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Testing Guidelines for TOP Group Test
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Steering Committee for the Test Of Proficiency-Huayu (SC-TOP) draws up the Testing Guidelines for TOP

Group Test for the conduct of Chinese proficiency examinations that are designed to fill the needs of
institutions and organizations in Taiwan.
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SC-TOP offers educational organizations, private institutions and companies located in Taiwan whose
foreign students or personnel are unable to participate in a regular Test of Proficiency-Huayu (TOP) for any

reason, an opportunity to have a group of candidates take the TOP at the same location and on the same test
date. Institutions with more than 10 test takers are welcome to apply for this service.
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Non-native Chinese Speakers
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Number of Test takers Registration Fees
10~30 F LA 4 AT 1,200 A
NT$1,200 for each test taker
31~50 # L4437 5% 1,000 ~
NT$1,000 for each test taker
51~100 & 744 27 5 # 800 ~
NT$800 for each test taker
101~200 £ L4 4575 %600 &
NT$600 for each test taker
201 4 4t & 44355 %400 ©
More than 201 people NT$400 for each test taker
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Requesting institutions need to provide testing locations.
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Fill out the TOP Group Test Application Form (see Attachment) and email the completed from to
service@sc-top.org.tw or fax to (02)3343-2413. We recommend submitting the application form at
least 6 weeks before the preferred test date.
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You can also contact us directly on (02) 7734-5638.
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Requesting institutions have to provide test locations that meet TOP’s standards without charge.
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All test sites should be quiet and without noise disturbance from on-going constructions,
entertainment places or public transportation.
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Every test room should be safe, sanitary and neat, with suitable lighting, moderate temperature
and good ventilation, in order to add to the fairness of the test.
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Every test room should have a seating capacity of no less than 10 test takers (but no more than
50). The space between seats should be sufficient (with at least 50 cm of space between each
test taker’s desk and that of the nearest test taker), so that invigilators can reach every test

taker easily.
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Every test room should be eqmpped with broadcasting system for the listening part in the test.
Each test taker should have one set of headphones. If a standard video/audio room is
unavailable, the sound quality of the broadcasting system should be clear enough so that the
right of the test takers would not be violated.
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Every test room should be equipped with a white/black board for display of test time, the

number of prospective test takers, and that of test takers present and absent. On the same side
of the wall, there should be a clock for the convenience of time allocation for test takers.
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Test administrators and Commumcatlon equipment are needed in requesting institutions for
information service.
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Requesting institutions should set up an electronic registration list of test takers.
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Requesting institutions should inform test takers about test time, location and related information,
three days prior to the actual test day.
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Test takers may not reqgister for TOP Group Test of the same level within 6 months from the
test date.
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Test takers who applied for TOP Group Test may not apply for an _extension to the test. After
the completion of reqgistration and fee payment, if test takers cannot take the test due to
personal reasons, they may cancel the registration and apply for a refund 7 days before the
scheduled test date. The refunded money (with the deduction of a processing fee NT$
300)will be sent to test takers by registered mail in the form of postal money orders. Those
who fail to apply in time will not get their applications processed.
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Requesting Institutions fill out application forms for the TOP
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SC-TOP will confirm with requesting institutions that their

Applications should be submitted 6

weeks before the preferred test day

Group Test (see Attachment 1).

Confirmed within 3 days after

receiving the application

applications have been processed.
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Submit an Electronic Registration List of Test Takers i Submit the list 2 weeks before the

VrH kel 2 R A g | test day
Requesting Institutions should set up a name list file of test
takers and send it to SC-TOP.
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Transfer test fees to the appointed account. ! test day ;
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SC-TOP’s chief invigilators will conduct tests on-site.
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Receive Score Reports and Certificates
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Mails will reach the requesting institutions and be distributed to

20 days after the test day

test takers. ?
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Apply for Additional Certificates/Score Reports or Rescoring
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Fill in the application form.
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Attachment
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Application Form for TOP Group Test
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The application form should be submitted to SC-TOP 6 weeks prior to the test date.
(=) 2REL1

#e-mail I : service@sc-top.org.tw & @ & 3 (02) 3343-2413 -
Email the completed form to sercive @sctop.org.tw or fax to (02) 3343-2413
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If you have any questions, you are welcome to contact SC-TOP on (02)7734-5638.
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Requesting School /
Institution Name
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Application Date
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Division / Department
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Contact Name

At
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For Beginners Basic Intermediate Advanced

Estimated No. of
Test Takers
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Time and Location of
Preference for Test Sites

42 <~ # - F Name of School/Building :

(¥ ¢ School Name) /

( + # Building Name )

7 AR S S I
For Beginners Basic Intermediate Advanced

Rm.

Rm.

Rm.

Rm.

RR kg
MR
Demands on SC-TOP



mailto:sercive@sctop.org.tw

FEI“
fe s o

Demands on Prospective
Applicants

#* &3P Provide Test locations
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Video/Audio rooms are preferred. Room Capacity: 10-50 people. With good quality
soundproof system and quiet environment. Machines should be equipped with
headphone sets; one set for each individual, and failure tests for the equipment should be
done before the test. The seating arrangements for tests should be such as to prevent
test takers from overlooking, intentionally or otherwise, the work of others. If a
video/audio room is unavailable, the test may be conducted in the form of broadcasting.
However, the sound quality and clarity of the broadcasting system, such as that of CD

players, should be guaranteed.
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White/black boards, clocks, CD players, 2B pencils, erasers
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Verified by the Requesting Institution Director administrative manager Verified by the Requesting Institution Secretary




