
 
Division of Academics, Performance and Support  
 

 
Requesting Exams – Summer 2011 

 
Schools should open their test orders as soon as they are delivered to the school to ensure that 
there are enough copies for testing.  However, do not open shrink wrapped packages until 
one hour before the test administration. After the inventory of the exams is complete, the 
boxes must be resealed and stored in a secure location until the morning of the exam. 
 
If your school needs tests please follow the instructions below: 
 

1. Prepare a letter on school letterhead requesting tests (Please copy the order form 
attached to these instructions onto your school’s letterhead.)  The letter must contain the 
following information: 

a. Exam type, ELA or math, and grade levels needed. Math translated versions are 
available only in the languages listed on the order form. 

b. Quantity of booklets and other materials needed for each grade level requested. 

c. Name of the person who will be picking up the exams. 

2. The letter must be signed by the principal or site supervisor. 

3. The person picking up the exams must present the letter and picture ID in order to 
receive the tests. 

4. Exams must be brought directly back to the school and locked up if not 
distributed immediately. Under no circumstances can couriers keep tests 
overnight.  

5. After administration, tests must be returned to Pearson for secure destruction. They may 
not be used for practice. 

ELA and math test booklets can be picked up at your Borough Assessment Office on 
Monday, August 8th beginning at 7 am. 
  
Please email ahead of time to ensure that someone will be in the office and to allow us time to 
prepare your order for pickup. 

 
If you need more information contact your Borough Assessment Implementation Director.  



Copy School Letterhead here. 
 
 
 
Dear _____, 
 
_____________________ requests additional exams for the summer 2011 testing: 
District/Borough/Number 
 
 

August 8th Math (complete all that apply): 
Grade Quantity 

English 
Quantity 
Spanish 

Quantity 
Chinese 

Quantity 
Russian 

Quantity 
Haitian 
Creole 

Quantity 
Korean 

Quantity 
Large Print 
(Eng. Only) 

__3        

__4        

__5        

__6        

__7        

__8        
 

August 9th English Language Arts (complete all that apply): 

___Grade 3 Quantity: _____ Large Print Quantity: _________ 

___Grade 4 Quantity: _____ Large Print Quantity: _________ 

___Grade 5 Quantity: _____ Large Print Quantity: _________ 

___Grade 6 Quantity: _____ Large Print Quantity: _________ 

___Grade 7 Quantity: _____ Large Print Quantity: _________ 

___Grade 8 Quantity: _____ Large Print Quantity: _________ 
_____ Blank answer documents Math  ____Blank answer documents ELA 
_____ ELA Teacher directions (math is in the shrink-wrapped packages) 

 

Please release the tests to: ______________________________________________. 

 
Principal or site supervisor signature: ________________________________________________ 
 
I have received the exams listed above and will bring them directly back to the school (to be signed at the 
BAO): 
 
Signature: ___________________________________________ Date: _______________________ 


