TESTING SERVICES

Test Reservation/Administration Card (TRAC Card)




Test Transaction Log
(To be complete by Testing Service Staff)
Instructor Name				Phone Number (office, cell, off campus, etc)		Email Address








Please note:  Instructors are responsible for scoring their own exams.  We can return them to you in one of two ways: 








Test Return Options:





________ Via Testing Services courier	_______ Instructor will pick up





Note: Courier runs once per day during academic year semester – visit � HYPERLINK "http://www.uwosh.edu/testing" ��www.uwosh.edu/testing� for schedule, or call ext. 1432.











Each test must have a Student Cover Sheet stapled to it as the first page.


  


Stuff answer sheets in exam before they are delivered to Testing Services.  





Count the number tests you are submitting and record the number here _______________ _________








 





Course Name                                                                                                         Stats Report Required?        Yes        NO           








Department Name, Course #, class time 		                            Does exam require a computer?      Yes     NO     








Type of Test:      Exam           Quiz          Midterm       Final





________               #  ____   Begin Testing on ___________    End Testing on __________      Student time limit ___ ____





________               #_____   Begin Testing on ___________     End Testing on ___________   Student time limit ________





________               #_____   Begin Testing on ____________   End Testing on ___________   Student time limit ________





________               # _____  Begin Testing on ____________   End Testing on ____________ Student time limit _______





________               # _____   Begin Testing on ____________  End Testing on ___________   Student time limit _______





________               # _____   Begin Testing on ____________   End Testing on __________    Student time limit _______














Note:  A reservation is required for all tests that will be administered in the Testing Services area both classroom and make-up.  Call x0073 to make reservations or send reservation card well in advance of testing date.











Student is to write responses on:





________   Exam          _______ Scan Form (provided by your dept.)                                                                                  





_________ Testing Services Blue Book              _______ Testing Services Green Book              Other:    ____________ 














Testing aids allowed:





________ None		____ Calculator        ____________ Notes            ___Text





Other ___________________________________________              Calculator Type  ( if specific)  __________________ 














                  





Example


6 completed 


2 incomplete, via courier, to scoring, pick-up        2/28/17		Nicole St Clair		   REP		0	

















 





























 












































Transaction					Date		Professor		Staff		Running 


(List # of complete & incomplete tests)				Signature		Initials	Count
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