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School / University Exams

Exams Proctor Services Entry Form
Please submit this form at least 7 working days prior to the exam date.
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 Personal Details
	
	

	Last Name
(In Capitals)
	 
	First Name
(In Capitals)
	 

	Date of Birth
(dd/mm/yyyy)
	 
	Gender
	F / M

	Student No.
	 
	ID No.
	 

	Email
	 
	Mobile
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 University/School/Institution Information (applied to)
	

	University/School/Institution
	 

	Contact Name
	 

	Contact Details
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 Module Details
	
	
	

	Title
	Duration(hrs)
	Exam date
	Exam Start Time

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 


**Please note that your requests can be rejected.
	 Examinations are normally held at the time specified by the examining body, which is usually in the morning. Candidates should make their payments in Korean Won as instructed in the ‘Examinations Fee Information Letter’.


· Process
1. Submit the completed entry form to Exams Services at exams@britishcouncil.or.kr
2. Your test schedule will be confirmed within 3 working days on receiving the form.
3. Make the payment for the exam proctor services within the due date.
4. You will receive the final confirmation e-mail.
	
	One Paper only
	Two or More Papers

	Service fee per paper (VAT incl.)
	KRW 231,000
	KRW 161,700


** The above fee includes administration, proctor service, courier, and external exam venue rental fee. Exam Board fee will be charged extra.
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  Notes
· A cancellation fee (25% of the total exam fee) is charged if an exam is cancelled between 7 to 14 business days prior to your exam date.

· No refund will be given if you cancel within 7 business days from your exam date.

· Candidates who are unable to show an appropriate ID on the exam day, or who are absent for personal reasons including a minor illness, will not receive a refund.

All enquiries on Exam Proctor Services are handled by e-mails only.
Please contact us at exams@britishcouncil.or.kr[image: image5.png]
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