elearning, being unstructured learning activity, are not eligible for getting CPE
Credits. Nevertheless, this advisory covers elearning technology also since the Institute will cover it as an igible CPE
activity in due course of time.

Support Functions: The programme organizers to the extent possible

. Personalise the elearning system to adjust to learners needs, preferences and learning
styles.

. Maintain interactivity in the e-learning approach that engages the e-learner.

. Ensure just-in-time delivery so that the e-learners access learning when they need it.

. Make sure to employ current content systems which can easily update material and keep
it relevant.

. Adopt distributed approach wherein learning is accessible anywhere that the learner can
access the Internet or intranets.

. Build — in relevance learning that aligns with the specific needs and tasks, which is the
key to cost-effective learning in the workplace.

. Make available the learning system at a format and size that fit learner needs in a
specific dtuation.

2.C.09 Pand Discussions

‘Panel Discussions' as alearning technology involves :

1. A pane of members preparing and presenting a multiple viewpoint discussion of a
complex case where other members of the programme may have reviewed only a case
summary. Alternatively members may prepare to play the roles of various types of
professiona boards or committees and respond to proposals or arguments from other
members of the programme.

2. Evauation of arguments, formulating questions amongst the participants.

3. An expet acting as ‘Moderator’ conducts the entire discussion in such a way that all
members — who have their views — are provided reasonable time to put forward their
viewpoints.

4.  Enabling members to verbalize what they are learning.

5. Providing a sociaizing mechanism, examine and clarify confusing concepts, and raise
value questions.

Support Functions: The programme organizers to the extent possible

1. Reguest the moderator to synchronise / screen the questions in such a way that the time
devoted by the experts/ participants are value adding to the discussions.



Be clear about the respective roles of the panel participants and other programme
members, e.g., whether they are to present only an assigned position or to integrate their
own evauations in their presentation.

Facilitate a meeting among panel members prior to the presentation to review and
coordinate their plans.

To provide opportunities for members to verbdize what they are learning in the
programme venue, that is considered to be a highly effective way of promoting active
engagement in discussion. This will also enable the resource persons to provide the
feedback, which is an important part of the learning process.

2.C.10 Participants Projects and Presentations

Requiring the participants of a CPE Programme to submit project reports with / without
presentations by them about the projects undertaken by them is another learning technology,
which the POUs could adopt for long duration CPEPs.

Project reports and presentations revolve around practical problems relevant to accounting
profession, which require appropriate investigation by the participants concerned, and
bringing solutions based on acceptable and proper logics.

Support Functions: The programme organizers to the extent possible:

1
2
3

Provide appropriate guidance for selecting the problem for investigation / research.
Suggest sound tools to solve the problems.
Provide guidance regarding proper presentation.

2.C.11. Group Learning Workshops
Group learning workshops, as a learning technology, explore issues in, and provide
information about, innovative practices in the areas of professiona service and involve group-
based learning.
Small-group teaching in Continuing Professiona Education is widdly recognised as important
and if they are to be successful, they have to focus on enhancing group-based learning.

Group learning workshops are best suited for:

Developments in current professional practice and the implications of change.
Emerging areas of professional practice and key issues involved in such emerging aress.
Presentation of case studies illustrating how to address such key issues identified.
Consideration of the differencesin tradition and practice between discipline areas.
Sharing of expertise and experiences amongst del egates.

Support Functions: The programme organizers to the extent possible:

1
2

3

Use of smulations, analysis tools and web resources as well as communication facilities.
Present findings, tools and resources by the group leaders (resource persons) to support
group-based learning and teaching in Continuing Professional Education.

Delegates should familiarise themselves with some case study materias prior to the
workshop. This will enable them to reduce the time spent on presentations at the
workshop and focus more on working sessions.

2.C.12. Consultative Workshops

Consultative workshops involve learning similar to group learning with a difference that the
delegates profile will cover dl interested groups in a particular topic.

For example, a consultative workshop on Bank Audit may comprise members (auditors),
officias of banks (auditees) and officias of Reserve Bank of India (regulators). The workshop



will provide a platform to al the delegates — with diverse interests — to sort out the issues of
common concern.

Support Functions: The programme organizers to the extent possible:

1. Circulate the points for discussion well in advance so that the participants can participate
with appropriate preparations.

2. Arrange to circulate the proceedings of the workshop so that it becomes a reference
point for al participants.

2.D. Strategiesfor conducting CPEPs

2.D.01 The term Continuing Professona Education is used in the Statement on Continuing
Professional Education to describe the educationa activities that assist the members to achieve
and maintain the required quality in the professional services that they render. Accordingly
the CPE Programmes are primarily meant for maintaining and increasing the competency
levels of the members of the Institute. While Section 2.C of this Advisory has attempted to
provide an overview of the various learning technologies, this Section as well as the fdlowing
Sadtions(viz, 2E and 2F) contain cartain advicesfrom the paint of view of the resource parsons and programme
organisarsto meke the CPE Progranmes more gopeding to the partidpants: The CPE advisory on Programime
Devdopment may berefared for detailed guidance on the besic components and sructures of CPE Programmes

2.D.02 POUs should know that the members are a different kind of learners. Accordingly,
appropriate strategies have to be followed for conducting CPEPs. Some guidance in this

regard is being given in the following paragraphs:

2.D.03 Resource person behaviours

Being prepared with tried and proven strategies to assist member learning is important to the

resource persons. Some principles to remember are:

1. Theresource person is afacilitator of learning.
The resource persons should know beforehand the learning objectives of the particular
CPE Programme, participants profile and available learning technologies for those
programmes. It should be appreciated that considering the complexities in subjects /
topics that ae relevant to our members, it may not be aways possible to the resource
persons to know everything in a particular subject / topic. In other words, members
should not expect technical resource persons to know all about the subject / topic, they
can expect, however, the technical resource person to facilitate achievement of the
learning objectives of the CPE Programme.

2. Understand your teaching situation.
When making the preparation, resource persons may consider the following questions:
. Is this programme part of a competitive program?
. Arethe goals clarified for the members?
. Can projects/ case studies be devel oped to meet the member’ s needs?

3. Allow for individual differences.
The diversity of adult learners today is dgnificant. Allow for this
by giving individual help, knowing member’'s names, and being aware of differing
backgrounds.

4.  Vary teaching activities.



Use different activities in the programme venue. Try new ideas. Some experts
recommend changing activities every 20 minutes.

5. Develop asupportive climate.

Members must be made to feel that the resource persons are there to support them in the
learning process.

6. Besendtiveto bariers.
Some members, may be due to factors like age, menta blocks, non-interest in the

technical deliberations bring with them unsuccessful previous educational experience,
the time barrier, stress etc., which have to be overcome by the resource persons.

Although there may not be prescribed procedures to address all of the above, resource
persons should prepare themselves to be effective in all of these roles. Professiona
reading, discussions with colleagues and mentors, and teaching workshops will assist
them in the development of necessary skills.

2.E. Stimulating critical thinking — Role of Resour ce Per sons

2.E.01 Critical thinking can best be stimulated by raising questions and by offering challenges about
a specific issue or statement. Many members il like the “right” answer from the resource
persons. Critica thinking in instruction goes far beyond that. Critical thinking involves asking
the right kind of questions and goes so far as letting members develop assumptions and
analyze (either in groups or individualy) those assumptions. They may then examine
aternatives to their assumptions.

2.E.02 Some types of questions to ask might be: “What is the source of your information?” “What are
your persond experiences in relation to the information?” “What are differing positions?’
“What are your feelings on the topic?” “Why?" “Do you agree?’ Allow think and wait time. If
members take a position on an issue, ask them for an aternate position.



CPE Advisory
3. MONITORS AND SUPERVISORS

3.A. Introduction

3.A.1l. The Statement on Continuing Professional Education issued by the Ingtitute requires that the
Continuing Professional Education Committee (CPEC) shall issue directions and other
instruments from time to time to enable program designers, developers and organisers as well
as al other persons connected with Continuing Professional Education (CPE) activities at
Programme Organizing Units (POUs) level as defined in the Statement on CPE, to discharge
their responsibilities.

3.A.02 The Statement on Continuing Professional Education further requires that the CPEC should
review the programs conducted by various POUs and prepare reports, which shall be duly
presented before the Council of the Institute. The Statement further requires that the reviews
shall not only focus on the number of programs conducted and adherence to the CPE calendar,
but shall also, on the basis of samples as may be decided by the CPEC, examine the quality of
the programs and attainment of learning objectives.

3.A.03 The Statement aso provides that in order to conduct such reviews, the CPEC shdl set up a
forma mechanism and also issue such guidelines as may be, in its opinion, necessary. This
advisory is being issued to meet the requirements mentioned hereinabove to enable the POUs
to maintain required level of qudity in the CPE Programmes.

3.A.04 ‘Forma mechanism’ as contained in para 3.A.03 above encompasses the following:

. Appointment of monitors and supervisors for all POUs by the CPEC.
. Reports by Monitors on the CPE Programmes monitored by them at the POUs level.

. Preparation of consolidated reports by the Supervisors on the basis of the reports of the
Monitors for the Regional Level.

. Submission of the consolidated reports by the Supervisors to the CPEC on a periodical
basis.
3.B. Appointment of Monitorsand Supervisors

3.B.01 The CPEC will appoint monitors and supervisors for the purposes of this advisory and to meet
the objectives as envisaged in the Statement on Continuing Professional Education.

3.C. Submission of Monitors Report

3.C.01. Each POU, wherever applicable, should periodicaly provide — a the time of claming CPE
Grants from the Institute - the Monitor’s Report prepared by the Monitor appointed in terms of
this advisory.

3.C.02. The Monitor’s Report should be in Form 3.C.02.

3.D. Functionsof Monitors

3.D.01 The Monitors, for purposes of achieving the objectives of the Statement on CPE and to ensure
adherence to the CPE advisories by the POUs may attend the CPE Programmes organized by
the POUs.



3.D.02 The Monitors should ensure that the CPE Programmes have been structured in accordance
with the relevant advisory issued by the Indtitute.

3.D.03 Where there is substantial deviation of a particular CPE Program from the Advisory issued in
this regard, the monitor should apply their judgment to find out whether such deviation isin
the interest of the continuing professiona education requirements of the members and such
deviation will ensure achieving the objectives as contained in the Statement on CPE.

3.D.04 The Monitors should see whether the CPE programme was conducted to meet the objectives
as proposed for the particular programme and had lead to the anticipated outcomes as

envisaged while formulating such programme by the concerned POU.

3.D.05 The Monitors should submit a report, in the prescribed format, to the concerned supervisors, if
any, in terms of this advisory. Where there is no supervisor for a particular POU, the Report
should be submitted to the CPE Committee of the Indtitute. Copy of the report should be
provided to the concerned POU whose CPE programme was monitored.

3.E. Functionsof Supervisors

3.E.01 The CPE Supervisor should arrange to prepare a consolidated CPE Review Report in Form
3.E.01 on the basis of the reports submitted by the Monitors. The consolidated CPE Review
Report should be submitted with the consolidated feedbacks of the Monitors to the CPE
Committee of the concerned Regiona Council with a copy to the CPE Directorate of the
Ingtitute. The Report should be considered by the Regiond CPE Committee a its
immediately following meeting after the date of the report. The observations of the Regiona
CPE Committee should be submitted to the CPE Directorate. The CPE Directorate should
prepare a consolidated report of al the reports of the Supervisors and place the same before
the CPE Committee along with the observations of the Regional CPE Committee.

3.E.02 The consolidated Review Report by the Supervisors has to be submitted for every quarter as
per the following schedule:

January —March 30" April

April = June 318 duly

July — September 31 October

October — December 318 January of theimmediately following year

3F. CPE Credit to the Monitors/ Supervisors

3.F.01 Where the Monitors / Supervisors had attended an entire CPE Programme for the purposes of
this Advisory, they will be digible for CPE Credit which are available to the participants of
the particular CPE Programme. For this purpose they will be treated at par with the course
coordinators as per para 11.7 of the Statement on Continuing Professiona Education.

3.G. Frequency of Supervision

3.G.01 Each POU should get their CPE Programmes monitored at least twice in a quarter. This
frequency can be increased by the CPEC in due course of time.

3.H. Review Outcomes

3.H.01 On the basis of the Reports of the Monitors or supervisors, the CPE Committee will analyse
the information received and prepare report on their findings and submit the same to the



3.1.

Council of the Ingtitute with appropriate recommendations wherever necessary, as to the level
of the capacity building by various POUs through the CPE Programmes.

Effective Date
This advisory comesinto effect from 1% July 2003.



Form 3.C.02

Format of the Report of the Monitors
[Refer Para 3.C.02)

1 Name and Membership Number
and contact details of the CPE Monitor

2. Details of the CPE Programme Monitored.
2.1 Name of the POU
2.2 Title of the CPE Programme
2.3 Date of the CPE Programme
2.4 Venue of the CPE Programme
Programme structure (Enclose full details of the programme structure as an annexure to
this form)

CPE Credit Hours Granted to the Participants. Hours

Details of the CPE Credit approval from the CPE Directorate of the Ingtitute :
Date of application for the CPE Credit:
Date of approval of the CPE Credit:

5. Whether the CPE Credits awarded were in accordance with the Statement on CPE
(Please tick at the appropriate place)
a) Yes b) No

6. Whether in your view adequate advance notice has been given to the members of the Institute
to explore the possibility of attending the above CPE Programme

a) Yes b) No

7. Whether in your view adequate efforts have been taken by the POUs to provide an opportunity
to the members residing in mofussil areas and remote places to explore the possibility of
attending the above CPE Programme
a) Yes b) No

1 For Non-CPE Calendar Topics
2 For Topicsincluded in the CPE Calendar



10.

11

13.

Please indicate your assessment of the following aspects of the programme :

(Please tick at the appropriate place)

S.No. Details Excellent Good Moderate Poor
i Programme Design

ii Background Material

i Academic/Technical

Content

iv Degree of approiateness of
the learning methodol ogy

v Professional Appeal
vi Professional Utility

How were the arrangements made by the POU for the CPE programme?
(Please tick at the appropriate place)

i Meticulous and Excellent

i Good

il Satisfactory but average

iv. Need to be improved

v Other comments, if any.
In your opinion, was the CPE programme too tight scheduled?
a) Yes b) No

After attending the training programme, do you fed that the participants have been (Please
tick at the appropriate place)

i Enriched with knowledge and highly motivated

i Enriched with knowledge only

il No enrichment and mere attendance for the programme

Having been through this programme please give your suggestions for improvements of the
future programme(s) by the POUs.
[

Kindly indicate how effective were the individua sessions/topics to you (Please tick at the
appropriate place)

SNo Topic Faculty Excelent Very Good Good Fair




Place:
Date:

Signature



Form 3.E.O1

Format of the Report of the Supervisors
(Seepara 3.E.01)

Name and contact details of the CPE supervisor

Name of the Region Covered in this Report

Period under report

Number of POUsin your Region

Number of CPE Programmes conducted by the POUs
Frequency of CPE Programmes conducted by the POUS
Frequency of CPE Programmes Number of POUs
No CPE Programmes

Between 1-2

Between 34

Between 56

Between 7-8

More than 8

o oA~ wbdh PP

7. Y our observations regarding the POUs, which have not conducted any CPE Programmes.
7.1
7.2
7.3
8. Do youfed thet the number of CPE Programmes conducted by the FOUSsIin your region is adequete to medt the

minimum CPE Reuirements of the mambers—inthelight of the number of POUs and the number of mambers
inyour Region. (Fleesetick & the gopropridte place)

a) Yes b) No

9. Considered views about the qualitative performance of the POUs (based on the Reports of the
Monitors and your own assessment)

1 For Non-CPE Calendar Topics
2 For Topicsincluded in the CPE Calendar



CPE Advisory
4. CPE DOCUMENTATION

4A. Introduction

4.A.01 The Statement on Continuing Professional Education issued by the Institute requires that the
Continuing Professional Education Committee (CPEC) shal issue directions and other
instruments from time to time to enable program designers, developers and organisers as well
as dl other persons connected with Continuing Professional Education (CPE) activities at
Programme Organizing Units (POUSs) level as defined in the Statement on CPE, to discharge
their responsibilities.

4.A.02 This Advisory is meant as a guidance and direction to POUs to maintain appropriate records
of programs organised by them, of participation in those programs, and post-program follow
up as may be directed by the CPEC from time to time.

4.A.03 The documentation and other procedures described in this Advisory can be followed either
through manual records or through computerised records. In either case, the basic information
to be recorded and provided will not vary. As far as the computerised mode is concerned, the
program software that will be circulated and made available to al Regiona Councils and
Branches has the option of sending the data by E-mail. In case of non-availability or failure of
e-mail connection, the data may be copied on floppy disk(s), which along with one extra
backup copy have to be sent to both the Regional Councils as well as to CPE Directorate at
New Ddhi.

4.A.04 Difficulties with the procedure or continuing difficulties with the software are to be reported
immediately to the member incharge of CPE of the Regional Council who will have the
responsibility to bring the same to the notice of the Chairman of the CPEC at Headquarters or
Director (CPE) at Headquartersiif the problem cannot be solved at the Regiona Council level.

4.A.05 It is emphasised that Program Organising Units must follow the directions embodied in the
CPE Statement.

4.B. Documentation with regard to Programs as per CPE Calendar

4.B.01 During the first quarter of every calendar year, the CPE Committee announces the CPE
Calendar for the immediately following financia year. The CPE calendar is divided into two
parts:

«  Obligatory Topics®
. Optiona Topics®

4.B.02 As soon as possible after receipt of the CPE Calendar, the POUs are required to hold a
meeting to schedule their programs and aso to identify the learning objectives for each
program. The record of that meeting, in summary form must be sent to the Regiona Council
with a copy to CPE Directorate at Headquarters on or before 31% March of each year. This
summary format is annexed to this document as Form 4.B.02.

¥ cPE Programme Organising Units (POUs) with more than one thousand members of the Institute should
conduct at least 2 topics from the Obligatory Topics and Optional Topics in each quarter. POUs with less than
one thousand members of the Institute should conduct at least one topic from the Obligatory Topics and Optional
Topics in each quarter.



4.B.03 POUs must maintain records with respect to every program that they conduct. The records that
are to be maintained in this regard are:
. Program details including estimated costs and surplus as per Form 4.B.03-A.1 and
Form 4.B.03-A.2. Form 4.B.03-A.2 has to be submitted to the controlling body within
30 days from the date of the CPE Programme.

. Attendance records as per Form 4.B.03-B.
. Feedback from participants as per Form 4.B.03-C.

4.B.04 For the sake of re-emphasis, the relevant clauses of the CPE statement are reproduced bel ow:

. Para 7.2 -Every POU shall prepare a detailed record of attendance of members at the
conclusion of every program and shall take prescribed steps to report the CPEC to
enable updation of the master database, which shall be maintained by the CPED. The
CPED shall be responsible for the maintenance of the master database in an
appropriate manner.

. Para 10.3 — Para 7 above details the obligation to maintain records in regard to
programs. Records shall be maintained scrupulously by the POU with regard to every
program that they conduct. As soon as possible after the issuance of this Satement, the
CPEC shall issue appropriate advisories in regard to the prescribed methods for the
maintenance of records. It should also be noted that the obligation to maintain program
records etc. are not in any way diluted for any POU, notwithstanding its format
hierarchical status.

4.B.05 For programs on topics that are not included in the CPE calendar, as well as Seminars,
Conferences etc on multiple subjects, pre-approva of the CPE Committee must be sought in
Form 4.B.05 annexed.

4.B.06 In regard to issuance of Certificates, as the CPE Statement makes it clear, Branches and
Regional Councils, in addition to the Centra Committees are only alowed to issue them.
Regiona Councils and Branches can issue CPE participation certificates either in Form
4.B.06 orin Form 4.B.06B (applicable for periodic CPE participation certificates). The Form
4.B.06A is meant for the CPE participation certificates issued by the Secretariat of the CPE
Committee for the learning activities by the Central Committees and Chapters abroad of the
Indtitute. Signatoriesto the Certificate / Record of Participation must be:
4.B.06.01 For CPE programmes which are conducted by the Central Council of the Institute -

President of the Institute, Vice-President of the Inditute, Secretary of the
Ingtitute, Chairman of CPE Committee, Director (CPE) or any other person
authorised by Chairman of CPE Committee and / or Director (CPE).

4.B.06.02 For CPE Programmes, which are conducted by Central Committees and Chapters
abroad of the Ingtitute level —

Secretary of the CPE Committee of the Ingtitute.

4.B.06.03 For CPE Programmes, which are conducted at Regiona Council level —

Chairman of the Regiona Council or Vice-Chairman of the Regional Council
or any other person authorised by the Chairman of Regional Council or
Chairman of the Regional CPE Committee and

Regiona head or one official designated by him (not below the rank of Asstt.
Secretary).

4.B.06.04 For CPE Programmes that are conducted at Branch level-



Chairman of the Branch and Secretary or any other member of the Branch
Managing Committee as authorised by the Branch Managing Committee.

4.B.07 After every program, copies of the material distributed in the program - preferably soft copies
in CDs (excluding CPE background materia published by the Institute) - are to be sent to CPE
Committee under cover of Form 4.B.07.

4.B.08 Periodic reports are to be submitted in Form 4.B.08.

4.C. Other documentation

4.C.01 Regional Councils are entrusted with task of monitoring of CPE activities in their Regions.
Similarly, Branches are also entrusted with task of monitoring of CPE activities being
conducted by Study Circles under its jurisdiction. Formats for reports on such monitoring are
givenin Form 4.C.01-A for Regiona Councilsand Form 4.C.01-B for Branches.

4.C.02 CPE Records of members of CPE Chapters are to be maintained by Regional Councils under
whose geographical jurisdiction the concerned CPE Chapter functions. CPE Records of
members of Study Circles are to be maintained by Regiona Councils or Branches under
whose geographica jurisdiction the concerned Study Circle functions. For this purpose,
Form 4.C.02 must be filled in by the Convenor of the CPE Chapter and sent to the Regiona
Council concerned with the endorsement of a designated member of the Regiona Council.
Likewise Form 4.C.02 must be filled in by the Convenor of the Study Circle with the
endorsement of a member of the Branch Managing Committee as may be designated by the
Branch Managing Committee or in the case of a Regional Council, by a designated member of
the Regiona Council.

4.C.03 Individual members, seeking credit of CPE hours as may be permissible under the CPE
Statement, must do so in Form 4.C.03.

4.D. Obligation for Production of Recordsunder clause 7.3 of the Statement

4.D.01 At the time of paying the annua membership fees, a member who is obliged to undertake CPE
as per Statement on Continuing Professional Education will be required to confirm that he had
completed the minimum annua requirement of CPE credits.

4.D.02 A member has to submit the records in this regard for inspection as and when required by the
Institute.

4.D.03 All the Regiona Offices have to submit an annua report to the CPE Directorate about the
members who didn’t comply with the requirements of the CPE. The CPE Directorate will
place the consolidated report based on the reports submitted by al the Regional Councils
before CPE Committee, which will place the same before the Council to take appropriate
action in this regard.

4.D.04 The annual report as required under point 4.D.03 above should be submitted on or before 31st
March of the immediately following year.

4E. Concluding Remarks

4.E.01 The forms as enclosed will not be sent in multiple bodies to the POUs. POUSs are required to
develop the formats on a computer, and to the extent possible, email the completed forms to
the CPE Directorate. Sending of forms in hard copy is to be avoided as much as possible.
The relevant e-mail address for this purpose is cpeadmin@icai.org.




4.F  Effective Date
This advisory comes into effect from 1% July 2003.



Form 4.B.02

Format for Summary Schedule of CPE Programmes
for the calendar year

Name of the POU
Unique Area Code No.

Total No. of members
in POU

Total No. of members
(in practice) in POU

Programmes actually held during the first quarter (January -- March )

S.No. CPE Programmes conducted Dates Indicate whether the topic
is obligatory or optional as
per the CPE Calendar

CPE Credit hou
granted

Programmes proposed to be held during the remaining three quarters of the calendar
year (April - December ) as well as the first quarter of the next calendar year

(Jan-March )

S.No. CPE Programmes proposed to be Tentative Indicate whether the topic is
conducted Month/ obligatory or optional as per
Dates the CPE Calendar

Proposed CPE C
hours




Form 4.B.03.A.1

Name of the POU :
Unique Area Code No.

Format for Budgeted Financial Details of CPE Programmes

Budgeted Financia Details in respect of (Details
of the CPE Programme)
Expenditure Budgeted Revenue Budgeted
Rs. Rs.
Honorarium to Faculty Members Participation Fees
Venue Charges Sponsorships
Refreshment Expenses Other incomes (with details)

Rent for Training Equipments

Programme Kits

Travel Cost Outstation/Local

Other Expenses (with details)

Surplus Deficit (if any)




Name of the POU

Unique Area Code No.

Form 4.B.03.A.2

Format for Financial Details of CPE Programmes

Financial Details in respect of

Programme)*

(Details of the CPE

Expenditure

Budgeted Rs.

Actual Rs.

Revenue

Budgeted Rs.

Actua

Honorarium to Faculty
Members

Participation Fees

Venue Charges

Sponsorships

Refreshment Expenses

Other incomes (with
details)

Rent for Training Equipments

Programme Kits

Travel Cost
Outstation/Local

Other Expenses (with details)

Surplus

Deficit (if any)




Form 4.B.03-B

Format for CPE Attendance Record®

Name of the POU
Unique Area Code No.

Details of the programme :

Date
Topic Time
CPE Credit Hours
Signature
S.No. Membership No. Name of the Member Remarks, if any
Day 1 Day 2 Day 3

A Summary Sheet containing the names and membership number who had attended the entire
programme should be sent to the concerned Regional Council (in case of programmes organized by

Branches) and to the CPE Directorate.

* The POUSs can circulate pre-printed attendance slips (which may be signed and submitted to the

POUs by the participants) along with the CPE Programme Kkits.



Form 4.B.03.C

Format for Feed back for CPE Programmes

Name of the POU

Unique Area Cod

Details of the Pro

e No.

gramme :

Title of the Programme

Date and Timings

CPE Credit_____ Hours.
1. Your experience in the profession@
0] Less than 5 Years
(i) More than 5 but less than 10 Years
(iii) More than 10 Years
2. What were your immediate expectations before attending the CPE programme?
0] A refresher for enrichment of knowledge
(i) Shall be of a routine one which you were bound by the profession
(iii) An occasion to meet your fellow members and share your experience
(iv) Meet resource persons and get to know their expertise relating to your
field
) Shall not be of any use to your job career
3. Please indicate your assessment of the following aspects of the programme:
(M Programme Design Excellent Good Moderate Poor
(ii) Reading Material Excellent Good Moderate Poor
(iii) Academic Content Excellent Good Moderate Poor
4, How were the arrangements made by the POU for the CPE programme?
0] Meticulous and Excellent
(i) | Good

@ Kindly put tick marks wherever boxes have been provided.



(i)

Satisfactory but average

)

Need to be improved

W) Other comments, if any.
5. Your opinion, was the CPE programme too tight scheduled?
e [ e [
6. After attending the training programme, do you feel that you have been
(@) Enriched with knowledge and highly motivated
(i) | Enriched with knowledge only
@iif) | No enrichment and mere attendance for the
programme
(iv) | Desired that training programme be given at initial
years and not in late years job
7. Having been through this programme please give your suggestions for improvements
of the future programme(s).
(i)
(i)
(i)
8. Kindly indicate how effective were the following sessions/topics to you
S.No | Topic Faculty Excellent | Very Good Good Fair
0)
(ih)
(iii)
(iv)

Name, membership number and address:
(Optional)



Form 4.B.05

Format for Pre-approval for CPE Programs
that are not covered under CPE Calendar

Name of the POU: Unique Area Code No.

To

The Director (CPE)
CPE Directorate of ICAI
IP Marg

New Delhi

Dear Sir,

Sub: Request for CPE Credit for non-CPE Calendar programme

We are organising a CPE Programme, topics covered in which, are not covered in the
CPE Calendar intimated to us.

The details of the programmes are as under:

Title

Date(s)

Topics to be covered and duration of the
Technical Sessions

Details of learning objectives,
programme design, learning technology,
sources of background materials

Name of the faculty and brief profile

No. of CPE credit hours requested for

We undertake:

1. To strictly adhere to the proposals given above.

2. To announce the CPE credit only upon receipt of the confirmation from the CPE Directorate
in this regard.

We request you to kindly arrange to intimate the applicable CPE Credit hours for the
members of our Institute who will be attending the above programme.

Thanking you,
Yours faithfully,

Signature
(Name of the Office Bearer / Officer)




Form 4.B.06

Format for Certificate of Participation in the CPE Programmes

THE INSTITUTE OF CHARTERED ACCOUNTANTS OF INDIA
INDRAPRASTHA MARG, NEW DELHI - 110 002

RECORD OF PARTICIPATION

SERIAL NO: CPE/ DATE:

WE ARE PLEASED TO RECORD THAT

(NAME OF PARTICIPANT)

(MEMBERSHIP NO)

HAS ATTENDED THE SEMINAR/COURSE ON

(SEMINAR/COURSE TITLE)

(HELD AT)

(HELD ON/BETWEEN)

(ORGANISED BY)

THE CPE CREDIT FOR THIS PROGRAMME IS HRS.

SIGNATORY SIGNATORY

PLACE:



Form 4.B.06A

THE INSTITUTE OF CHARTERED ACCOUNTANTS OF INDIA
INDRAPRASTHA MARG, NEW DELHI - 110 002

RECORD OF PARTICIPATION

Serial No: CPE/ Date:

We are pleased to record that

(Name of the Member)

(Membership No)

Has undertaken the following Learning Activity within the Framework of the Statement on Continuing
Professional Education of this Institute

(Details of the learning activity)

(Held at)

(Held on/between)

(Organised by / On behalf of)

The CPE Credit for this learning activity is__ Hours

Secretary
Continuing Professional Education Committee



Form 4.B.06B

Format for Periodic Certificate of Participation in the CPE Programmes

THE INSTITUTE OF CHARTERED ACCOUNTANTS OF INDIA
INDRAPRASTHA MARG, NEW DELHI - 110 002

RECORD OF PARTICIPATION

SERIAL NO: CPE/ DATE:

We are pleased to record that

(NAME OF PARTICIPANT)

(MEMBERSHIP NO)

Has attended the following CPE Programmes during the period from:
to :

Sl. Titles Of Seminars / Held At | Held On/ Organised | CPE
No. | Courses Between by Credit
SIGNATORY SIGNATORY
Name: Name:

Designation: Designation:

Place:



Form 4.B.07

Format for sending copies* of materials distributed in the CPE
Programmes (Preferably by e-mail)

The Director (CPE)
CPE Directorate of ICAI
IP Marg

New Delhi

Dear Sir,

Sub: Copies of materials (preferably softcopies in CDs) distributed in the CPE
Programmes

We are pleased to send herewith copies of the materials distributed in the CPE
Programmes organised by our Regional Council/Branch, details of which are as under:

Title of the CPE Programme

Date(s)

Timings

CPE Credit Granted

No. of participants attended

No. of members participated

S.No. Topic Name of the softcopy

1)

2)

3)

4)

Kindly acknowledge receipt.

Thanking you,
Yours faithfully,

Signature
(Name of the Chairman/Secretary of the Regional Council/Branch)
Name of the POU:
Unique Area Code No.:

*Copies of material should be in MS Word format. Sending the background material by email preferred.




Form 4.B.08

Format for Periodic Report on CPE Programmes by the Regional
Council and Branches to the CPE Directorate of the Institute

To

The Director (CPE)
CPE Directorate of ICAI
IP Marg

New Delhi

Name of the Regional Council/Branch

Period Covered (Month)

Details of CPE Programme organised

No. Title of the Date | No. of No. of Nature of the Programn
Programme participants members of
ICAI
participated

Obligatory | Opti-
onal

Thanking you,

Yours faithfully,

Signature
(Name of the Office Bearer / Officer)




Form 4.C.01.A

Format for Consolidated Report on CPE activities

Report on the CPE activities covering (Region)
(This Report by Regional Council should cover the Reports submitted by the
Branches and be sent to the CPE Directorate of the Institute at New Delhi.)

Name of the Regional Council

Period Covered (Month)

1.

Please indicate your assessment of the following aspects of the programme that have
been organized by the POUs in your Region:

(i) Programme Design Excellent Good Moderate Poor
(ii) Reading Material Excellent Good Moderate Poor
(iii) Academic Content Excellent Good Moderate Poor

Separately indicate the names of those programmes and POUs whose programmes are not upto mark on the
above three counts.

How were the arrangements made by the POU for the CPE programme in your Region?

(i) Meticulous and Excellent

(i) Good

(iii) Satisfactory but average

(iv) Need to be improved

() Other comments, if any

(vi) Enriched with knowledge and highly motivated

(vii) Enriched with knowledge only

(viii) No enrichment and mere attendance for the programme

(ix) Desired that training programme be given at initial years and not in late years job

Having reviewed the CPE Activities in your Region, please give your suggestions for
improvements of the future CPE programme(s).

0]

(ii)

(i)

Having reviewed the CPE activities in your Region / Branch, please indicate theissues
that have to be looked into by the CPE Committee of the Institute.

(i)

(if)

()




Form 4.C. 01.B

Format for the consolidated Report on the CPE activities covering

(Name of the Branch)

(This Report has to be sent to the concerned Regional Council to enable them to
prepare a consolidated Report for the Region and to submit to the CPE Directorate
of the Institute at New Delhi.)

Name of the Branch

Period Covered (Month)

1 Please indicate your assessment of the following aspects of the programme that have
been organized by the Study Circles coming under the purview of your Branch:

(iii) Programme Design Excellent Good Moderate Poor
(i) Reading Material Excellent Good Moderate Poor
(iii) Academic Content Excellent Good Moderate Poor

2 How were the arrangements made for the CPE programme by the Study Circles coming
under the purview of your Branch?

0] Meticulous and Excellent

(i) Good

(iii) Satisfactory but average

(iv) Need to be improved

V) Other comments, if any

(vi) Enriched with knowledge and highly motivated

(vii) Enriched with knowledge only

(viii) | No enrichment and mere attendance for the programme

(ix) Desired that training programme be given at initial years and not in late years job

3. Having reviewed the CPE Activities in your jurisdiction, please give your suggestions for
improvements of the future CPE programme(s).

(i)
(if)
(iii)

4, Having reviewed the CPE activities in your jurisdiction, please indicate the issues that
have to be looked into by the CPE Committee of the Institute.

0]
(if)
(i)




Form 4.C.02

Format for Request for CPE Attendance Record for the CPE
Programmes organized by the CPE Chapters® / Study Circles

To

The Chairman

(Regional Council / Branch) which has supervised the CPE programme

Dear Sir,

Kindly arrange to record the participation of the following members in the CPE programme organized

by us details of which are as under:

Name of the CPE Chapter / Study Circle

Unique Area Code No.

Date, time and location of the CPE Programme

Title of the CPE Programme and Subject matter of discussion
in the CPE Programme

Name of the Discussion Leader and brief Background of
Discussion Leader indicating his technical qualifications for
the particular subject

Details of materials proposed to be distributed

Name of the Regional Council or Branch which has
supervised the programme

Type of the CPE programme

Obligatory

Optional

Any other

Details of authorization letter received from CPE Directorate
for non-CPE calendar programme

CPE credit requested

Details of the members who had attended the CPE
Programme

Attach Annexure to this Form containing Sl. No., Membership
Number and Name of the Member that has been certified by tf
supetrvisor, if any, who had been nominated in this regard by tt
Regional Council / Branch under whose supervision the CPE
programme was conducted, photocopy of the attendance regis
Attendance slips

We further request you to kindly arrange to issue us the Certificates of Participation to enable us to
distribute the same to the members of our Institute who had participated in the above programme.

Thanking you,

Name of the Convenor

Yours faithfully,

(Signature of the Convenor)

# CPE Chapters should submit the form to the concerned Regional Council.



Form 4.C.03

Format for request for CPE credit by individual members for seeking

To

CPE hours permissible under the CPE Statement.

The Director (CPE)
CPE Directorate of ICAI

IP Marg

New Delhi

Dear Sir,

Sub: Request for CPE Credit

| am pleased to inform you that | have attended the following programme / learning
activity for which | request you to arrange to grant me appropriate CPE Credit Hours as per the
CPE Statement:

SI No. Details of the learning activity Details of Documentary
Support attached with
this letter

1) | Faculty in a CPE program

2) | Coordinated CPE program

3) | Coordinated interactive media programs

4) | Attended meeting of Working Groups/Technical Committees of the Institute, Govt.
agencies or regulatory

5) | Completed technical research commissioned by the ICAI

6) | Any other programme organized by other than POUs as per the CPE Statement
(Prior intimation is required for this category of learning activity)

7) | Prepared basic draft of CPE/Technical Material, and/or vetted, reviewed, updated
the background material/technical material

8) | Prepared article which is published in any newspaper, professional journal or is
part of the proceedings of a Conference organised by the POUs or any other
recognised professional body

9) | Any other activities for which CPE credit is to be sought (Prior intimation is
required for this category of learning activity)

| request you to arrange to do the needful at the earliest possible time.

Thanking you,

Yours faithfully,

Signature

Name of the member
Membership Number




CPE Advisory
5. MANAGEMENT OF PROGRAMME COSTS

5.A. Introduction

5.A.01 The Statement on Continuing Professional Education issued by the Institute requires that the
Continuing Professional Education Committee (CPEC) shall issue directions and other
instruments from time to time to enable program designers, developers and organisers as well
as dl other persons connected with Continuing Professiona Education (CPE) activities at
Programme Organizing Units (POUs) level as defined in the Statement on CPE, to discharge
their responsibilities.

5.A.02 This advisory is meant as a guidance and direction to POUs to manage the costs relating to
CPE Programmes. CPEC is aware of the fact that conducting CPE Programmes to meet the
CPE requirements of members of the Institute would involve enormous financia flows at the
POUs level and this advisory is being issued to develop appropriate system in this regard.

5.A.03 It should be the endeavour of each CPE POU to provide the best possible technical inputs to
the members of the Ingtitute at minimum possible costs.

5.B. Direct and Indirect Costs
5.B.01 Following are the indicative direct costs associated with the conduct of CPE Programmes:
1. Cost of printing brochures of the programme
Honorarium to faculty members
Cost of mementos to the faculty and dignitaries
Cost of banners and backdrops, flower arrangements, press kits
Cost of lodging — wherever applicable
Venue charges
Refreshment expenses
Rent for training equipments
Programme kits — background materials (including photocopying charges, cost of
Ingtitute’s publications), pads, pens other sationeries distributed amongst the
participants
10. Trave cost (outstation/local) (separately for organizers and outstation faculties)
11. Other direct expenses (with details)

© N OO WD

B.02 Following are the indicative indirect costs associated with the conduct of CPE programmes

1 Cost of digtribution of brochures and other promotiona stationeries such as courier
charges etc.

2. Telephone and other communication related expenditures with participants and resource
persons.

3. Proportion of staff salaries on alogical basis.

5.C. Annual Budget for the CPE Programmes



5.C.01 It issuggested that the POUs should prepare an Annua Budget for the CPE Programmes.

5.C.02 The Annua Budget for the CPE Programme to be prepared by the POUs should take due
cognisance for the CPE Grants that are being released by the Ingtitute, wherever applicable.

5.D. CPE Programmesto beconducted on sdf financing basis

5.D.01 It should be the endeavour of the POUs to conduct each CPE Programme on a sdf-financing
basis.

5.E. Fixation of Participation Fees

5.E.01 The POUs should fix the participation fees for each CPE programme in a way to recover al
direct and indirect expenses connected with the conduct of the specific programme.

5.E.02 To the extent possible, POUs may adopt differentia participation fee structure for the fellow
and associate members of the Ingtitute. This is intended to enable the associated members to
meet the CPE requirements at comparatively lower costs.

5.E.03 POUs are required to prepare, the financial details of each CPE Programme in the format,
which has been recommended in the Advisory on CPE Documentation. (Form 4.B.03. A).

5F. Preparation of Financial Details of CPE Programmes

5.F.01 POUs are required to prepare the financial details of each CPE Programme in the format,
which has been recommended in the Advisory on CPE Documentation. (Form 4.B.03.A.1 and
4.B.03.A.2)

5.G. Circumstances wherethe CPE programmes costs may exceed the programme revenues

5.G.01 The following are the possible circumstances wherein the costs associated with the conduct of
a CPE programme may exceed the incidental revenues:

()  Enrolment of participants is less than anticipated.
(i) Unanticipated expenses such as travel cost of outstation faculty in place of local faculty.
(iif) Cancellation or postponement of any programme.

The POUs should adopt gopropriate Strategyy to reoup such losses out of the revenues or ather possible inflows
from future CPE Programmes

5.H. Programme Costs of Residential Programmes

5.H.01 POUs may adopt a differentia fee structure for the participants meeting the following criteria:
() Requedting for extrafacilities.
(i)  Accompanying Persons.
(iif) - Willing to forego certain facilities offered.

5.1. Cost control Measures

5.1.01 POUs should try to control the costs associated with the conduct of CPE Programmes. The
following suggestions may be noted in this regard:
(i) To the extent possible resource persons available at the nearest place should be invited
to address the programmes.

(i) Appropriate negotiations have to be made with the organizations that are providing the
venue to charge minimum possible charges for the programme.



5.J.
5.J.01.

S5.K.

(iii) Expenses relating to formal Inauguration and Vaedictory have to be kept at the
minimum.

(iv) To the extent possible Ingtitute’'s publications should be circulated as background
materials.

(v) Expenses, which are not adding value to the technical knowledge of the members such
as, programme kKits, etc have to be kept at the minimum possible.

Conclusion

POUSs should try to maintain the direct and indirect costs associated with the CPE programmes
a the lowest possible levels so that the programmes would become financially attractive to
enable the members to attend in large numbers.

Effective Date
This advisory comes into effect from 1 July 2003.



CPE Advisory
6. DEVELOPMENT OF BACKGROUND MATERIAL

6.A. Introduction

6.A.01 The Statement on Continuing Professional Education issued by the Institute requires that the
Continuing Professional Education Committee (CPEC) shall issue directions and other
instruments from time to time to enable program designers, developers and organisers as well
as dl other persons connected with Continuing Professional Education (CPE) activities at
Programme Organizing Units (POUs) level as defined in the Statement on CPE, to discharge
their responsibilities.

6.A.02 The guidance and direction contained in this advisory is the minimum requirement. The
POUs are welcome to develop the CPE Background Materials provided such materials are
developed, which meets these minimum requirements in the interest of the Chartered
Accountancy profession.

6.B. Development of Background Materials

6.B.01 The POUs should make every effort to get the technical papers from the resource persons who
had agreed to address the Continuing Professional Education Programmes (CPEPS), which

should form part of the CPE Background Materials for the relevant CPEPs.

6.B.02 The CPE Background Materids have to be developed as self-learning booklets in the form of
handbooks with proper mix of theory and practical case studies, which can effectively aid our
members to link the theory and practice.

6.B.03 The background materials on accounting and auditing areas have to be prepared to reflect the
current technical pronouncements of the Institute. Similarly background materials covering
legal enactments should be prepared to reflect the current provisions and guidance thereof.

6.B.04 The background materials have to be prepared in such a way that they contribute towards the

following strategic result areas of:

. Leadership of our members in the subject areas being covered in the background
materials.

. The technical contents of the background materials should increase the capabilities of
our members

. The background materials should lead to increasing the capacity of the members to
deliver quality service to the stakeholders of the profession.

6.B.05 The background materials to the extent possible should have the following three parts:

. Technica papers prepared by the resource persons who have agreed to address the
CPEPs.

. Technical papers published in the Chartered Accountant Journal on the relevant topics.

. Technica papers published in other professiond journals with appropriate permissions
to avoid copy right violations.

. Technical pronouncements of the Indtitute, if available.

. Latest circulars of Statutory Authorities (wherever applicable).

6.C. Disclaimer

6.C.01 Every  background  material should contan the following  disclaimer
at an appropriate place preferably in the copyright page of the background material:



6.D.

“The materia is prepared for use in educational programmes conducted by the Ingtitute of
Chartered Accountants of India. The views expressed herein do not necessarily represent the
views of the Council of the Ingtitute or any of its Committees.”

Conclusion

6.D.01. The POUs should recognize that the background materias are an important medium through

6.E

which our members develop and maintain speciaized set of knowledge and competence.
Moreover the endeavour of the POUs should be to develop the background materialsin such a
way that they provide aready source of professional help to the members of the Ingtitute.

Effective Date
This advisory comes into effect from 1 July 2003.



CPE Advisory

/. CPE SUPPORT IN MEMBERS TO MOFUSSIL
AREAS AND REMOTE PLACES

7.A. Introduction

7.A.01 The Statement on Continuing Professional Education issued by the Ingtitute requires that the
Continuing Professional Education Committee (CPEC) shall issue directions and other
instruments from time to time to enable program designers, developers and organisers as well
as al other persons connected with Continuing Professional Education (CPE) activities at
Programme Organizing Units (POUS) level as defined in the Statement on CPE, to discharge
their responsibilities.

7.A.02 This advisory is meant as guidance and direction to Programme Organising Units (POUs) —
especialy the Committees of the Ingtitute, Regional Councils and Branches of the Institute - to
provide CPE support to members of the Ingtitute residing / practicing in mofussil areas and
remote places to meet the objectives of CPE as envisaged in the Statement on Continuing
Professional Education. It should be appreciated that the members in mofussil areas and
remote places are aso torchbearers of the profession and they must be provided with all
possible CPE infrastructure to meet the expectations of the stakeholders.

7.A.03 POUs may adopt appropriate strategies much beyond the guidance and direction contained in
this advisory to meet the CPE requirements of the members of the Ingtitute residing /
practicing in mofussil areas and remote places.

7.A.04 The members in mofussil areas and remote places should aso come forward to take up
additional responsibilities by way of forming CPE Chapters to conduct CPE Programmes.

7.B.  CPE Support toMembersin Mdfussl Areesand Remate Places

7.B.01 The POUs should keep the members in mofussil areas and remote places - which are coming
under their geographical jurisdiction - in their regular mailing lists.

7.B.02 All Regiona Councils and Branches are enjoined to provide a list of such mofussil areas and
remote places falling within their jurisdiction to CPE Directorate within 30 days from the
publication of this advisory.

7.B.03. POUs should attempt to conduct specia programmes preferably for the benefit of membersin
mofussil areas and remote places keeping the required travel time and the facilties for
transportation etc.

7.B.04. The programmes meant for the members in mofussil areas and remote places, should
preferably be held during the week ends.

7.B.05 The POUs should try to conduct afew CPE Programmes in places, which are negrer to the mgarity
of themambearsregding in mofuss| aress and remote placesin the geogrgphicd jurisdidtion of such POUS

7.B.06 POUs should design self-teaching programmed texts for members in mofussil areas and invite
detailed feedback (which can aso serve to gauge whether member has gone through the
material or not) from the member. The CPE Committee will issue specia directions for giving
CPE credit hours for such CPE work after Regional Councils / Branches demonstrate their



intention of pursuing this method through the submission of adequate material to CPE
Committee for evaluation and approval.

7.B.07 Information regarding the CPE Programmes should reach such members sufficiently in
advance to enable the members to plan attending such CPE Programmes.

7.B.08 Members in mofussil areas and remote places who intend to come to the places where the
POUs are located for professiona work or otherwise should explore the possibility of
combining their tips which will coincide with the CPE Programme dates of the relevant
POUs.

7.B.09 Membersin mofussil areas and remote places may try to attend CPE Programmes carrying the
minimum number of annual requirement of the CPE Credit so that they can avoid traveling
frequently exclusively for meeting the requirements of the CPE.

7.C. Conclusion

7.C.01 Meseting the CPE requirements of the members in the mofussil areas and remote places is an
important task before the POUs to enable such members to maintain and develop their core
competencies in line with their counter parts who are settled / practicing in places where the
infrastructure is adequate to meet the CPE requirements. It should be our endeavor to enable
such members to aso benefit from the emerging prof essional opportunities.

7.D. Effective Date
This advisory comes into effect from 1% July 2003.



