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Return Kit 
 Will be included with testing materials from NCSU/TOPS

 Contains three items
– Scoreable Materials Return Instructions
– Scoreable Materials District Transmittal Form
– Scoreable Materials School/Charter School Transmittal Form

• New for 2016-17

– 3 UPS Labels with receipt
• If more are needed please contact Questar Customer Service
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Return Kit Cover Sheet
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Return Instructions 
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 Two-sided form
 Provides step-by-step instructions on 

packing and shipping for the LEA Test 
Coordinators

 Please return only completed test materials
 All schools must have at least one header to 

process
 Tape boxes securely (top and bottom)
 Contact: CustomerService@QuestarAI.com

or toll-free at 877-997-0422 if you have any 
questions

 Ship materials when schools are done 
testing

 IMPORTANT: use forms for the appropriate 
administration … use “fall” forms for Fall; 
use “spring” forms in the Spring etc.

FINAL pick-up date: Friday, February 10, 2017
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Scoreable Materials Transmittal Form
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 Completed at the District LEA level
 District Name
 Three-Digit LEA#
 List all schools being returned as individual 

lines
− If a school as two or more packages 

due to number of students tested 
please list on two lines

 LEA Test Coordinator signs to verify 
packages and quantities returned

 Questar uses to verify our counts at check-
in and provided additional information post 
scanning
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Scoreable Materials Transmittal Form
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 New for 2016-17
 The separate School Transmittal form 

allows us to validate the quantity of 
materials we should have for each 
group/teacher within a school

 Completed at the School/Charter School 
level

 School or Charter School Name
 Six-digit LEA/School Code
 List all schools/charter schools being 

returned as individual lines
 School Test Coordinator signs to verify 

packages and quantities returned
 Questar uses to verify our counts at check-

in and provided additional information post 
scanning
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UPS Label

 2 part label:
− Shipping label
− Receipt

 Place shipping label on 
box as indicated in 
instructions

 Keep receipt for your 
records and tracking #
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Reminders
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As a reminder, the following situations 
will delay scoring: 
 Boxes are not packed according to the 

Return Instructions
 Transmittal forms are not completed 

accurately
 Students do not code the form number 

on the answer sheet
 White out paint or tape is used on the 

header sheets and answer documents
 NC General Purpose Header Sheets 

are not included in each box. Header 
sheets must be included for general 
and makeup administrations
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Questions?


