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»WELCOME TO ICAI EXAM TEA

BULLET POINTS FOR OBSERVERS
PRE- EXAMINATION ACTIVITIES \




Activity to be done by the Observer

BEFORE 12.15 PM

» Reach at BOB and download the
Mobile Apfplication “ICAI
Observer” rom the Play
store/App store.

» Cut open the “"Code Key”.

» Verify the "Codes on Code key
with sealed packets” and Total
number of packets to be collected
with packet statement.

» Collect all the sealed packed
packet.

» Scan QR code of all the sealed
packets.

» Contact ICAI Exam department
immediately, if any discrepancy
/mismatch found.

S

&=

AT 12.15 PM

Take selfie in the backgro
Bank through the app. Th
capture the location along
date and time.

12.15 PMto 12.25 PM

The Code of Question Paper B
meant for the day of exam w
updated in the Portal through S
on day of exam.



Activity to be done by the Observer

12.30 PM to 1.00 PM

= Reach the Exam Centre with confidential material.
= Ensure sealed packet are kept in safe custody of the Centre Superintendent at the Centre.

01:30 to 1:40 PM

» Sealed packets are to be opened at 1:30 PM by the Centre Superintendent/Chief Invigilator.

» Form Cis to be signed by the Observer and those who are present in control room when the question pa
are opened.

» Ensure that No Exam functionary is in the possession of Mobile/Smart Watch/ Electronic Device, while
guestion paper in the control room / in Exam Hall during Exams.

» Entry of the candidates to be allowed in the exam premises.

» Mobile Phone, smart watch or other electronic device/Bags/belongings of students not allowed inside the exam
Ensure that they are deposited at Mobile/Bag Counter at the centre immediately after entering.

Mobile/Bag Counter should be kept before Frisking point of the candidates.
Frisking of all the candidates to be done by the centre at the entry.

Frisking of female candidates are to be done by female staff only.
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Entry of the candidates in the Exam Rooms/Hall according to seating plan.




DURING EXAMINATION ACTIVITY

1.45 pm sharp

Question Paper with correct code distributed
to candidates / placed on all seats in order
irrespective of Present/absent.

Ensure that all candidates are received
question paper.

Codes are announced / written on notice board

1.45 PM to 2:00 PM
the

Reading time to candidates
descriptive paper)

No reading time is allowed for MCQ based
question paper.

No reading time is allowed to PQC Exams i.e.

INTT AT/IRM Technical Exams

(Only

in exam room. /

1.58 PM to 2:00 PM
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2:15 PM

)

Distribute the Answer books (relevant
prescribed (format) as applicable

To open Seal of MCQ based question paper.
Start writing Exams at 2 PM Sharp.

Late entry allowed upto 2:15 PM (IST)
For PQC Exams late entry allowed upto upto
2:30 PM (IST)



2:00 PM to conclusion of the examination \
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Observer should ensure the arrangement is as per the ICAl guidelines.
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POST EXAMINATION ACTIVIT
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http://observers.icaiexam.icai.org/

FORM/ANNEXURE

To be signed by Observer and other Exam
Functionaries who are present in the Control
Room while opening of question paper

FORM A I Ensure Absentee of the candidates

FORM C

To report UFM Cases (Available with centre in
Instruction to Centre Superintendent)

ANNEXURE 19 To be signed by all exam functionaries (Centre
Superintendent, Chief Invigilator, Invigilators and
Observer/Special Observer)




MOST IMPORTANT

» If you are not able to perform the observer ship duty
selected by you for any reason, it is must to decline the
duty on the Portal and inform the ICAlI Exam
Department well in advance to enable us to make
alternative arrangements. Kindly have a note that if the
observer ship duty is not followed as per ICAl Guidelines
or any unauthorized absence from observer duty/ from
the Exam Centre will be viewed seriously.




»In case of any clarification/assistance, prior t
during the course of examinations, you may con
any of the following Officers of the Examinat

Department

Sl No

Name and Designation of the designated officer

Contact Numbers

1

Dr. Sunil Pandey, Sr. Executive Officer

09560507605
0120-3054846 / 3054829

y) Dr. (CMA) Prashant Bakshi, Deputy Secretary
0120- 4953722 /305
3 Shri S.K. Garg, Director 0935085238

09310542611 /




»In case, your issues remain unsolved,

can reach to any of us:

Name of the Committee Member

Mobile No.

CA. Piyush S Chhajed, CCM 9819084820
CA. Cotha S Srinivas, CCM 9845063387
CA. Umesh Sharma, CCM 9822079900
9885200029

CA. Dayaniwas Sharma, CCM
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