EXAMINATION ADMISSION

INFORMATION AND INSTRUCTIONS

TO MARYLAND CPA CANDIDATES

NOVEMBER 6 & 7, 2002
The Maryland Board of Public Accountancy advises that each candidate carefully read the entire document and expects complete compliance with the procedures and policies contained herein.  It is each candidate’s responsibility to be well informed regarding these instructions.

1. TEST SITES: Prince George’s Showplace Arena, 14900 Pennsylvania Avenue, Upper Marlboro, Maryland 20772 and the Maryland State Fairgrounds, 2200 York Road, Timonium, Maryland 21093. NOTE: Both examination sites are located in heavy traffic areas.  Candidates are advised to add an additional hour to their expected travel time to ensure timely arrival for the examination. Candidates are also advised to visit the assigned test site in advance to accurately determine traffic patterns and travel times. There is ample, free parking at both sites.

2. ENTRANCE/EXIT DOORS – Candidates must enter/exit through designated doors. The doors will be marked accordingly.
3. REPORT/SEAT TIME: For prior CPA exams, you were given a “Report Time”.  You will notice on this admissions document, that you have been given a SEAT TIME, which is different than the Report Time in the past. The difference is that you must be in your assigned seat at the Seat Time that is noted on your admissions document.  Test directions will begin at that time.  No one will be admitted after that time, as it is disruptive to testing procedures and to the seated candidates. No exceptions!  The exam fee will then be forfeited and if you are a conditioned candidate, you will lose a sitting.  This is a professional licensing examination and it is expected that you will be on time.  It is suggested that you plan to be at the test site 30 minutes prior to the seat time.

4. PICTURE ID/ADMISSIONS 
LETTER  - You must bring the admissions letter with you for the session noted on it and a form of picture identification that also bears your signature (e.g. - driver’s license, passport, military ID, State photo ID).  You will not be permitted to take the examination if you do not have your admissions letter and picture ID.

5. SEATING:  Note the seat number on your admission document(s).  It may be different for each section of the exam that you are taking.  You must sit in the seat that has been assigned to you, unless otherwise directed by the Chief Proctor.  You may not request a seating change at the test site, nor change your seat assignment yourself.  Upon entering the examination room, move quickly to your assigned seat.  Rows will have seat numbers posted at the aisle end.  Be seated and remain seated for directions.  Place your admissions document (be sure you have the right one for that session) and your picture ID above the writing mat at your place for the proctor to check.)  Note:  if necessary, use the restroom prior to being seated.  Once you enter the test room, talking among candidates must cease.  If you need assistance of any kind, go to the proctor for your section.  NO HATS /COATS/ JACKETS/ SWEATERS/ FLEECES WITH POCKETS, BUTTONS AND OR ZIPPERS may be taken to your seat. Only pullover sweatshirts or sweaters (with no pockets) will be permitted.   If you remove a sweater, sweatshirt or other like garment during the examination, raise your hand and the proctor will come to you and place it in the box.  You may not keep any clothing not being worn at your seat.

6. TEST MATERIALS:  The following will be provided for you to take the examination:

#2 Pencils/with eraser caps Calculator
   You may not bring any writing implements with you into the examination room.  Each candidate will be provided with 2 sharpened pencils for each session.  If a pencil must be replaced during a session, raise your hand with the pencil in it and a proctor will come to you with a replacement.  The pencils will be collected with your test materials at the end of each session.  A non-programmable calculator will be provided for those taking ARE and FARE.  Calculators may not be tampered with in any way and will be collected after each session.  Candidates may not remove calculators from the test room.

7.
PROHIBITED ITEMS AND MATERIALS - Refer to the list of permissible and non permissible items and materials ON THE BACK PAGE.  

8.


PERSONAL HYGIENE PRODUCTS WILL BE PROVIDED AT TEST SITE – Personal hygiene products will be available at the examination sites for any candidate who needs them during the administration of the CPA examination.  Candidates will not be permitted to bring their own personal hygeine products.   Candidates will have an opportunity to request and obtain personal hygiene products from the proctors during the administration of the examination.

9.  

MEDICATION - Candidates who are required to take medication during the administration of the CPA examination must  bring these items in a clear plastic bag with your name/ID# already on it.  When needed, medication must be removed  from the bag and taken in the presence of the proctor.  (Note: medication must bear a pharmacy  label) PURSES AND/OR WAIST PACKS ARE NOT ALLOWED.
10.

SMOKING POLICY – Smoking is not permitted in the exam room nor within the exam   facility  (includes lobby, restrooms).  Regulations became effective March 27, 1995 in   the State of Maryland, which prohibit smoking in a variety of venues including those   used for the CPA examination.  Candidates may not leave the building to smoke  during the examination.  If you wish to smoke, you must do so before entering and   after exiting the building for each test session.   (Reminder:  Do not litter the grounds with cigarette butts.)

11. 

TELEPHONE CALLS – You may not receive nor make telephone calls during the    examination session.  The following numbers may be called in the event of an  emergency only:

Timonium Site – (410) 252-0200.

 Upper Marlboro Site – (301) 952-7900.

   Site staff will relay the message to the head proctor who will have  a cell phone.  If you receive such a call and must exit the examination session, you will  not be permitted to resume testing. Further, you will lose credit for parts already taken and will not be permitted to sit for the remainder of the examination sessions. 

12.

LUNCH  - The examination room must be cleared during the lunch break. You are    advised to pack a lunch and leave it in your vehicle if you are reporting for both an A.M. and P.M session on the same day.  A lunch break will be given of approximately 1 hour. Please note: due to the number of exam candidates, the population density of the areas in which the test sites are located, and the proximity of restaurants to the test sites, going off site for lunch may cause you to be late returning to the site.  Remember, if you are not in your assigned seat by the time noted on your admissions card, you will not be admitted to the test room.  Lateness will cause your entire “sitting” (all sessions for the November 2002 exam) to be lost.

13.

EXAMINATION RESULTS – The National Release Date for the November  2002 CPA Exam is  Monday, February 3, 2002..  Results will be mailed to the address indicated on your most recent  application.  If you move in the interim, you must notify the Maryland Board, in writing, by Fax  410-333-6314 or by e-mail to: cpaexam@dllr.state.md.us at least two weeks prior to the grade release date. Duplicate results will only be issued 10 days after the National Release Date.  A list of passing candidates will be posted on the Board’s web site on the National Release Date.  Please do not call the Board’s office regarding the list posting as unnecessary calls delay staff from timely completion of these tasks.

14.

NAME CHANGE – If you change your name, you must send supporting documentation such as a marriage license or other legal document to the Board’s office so that your records can be up-dated.  FAX to: 410-333-6314.

TAKING THE EXAMINATION

CONDITIONAL CREDIT – The Maryland Board Regulations state the following: “A candidate who presents himself/herself for examination for all subjects and who received a grade of 75 or higher in two subjects in the examination shall be given conditional credit on the subject areas passed if the candidate has a minimum of 50 or better in the subjects the candidate has failed to pass.  A candidate must sit for all of the remaining subjects at each sitting within the next five succeeding examinations given by the Board and must again have a minimum score of 50 in each subject failed to get credit for any subject passed.”  If granted, conditional credit will excuse the applicant from retaking those subjects of the examination passed, provided the applicant passes the remaining subjects of the examination within the next five succeeding examinations given by the Board.  (The AICPA Professional Ethics course/exam is not a subject for which conditional credit is given.)

EXAM ID # - The examination identification number (ID #) assigned to the candidate must be used on his/her papers for the purpose of identification. This # appears on the admissions card sent to you recently.  Be certain that this number is on EVERY piece of paper you hand in. The examination ID# is the only means by which your examination papers will be identified when returned to the Board from being graded by the test provider.  There will be no opportunity to amend your examination papers in any way after they have been turned in to the proctor.

ANSWER SHEETS – The sheets you will use to record your answers during the examination are scored electronically. You may use only #2 pencils which will be provided to you at the test site.  You may not receive the same answer sheet layout for each examination; therefore, be absolutely certain that the space in which you have indicated your answer corresponds directly in number with the item in your question booklet.

ANSWER SIMILARITY COMPARISONS – Multiple choice answer sheets are compared electronically for each session of the examination to discover if candidates seated next to each other have 90% or more similar answers for any part of the examination.  The results of any report of suspected cheating are reported to the Maryland State Board of Public Accountancy and will result in an administrative hearing before the Board.  

PROCTOR ASSISTANCE - Proctors may not interpret any of the questions/problems appearing in the examination booklet for you.  Proctors are present to distribute and account for all examination materials and to monitor the examinees. Your cooperation in following all directions is expected by the Board for a successful and secure examination administration.  Proctors can assist you in replacing worn pencils, replacing non-functioning calculators, and additional answer paper, if needed, during the examination.

TIME CHECKS/EXAM STOP – You will receive two warnings of the impending close of each session. The first will be thirty (30) minutes prior to the close and the second will be five (5) minutes prior to the close of the session.  When the close of the examination is announced, pencils must be placed on the table and all work must cease.    Immediately place your test booklet and answer sheet/papers above the writing mat at your place.  You will not be permitted to head-up papers or make any other marks on papers.  Failure to comply with the STOP EXAM order will result in a report to the Maryland Board under the Cheating Policy referenced below.  Candidates must pay close attention to the Chief Proctors directions.

EXAM COLLECTION / FINAL DISMISSAL POLICY – For the security of all test materials, the Maryland Board requires that all candidates remain in their seats during the last 30 minutes of the examination (no restroom breaks during this time.)  Additionally after time is called, the Maryland Board requires that all test booklets and answer sheets must be accounted for before the remaining candidates can be dismissed from the examination room. Your cooperation during this time is expected.  This is still considered to be part of the examination session, therefore in addition to remaining in your seat, there is to be no communication with other examinees.  With your cooperation, this procedure should take no more than 10 minutes and then the Chief Proctor will make the dismissal announcement.

ENVIRONMENTAL DISTRACTORS – Examination procedures have been developed to provide for the most comfortable and quiet test environment possible.  Noises external to the examination room may occur which are not under the control of the Maryland Board or the Chief Proctor. The staff of the site is aware that we wish to provide a quiet testing environment.  You may not wear earplugs as this may prevent you from hearing the Stop Test announcement or emergency announcements.  Further, the examination room temperature may change as the day progresses given the large test population.   You may wish to wear layered clothing that will allow you to adapt to temperature variances.  Please wear soft-soled shoes to contribute to a quiet test environment.

 UNAUTHORIZED ENTRY – Under no circumstance will anyone other than exam candidates or those administering the examination be permitted entry to the examination facility.  Please inform family/friends of this rule.  Such individuals must wait outside of the facility and away from windows/doors.

EXAMINATION SCHEDULE

Wednesday, November 6, 2002  

Morning 
 - 
Business Law & Professional Responsibilities (LPR)

Afternoon
 -
Auditing (AUD)

Thursday, November 7, 2002

Morning
-
Accounting & Reporting (ARE)

Afternoon
-
Financial Accounting & Reporting (FARE)

NASBA QUESTIONNAIRE - A National Association of State Boards of Accountancy (NASBA) questionnaire was mailed with your examination admissions card(s).  Candidates are required to bring the completed questionnaire to the examination.  It will be collected with your admissions card.

AICPA EXAMINATION BROCHURE – The AICPA, which prepares the Uniform CPA Examination for State Licensing Boards, has also provided a brochure entitled Information for Uniform CPA Examination Candidates.  You may obtain a copy of this brochure from the AICPA web site at:  www.aicpa.org  then scroll to the bottom of the page and click on CPA Exam, then select Uniform Certified Public Accountants Exam Candidates Brochure.  The examination specifications (topics covered) are contained in this brochure as well as other examination information. The Booklet is also mailed to candidates. 


Cheating on the CPA Examination represents deceit in obtaining or applying for the CPA license/certificate and is specific cause for disqualification under The Maryland Public Accountancy Act (MD Business Occupations and Professions, Annotated Code of MD, §2-315 (a)(1).

Penalties that may be imposed by the Board for cheating on the examination or removing examination booklets/answer sheets or reproductions of same in any manner will be based upon the seriousness of the situation.  Penalties may range from entering of a failing grade on all parts of the examination in which cheating occurred, suspension of the right to sit for future examinations, and/or immediate expulsion from the examination room.

When a candidate(s) is suspected of cheating, the candidate(s) may be moved to a position in the examination room away from other candidates.  Candidates observed or found to be cheating will be expelled from the examination and will not be permitted to return for subsequent sessions.

If more than one candidate is knowingly involved in a connected offense of cheating, all persons so involved are subject to penalties.

Other jurisdictions to which a candidate may apply for the examination will be notified of the penalty levied in this State.

The Maryland Board of Public Accountancy recently adopted a policy which affects both out-of-state candidates who wish to proctored at a Maryland test site and Maryland candidates who wish to proctored in another state. 

· Must be enrolled in a college/university in the state where proctoring is requested at the time of the examination; need original letter from Registrar of college to indicate your student status.

· Must be on military assignment in the state where proctoring is requested at the time of the examination; need copy of Military orders.

· Must be on temporary work assignment in the state where proctoring is requested at the time of the examination; need original letter from employer to indicate your temporary employment. 

Documentation to support the request must be submitted to the Maryland Board of Public Accountancy 90 days prior to the first day of the examination. Candidates will be notified by letter or e-mail of the Board's decision.  Proctoring is a courtesy extended on a limited basis by state boards of public accountancy and is not guaranteed.


RESTRICTIONS:  Candidates are prohibited from bringing the following items into the test facility:

· Beepers; cell phones; computers; photographic scanning; transmitting devices; or any other type of electronic device.

· Study materials

· calculator watch, alarm watch. 

· food of any kind

· alcoholic beverage

· chewing gum

· books, note cards, paper, magazines, newspaper 

· briefcases, backpacks, tote bags, etc.

· hats (unless of a religious nature)

· radios, tape players, headphones

· croakies or other type of eyeglass “chain” 
· NO LUGGAGE, BACKPACKS POCKETBOOKS OR WAIST PACKS

· NO PERSONAL HYGEINE PRODUCTS

PERMISSIBLE ITEMS:  Candidates may only bring in the following items:

· Admission Letter  

· Photo Identification

· Pillows- standard size, stitched on all sides no zippers, no cases.

· Hard Candies or cough drops – must be unwrapped and in a clear plastic ziplock bag.

· One non-alcoholic cold beverage in unopened bottles or cans.  Hot beverages must be consumed before entry into exam site. 

· Only pullover sweatshirts or sweaters (with no pockets) will be     permitted.

· Eyeglasses (no cases) and wetting solutions for contacts or artificial tears.      

GENERAL INFORMATION
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RESTRICTED AND PERMISSIBLE  ITEMS AT TEST SITE








