
The Institute of Chartered Accountants of India

(Setup by An Act of Parliament)



I C AI E-mail :- ssp.helpdesk@icai.in Phone :- 7877 966 966

This form would allow Students/Member to terminate the 
Articleship/Auditship

Frequently Asked Questions (FAQs) and steps to do it who posset 



Requirement for allow Students/Member to terminate the Articleship/Auditship

1. Student must be registered in Articleship under respective member

I C AI E-mail :-
ssp.helpdesk@icai.in

Phone :- 7877 966 966



I C AI E-mail :- ssp.helpdesk@icai.in Phone :- 7877 966 966

Click on Self Service Portal (SSP) 

Step – 1
Navigation



I C AI E-mail :- ssp.helpdesk@icai.in Phone :- 7877 966 966

Enter your login 
details and click on 

LOGIN Button

http://eservices.icai.org

Step – 2
Login



I C AI E-mail :- ssp.helpdesk@icai.in Phone :- 7877 966 966

Step – 3
Select Tab

Click on the 
Articleship tab



I C AI E-mail :- ssp.helpdesk@icai.in Phone :- 7877 966 966

Step – 4
Select Module

Select Articleship
button



I C AI E-mail :-
ssp.helpdesk@icai.in

Phone :- 7877 966 966

Step – 5
Open Forms

Click on Form 109



I C AI E-mail :-
ssp.helpdesk@icai.in

Phone :- 7877 966 966

Step – 6
Reason selection 

Student or member click on 
dropdown menu 



I C AI E-mail :- ssp.helpdesk@icai.in Phone :- 7877 966 966

Step – 7
Details of Undertaken and Training

Student fills the number of weeks served 
under the principal



I C AI E-mail :- ssp.helpdesk@icai.in Phone :- 7877 966 966I C AI E-mail :- ssp.helpdesk@icai.in Phone :- 7877 966 966

Step – 8
Details Submission

Click on the NEXT
button after fill the 

details



I C AI E-mail :-
ssp.helpdesk@icai.in

Phone :- 7877 966 966

Step – 9
Document Uploading 

Click on 
Click here 
to upload



I C AI E-mail :-
ssp.helpdesk@icai.in

Phone :- 7877 966 966

Step – 10
Submit and Contd.

Click on Submit Button



I C AI E-mail :-
ssp.helpdesk@icai.in

Phone :- 7877 966 966

Step – 11
Enter Details

Student/Member need to fill the 
form(enters the date of termination and 

the no. of leaves etc) and upload the 
supporting document and submit the form.
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Step – 12
Edit the Form

Click on this button 
after verify your 

details to download 
the document

Click here to 
further 

submit the 
form



I C AI E-mail :- ssp.helpdesk@icai.in Phone :- 7877 966 966I C AI E-mail :- ssp.helpdesk@icai.in Phone :- 7877 966 966I C AI E-mail :- ssp.helpdesk@icai.in Phone :- 7877 966 966

Step – 13
Upload Document

Click on this button 
to upload the 

required 
documents
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Step – 14
Generate OTP

Click on this button 
to generate OTP
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Step – 15
OTP Validation

Validate the 
OTP received by 

your Principal



I C AI E-mail :-
ssp.helpdesk@icai.in

Phone :- 7877 966 966

Step – 16
Form Submission

Click on Submit Button and 
pay the condonation fee if 

applicable



I C AI E-mail :- ssp.helpdesk@icai.in Phone :- 7877 966 966

Step – 17
Confirm Application 

Students see the 
following screen after 

submitting the 
application 
successfully



The form has been sent for RO’s approval, Kindly wait for 7 
days before raising any ticket

I C AI E-mail :-
ssp.helpdesk@icai.in

Phone :- 7877 966 966



I C AI E-mail :-
ssp.helpdesk@icai.in

Phone :- 7877 966 966

Frequently Asked Questions (FAQs) 

1. Form 109 is not visible on the portal.   

Ans.  Check your training deed status in form 103, It should be Registered.

2.    Is condonation fee applicable in case of ask for correction ?

Ans.  No

3. OTP is not received by the member.

Ans.  Kindly ask the member to check the professional mobile number.
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