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Instructions for Candidates

In the 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 you to schedule your examination part(s) with Prometric. Please note that
you have a separate authorization number for each part that you registered for. Questions regarding
your registration should be directed to 86-4000-ima-cma (4000-462-262) or imachina@imanet.org.
You should contact Prometric for your appointment(s) as soon as possible as ICMA is not
responsible if you delay scheduling and there are no longer appointments available on your testing
date. Please be sure that your name as it appears on your authorization letter is the
same as your name 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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o 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 Be sure you have your authorization number(s) from the accompanying letter with you, as
you will be required to provide this information.
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e To schedule your examination, you can log onto the Internet 24 hours, 7 days a week by
visiting www.prometric.com/ICMA. Online is the recommended choice to schedule your
test. You can also contact the Regional Registration Center. Please note, using regular mail,
email, or fax is not a valid scheduling option.
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e Appointments must be scheduled 45 days prior to the test date.
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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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Cancellation of a Scheduled Appointment
Should you need to cancel your appointment you must do so 45 days prior to the test date.
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To cancel your appointment, please have your confirmation number ready and
visit www.prometric.com/ICMA or call the Regional Registration Contact Center. Both options
are available 24 hours, 7 days a week. If you do not sit for the exam on your assigned testing date you
will need to reregister with the ICMA and REPAY the examination fee.
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General Instructions
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e You should arrive at the test site 30 minutes before the scheduled start of the exam. If you
are late you will not be admitted to the examination.
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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 ID, 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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For admission to a Prometric Test Site, you must present proof of your identify. Only the
following are acceptable forms of valid identification.
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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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Miscellaneous Information
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Candidates can use the Texas Instrument’s BA Il Plus, Hewlett-Packard 10BII, OR the

calculator provided by Prometric when taking the exams. Candidates will not be allowed to

use calculators that do not comply with these restrictions.
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The test center will provide pencils for use in making calculations and notes on the provided

scratch paper.
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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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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
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Tel: 86 10 82345674
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