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Introduction

This mini guide provides clear, step-by-step information on the required exam paper format and the
correct upload format for submitting your assessment. Understanding and following these
requirements is essential to ensure your work is readable, compliant, and successfully received for
marking.

All guidance in this document is aligned with the following IFoA regulations and policies:

e Assessment Requlations

e Technology and Environment Policy

¢ Exam SMART Technology Policy

Please read this guide carefully before your exam. It is your responsibility to ensure your answers are
produced in the correct format and uploaded according to the instructions provided.


https://actuaries.org.uk/qualify/prepare-for-your-exams/assessment-regulations/
https://actuaries.org.uk/document-library/qualify/my-exams/ifoa-exams/technology-and-environment-policy/
https://actuaries.org.uk/document-library/qualify/my-exams/ifoa-exams/exam-smart-technology-policy/

Examination paper format and upload requirements

Each exam has specific formats for the exam paper and for how answers must be submitted. Please
check your exam below:

Exam Paper & Submission Formats

Exam Exam Paper / Materials Format Submit Answers In Exam Length
CB1 PDF Word 3 hr 20 min
CB2 PDF Word 3 hr 20 min
CS1A PDF Word 3 hr 20 min
CS1B *PDF & Excel Word 1 hr 50 min
CS2A PDF Word 3 hr 20 min
CS2B *PDF & R Data Word 1 hr 50 min
CM1A PDF Word 3 hr 20 min
CM1B *PDF & Excel Excel 1 hr 50 min
CM2A PDF Word 3 hr 20 min
CM2B *PDF & Excel Excel 1 hr 50 min
CP1 Paper 1 & 2 PDF Word 3 hr 20 min
CP2 Paper 1 & 2 *PDF & Excel Word and Excel 3 hr 20 min
CP3 PDF Word 3 hr 5 min
SP1 PDF Word 3 hr 20 min
SP2 PDF Word 3 hr 20 min
SP4 PDF Word 3 hr 20 min
SP5 PDF Word 3 hr 20 min
SP6 PDF Word 3 hr 20 min
SP7 PDF Word 3 hr 20 min

SP8 PDF Word 3 hr 20 min



Exam Exam Paper / Materials Format Submit Answers In Exam Length

SP9 PDF Word 3 hr 20 min
SA1 PDF Word 3 hr 20 min
SA2 PDF Word 3 hr 20 min
SA3 PDF Word 3 hr 20 min
SA4 PDF Word 3 hr 20 min
SA7 PDF Word 3 hr 20 min
Important:

Exams marked with * include additional materials supplied with the PDF Exam Paper (CS1B, CS2B,
CM1B, CM2B and CP2).

The exam platform will NOT accept any file formats other than those listed above.

Make sure you upload your work in the correct format, or your submission may not be accepted.



Writing your submission
When completing your answer files, please follow these rules:

Digital materials

You may only access the official documents provided digitally through the online exam platform:

1. PDF copy of the Assessment Regulations
2. PDF copy of your subject specific Examination Instructions
3. PDF copy of the Mathematical Formulae and Symbols Notation Sheet

No other materials are permitted unless formally approved by the IFoA.
Answering requirements

e All answers must be typed in English (unless the IFoA has given you specific permission
otherwise). Translation tools must not be used.

e You may use any font style or size - no formatting rules are required.

e |f your exam requires you to download an Excel workbook answer template, you are
responsible for saving the answer template correctly (usually to your desktop).

e For CM1B and CM2B, you must complete the Excel answer template provided.
e For CP2, you will be given an Excel file containing the model data.
e |If you are sitting remotely — please turn off the autosave functionality

e You may use Microsoft Word and Excel during any exam.
A blank Excel spreadsheet may also be used as a calculation tool.

e R or RStudio may be used only for CS exams (Paper A and B).

e You may use standard built-in functionality within permitted programs. Unless told otherwise,
you must show calculation steps and/or formulae so examiners can understand your method.

e You must not use any other installed offline applications that store, process, or analyse
information beyond these permitted tools.



Saving and uploading your submission
When the exam ends, you must stop typing immediately.
You then have 30 minutes to upload your file(s).
Saving Your Files
e Save all files to your desktop.
e Save your work at least every 20 minutes during the exam.
e Include your ARN in the file name only.

e Do notinclude your name, ARN, or any personal details inside the document itself (not in
headers, footers, or the content).

e Do not save or rename your file after your exam end time.
Upload Rules
To support marking:

e Do not password protect your files.

Do not include hyperlinks.
e Do not leave messages for markers.

e All answers must be typed unless you have approved Access and Inclusion Arrangements
(typed = keyboard entry).

o Files must be submitted in the correct format and before the upload window closes.

If you do not upload in time, this will result in a fail (zero mark) but will be count as a valid
attempt at your exam.

Important

Any breach of these requirements, which are drawn from the |FoA Assessment Requlations, will be
investigated and managed in line with the Inappropriate Conduct policy (Assessment Requlations:
Part Two pages 11-14).



https://actuaries.org.uk/qualify/prepare-for-your-exams/assessment-regulations/
https://actuaries.org.uk/qualify/prepare-for-your-exams/assessment-regulations/
https://actuaries.org.uk/qualify/prepare-for-your-exams/assessment-regulations/
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