Notes for Updating the Receipt and Return Plan

Half of all test losses occur during the receipt and return process.  For that reason all test centers are required to write a receipt and return plan for receiving secure testing materials. The receipt and return plans are updated October 1st of each year.  This ensures   the test center is prepared to receive the new test materials being shipped after Thanksgiving through mid-December.   It is important all contact information and numbers are up-to-date and the procedures reviewed with all involved. 

The receipt and return plan is in three parts:

1. Cover page which includes

· Test Center name and number

· Address of test center

· Storage location

· Report Preparer

· Date of Update

· Receipt Distribution List—include the name of any staff that may be asked to sign for the shipment.  

· Return Distribution List —include only the names of examiners.

2. Receipt plan which includes the following:

· Track how deliveries are made to your center.  Most deliveries come UPS.  Find out where UPS makes deliveries to your institution.  

· Identify all staff that may receive or sign for the materials.  Include the names of these individuals on your distribution list for the receipt of materials and provide each person a copy of the plan.  

· It is the responsibility of anyone on the distribution list to ensure the number of boxes they sign for is the number of boxes they receive. 

· Everyone on the distribution list needs to know the Chief Examiner must be immediately notified when the materials arrive, the materials may not be opened by anyone except the Chief Examiner, the unopened box must be stored in a locked, secure office until the chief examiner arrives to take possession of the materials.  

· You will be notified by e-mail when your materials are shipped—no more postcards.

· The Chief Examiner is responsible for receiving the materials and conducting the initial page-by-page inventory.

· Explain to whom, when and how to report discrepancies in the shipment.  Include phone numbers.

· May want to include a note about the need for wire cutters to open the materials.

· Refer to section 3.4-1 and 3.4-2 in the manual for all the steps in the receipt of secure testing materials.

3. Return plan which includes the following:

· Date the materials will be returned, such as week following the last test session.

· Include information about the picking plan and how to complete it.  Note that the new guidelines are to initial the picking plan rather than checking off each item.

· Explain how to pack the materials, each booklet sequentially in each battery.

· Indicate how the materials will be shipped and the tracking service that will be used.

· Must include information that the return inventory (copy of picking plan [additional packing list is optional], the method of shipment and tracking information) will be sent to the State Administrator, BJ Helton, by January 15, 

· Refer to section 3.5 in the manual for a complete list of the guidelines for returning secure materials.
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