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Instructions to Candidates

CMA Chinese Language Exam
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As a reminder, if you do not test on the assigned testing date, your exam fee will be forfeited. No extensions
are granted.
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These instructions are for your authorization to schedule the examination part(s) with Prometric.
Please note that you have a separate authorization number for each part that you registered to take.
Questions regarding your registration with ICMA should be directed to 800-638-4427 or 86-4000-
462-262(China). We urge you to schedule your test appointment with Prometric as early as possible.
Please be sure that your name as it appears on your authorization letter is the same as your nhame on
the documents that you will use for identification at the testing center. If they are not the same,
please contact ICMA to correct your name.
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Scheduling with Prometric
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The date shown on your authorization letter represents the date on which you are authorized to take
CMA examination part(s).
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e Choose a test site by checking the listing of sites at www.prometric.com/ICMA (a link on the
left hand sidebar on the screen will bring you to the Chinese Language Prometric website), or
ask the Prometric Call Center representative to suggest a center close to your home or office.
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e ICMA is not responsible if you delay scheduling and there are no longer appointments
available on your testing date.
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e Be sure you have your authorization number(s) from the accompanying letter handy, as you
will be required to provide this information.
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e Toschedule your examination, you can visit www.prometric.com/ICMA. You can also call
Prometric's Candidate Service Call Center at 800-479-6370 or the local Prometric Testing
Center at 400 613 7050 to schedule your examination. For International candidates you
should also contact the appropriate Regional Registration Center for initial scheduling
requests by telephone (please note, using regular mail, email, or fax is not a valid scheduling
option).
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e Appointments must be scheduled 40 days prior to the test date.

o WAHEF N H T 40 R5EHTILT

e Once you have scheduled your appointment, it is strongly suggested that you confirm the
date and time of your appointment by visiting www.prometric.com/ICMA and selecting the
View/Print Appointment option.
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e You may be scanned prior to each entry into the test room to ensure you do not have any
prohibited electronic devices. If you decline to be scanned the test center administrator will
be required to submit a report to Prometric and the ICMA.
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Reschedule or Cancellation of a Scheduled Appointment
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Should you need to cancel your appointment you must do so 40 days prior to the test date.
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To cancel or reschedule your appointment, please have your confirmation number ready and visit
www.prometric.com/ICMA or call 800-479-6370 and select option 1 to be directed to the automated
system. International candidates can visit the Prometric web site or call the Regional Registration
Contact Center. Both options are available 24 hours, 7 days a week. If you do not comply with the
cancellation policy, you will be considered a "no-show" and you will need to re-register with the
ICMA and repay the examination fee.
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Identification Requirements
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For admission to the exam, you must present proof of your identify. Only the following are
acceptable forms of valid identification: Chinese National 1D, or passport, or military ID.
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You will NOT be permitted into the examination without proper identification. If you are not
granted access to the exam, you will be required to register again for the exam and pay the full
fee. Without the above listed identification- you will not be able to test.
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The Day of the Exam

Arrive at the Prometric Testing Center 45 minutes before the time of your appointment. If
you are more than 30 minutes late for your scheduled appointment, you will lose your
scheduled sitting and be required to re-register at an additional cost.
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You will be required to sign the Prometric Log Book.
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Bring valid forms of Identification.
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Bring an approved calculator.
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Miscellaneous Information
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Small battery or solar powered electronic calculators restricted to a maximum of six functions
- addition, subtraction, multiplication, division, square root, and percent - are allowed. The
calculator must be nonprogrammable and must not use any type of tape. Candidates also
have the option to use the Texas Instrument’s BA 11 Plus, the Hewlett-Packard 10BII or
Hewlett-Packard 10BI1+ calculators when taking the exams. Candidates will not be allowed
to use calculators that do not comply with these restrictions.
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Candidates will receive one scratch paper booklet initially during their examination.
However, if you require more sheets during the exam in order to complete calculations, you
should raise your hand and ask the test center personnel for one additional booklet.
Candidates are able to keep one used booklet in case they need to refer back to previous
calculations. Candidates will be permitted to trade in one or two used booklets for one or two
new booklets. Candidates are only permitted to have two booklets at any given time. The test
center personnel will then collect and destroy all booklets from each candidate at the end of
their testing session.
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The test center will provide pencils.
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The staff at the Prometric Testing Center is not involved in the development of the
examination or the procedures governing the evaluation of your performance. Questions or



comments on the examination content or performance evaluation should be directed only to
the ICMA.
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e At the beginning of your test administration, you will be given the opportunity to have a
tutorial. The tutorial is not part of your testing time.
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o Immediate results for the CMA examinations will not be provided because the essay questions
will be graded offline. The scores for the multiple-choice section will be added to the scores of
the essay section for a total weighted score of pass/fail reflected in a scaled score for the entire

part.
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Refunds: The examination fee is refundable within 30 days from the date you purchased the

exam and must before the scheduling deadline if no appointment has been set with Prometric. A

processing fee will be subtracted from the refund.
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As areminder, if you do not test on the assigned testing date, your exam fee will be forfeited. No
extensions are granted.
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Regional Registration Contact Center Information
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You can also schedule 24 hours a day, 7 days a week on www.prometric.com/ICMA
AT LABEIS (7%24 & RKIF0O BBl www.prometric.com/ICMA, #THiZ).
1%: 400 613 7050.
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