
 

 

Such is the importance of gaining knowledge in one’s life. I urge my dear students to make it a habit 
to learn from whatever source you come across daily in your life. Every person you meet has pearls 
of wisdom to teach you, every object in nature has some beauty hidden and points towards a 
glorious lesson, it is just the burning desire to learn within a person that may make him gem of a 
person. Let me share with you a related story "Empty your cup".  

"Empty your cup" is often attributed to a famous conversation between the Scholar Tokusan (also 
called Te-shanHsuan-chien,) and Zen Master Ryutan (Longtan Chongxin). Scholar Tokusan, who was 
full of knowledge and opinions about the Dharma, came to Ryutan and asked about Zen.At one point 
Ryutan re-filled his guest's teacup but did not stop pouring when the cup was full. Tea spilled out and 
ran over the table. "Stop!Stop! The cup is full!" said Tokusan. 

"Exactly," said Master Ryutan. "You are like this cup; you are full of ideas. You come and ask for 
teaching, but your cup is full; I can't put anything in. Before I can teach you, you'll have to empty your 
cup." Therefore, all of us have to empty our cup and imbibe every learning we come across with an 
open mind. It will also be my advice to keep yourself abreast of latest developments in our 
profession in particular and overall economic happenings in India and globally in general. Go beyond 
boundaries of your syllabus and become a light house of knowledge.  

We are taking many new initiatives for our students, latest one being ‘Academic Helpline 011-6675 
7777’’. It is a facility for those CS students hailing from far flung areas of the country and require help 
in clearing their doubts on subjects concerning CS course on real-time basis. This Academic Helpline 
shall have a best pool of faculty/expert resources to cater to the queries of our students from 7 am to 
11 pm. Such flexible extended hours will help our students to get guidance at their convenience. 

I am sure you must be finding the knowledge hidden in our ancient Indian scriptures presented 
through our initiative ‘Gyan Moti’ on ICSI homepage very useful. Also, ‘info capsules’ is an initiative to 
provide you a daily dose of updated economic happenings around, therefore, take full advantage of 
these initiatives of ICSI to become best version of yourselves. 

I view you all as most sought after future professionals who will be holding the torch of Corporate 
Governance in India high, so keep excelling and enriching yourself.  

Happy reading! 

Best wishes. 

CS (Dr.) Shyam Agrawal 
President, ICSI 
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विद्यानामनरस्यकीर्त िरतुऱाभाग्यऺयेचाश्रयोधेनुुःकामदधुारर्तश्चविरहेनेत्रतृंतीयचंसा।   
सत्कारायतनकुंऱस्यमहहमारत्नवैििनाभूषणम्तस्मादन्यमुऩेक्ष्यसििविषयवंिद्याधधकारंकुरु॥ 

 
विद्याअनुऩमकीर्त िहै; भाग्यकानाशहोनेऩरिहआश्रयदेतीहै, कामधेनुहै, विरहमेंरर्तसमानहै, 

तीसरानेत्रहै, सत्कारकामंहदरहै, कुऱ-महहमाहै, बगैररत्नकाआभूषणहै; 

इसलऱएअन्यसबविषयोंकोछोडकरविद्याकाअधधकारीबन। 
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 Academic Guidance 

  

Organization – An Overview* 
“The Whole is greater than the sum of its parts” 

-  Aristotle 

Organisation is a collective group of persons engaged in pursuing specified objectives. In other 
words, Organisation can be considered as consisting of divisions of work among people and 
coordination of their activities towards some common objectives. According to Chester Barnard, 
“Organizing is a function by which the concern is able to define the role positions, the jobs related 
and the co-ordination between authority and responsibility.” Hence, a manager always has to 
organize in order to get results. 

Importance of Organisation  

1. Effective administration - The organization structure is helpful in defining the job 
positions. The roles to be performed by different managers are clarified. Specialization is 
achieved through division of work. This all leads to efficient and effective administration. 

2. Growth and diversification: The organisation structure  allow the employees the freedom 
to take decisions which helps them to grow. They are always ready to face new challenges. 
This situation can help in the development of the enterprise which also help to increase 
earning capacity of the enterprise. 

3. Optimum Utilisation of Resources: In organisation structure, the entire work is divided into 
various small activities. There is a different employee performing every different job. 

4. Specialization: Organizational structure is a network of relationships in which the work is 
divided into units and departments. This division of work help in bringing specialization in 
various activities of concern. 

5. Sense of security: Organizational structure clarifies the job positions. The roles assigned to 
every manager is clear. Therefore, clarity of powers helps automatically in increasing 
mental satisfaction and thereby a sense of security in a concern. This is very important for 
job- satisfaction. 

 

 

 

 

* Sunaina Bhardwaj, Consultant, ICSI. 

The views expressed are personal views of the author and do not necessarily reflect those of 
the Institute. 
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Process of Organisation 
 

 

 Determination of Objectives  

Organisation is usually associated with defining objectives. Therefore, it is necessary for 
the management to identify the objectives before beginning any activity. It will assist the 
management in the selection of men and materials and with their help it can attain its 
objectives.  

• Identification and Grouping of Activities 

After fixing the objectives, the top-level management prepares a list of different activities 
(or works) which are required to be carried out for achieving these objectives. All similar 
or related activities having a common purpose are grouped together to make departments. 
This is a very important step because it helps to avoid duplication, overlapping and 
wastage of efforts. 

• Allotment of Duties 

Once the activities are categorised and grouped, they should be allocated to the employees 
so that they can carry them out effectively. 

• Developing Relationships 

When two or more persons work together for a common goal, it becomes necessary to 
clearly define the authority relationship between them. Each person should know who is 
his superior, from who he should take orders, and to whom he will be answerable. 
Similarly, each superior should know what authority he has over his subordinates. 

• Integration of Activities 

Integration can be accomplished through authority relationships i.e., horizontally, 
vertically, and laterally and through organized information or communication systems. 
With the help of effective coordination integration can be accomplished.  

 

 

Integration of Activities  

Developing Relationships 

Allotment of Duties 

Identification and Grouping of Activities 

Determination of Objectives 
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Types of Organisation Structure 

Organizations are basically classified on the basis of relationships. There are two types of 
organizations formed on the basis of relationships in an organization. 

 

Formal Organisation  

Formal organisational structure clearly spells out the job to be performed by each individual, the 
authority, responsibility assigned to every individual, the superior- subordinate relationship and 
the designation of every individual in the organisation. This structure is created intentionally by 
the managers for achievement of organisational goal.  

The formal organizational structure of an organization is a type of a social network. Depending on 
the type and size, there are different types of formal organizational structures which are 
classified as under: 

1. Line Organisation  

It is the oldest and simplest method of administrative organization. According to this type of 
organization, the authority flows from top to bottom in a concern. The line of command is carried 
out from top to bottom. It is also called as scalar organization which means scalar chain of 
command is a part and parcel of this type of administrative organization. In this type of 
organization, the line of command flows on an even basis without any gaps in communication and 
co-ordination taking place. 

Features of Line Organization 

 It is the simplest form of organization. 

 Line of authority flows from top to bottom. 

 Specialized and supportive services do not take place in these organizations. 

 Unified control by the line officers can be maintained since they can independently take 
decisions in their areas and spheres. 

 This kind of organization always helps in bringing efficiency in communication and stability 
in a concern. 

2. Functional organization  

A functional organization structure is a hierarchical organization structure wherein people are 
grouped as per their area of specialization. These people are supervised by a functional manager 

Organisation  

Formal 
Organisation 

Line 
Organisation  

Functional 
Organisation 

Line and 
Staff 

Organisation 

Project 
Management 
Organisation 

Matrix 
Organisation 

Informal 
Organisation  
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with expertise in the same field. This expertise helps him effectively utilize the skills of 
employees, which ultimately helps him in achieving the organization’s business objectives. 

Features of Functional Organization 

 The entire organizational activities are divided into specific functions such as operations, 
finance, marketing and personal relations. 

 Complex form of administrative organization. 

 Three authorities exist- Line, staff and function. 

 Each functional area is put under the charge of functional specialists and he has got the 
authority to give all decisions regarding the function whenever the function is performed 
throughout the enterprise. 

 Principle of unity of command does not apply to such organization as it is present in line 
organization. 

3. Line and Staff Organization 

The line and staff organization combines the line organization with staff departments that 
support and advise line departments. Most medium and large sized firms exhibit line-and-staff 
organizational structures. The distinguishing characteristic between simple line organizations 
and line and staff organizations is the multiple layers of management within line and staff 
organizations. 

Features of Line and Staff Organisation 

 There are two types of staff : 

a) Staff Assistants- P.A. to Managing Director, Secretary to Marketing Manager. 

b) Staff Supervisor- Operation Control Manager, Quality Controller, PRO 

 Line and Staff Organization is a compromise of line organization. It is more complex than 
line concern. 

 Division of work and specialization takes place in line and staff organization. 

 The whole organization is divided into different functional areas to which staff specialists 
are attached. 

 Efficiency can be achieved through the features of specialization. 

 There are two lines of authority which flow at one time in a concern i) Line Authority and 
ii) Staff Authority 

 Power of command remains with the line executive and staff serves only as counsellors. 

4. Project Management Organisation 

It is an organisation set up within an existing organisation for the purpose of completing a project 
or accomplishing assigned objectives in time. It create an independent project team, the team’s 
management is separated from the parent organization’s other units, have their own technical 
staff and management, enterprise assigns certain resources to project team, and grant project 
manager for implementation of the project . Project organisation is directed by the project 
manager responsible for project goals. 
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Features of Project Management Organisation 

 Project manager is solely responsible for the project, the only task for project members is to 
complete the project, and they only report to the project manager, avoiding the multiple 
leadership;  

 The project team’s decision is developed within the project, the reaction time is short;  

 In this organisation, members work with strong power, high cohesion, participants share the 
common goal of the project, and individual has clear responsibilities. 

5. Matrix Organisation 

Matrix organizational structure is a hybrid form, it loads a level of project management structure 
on the functional hierarchical structure. A matrix organisation is a structure in which there is 
more than one line of reporting managers. Effectively, it means that the employees of the 
organisation have more than one boss. In a matrix organisation, the functional departments, like 
manufacturing, marketing, accounting and personnel constitute the vertical chains of command, 
while the project organisation or product divisions form the horizontal chains of command. The 
vertical lines of authority are cut horizontally across by project or product line divisions. 

Informal Organization 

The informal organisation may be defined as a network of personal and social relationships that 
arise spontaneously as people associate with one another in a work environment. It is composed 
of all the informal groupings of people within a formal organisation. Informal organizations 
develop relationships which are built on likes, dislikes, feelings and emotions. Therefore, the 
network of social groups based on friendships can be called as informal organizations. There is no 
conscious effort made to have informal organization. It emerges from the formal organization and 
it is not based on any rules and regulations as in case of formal organization. 

Features of informal organisation: 

 Informal organisational structure gets created automatically without any intended efforts of 
managers. 

 Informal organisational structure is formed by the employees to get psychological 
satisfaction. 

 Informal organisational structure does not follow any fixed path of flow of authority or 
communication. 

 Source of information cannot be known under informal structure as any person can 
communicate with anyone in the organisation. 

 The existence of informal organisational structure depends on the formal organisational 
structure. 

Conclusion 

Organisation pervades all aspects of our life, society, economy, as well as our personal lives. 
Organisations are the chief form of institutions in our society. In choosing a company's 
organizational structure, management is searching for the one that will bring the company's 
moving parts together into a well-coordinated, efficient and effective unit. The choice is 
important because the right groupings of people and work facilitate business activities, allowing 
employees to accomplish the company's strategic vision and mission. The structure of an 
organisation varies depending on a number of influencing factors. Structure is influenced by the 
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external environment in which the business operates as well as its culture and the nature of the 
work and activities it undertakes.  

References 

Information from the weblinks: 

1. http://www.managementstudyguide.com/organizing_function.htm 
2. https://www.icsi.edu/Docs/Website/Business%20Management,%20Ethics%20and%

20Communication%20(FndPrg).pdf 
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Student-ICSI Academic CONNECT 

Students may clarify their subject specific academic queries 
related to study material between 2.00 p.m. to 3.00 p.m. on all 
working days (Monday - Friday) at 0120-4082125 

Students may also write their academic queries on 
academics@icsi.edu  

 

Dear Students, 

We are pleased to share that with a view to update the students on important 

developments on daily basis, the Institute has initiated ‘Info Capsules’ on the Institute’s 

website www.icsi.edu.  

Students are requested to take advantage of this new initiative. 

Our best wishes for all your endeavors. 

Team ICSI  

 

http://www.icsi.edu/
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Hindi Books relevant for CS Course Curriculum 

 

From Shree Mahavir Publications: 

 Vyavsayik Arthshasttra, Part – I, by M D Aggarwal 

 Vyavsayik Vatavaran Avem Udhiamitta by Gupta & Chaturvedi 

 Vyavasayik Prabandh, Neeti shastra Avem Sanchar, by Sharma & Chaturvedi 

 Vyavasayik Arthashasttra Part – II, by S C Sharma,  

 Lekhankan Ke Mool tatv Avem Ankenshan, by P C Gupta & C L Chaturvedi 

 Aarthik Avem Samanaye Vidhi, by Jain & Gupta 

 Prabhandh Lekhanken by M D Aggarwal & N P Aggarwal 

 Lagat Lekhanken by S N Maheshwari & S N Mittal  

 Cost Accounting – Theory & Problems by Maheshwari S N & Mittal SN 

 Cost Accounting & Financial Management, by S N Maheshwari & S N Mittal 

 Audhyogik, Shram Avem Samanye Vidhi by Jain & Gupta 

 Pratibhouti Sanniyam Avem Anupalan, by Jain & Gupta 

 Adhunik Bhartiya Company Adhiniyam by M C Kuchhal 

 Adhunik Bhartiya Company Law by M C Kuchhal 

From Taxmann Publications: 

 Vyaparik Evam Samanya Vidhi by Shubham Aggarwal  

Bharat Law House:  

 Systematic Approach to Taxation Containing Income Tax & Indirect Taxes by Dr. Girish 
Ahuja & Dr Ravi Gupta 

Eastern Book Company: 

 Administrative Law (Prashasanik Vidhi) by C K Tekwani 

 Consumer Protection Law (Upbhokta Sanrakshan Vidhi) by S P Gupta 

 Company Law (Company Vidhi) by Avtar Singh 

 Constitution of India (Bharat KaSamvidhan) by EBC 

 Art of Conveyancing and Pleading (Abhivachonon ke Prarooparn aur Abhihastaantarn - 
lekhan ki kala) by Murli Manohar 

 Systematic Approach To Income Tax, Service Tax & VAT (Hindi Edn.) by Dr. Girish Ahuja 
 

 

*** 
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 Student Services 
 

IMPORTANT INFORMATION FOR THE STUDENTS OF THE 

CS FOUNDATION PROGRAMME 

The Institute has initiated various steps to provide instantaneous services to its stakeholders by the 
use of technology.  More and more services are being added in this march for automation.  The study 
material is now fully available to one and all through the online portal.  Some of the services and their 
uses which are  important for awareness are listed : 

CALL CENTRE 

The Institute has established a dedicated call centre with Phone Nos. 011-33132333 & 011-
66204999. The Call Centre provides for Interactive Voice Response as well as a Ticketing Mechanism. 

 

 

 

 

 

‘CS TOUCH’ MOBILE APP REVAMP 

The Institute had launched ‘CS Touch’, an Android based mobile application for students, members 
and other users to access the required information via smart phones which is a Mobile Application for 
Web based Content Management System for iOS and Android platforms. Based on the response of the 
users and stakeholders, the app has been revamped with enhanced features to serve the users more 
efficiently. 
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VALIDITY OF CS FOUNDATION PROGRAMME ADMISSION 

The Institute has stipulated 03 years period for the validity of Foundation Programme admission. 
Accordingly, all those students who have registered upto May 2014 may please note that their 
admission to the Foundation Programme stands cancelled on expiry of three years period at the end of 
April 2017. 

Students who have not passed the Foundation Examination within the validity period of their 
registration and are not graduates, may seek fresh admission online at Institute’s website 
www.icsi.edu together with the Foundation Programme admission fee of Rs. 4500/-. 

REGISTRATION FOR CS EXECUTIVE PROGRAMME 

Students who have passed the Foundation Program examination held in December 2016 and register 
in Executive Program upto and including 28th February, 2017 would be eligible to appear in both 
modules of the Executive Program to be held in December 2017 examination and students who will 
take registration in Executive Program between 1st March 2017 to 31st May 2017 will be eligible to 
write only one module in Decemer 2017 examination of the Executive Programme. 

Students can register online at Institute’s website www.icsi.edu at online services option at the following 
link https://smash.icsi.in/Scripts/login.aspx. The fee for seeking registration for Executive Programme 
is Rs. 8500/- which can be paid online either through credit/debit card/net banking/bank challan.  

CHANGE OF ADDRESS/CREATION OF PASSWORD 

Students are advised to update their addresses instantly through online services option at 
www.icsi.edu. Their Registration Number shall be their user Id itself.  Students can also reset their 
password anytime (The new password will be displayed on the screen).The process is given below. 

  

http://www.icsi.edu/
http://www.icsi.edu/
file:///E:/DESKTOP%20DATA/E-BULLETIN%20FOUNDATION%20EXE%20&%20PROF%202016/JULY%202016/FOUNDATION%20JULY%202016/www.icsi.edu
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Manual for Change of Mobile number, Email Id, Address and resetting password 
 
Step 1: Log in with valid credentials on smash.icsi.in 

Step 2: Change Mobile Number and Email address 
 

 
 
Step 3: 

 
 
  

../../../Users/admin/Desktop/SMASH_RegistrationManual/smash.icsi.in
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Process 2: Process to change correspondence /permanent address 

Step 1: After Log in  

 

Step 2: To change Correspondence address 
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Step 3:  

 
 
Note: Same process will be for changing permanent address. 
 
Change/Reset Password 
Step 1: Log in with valid credentials on smash.icsi.in 
Step 2: Click on Profile > Change Password 
 

 
 

 
  

file:///C:/Users/admin/Desktop/SMASH_RegistrationManual/smash.icsi.in
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UPDATION OF E-MAIL ADDRESS/MOBILE NUMBER 

Students are advised to update their E-Mail Id and Mobile Numbers timely so that important 
communications are not missed as the same are sent through bulk mail/SMS nowadays. Students may 
update their E-mail Id/ Mobile Number instantly after logging into their account at www.icsi.edu at 
request option. 

STUDENT IDENTITY CARD 

Identity Card can be downloaded after logging into the Student Portal at www.icsi.edu. After 
downloading the Identity card, students are compulsorily required to get it attested by any of the 
following authorities with his/her seal carrying name, professional membership No., designation and 
complete official address: 

 1. Member of the Institute, with ACS/FCS No. 

 2. Gazetted Officer of the Central or State Government. 

 3. Manager of a Nationalized Bank. 

 4. Principal of a recognized School/College. 

 5. Officer of ICSI. 

Unattested Identity Cards are not valid and the students are advised to carry duly attested Identity 
Card for various services during their visits to the offices of the Institute, Examination Centres, etc. 

VERIFICATION OF PARTICULARS IN THE STUDENT ACCOUNT 

Students are advised to invariably check the particulars in their online Account and point out 
discrepancies, if any, in name, photograph, signature, paper-wise exemption status, validity of 
registration, other particulars, etc. to avoid mismatches in Identity Card, Admit Card, Attendance 
Sheet, etc. which may create complications at the time of appearing in the examinations, declaration 
of results, issue of mark sheets, etc.  

All the students are further advised to maintain uniformity in their signatures on student’s identity 
card, enrollment application and attendance sheet provided in the examination hall at the time of 
writing examinations.  

REGULARISATION OF FOUNDATION PROGRAMME ADMISSION 

Students provisionally admitted to the Foundation Programme are advised to upload the scanned 
copies of their Senior Secondary Marksheet/Pass Certificates for regularizing their admission at 
their online account at www.icsi.edu. Students, who have already uploaded/submitted their Senior 
Secondary Examination Markssheets/Pass Certificate and have not received any confirmation with 
regard to approval of their admission, must contact the Institute immediately either through online 
grievance Redressal module or ticketing mechanism of the Institute quoting the following 
particulars: 

Name                         
Details of Fee paid 

Admission No. 

Email Address 

Complete Postal Address with Pincode 

  

http://www.icsi.edu/
http://www.icsi.edu/
http://www.icsi.edu/
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CANCELLATION OF PROVISIONAL ADMISSION 

Provisional admission of the students, who fail to submit/upload the requisite proof of having 
passed the Senior Secondary (10+2) examinations within the stipulated time period of six months, 
shall stand cancelled and no refund of fee will be made.  

IMPORTANT INFORMATION FOR THE STUDENTS OF THE CS FOUNDATION PROGRAMME STUDY 
MATERIAL 

All registered students who have uploaded their documents successfully and their application has 
been approved by the Institute are supplied with the set of study material. Those who have not 
received Study material, are therefore, advised to send their request /query through Grievance 
Solutions Cell  or they can also download the study material from the website of the Institute at 
academic corner option. Details of submitting request through grievance solutions cell is given below 
under the head “ ICSI Grievance Solutions Cell” 

SELF STUDY 

The Institute provides a set of study materials to all students of Foundation Program for their self-
study. Students have option to study the subjects of their own and appear in next examination of the 
institute for which they are eligible.  Attending classes is not compulsory. 

24 HOURS CS HELPLINE  

The Institute has launched a 24 Hours CS Helpline to inform the students about the CS Course & 
Profession. The students can have pre-recorded replies on the CS Course round the clock through the 
Interactive Voice Response System (IVRS) by dialing 011-41504444. For detailed information, in this 
regard, please log on to the website of the Institute i.e. www.icsi.edu. 

PLEASE NOTE THAT PAYMENT OF FEE BY CHEQUE & MONEY ORDER IS NOT ACCEPTED BY THE 
INSTITUTE. 

Chartered Secretary Journal 

The “Chartered Secretary” Journal is published by the ICSI, with a view to ensure continuous 
up-gradation of the knowledge of the Members. The Journal is equally important for the 
students of the Institute. Students who are interested to purchase the journal can subscribe 
for the same by remitting the nominal subscription fees of Rs. 500/- per annum. Students can 
either subscribe for the Journal at the time of registration in each stage of CS Course or 
separately through our Chartered Secretary division. 
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ATTENTION STUDENTS ! 

PROCEDURE TO CREATE / RESET PASSWORD 

Students are advised to follow the steps as given below for  creating/ resetting password for 
the New Portal launched by the Institute :  

Step-1 Click on the following link to visit the SMASH Portal :  

SMASH PORTAL 

The following screen opens :  

 

Step-2 Students may directly visit the Reset/ Create Password link :  

RESET OR CREATE PASSWORD 

The following screen opens :  

 

Enter the Registration Number and Verification Code   

Step-3 The following screen opens :  

 

Enter Registration Number, Date of Birth, Country, Mobile Number and E-Mail 
Id (the details should exactly match with those appearing in the Old System) 
and click on the Submit Button. 

https://smash.icsi.in/Scripts/login.aspx
https://smash.icsi.in/Scripts/GetPassword.aspx
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Step 4 On entering the correct details, a One Time Password is automatically sent by 
the system to the registered E-Mail Id and Mobile Number. Also, the following 
screen opens : 

 

Click directly on submit screen in case you have not received the OTP.System 
will automatically take you to the password screen on clicking on submit 
button. 

Step-5 

 

 

 

On entering the One Time Password, the following screen opens :  

 

 

Enter the New Password and Confirm the same. While entering new password, 
please ensure that the password containts atleast one character in Uppercase, 
one character in Lowercase, one Special Character and one Numerical 
character. For example  Student@123. 

Step 6 The following screen opens :  

 

Password is created, say, Student@123  
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 Note on Step 6 : If the ‘Popup’ is disabled in your browser, the window 
“Password created successfully” will NOT open. Therefore, please enable the 
‘Popup’ Window in the browser (Internet Explorer/ Chrome, etc.) as per the 
image given below to enable the system to reset your password:   

 

Please follow the criteria of password One Upper Case, One Lower Case, One 
Numeric and One Special Character in the password entered by you. For 
example,  Student#4078, ICSI*2136, etc. 

Step 7 Click on OK button, you are now you are ready to login to the new portal and 
avail the Online Services.   

Visit the SMASH portal  and login to your Online Account by entering  your User 
Id (Registration Number) and the newly created password.    

 
 

UPDATES /NOTIFICATIONS FROM THE INSTITUTE ARE NOW AVAILABLE                                              
ON SOCIAL NETWORKING SITES 

Students can now visit the webpage of the Institute on the following Social networking sites to get 
details regarding various notifications and updates of the Institute. 

1. Facebook 

2. Twitter 

Click on appropriate links on home page of ICSI website to get access to these webpages. 

https://twitter.com/icsi_cs  

https://www.facebook.com/ICSI 

 

 
 

https://twitter.com/icsi_cs
https://www.facebook.com/ICSI
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OPPORTUNITY FOR HIGHER EDUCATION WITH SCHOLARSHIPS FROM 
GOVERNMENT OF INDIA 

 
The ICSI Student Education Fund Trust  is providing financial assistance / scholarships on the basis of  the 
marks scored by them  in the qualifying examinations (10+2,  Bachelor’ Degree, etc.). The scholarships are 
continued and ensure ‘zero cost’ education to meritorious students provided they are able to pass the different 
stages of examinations at the first attempt and first available opportunity.  

Besides the above, Government of India and most of the State Governments in India are providing substantial 
amount of Post-Matric Scholarships to the eligible students  belonging to minority communities, having 
disability  and various other categories.  For details of Scholarships available, students may please refer to the 
National Scholarship Portal at http://scholarships.gov.in/  

Government of India has created the National Scholarship Portal as a Mission Mode Project under National e-
Governance Plan (NeGP) to provide single-window services to the eligible students for availing scholarships 
against all the schemes of the Central and State Governments.  

The students of CS Course are eligible to apply for scholarships provided by Central / State Governments under 
different schemes.  

The Institute would like to emphasise that it is a golden opportunity to the students desirous of pursuing 
Company Secretaryship Course while availing scholarships from the Government.  Eligible students shall be 
able to pursue the CS Course at subsidised/zero cost.  The existing students of the Institute are advised to make 
use of such Scholarship Schemes apart from disseminating the details amongst their friends and relatives. 

The procedure for applying for Scholarships through the portal is furnished below :  

1. Visit the National Scholarship Portal http://scholarships.gov.in/ 

2. Name of Institute : “THE INSTITUTE OF COMPANY SECRETARIES OF INDIA” 

3. Institute, DISE / AISHE Code No: 9  

4. The ICSI Current Course Level : CERTIFICATE 

5. State : DELHI  

6. District : NEW DELHI 

7. Course/Class Name : COMPANY SECRETARY (CS) 

8. Admission Type  : CORRESPONDENCE 

 

 
 
 

  

http://scholarships.gov.in/
http://scholarships.gov.in/
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ATTENTION STUDENTS! 
DEDUCTION OF 30% OF THE TOTAL FEE REMITTED BY THE APPLICANT IN RESPECT OF 

REGISTRATIONS LYING PENDING FOR MORE THAN A YEAR 

The Institute has decided to reject the applications of such students who do not submit the documents 
within one year after their registration in Foundation and Executive programme by deducting 30% of 
the fee remitted by them towards administrative charges after expiry of one year. Therefore it is 
advised that all such students may submit their documents in the 
stipulated time period failing which their registration applications would be rejected. 

STUDY CENTERS 

ICSI is setting up Study Centres in cities/ locations where the Regional/ Chapter Office of the 
Institute does not exist to facilitate the students.  

The details of study centers are given below. 
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GUIDELINES FOR ICSI STUDY CENTRE 

https://www.icsi.edu/docs/Webmodules/ICSI_StudyCentre_Guidelines.pdf 

 

 
 

https://www.icsi.edu/docs/Webmodules/ICSI_StudyCentre_Guidelines.pdf
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CLASS ROOM TEACHING 
Through Regional Councils/Chapters 

 
The Institute provides facility of classroom teaching also. The Regional Councils/Chapters of the 
Institute are authorized to impart classroom teaching subject to availability of necessary 
facilities and sufficient number of students and charge the fee which may vary from place to 
place. Students interested in having further details may contact any Regional Council/Chapter 
Office of the Institute. Attending classroom teaching is optional.  
 
Address and contact details of Regional /Chapter Office & Module/Subject wise details for 
running batches are given below :-  
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https://www.icsi.edu/WebModules/ICSI_CLASS_TEACHING_GUIDELINES.pdf 

 

CS Olympiad 
 

The CS Olympiad was successfully conducted in two phases i.e. on 15th September, 2016 and 4th 
October, 2016.  CS Olympiad was conducted in 29 States/ Union Territories, 398 Cities, 1308 
Schools and  enrolled 36191 Students. The Institute wishes to thank all its existing students in 
propagating the details about CS Olympiad among the prospective students. Besides, the CS 
Olympiad was also conducted in more than 10 Schools in Gulf Region, Bhutan, Srilanka, 
Singapore, Uganda, etc. The Institute wishes to thank all its existing students in propagating the 
details about CS Olympiad among the prospective students.  The result of Company Secretary 
Olympiad has also been declared. As per the result Muskan Yadav of RPS Public School, Village 
Surana, District Narnaul, Haryana  has attained the top rank amongst all the students of 11th 
Class who have appeared. V Harini studying in Pushpalata VidyaMandir, Sivanthi Patti Road, 
Thyagaraja Nagar, Tirunelveli, Tamilnadu attained the top rank amongst all the students of 12th 
class who have appeared. The second rank for class 11th and 12th has been bagged by Akshit 
Aggarwal, BhavanVidyalaya, Sector 27-B, Madhya Marg, Chandigarh and  Abhishek Mawandiya, 
Maharaja Agrasen Vidyalaya, Near Samrat Dairy, Memnagar, Ahmedabad, Gujarat respectively. 

 

Last Date for Submission of Request for Change of  Examination Centre pertaining to June, 
2017 Session of Foundation Programme (Computer-based) Examinations 

Students desirous of  submitting online requests for Change of Examination Centre during June, 2017 
Session of CS Foundation Programme (Computer-based) Examinations  may please note that the last date 
for submission of request for Change of Examination Centre is 17th May, 2017 (Upto 16:00 Hours). 
Requests, if any, received after the said date will NOT be entertained.  

Admit Cards for Foundation Programme (Computer-based) Examinations,  June, 2017 Session 

Admit Cards to the eligible students for Foundation Programme (Computer-based) Examinations, June, 
2017 Session shall be uploaded on the website of the Institute www.icsi.edu after 21st May, 2017 and 
the students are advised to download the same well in advance. Students are advised to go through the 
important instructions forming part of the Admit Card and comply with all the requirements. 

https://www.icsi.edu/WebModules/ICSI_CLASS_TEACHING_GUIDELINES.pdf
http://www.icsi.edu/
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ICSI Grievance Solutions Cell 
 
The Institute in its endeavour to improve the service delivery mechanism to the Members, 
Students and other stakeholders has established a Grievance Solutions Cell. In case 
stakeholders feel that their queries not being properly attended, they may submit their 
grievance online through “Grievance Portal” by following the steps given below in the user 
manual:- 
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 Examination 
1.   COMPUTER BASED EXAMINATION (CBE), JUNE - 2017 
 

The next Computer based examination for Foundation Programme scheduled in June, 
2017 will be held on Saturday, the 3rd June, 2017 and Sunday, the 4th June, 2017 as per 
the following Examination Time-Table and Programme and Examination Centres: 

 
Day and 
Date  of 
Examination 

 
                    Subjects 

 
Batch 
No. 
 

Examination Timings 
From To 

 
Saturday,   
3rd June, 
2017 

Paper -1 
 
 
Paper-2 

Business 
Environment and 
Entrepreneurship  
AND 
Business 
Management, Ethics 
and Communication 

I 9.30 A.M. 11.00 A.M. 
II 12.00  Noon 1.30 P.M. 

III 2.30 P.M. 4.00 P.M. 

IV 5.00 P.M. 6.30 P.M. 

 
Sunday 
4th  June, 
2017 

Paper-3 
 
Paper-4 

Business Economics   
AND 
Fundamentals of 
Accounting and 
Auditing 

I 9.30 A.M. 11.00 A.M. 
II 12.00  Noon 1.30 P.M. 

III 2.30 P.M. 4.00 P.M. 
IV 5.00 P.M. 6.30 P.M. 

*Allotment of time-slot to each student will be made by the Institute and no request for 
change of time-slot will be entertained.  

2.   EXAMINATION CENTRES FOR COMPUTER BASED EXAMINATION – JUNE, 2017 

  The Computer Based Examination for Foundation Programme scheduled in June, 2017 
shall be conducted at 118 examination centers, viz., 1. Agra, 2. Ahmedabad,  3. 
Ahmednagar, 4. Ajmer, 5.Akola,  6.Aligarh,  7.Allahabad, 8. Alwar, 9. Amravati, 10. Ambala, 
11. Asansol 12. Aurangabad, 13. Bangalore, 14. Bareilly, 15. Beawar, 16.Belgaum, 17. 
Bhayander, 18. Bhilai, 19. Bhilwara, 20. Bhopal,  21.   Bhubaneswar, 22. Bikaner, 23. 
Bilaspur, 24. Calicut, 25. Chandigarh, 26. Chennai, 27. Chittorgarh, 28.Coimbatore, 29. 
Dehradun, 30. Delhi (East), 31. Delhi (North), 32. Delhi (South), 33. Delhi (West), 34. 
Dhanbad, 35. Durgapur  36.Ernakulam, 37. Faridabad, 38. Gandhinagar, 39. Ghaziabad, 
40. Gorakhpur, 41. Guntur-Amaravati 42.Gurgaon, 43. Guwahati, 44. Gwalior, 45.Hisar, 
46. Hooghly, 47. Howrah, 48. Hubli-Dharwad, 49. Hyderabad, 50. Indore, 51. Jabalpur, 52. 
Jaipur, 53. Jalandhar, 54.Jalgaon, 55. Jammu, 56. Jamnagar, 57. Jamshedpur, 58. Jhansi, 59. 
Jhunjhunu 60. Jodhpur, 61. Kanpur, 62. Kolhapur, 63. Kolkata (North), 64. Kolkata 
(South), 65. Kota, 66. Kottayam, 67. Lucknow, 68. Ludhiana, 69. Madurai, 70. Mangalore, 
71. Meerut, 72. Mumbai (CG), 73. Mumbai (GTK), 74. Mumbai (JOG), 75. Muzaffarnagar 
76. Mysore, 77. Nagpur, 78. Nashik, 79. Navi Mumbai, 80. Noida, 81. Palakkad,  82.Pali, 83. 
Panaji, 84. Panipat, 85. Patiala, 86. Patna,  87. Pimpri-Chinchwad, 88. Puducherry, 89. 
Pune, 90. Raipur, 91. Rajkot, 92. Ranchi, 93. Rohtak 94. Rourkela, 95.  Sagar, 96. Salem, 97. 
Sambalpur,   98.Satara, 99. Shimla, 100. Sikar, 101. Siliguri, 102. Sonepat, 103. Srinagar, 
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104. Surat, 105.  Surendranagar 106.Thane, 107. Thiruvananthapuram, 108. Thrissur, 
109. Tiruchirapalli, 110.Tumkur 111. Udaipur, 112. Ujjain, 113. Vadodara, 114. Varanasi, 
115. Vijayawada, 116. Visakhapatnam, 117. Yamuna Nagar and 118. Overseas Centre — 
Dubai.  

 NOTES:   

1.      Sambalpur (Odisha); Aligarh (Uttar Pradesh); Palakkad (Kerala) are on Experimental Basis.                                         

2.     The Institute reserves the right to withdraw any centre at any stage without assigning any 
reason. 

3. Please note that no request for change of examination venue will be entertained in respect 
of a particular city, where multiple examination venues exist.  

3.  GRANT OF FACILITY OF WRITER’S HELP/EXTRA TIME TO PHYSICALLY DISABLED 
CANDIDATES IN COMPUTER BASED EXAMINATION – JUNE, 2017 

Any physically disabled student having a minimum of 40% physical disability or 
deformity of permanent nature and who wishes to seek writer’s help and/or extra time 
for the purpose of appearing or writing Company Secretaries June, 2017 examination 
should make a separate written request therefor mentioning complete details about 
his/her Name, Student Registration No., Complete Postal Address, Mobile Number, E-mail 
id, specifying nature and extent (in % term) of his/her permanent disability, etc., to The 
Joint Secretary, Dte. of Examinations, The Institute  of Company Secretaries of India, C-37, 
Sector 62, Institutional Area, NOIDA – 201309 (U.P.) in addition to submitting his/her 
enrolment application for appearing in  the examination together with the following 
supporting documents : 

(i) Disability Certificate issued by the Medical Board/Head of Deptt. or Sr. Medical 
Officer (Specialists) of a Central or State Govt. Hospital certifying the nature 
(permanent or temporary) and percentage of disability, and its duration affecting 
his/her writing ability and/or the normal physical functions; and   

(ii) Letter of Permission issued to him/her by Sr. Secondary Board/University and/or 
any other professional/educational examining body, such as – University, UPSC, SSC, 
State Public Service Commission, Institute of Chartered Accountants of India, 
Institute of Cost Accountants of India, etc., granting him/her such assistance for 
appearing or writing the examinations. 

 Please note that even the physically disabled students, who had earlier been granted 
facility of Writer’s Help/Extra Time in the previous examination and wish to avail of 
such concession or assistance for writing the ensuing June, 2017 examinations are 
required to apply afresh giving reference of such facility granted in the past and 
making a separate application to The Joint Secretary, Dte. of Examinations, The 
Institute of Company Secretaries of India, C-37, Sector 62, Institutional Area, NOIDA – 
201309 (U.P.) before the last date for submission of enrolment application for June, 
2017 examination. The application for grant of Writer’s Help/Extra Time should not 
be clubbed with any other query or correspondence. 

 It is clarified that in case of disablement of temporary nature and injuries like, 
fracture in the arm, forearm or dislocation of a shoulder, elbow, wrist or any other 
illness, etc., the candidates are not eligible to seek any concession or assistance of 
writer/extra time. 

Intimation about grant of Writer’s Help/Extra Time is normally sent 15-20 days before the 
commencement of each examination. 
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4.  ANNOUNCEMENT REGARDING ‘MERIT SCHOLARSHIP’ AND ‘MERIT-CUM-MEANS 
ASSISTANCE’ IN RESPECT OF DECEMBER, 2016 EXAMINATIONS                                                                          

 

ATTENTION STUDENTS APPEARED IN DECEMBER, 2016 EXAMINATIONS 

The Institute awards “Merit Scholarships” and “Merit-cum-Means Assistance” to 
students for pursuing Executive Programme and Professional Programme on the 
basis of their meritorious performance in the examinations and on merit-cum-need 
basis on their passing Foundation Programme and Executive Programme 
examinations respectively, as per the criteria stipulated under the “Merit 
Scholarship (Company Secretaryship Course) Scheme, 1983” and “Merit-cum-Means 
Assistance (Company Secretaryship Course Scheme), 1983”.  

MERIT SCHOLARSHIP 

In pursuance of para 7 of  the “Merit Scholarships (Company Secretaryship Course) 
Scheme, 1983, 25 numbers of scholarships are awarded each for Executive 
Programme and Professional Programme Course per session only to registered 
students, purely in order of merit, from amongst the candidates who appeared and 
passed in all the subjects of their respective examination, at first attempt, in one 
sitting, without claiming exemption in any subject, on all-India basis and subject to 
fulfilling other terms and conditions as stipulated in the said scheme. 

Accordingly, students who pass the Foundation Programme/Executive Programme 
Examination in December, 2016 and fulfill the conditions prescribed under the 
guidelines are eligible for award of Scholarship. 

MERIT-CUM-MEANS ASSISTANCE 

In pursuance of para 8 of the “Merit-cum-Means Assistance (Company Secretaryship 
Course) Scheme, 1983”, 25 numbers of financial assistance are awarded each for 
Executive Programme and Professional Programme Course per session only to 
registered students.  According to the scheme, a candidate has to apply in the 
prescribed form which can be downloaded from Institute’s website: www.icsi.edu 
OR obtained from the Institute free of cost by sending a self addressed stamped 
envelope, and submit his/her application within the specified date as notified from 
time to time. Any candidate applying for financial assistance should have passed the 
Foundation Programme/Both the Modules of Executive Programme Examination, at 
first attempt, in one sitting, without claiming exemption in any subject.  If the 
candidate is employed or having an independent source of income, in that case 
his/her income should not be more than Rs.2, 40,000 per annum and if he/she is 
dependent on his/her parents/guardian/spouse, then the combined income from all 
sources should not be more than Rs. 3, 60,000 per annum and also subject to 
fulfilling other terms and conditions as stipulated in the said scheme. 

A separate notification inviting applications for award of “Merit-cum-Means 
Assistance” is being published elsewhere in this issue. 

                                                       
  

http://www.icsi.edu/


 

 

 e-bulletin                                                                                      49                                                                                                 May  2017 
 

5.  NOTIFICATION FOR INVITING APPLICATIONS FOR ‘MERIT-CUM-MEANS 
ASSISTANCE’ IN RESPECT OF INSTITUTE’S DECEMBER, 2016 EXAMINATIONS 

 

 

 



 

 

 

e-bulletin                                                                                      50                                                                                                      May 2017 

6.  FREQUENTLY ASKED QUESTIONS REGARDING COMPUTER BASED EXAMINATION 
(CBE) 

 
The Institute  introduced Computer Based Examination (CBE) in place of OMR Based 
Examination for its Foundation Programme students from June, 2014 session of 
examination onwards. Consequently, the next Computer Based Examination for CS 
Foundation Programme will be held on 3rd and 4th June, 2017. The Institute has prepared 
some FAQs given herein below to familiarise, guide and sensitise the students about CBE.  

Q.1:    What is Computer Based Examination (CBE)? 

A:     In CBE, a candidate appears for the examination, which is conducted entirely 
through computer thus replacing use of paper and pen in the examination.  

Q.2:  Is computer knowledge required to appear in Computer Based 
Examination? 

A:     No. The computer interface is easy to use and requires no previous knowledge 
of computer.  Candidates would be required to sit before a computer terminal 
and use computer-mouse while attempting the questions.  Therefore the 
candidates, at the most, need to know only how to use computer-mouse in CBE.  

Q.3:   Is Computer Based Examination conducted using Internet? 

A:      No. CBE is conducted using secured Local Area Network (LAN).  

Q.4:  In case of any problem in computer or Local Area Network (LAN), who 
will assist the candidates? 

A:    IT professional(s) will remain present to assist the candidates in case of any 
eventuality.     

Q.5:   Where will the Computer Based Examination be held? 

A:     CBE would be held in all those cities in India and abroad where the Institute’s 
existing examinations are held and it shall be conducted at specified 
examination centres/venues. The list of examination centres is available on the 
Institute’s website : https://www.icsi.edu/webmodules/ Regionwise_ Centre% 
20List_June_2017_Exam.pdf. However, the address of examination centre/ 
venue would be provided on the Candidates’ Admit Card. 

Q.6:   What are the dates for conduct of CBE in June, 2017 and maximum time 
allowed for each subject of examination? 

A:    CBE will be held in two days i.e. on 3rd & 4th June, 2017 as per the schedule 
provided in the Time-Table above. On each day, composite time of 90 minutes 
shall be provided to each candidate for both the papers (45 minutes in case of 
exemption in one paper. After the expiry of 90 minutes, the candidates will not 
be able to attempt any question or check the answer.  The answers of 
candidates would be saved automatically by the computer system, even if the 
candidate has not clicked the “Finish” Button.  

https://www.icsi.edu/webmodules/
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Q.7:   How many questions would be there in each subject of Computer Based 
Examination? 

A:    There would be 50 Multiple Choice Questions (MCQs) of two marks each in 
every subject of CBE. On day one, candidates would be examined in Paper-1 
and Paper-2, carrying 100 MCQs in all, which would be required to be 
attempted in 90 minutes session of examination. Similar pattern would be 
followed on day two for Paper-3 and Paper-4, as per the schedule of 
examination given above. 

Q.8:   How to answer a question in Computer Based Examination? 

A:     The Questions may be answered in any order within the stipulated 
examination time.  Each question shall be followed by four alternative answers 
marked as A, B, C and D. In order to answer a question, the candidate would 
“click” the option/answer which he/she thinks, as the most appropriate/ 
correct. The option, so clicked will be highlighted, automatically saved and 
treated as “answer” given by the candidate.  

Q. 9: When should a candidate report at the examination centre? 

A:        One hour before the scheduled time of start of examination. 

Q.10:  Can a candidate take the examination from home? 

A:      No. The CBE is to be taken in a secure testing environment at the specified 
examination centre. The presence of an authorized proctor is necessary to 
launch and monitor the examination process.   

Q.11:  Is there any negative marking for the wrong answer? 

A:  No. There is no negative marking for the wrong answer. 

Q. 12:   Can a candidate skip any question and return to the same later on? 

A:      A candidate can answer the question in any order he/she likes to attempt. In 
case a candidate does not wish to answer any question, he/she should not 
“click” answer for that question and instead “click” next question.    

Q.13:  Can a candidate review his/her answer? 

A:      A candidate has the option to “bookmark” any question to review at a later 
stage before clicking the “Finish” button. 

Q.14:   Can a candidate change his/her answer to any question? 

A:    Yes. A candidate can make changes in his/her answer(s) already chosen, by 
simply clicking the other  alternate answer  of his/her choice at any time 
before conclusion of examination or before clicking “Finish” button.  

Q.15:  How to enroll for Computer Based Examination? What is the examination 
fee and last date for enrolment for appearing in June, 2017 examination? 

A:  Candidates can apply online for the examination from 26th February, 2017 
through the Institute’s website: www.icsi.edu after logging into their 
respective accounts and by submitting the examination form along with the 
examination fee of Rs.1200/- through credit card/debit card/net-
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banking/Canara Bank challan system.  A separate link for enrolment would be 
provided on the Institute’s website.   

 Last date for enrolment for appearing in June, 2017 examination is 25th March, 
2017.  However, a candidate may enrol himself/herself online up to 9th April, 
2017 by paying late fee of Rs. 250/- over and above  the  examination fee of Rs. 
1200/-. 

Q.16:  Will the candidates be allowed to Change the Examination Centre after 
submission of examination form and payment of examination fee? 

A:     Candidates may submit their online requests for change of Examination Centre 
upto 15th May, 2017 along with payment of Rs. 250/- for such change. After 
the said date, students will not be allowed to change the examination centre.  

Q.17:  When can candidates download the Admit Card for the examinations? 

A:     The Admit Card can be downloaded 10 days prior to the date of 
commencement of examination from the Institute’s website: www.icsi.edu. 

Q.18:  What will be the medium of questions for Computer Based Examination? 

A:   Questions will be provided both in English and Hindi language except for 
Business Management, Ethics and Communication subject, for which questions 
shall be provided in English language only. 

Q.19:  Can a candidate get examination center of his/her choice? 

A:   A candidate can opt for city of his/her choice as per the list of examination 
centers at the time of enrolling for the examination. However, allocation of 
specific examination venue and timings shall be at the sole discretion of the 
Institute and no request for change in this respect will be entertained.   

Q.20:  Will a candidate be getting some practice test before actually appearing 
in Computer Based Examination? 

A:    Mock Tests have been made available on the ICSI website for familiarizing the 
students with CBE. A candidate can practice as many times as he/she wants. 
This will allow the candidates to get acquainted with the format of Computer 
Based Examination in simulation environment. 

Q.21:  What will happen in case there is some problem in computer during the 
examination? 

A:     Additional computers will be available at the examination centers to take care 
of such problems. System will record every ‘click’ by a candidate and time 
remaining for the exam through countdown clock. In case of any problem, 
candidate can resume his/her exam at another computer exactly from the 
point where he/she last proceeded. Thus, there would no loss of time in case of 
any technical problem.  

Q.22: What items a candidate is required to bring compulsorily at the 
examination centre? 

A:   Candidates are required to bring their Admit Card, Student Identity Card 
(bearing photograph and signature of the candidate) issued by the ICSI duly 
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attested, failing which they will not be allowed to enter the Examination 
Centre. If due to any reason, any of the candidates is not holding the Student 
Identity card, he/she must bring any other photo identity card issued by the 
Government Departments. viz. Passport, Driving License, PAN Card, UID 
Adhaar Card, Voter Card, etc. to establish his/her identity.  However, carrying 
of Admit Card is compulsory. 

Q.23:   Is calculator allowed in Computer Based Examination?      

A:    Candidates are allowed to use their own battery operated, noiseless calculator 
with not more than six functions, 12 digits and 2 memories in the examination 
centre. However use of scientific calculators is not allowed. 

Q: 24:   What items are banned in the examination Hall/Room? 

A:   Mobile phones, I-Pads, palmtop, tab, pager as well as  any kind of other 
communication equipments capable of being used as communication device, 
programmable, scientific or printing model of calculators, books, printed or 
handwritten material, etc. are  banned inside the examination Hall/Room. 

Q.25:  Can a candidate get paper/sheets for rough work? 

A:    Yes, a blank sheet, if required will be provided at the exam centre for rough 
work during the exam. The same must be returned to the Test Administrator 
before leaving the examination room. However, students are required to bring 
their own blue/black ball point pen. 

Q.26:   How will a candidate come to know which of the questions are left 
unanswered? 

A:   A candidate can navigate between questions either by clicking on “Previous” or 
“Next” or by directly clicking on the question, which are displayed as 
attempted/un-attempted/bookmarked for review in the paper wise summary 
panel. There will be a panel on computer screen showing all the question nos. 
in different colour scheme, that will indicate which are the questions 
answered, left unanswered and bookmarked for review.  

Q.27: Will there be Help Desk to support the candidates? 

A:    Yes, there would be a Help Desk to resolve the queries of candidates appearing 
in CBE. Help Line Nos./e-mail id would be made available on the  Institute’s 
website.  

Q.28:  What would happen if a candidate bookmarks a question but forgets to 
review later, and exam expires? 

A:  “Bookmark” is meant  for reminding a candidate to  review his/her answer at 
any time during the examination but before clicking the “Finish” button  
However, if a candidate skips to review his/her “Bookmark” question later on, 
the option to the  question  clicked by the candidate earlier would  be saved 
automatically and taken as final answer.   
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Q.29:  Are candidates with disabilities accommodated in the examination 
center? 

A:    Yes, candidates with disabilities are provided extra time/scribe/special seating 
arrangements/accommodation. However, such candidates are required to 
apply in advance to the Institute for grant of concession in this regard as per 
the “Guidelines for Physically Challenged Candidates to Avail Facility of 
Scribe/Extra-time” hosted on the Institute’s website. 

Q.30:   How would a candidate submit the examination if he/she has completed 
answering all the questions? 

A:  After completion of the examination, candidates can click “DONE” button. The 
“DONE” button will be followed by three warnings with “FINISH” button to 
submit the examination. The “DONE” button would be visible at the Right Hand 
Bottom Corner of the Exam Window and the same would be enabled after 45 
minutes of commencement of the Examination. 

Q.31: Can a candidate, after the examination, submit his/her feedback at the 
examination centre? 

A:   Yes. A candidate may offer his/her comments about the exam centre or the 
conditions in which the examination was conducted by filling feedback form 
available on his/her system after conclusion of examination.  

Q.32:  Should a candidate click the “Done” button after completing each paper? 

 A:   No. “DONE” button shall be clicked by the candidates only when they have 
completed answering all the questions and wish to submit/finish their 
examination. 

Q.33:  When is a candidate permitted to leave the Examination 
Hall/Room/LAB? 

A:   A candidate shall be permitted to leave the examination hall/room/lab only 
after 45 minutes of the commencement of the examination. 

Q.34:   What would happen if a candidate wrongly clicks the “DONE” button? 

 A:   In case any candidate wrongly clicks the “DONE” button, warning screens 
would be displayed; and he/she can return to the question paper by clicking 
“Go to Examination”.  There are three such warnings – WARNING-1, 
WARNING-2 and WARNING-3 with “FINISH” button. On clicking the “FINISH” 
button after “Final Warning”, examination would be completed and submitted. 
After submission of examination, it will not re-start at all and answers marked 
by the candidate would be considered for purposes of result.  

Q.35:  When the results of CBE will be announced? 

A:    The date of declaration of result of CBE would be announced on the website of 
the Institute www.icsi.edu. 

 
 

http://www.icsi.edu/
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7.  INSTRUCTIONS TO EXAMINEES- COMPUTER BASED EXAMINATION FOR CS 
FOUNDATION PROGRAMME – JUNE, 2017 

 
Candidates should read the Instructions given below carefully and follow them in true 
letter and spirit for appearing in the examination. 

  
PART-A: GENERAL INSTRUCTIONS 

1. Immediately after taking the print-out of the Admit Card from the website 
www.icsi.edu, every candidate is advised to verify all the details mentioned in 
his/her Admit Card, i.e., his/her Name, Photograph, Signature, Registration 
Number, Examination Centre (Name, Address, Code, etc.), Date and Timings of 
Examination etc. In case of any discrepancy, the same may please be brought to 
the notice of the Institute immediately at Tel.No.- 011-33132333, 011-66204999. 

2. Candidates should carry with them (i) Admit Card; and (ii) Student Identity Card 
to the Examination Centre every day for establishing their identity and securing 
admission to the examination, failing which they will not be allowed to enter the 
Examination Hall. 

3. The Superintendent of Examination Centre and the Invigilators have been 
advised to verify the identity of each and every candidate at the time of entry into 
the Examination Hall and while taking candidate’s signature on the Attendance 
Sheet. Accordingly, each candidate must show his/her Admit Card and Student 
Identity Card to the Invigilator/Supervisory Staff on demand any time during the 
course of examination. 

4. Candidates are advised to ensure that they are in possession of a valid Identity 
Card (Downloaded Student Identity Card from www.icsi.edu duly attested by the 
authorized official(s). In case, due to any reason, the photograph and signature of 
the student are not available in the downloaded Identity Card, the candidates 
should affix his/her photograph and put the signature on the downloaded 
Identity Card and get it attested by Gazetted Officer/Member of ICSI/Principal of 
Recognized School/Manager of Nationalised Bank, etc.  For any reason, if some of 
the candidates are not holding the Identity Card due to technical/ practical 
problems, they may bring any other Photo Identity Card issued by the 
Government Departments viz. Passport, Driving Licence, PAN Card, UID Aadhaar 
Card, Voter Card, etc. to establish their identity vis-à-vis the particulars appearing 
in the Enrollment Details / Attendance Sheet. Please handover one identical 
photograph to the Superintendent of Examination Centre for affixing the same on 
the Attendance Sheet. 

5. In case, due to any reason, the downloaded Admit Card does not bear the 
photograph of the examinee, the candidate should affix his/her photograph on 
the Admit Card and get it attested by Gazetted Officer/Member of ICSI, etc. and 
also bring Student Identity Card/other documents as specified above, as 
identification proof and also one identical photograph for submitting to the 
Superintendent of Examination Centre.  

6.  Provisionally admitted students of Foundation Programme were required to 
regularize their admission by submitting proof of passing 10+2 Examinations 

http://www.icsi.edu/
http://www.icsi.edu/


 

 

 

e-bulletin                                                                                      56                                                                                                      May 2017 

within six months from the date of registration. Candidates who have not 
complied with the requirements are not eligible to appear in the examinations.  

7. Candidates are required to report at the Examination Hall 60 (sixty) minutes 
before the time specified for the commencement of each examination and occupy 
their allotted seats in Examination Hall. No candidate shall be allowed to enter 
the Examination Hall after the completion of 15 minutes of the commencement of 
examination and no candidate shall be permitted to leave the Examination Hall 
until the expiry of 45 minutes of the commencement of the examination. 

8. Personal belongings including mobile phones are not allowed inside the 
examination room. Candidates are advised not to bring valuable personal 
belongings to the examination venue and the Institute or examination center shall 
not be responsible in case the item(s) brought to the examination centre is/ are 
lost or stolen. 

9. There will be 50 Multiple Choice Questions (MCQ’s) of 2 marks each in each paper 
and the candidates shall be given 90 minutes for appearing in both the papers on 
each day (45 minutes in case of exemption in one of the papers).  

10. The question papers will be displayed on the Computer Screen both in English 
and Hindi language except for Business Management, Ethics and Communication 
paper for which questions will be displayed in English only. In case of any doubt 
or discrepancy in Hindi language, the English version of the questions shall 
prevail.  

11. Each student will be appearing for two test sessions, i.e. one test session on each 
day in the same timing. 

12. Candidates must sign the Attendance Sheet on each day for which they are 
appearing and after conclusion of examination obtain signature of the Invigilator 
on the Admit Card. In no case a candidate should leave the Examination Hall 
without signing the Attendance Sheet. Any appearance without the candidate’s 
signature in the Attendance Sheet shall be treated as absent.  

13. Candidates are allowed to use their own battery operated, noiseless and cordless 
ordinary calculator with not more than 6 functions, 12 digits and 2 memories. Use 
of programmable, scientific or printing model of calculators or calculators not 
conforming to above specifications shall not be permitted. Borrowing or 
exchange of calculators or any other item/material shall not be permitted in the 
Examination Hall. 

14. Every candidate is compulsorily required to appear in all the subjects /Paper(s) 
for which he/she had enrolled. In case any candidate remains absent in any 
subject(s)/Paper(s) due to any reason, whatsoever, he/she shall be summarily 
declared fail. However, in case a candidate who has been granted exemption in 
any one subject i.e., Paper 1 or 2 (on first day i.e. 3rd June, 2017) or Paper 3 or 4 
(on second day i.e. 4th June, 2017) as the case may be, he/she is required to 
answer only those questions in the relevant subject (Paper) in which he/she is 
enrolled and leave the examination hall on the expiry of 45 minutes of the 
commencement of the examination, after submitting the Exam by clicking 
“Finish” button. In case a candidate has been granted exemption in Paper 1 and 2 
(first day) or Paper 3 and 4 in the (second day), he/she is required to appear only 
in the relevant subjects (Paper 3 and 4 or Paper 1 and 2 as the case may be), for 
which he/she is enrolled. 
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15. Candidates are required to secure a minimum of 40% marks in each paper, i.e. 
Paper- 1, Paper-2, Paper-3 and Paper-4 separately as the case may be, and 50% 
marks in aggregate of all papers put together for passing the Foundation 
Programme Examination. There will be no negative marking for wrong answers.  

16. No candidate shall bring or carry with him/her any Book, Study Material, 
Handwritten or Printed Notes, Mobile Phone, Pager, Digital Diary, Scientific or 
Programmable Calculator, Laptop, Palmtop, Smart Watch or any other 
communication device or gadget in the Examination room/Hall/Premises. 
However, the candidates are warned to remain prepared that in the event of 
suspicious behaviour of any examinee in the Examination Hall/Room/Premises, 
he/she could be searched/ frisked to demonstrate that he/she does not possess 
any prohibited/ objectionable item(s) with him/her. 

17. The Superintendent of Examination is authorized to expel a candidate from the 
Examination Hall/Room if in his/her opinion, the candidate has resorted to unfair 
means for the purpose of answering the questions or behaved in a disorderly 
manner in and around the Examination Hall or obstructed the Superintendent or 
invigilating staff in carrying out his/her duties or attempted to offer illegal 
gratification or attempted to apply undue influence or threaten or blackmail any 
person connected with conduct of examination or attempt to copy examination 
questions and/ or examination responses (in any format) from the Examination 
Centre, etc. A candidate so expelled must, before leaving the Examination Hall, 
submit to the Institute his/her explanation in writing through the Superintendent 
of Examination. Once a candidate is so expelled; he/she may not be allowed to 
appear in the remaining paper(s) of the examination. Over and above, for any 
such misconduct of grave nature, the candidate shall be subject to disciplinary 
action under the provisions of the Company Secretaries Regulations, 1982 as in 
force and/or other appropriate legal action under the laws of the country, and the 
particulars of such candidates will be suitably notified in the Institute’s official 
bulletins. 

18. Candidates’ eligibility to appear in the CS Foundation Programme Examination 
shall be subject to the provisions of Company Secretaries Regulations, 1982 as in 
force.  

PART- B : OPERATING INSTRUCTIONS 
 
I. Attempting the Examination  

 
1. Upon Invigilator’s instruction, click on the “APPEAR” button to access the 

Instruction Sheet. In case of any doubt or question about functioning of the Exam 
Window, candidates may seek advice/guidance from the Invigilator on duty before 
the commencement of examination. No query/ies shall be entertained after the 
commencement of examination. 

2. Do not close the Exam Window or try to restart the system at the Examination 
Centre. 

3. Each question is followed by four alternative answer marked as A, B, C and D.  The 
candidate shall choose the most appropriate answer to each question and mark the 
same through click of mouse against the appropriate answer.  Chosen answer will 
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be highlighted and will automatically be saved.  The questions may be answered in 
any order within the stipulated examination time. 

4. Candidates can make changes in their answer already chosen/marked by simply 
clicking the other answer option of their choice at any time before conclusion of 
examination or before clicking “FINISH” Button. 

5. Candidates shall not click “DONE” button followed by three warnings with “FINISH” 
button until they have completed all the questions, i.e., 100 questions for both the 
papers (50 questions in case of exemption in one paper) of their examination.  The 
examination shall not re-start once “FINISH” button is clicked. 

6. Countdown clock will start on commencement of examination and the same will be 
displayed on the top right hand corner of the Exam Window for the remaining time 
available to a candidate for the Examination. 

7. Before conclusion of examination, the candidates can use the “Bookmark” option by 
clicking on “BOOKMARK” button, if they wish to review or revisit the question later. 

8. In case of restarting / shut down of computer due to technical reasons, 
immediately report the same to the Invigilator on duty.  Answers already marked 
and time of the examination will be saved and the candidate will be able to resume 
the examination from the exact point that last appeared before him/her. 

9. If any candidate wishes to take a bio break, he/she can do so after 30 minutes of 
commencement of the examination. However, the timer on the Exam Computer 
would continue to tick and the candidate would not be given any additional time to 
compensate for the time loss during the bio break. Hence, the candidates in their 
own interest may limit their bio-breaks to the minimum to avoid any loss of time. 
 

II. Working on Examination Window  
 
1. APPEAR → CLICK → Display of Exam Window 
2. Only one question will be displayed on the Exam Window at a time. 
3. Candidates can mark their choice of answers by placing cursor on any one of the 

four alternative answers to each question and clicking through mouse thereat.  
Chosen answer option will be highlighted. 

4. Candidates can change their answer to any question by clicking at the new answer 
option (Radio Button) before “FINISH” of the examination.  

5. Candidates can answer question in any order and can navigate between questions 
either by clicking on ”Previous”/ “Next” button or by directly clicking  on the 
question numbers which are displayed in the Paper-wise Summary panel available 
on the left side of the Exam Window. 

6. Every particular question answered by the candidate will be displayed in GREEN 
colour on the Summary Panel. The questions that are not attempted and not 
bookmarked for review will be displayed without any colour. Questions Attempted 
and Bookmarked for review will be highlighted in RED and those which are not 
attempted but Bookmarked for Review will be displayed in YELLOW. 

 
III. Examination Submission  
 

1. “DONE” button shall be clicked by the candidates only when they have answered all 
the questions of their examination.  The “DONE” button will be visible at the Right 
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Hand Bottom Corner of the Exam Window and the same will only be enabled after 
45 minutes of commencement of the Examination.   

2. After completion of the examination, candidates can click “DONE” button followed 
by three warnings with “FINISH” button to submit the examination. After 
conclusion of examination timing, system will automatically save, finish and submit 
the examination. 

 3.   No candidate shall be permitted to leave the examination hall/room/lab until the 
expiry of 45 minutes after commencement of the examination. 

 4.   In case any candidate wrongly clicks the “DONE” button, warning screens will be 
displayed; and he/she can return to the question paper by clicking “Go to 
Examination”.  There are three such warnings – WARNING-1, WARNING-2 and 
WARNING-3 with “FINISH” button.  

5.  Candidates shall remain cautious while clicking “FINISH” button and warnings.  On 
clicking the “FINISH” button after “WARNING-3”, examination will be completed, 
finished and submitted. After submission of examination, it shall not re-start at all 
and answer marked by the candidate shall be considered for purposes of result. 

6.  A “Thank you” message will appear confirming the completion, finishing and 
submission of the examination. 

7.   Candidates may give their feedback by filling “FEEDBACK FORM” available on their 
system after submission of their examination. 

 
IV. Use of  Rough Sheet 

 
1. A Rough Sheet will be provided to the candidates for carrying out rough work, 

calculations, etc. during the examination.  Candidates are required to mention their 
Name, Roll Number, Registration Number, Exam Date and Batch Time on the Rough 
Sheet. 

2. Rough Sheet needs to be returned to the Invigilator before leaving the Exam 
Hall/Room/Lab. The candidate shall not be permitted to carry the rough sheets 
used/unused with them when they leave the Examination Hall/Room/Lab. 

 
V. Maintenance of Discipline in the Examination Hall/Room/Lab 

 
Candidates should strictly follow the various written/verbal instructions and maintain 
discipline in the Examination Hall/ Room/ Lab.  Candidates should not: 

 
(a) Attempt to take the examination on behalf of someone else, i.e. Impersonation; 
(b) Give or receive assistance of any kind during the examination or communicate in 

any manner with other candidates or with outsiders. 
(c) Tamper/attempt to tamper with computer system or pose hindrance in the smooth 

conduct of the examination. 
(d) Leave the examination centre without the permission of the invigilator. 
(e) Use prohibited aids or carry banned items in the examination premises/ 

room/hall/lab, etc. such as mobile phones, I-pad, palmtop, books, study material, 
printed or handwritten paper, blank pieces of paper, electronic diaries, watch 
alarms, listening devices, recording or photographic devices etc.  
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(f) Attempt to copy examination questions and /or examination responses (in any 
format) from the fellow candidate/ examination centre.   

 
  The Superintendent of Examination Centre is authorized to expel a candidate from the 

examination centre for any misconduct by the candidates. 
 
  Infringement of any of these instructions may render the candidates liable for disciplinary 

action which could lead to cancellation of results of the examination and/or student-ship 
registration under the Company Secretaries Regulations, 1982 as in force. 

 
   SMOKING, CHEWING OF TOBACCO, BETEL, INTOXICANT, CARRYING/USE  OF MOBILE 

PHONE, ETC., IS TOTALLY BANNED INSIDE THE EXAMINATION HALL/ ROOM/ LAB/ 
CENTRE PREMISES. 

 
 

*** 
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 News from Region 

ICSI -SIRO 

CLASS ROOM TEACHING 

Stage  Date of 
Commencement 

Fee 

Executive Programme Classes Module-I Morning Batch for 
December 2017 examination  

01.05.2017  Rs. 6100/- 

Executive Programme Classes Module-II Evening Batch for 
December 2017 examination 

01.05.2017 Rs. 5600/-  

Foundation Programme Morning Batch for December 2017 
examination  

10.07.2017 Rs. 5100/- 

Foundation Programme Evening Batch for December 2017 
examination  

10.07.2017 Rs. 5100/- 

 

 

Model Examination for June 2017 Examination 

Foundation Programme 

08.05.2017 and 09.05.2017 

Timing   

10.00 AM To 11.30 AM  

Executive Programme 

08.05.2017 to 14.05.2017   

Timing    

10.00 AM To 01.00 PM  

Professional Programme 

08.05.2017 to 15.05.2017  

Timing    

10.00 AM To 01.00 PM  

Foundation Programme 

Fees : Rs. 250/-  

Executive Programme  

Rs. 400/- for Module-I 

Rs. 300/- for Module-II 

Professional Programme 

Rs. 300/- per Module  
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Disclaimer : 

Although due care and diligence have been taken in preparation and uploading 
this E-bulletin, the Institute shall not be responsible for any loss or damage, 
resulting from any action taken on the basis of the contents of this e-bulletin. 
Any one wishing to act on the basis of the material contained herein should do 
so after cross checking with the original source. 

 

 

 

 
 
 
 

Editorial Team 
Sonia Baijal, Director 

Maninder Deep Cheema, Assistant Professor 

 

 

 

 

 
For views/suggestions/feedback please write to : academics@icsi.edu 

mailto:academics@icsi.edu

	1 FOUNDATION ACADEMICS + COVER OLD
	2  FOUNDATION STUDENT SERVICES
	4  FOUNDATION  EXAMINATION
	5 FOUNDATION ANNOUNCEMENT
	6  FOUNDATION 2015 LAST PAGE

