Sample Test Control Procedures 

	This Document Contains
	This document will be an Annex or Appendix to your Academy SOP:

	Item
	Pages

	Sample Test Control Procedures SOP 
	TCP-1 thru TCP-7

	Test Control Job Aid
	TC-1


	NOTE:

	The USASMA’s Quality Assurance Office has developed this Test Control Annex to use as a template for your academy’s test control section of your institutional SOP.  When writing your SOP address in detail “How do I accomplish this procedure?”  This is a template to help you develop your test control annex.  Each academy will have different requirements and procedures that will have to be listed in the SOP.  
This sample annex is a culmination of several different test control annexes reviewed by the USASMA QAO.  Substitute your procedures for those written in this sample annex to reflect what your academy procedures are.  
Other requirements that may be included in your specific institutional SOP can be found at the end of this document.  

Include examples of memorandums or checklists in your NCOA’s SOP. 



	MEMORANDUM FOR Cadre (YOUR ACADEMY)

SUBJECT:   Test Control Standing Operating Procedures (SOP)




	1.  References:


	a.  TRADOC Memorandum , Subject: Test Policy and Procedures Memorandum and Enclosures, 6 Oct 2001.

b.  TRADOC Reg 350-70, Chapter VI-7, Student Performance Measurement/Testing, 9 Mar 1999

c.  TRADOC Reg 350-18, The Army School System, Chapter 3, para 3-11, 26 May 2000.

d.  TRADOC Reg 350-10, Institutional Leader Training and Education, Chapter 2, para 2-9, 12 Aug 2002.

e.  Course Management Plan (CMP).


	2.  Purpose.  To prescribe procedures for administrative records, procurement, administering, handling, storing, scoring, scheduling, disposition and security of the tests administered at this NCO Academy.


	3.  Scope.  This policy reflects the current operational procedures for test administration for this NCO Academy.


	4.  Appointments:  The commandant will appoint/relieve in writing the TCO/ATCO.  Commandants must provide a copy of the appointment orders to USASMA.  Test Administrators are appointed in writing by the TCO to administer specific tests.  The Test Administrator must be present during the entire testing session.  At no time does anyone other than the TCO/ATCO issue a test or test materials to another person.  Test Administrators/Proctors must be graduates of the course with the exception of the commissioned/warrant officers.  Test Administrators/Proctors may be commissioned officers, warrant officers, or noncommissioned officers in the rank of Staff Sergeant or above for PLDC and BNCOC, or Sergeant First Class or above for ANCOC.  
  

	5. Marking of Test Material:  Only the Test Control Officer (TCO) or Alternate Test Control Officer (ATCO will open test material received by the NCO Academy through distribution.  Mark test components as “FOUO-Sensitive Examination (Testing) Materials” (or similar words) on the front/back (top or bottom) covers and front of every page of the test if not already marked.  All electronic versions of sensitive test material should have the warning “DO NOT COPY, PRINT, TRANSMIT, OR SAVE UNLESS SPECIFICALLY AUTHORIZED” (or words to this effect) on any portable medium and on first page/screen seen when opening the file. Sequentially serial number all test components (to include CD ROMs and Diskettes), using the school’s office symbol as the prefix to the serial number.  The item description will follow the office symbol, then the test version, and then the sequence number.

                                             Example: ATSS-Q-PLDC-E202-0001
Do not use serial numbers of previously destroyed materials for new test materials.  The TCO/ATCO will conduct a 100 percent inventory of all test materials upon receipt and account for them using the DA Form 5159 (or a locally generated form).  The TCO/ATCO will store all test materials in a locked room or secured containers (Test and Solutions/Answer Keys in separate containers) with access limited to authorized personnel only.  Proper key control to these sensitive containers must be exercised as with other sensitive keys (See Item 23).      


	6.  Inventory of Test Material:  The TCO/ATCO will conduct an inventory of all test material quarterly as a minimum and maintain records for one year, using DA Form 5159 (or a locally generated form) (include example).  This quarterly inventory will include reproduction/destruction documents. When removing test components or returning them to the locked cabinets, a record of sign out (name, organization, ect) (include example) will be annotated.  Record the results in the “NOTE” section of DA Form 5159, or record on a locally generated sign-out/sign-in log.  If using a log, attach it to the DA Form 5159 for that quarter and the annotation “see attached log” made in the “NOTE” section of DA Form 5159 (or a locally generated form).  The inventory must include all items listed on the DA Form 5159s.  Additional inventories may be necessary upon reproduction of exam booklets. 


	7.  Retention of Student Testing Records:  The TCO/ATCO will separately maintain all answer sheets and associated paperwork for graduates until course completion, then destroy by burning, melting, shredding, or chemical decomposition.  Test answer sheets of non-graduates for non-academic reasons will be destroyed upon course completion.  The TCO/ATCO will maintain all academic failure test answer sheets for 24 months.  Retained answer sheets are placed in a sealed envelop and the TCO/ATCO signature placed over the seal.  The course name, class number, class date, name and last 4 of the student’s SSN, and an assigned serial number will be placed on the front of the envelope.  The serial number will be annotated on the quarterly inventory.  Following the retention test material is authorized for destruction, see section number 22 of this document.  Store answer keys and completed answer sheets in a different drawer from other test components.  Answer keys will consist of only the answer without the questions.


	8. Reproduction/Receipt of Test Materials:   Only the TCO/ATCO has authorization to reproduce and/or destroy test materials IAW CMP guidance.  They will inform the Commandant of all reproductions and maintain a reproduction certificate/log (see example) for 12 months.  All examinations and components will be marked “FOUO-Sensitive Examination (Testing) Materials” or similar words, and assigned a serial number (see #5 of this document) when reproduced. Upon receipt of test material, it will be labeled with the appropriate markings if not already marked.  Conduct an inventory upon reproduction/receipt of test items. 


	9.  Testing Sessions:  The TCO office will open one hour prior to examinations for exam issue/pick up and remain open until completion of all testing requirements.  Test examiners must secure the lockable container (briefcase) in the TCO office during the grading of the test and pick it back up with the test results for the AAR approximately ten minutes before the scheduled AAR.  Do not allow loitering in/around the TCO office during the grading. 


	10.  Duties and Responsibilities:

	       a.  TCO/ATCO:  Will issue test examiners the exact number of examination booklets, answer sheets, AAR sheets, scratch paper needed to test his/her squad, and a lockable container (i.e., briefcase) for transporting exam items.  The test examiners must read the TCO SOP and conduct an inventory of all materials prior to signing for them.  During the inventory the examiners must look for marks, missing pages and unserviceable tests.  Once the test examiners sign for the materials, they are solely responsible for all the components.  
1).  Advise the Commandant on matters pertaining to test control procedures and administration.

2).  Maintain a testing facility Standing Operating Procedure (SOP) containing the following as a minimum--

a) A records system for administrative operations of the testing facility.

b) Procedures for requisitioning, handling, storing, scheduling, administration, and scoring of tests.

c) Disposition of test materials.

d) Procedures for transmitting test results to the proper personnel.

e) Procedures governing security of test materials IAW this CMP. (See Appendix F this CMP for an example SOP).

3).  Designate in writing personnel authorized access to and handling of test materials, and ensure--

a) Thorough indoctrination of all personnel in the testing facility.

b) All personnel, upon their assignment to the testing facility, review the testing facility’s SOP and quarterly thereafter. Maintain written documentation for a period of 1 year.  

c) That personnel who administer and score tests, understand and practice correct procedures for administering and scoring each assigned test.

d) To monitor all procedures prescribed in the testing facility SOP.

4).  Establish a Quality Assurance (QA) Program to inspect testing sessions to ensure the proper handling and administering of all tests.  Academies will inspect test sessions quarterly (except for part-time NCOA’s where infrequent class scheduling may only allow to inspect annually). Records will be maintained till the next accreditation visit.  This will ensure that only authorized personnel handle test booklets, scoring keys, and completed answer sheets.

5).  Exercise close supervision over all phases of test receipt, storage, protection, issue, administration, scoring, and destruction.

6).  The following are TCO responsibilities that are necessary to secure and safeguard all examinations.  The TCO will--

7).  Maintain control over all examination materials.  USASMA sends all test materials only to the TCO via return receipt mailing.

8).  Upon receipt of test material, conduct a 100 percent quality control check of all test material.  Check examination booklets to ensure that there are no missing pages and that all pages are legible. Stamp or mark all examination booklets with a control number immediately upon receipt from the print plant or from the person reproducing the examination.  This is an essential requirement to maintain accountability of examination materials.  (Remember, the master must also have a control number, as well as CDs, floppy disk, etc.)

9).  Prior to issuing examination booklets to the Test Examiner (or whomever the NCOA designates as a Test Examiner), place a control number on the examination answer sheet.  (Local policy dictates where the exam control number appears on the answer sheet).  Ensure the control number on the answer sheet corresponds to the control number on the examination booklet issued with it (with the addition of AS to the serial number).  If using review sheets (with the addition of RS to the serial number), put control numbers on them as well.

10). Issue each Test Examiner only the number of examination booklets and answer sheets required to test his students.  Inventory the examination booklets and answer sheets with the Test Examiner prior to issuing them.  The Test Examiner accepts responsibility for the examination materials while they are in his possession.  When the Test Examiner returns the examination materials to the TCO, the TCO will inventory them to ensure proper accountability.

11).  Store all examination material not in use where only authorized personnel have access to it.  Examination material includes the examination booklets, exam item sheets, completed answer sheets, and changes to test material.

12).  Maintain a copy of the written test administration guidance (TAG) at all times, see Appendix A, this CMP.

13).  Ensure that the Test Examiners do not know in advance what questions are on the examination.

14).  Issue Test Examiners examination material just prior to their administering the examination.  The TCO, ATCO, or another designated cadre, other than the Test Examiner who gave the exam, collects all examination material for grading.  The Test Examiner who gave the examination will not grade examinations in a group room with the students present.

15).  Upon receipt of new tests or changes from USASMA, remove and destroy the old versions and replace them with the new versions or changes.

16).  Control and safeguard changes to the same standard as current test material.

17).  Maintain an inventory of PLDC test material using DA Form 5159 (or a locally produced form). Inventory will be conducted quarterly and additional inventories may be necessary upon reproduction of exam booklets. Maintain records for a period of 1 year.



	b.  Test Administrators/Examiners:  Must meet the same instructor criteria as SGLs, must be on written orders, and briefed at least quarterly by the TCO/ATCO. Written documentation is required. Maintain the review sheets for 1 year. All examiners will comply with this SOP, test examiner’s checklist, and all related references and guidance in the CMP


	1) Be present during all phases of testing.

2) Respond as rapidly as possible to students with questions (raised hand).

3) Ensure that the classroom is set up and ready for administration of student testing.

4) Inventory student references ensuring they are free of markings/highlighting.

5) Ensure all required test components are present.

6) Ensure all examinees remain quiet during testing.
7) Ensure adequate climatic conditions exist in testing room.

8) Ensure lighting is adequate.

9) Enforce no food/drinks policy in testing room. (Exception to this policy is water).
10) Not provide a meaning for a test question nor prompt a correct answer.

11) Circulate through the classroom on a random basis to observe any suspicious activity, or  position themselves so as to have visual observation of all examinees without creating a distraction.

12) At no time leave the examinees unattended after issuing the exams.

13) Provide student with time remaining warnings, e.g., 60, 30, and 5 minute intervals verbally or written on the board. 

14) Allow students to use any reference material available to them during the examination, for example:  student handouts, publications issued for the course, personal notes, calculators, and computers.
15) Positively verify every student’s identity before administering the test. This can be through visual identification or if the student is unknown to the Test Examiner, have the student place their identification card on their desk.  Go to each student and verify name and SSN with ID card.
16) Assign one test proctor for every 25 students and inform him/her which section of the room he/she is responsible for.  

17) Strictly adhere to all examination start times published in the training schedule.  This means all squads will start/stop at the same time.  You must post the times on the board so that all students can read them.                         

                                                               Example: START 0900-STOP 1100.
18) Test examiners must read the test instructions out loud verbatim from the Test Administration Guide (TAG).  Stress that the blank sheet of paper they record their answers on is not used for an official score, that you will inform them of their score upon completion of grading their examinations.

19) Test examiners are responsible for their own relief during testing periods and must have readily available another qualified examiner to provide relief for personal hygiene breaks.

20) Test examiners will never leave any test materials unattended/unsecured and can only be in building #11291 (enter local particular building or room restrictions here), or in transit to these (same here).

21) After the allotted time for the examination expires, and the students stop: collect all test materials as quickly as possible.  Strictly account for all test booklets, answer sheets, AAR sheets, and scratch paper in roster number order.  Before dismissing examinees check test booklets to ensure that no pages are missing or contain markings.  

22) The examiner must place test items inside the lockable container (provided by recipient).  

23) Test examiners must report any suspected test compromise, test loss, or incidents of cheating to the TCO/ATCO immediately.


	c.  Test Proctor Responsibilities: 
             1)    Carry out in sequence all instructions given by the test administrator/examiner.

             2)    At proper time see that each student being tested follows directions and understands what must be
                     done and how to do it.

             3)   Ensure that the students being tested are doing their own work.

             4)   Excuse from the test any student who becomes ill during the test.

             5)   Ensure that if a student needs to use the latrine, he/she turns in all test materials until his/her return. 
                    Only one student may use the latrine at any given time. 


	11.  Testing Conditions and Standards: The following testing and environmental conditions should bring out the students’ best performance.  Test examiners must ensure that--
a. The test facility is reasonably free from environmental distractions.

b. The students are fully aware of the reasons and importance for taking the test.

c. Students are comfortable and rested.

d. The testing room is quiet.  (Frequent or loud noises may interfere with the test performance, therefore, never conduct ordinary business in the test location.  NCOAs should soundproof testing buildings and rooms located near frequent loud noises).

e. Instructions are loud enough and clear so all students can hear and understand them.  

f. The testing room and working surface are adequate and comfortable. (Lighting should be such that there are no shadows or strong glares on working surfaces). 

g. The testing room’s ventilation, temperature, and humidity provide comfort for the students.  Unless it’s unavoidable, students should not test when the environmental conditions are so extreme that it interferes with their concentration 

     h.    The space allotted for each student is sufficient enough to hold all his associated testing materials.

     i.     No student will give or receive help during the test.  The use of partitioned booths or alternate seating helps
            to prevent collaboration.
  j.    Students may NOT have cell phones or beepers in their possession while testing.

k.   Computers may be used that have references stored on them but must not be able to communicate with other student computers.



	12.  Grading of Tests:  The TCO, ATCO, or SSGL are the only personnel authorized to grade tests without specific permission of the Commandant.  The tests will be graded in a test control area.  After the examination all examiners must turn in their student’s test answer sheets in roster number order for grading.  The primary means of grading the test will be done using the Scantron machine.  When scoring, use the procedures below: 

       a.  Scoring procedures:  Some test must be hand-scored; others, when special answer sheets and pencils are  used, may be scored either by hand or by optical scanner scoring machines.  All machine-scorable tests may also be hand-scored for quality control.  

       b.  Test Standards:  To receive a “GO,” student must receive a score of 70% on all written/hands-on/performance tests.

       c.  Machine scoring:  Check for accuracy of machine scores.  The following procedures will be used:

            1)  As a minimum, five percent of all machine scored test answer sheets will be rescored by hand if the total number of tests of a single type administered exceeds 20.

            2)  At least two out of a total number of tests of a single type administrated will be rescored by hand if the number is 20 or less.

            3)  Samples from machine-scored test batches will be randomly selected from the top third, middle third, and lower third of each batch of test answer sheets for rescoring by hand.  

            4)  100% of failures must be machine scored twice.

       d.  Hand Scoring:  The guidance below applies to all tests that are hand-scored and have only one correct answer for each question.

            1)  Counting right answers:  Place the right scoring key, printed side up, over the answer sheet.  Be sure that the edge of the key opposite the identification margin of the key is aligned with the edge of the answer sheet opposite the identification margin of the answer sheet.  Count all marks that appear through the holes.  This is the number of right answers.  Record this number on the top of the answer sheet.  

             2)  Counting wrong answers:  Align the right scoring key over the answer sheet.  Count all unmarked answer spaces.  This is the number wrong.  Record this number on the top of the answer sheet.

             3)  100% of failures must be checked independently by a second person.  The accuracy of the count can be checked by totaling the number of wrong answers and right answers.  The total should equal the highest possible score for the test.  

       e.  Calculate Percentile Score:  To count incorrect answers, align the appropriate scoring key over the student’s Answer Sheet.  Record the number of wrong answers on the student’s Answer Sheet and convert the score into a percentile score.

       f.   Once all tests are graded, the TCO/ATCO will provide the SSGL with the test scores.  If there are any test failures, the SGL will identify those ELOs that the student failed. The primary focus of remedial training will be on the ELOs the student failed to achieve.  Counsel those students who fail the test.  Include a plan of action to improve and pass the retest.  Explain how and what remedial training will take place.  Document the counseling using the DA Form 4856 (Developmental Counseling Form).  A mandatory remedial training period for the soldiers in question will be conducted.  The retest will be conducted no sooner than 24 hours after and no later than 48 hours of the initial test.  A different version of the test will be administered. If the soldier fails a retest or is a second time failure, initiate dismissal procedures. 



	13.   AAR procedures will be as follows:  
a. At the beginning of the exam, issue each student a sheet of paper numbered 1 – 40 or 1 – 20 with the test booklet and answer sheet.  

b. Have the students write their names and student numbers on the sheet of paper.

c. Tell the students that the sheet of paper is for an AAR, that it is not an answer sheet.  Tell them that after they complete the examination, to copy their answers from their test answer sheet on to the test review sheet. 

d. Once the students complete the exam and fill out their review sheets, the students will turn in the test booklet and the test answer sheet to the Test Examiner.

e. While the TCO/ATCO grades the examinations, the Test Examiner may begin the AAR.  Conduct the AAR by using one test booklet and go over each question and discuss the correct answers with the students.  At the conclusion of the AAR, the Test Examiner will collect all review sheets and turn them into the TCO for destruction.

 

	14.    Test Item Certification Committee (TICC):  The TCO/ATCO must conduct a test item analysis of the results of each examination to identify any test item discrepancies, such as 40 percent or more of the students failing a particular test item (question).  In the event of such a failure rate, the Commandant must convene a TICC of no less than three cadre personnel.

a The most important aspect of test item analysis is the TICC.  If more than 40 percent of the students answer an item incorrectly, the TICC must review the test item for validity based on the following as a minimum—


	1). Is it a valid test item (grammatically correct with only one correct response)?

2). Did review of the TSP ensure the material was taught?

3). Did the SGL adequately present the material?

4). Does it appear to be a trick question?

5). Was the item explicit enough for respondent to easily understand it?

6). Is the item overly complex (requires several readings for the reader to understand)?

7). Are the distracters too closely worded (not easily distinguishable)?

b The TICC must determine if the question is valid or needs rewriting.  If the TICC determines a question is not valid, the TICC then makes a recommendation to the Commandant to notify DOTD at USASMA of a defective test item.  Once DOTD at USASMA has been notified, DOTD will make the determination whether to award credit to all students for that test item.  


	15.  Test Scheduling:  TCO/ATCO must administer all retests IAW the training schedule.  The SSGL has responsibility for preparation of the testing facilities, such as; buildings and classrooms being unlocked, reference material in place, and coordinating students for any retest.



	16.   Actions for Loss, Compromise, or Possible Compromise of Sensitive Test Material:  

       a.  Immediately notify the Commandant.

       b.  Stop all testing with the version which was compromised.  Testing may continue with alternate forms of the test, if authorized.

       c.  Impound all complete tests and answer sheets of the compromised form of the test.

       d.  Place these test materials in a locked container.

       e.  Resume testing with the test in question only when directed to do so by the Commandant.

       f.  Commandant will take the following actions:

             1)  Immediately notify USASMA (Insert appropriate course) Chief, DOTD.

             2)  Insure that a thorough investigation of the compromise, possible compromise, or loss has been made and that proper actions are initiated to prevent recurrence of loss or compromise of test materials.

             3)  Decide the risk mitigation factors to be employed.

             4)  Maintain a record of the results of the investigation and actions taken, if applicable.

             5)  If warranted, initiate investigation under AR 15-6.

             6)  Immediately conduct a risk assessment if compromise is substantiated or cannot be definitely refuted (i.e., suspected but unsubstantiated).

             7)  Take the following procedures for mitigation:

                     (a)  Withdraw test from use.

                     (b)  Re-test one or more students using non-compromised/unsuspected versions.                    
                     I  Request assistance from DOTD.

                     (c)  Take no action (i.e., in the case of unsubstantiated).  



	17.  Destruction of Testing Materials:  When test materials are destroyed, maintain a record on file for one year of :  
      a..   Date of destruction.      

      b.    Method of destruction.   

      c.    Person responsible for the destruction.  

      d.    The exact material destroyed
**Burning, shredding, or pulping to stop recognition or reconstruction of protected information accomplishes destruction. The primary means of destruction will be shredding. 

	18.   Loan or Transfer of Test Material:  

      a.   When the need arises an academy may request to borrow test material.  In such cases the activities involved must take proper security precautions in the transfer of test material.  A memorandum/record of the transfer/loan will be maintained on file for one year.  The memorandum/record will include the following: 

            1)  Date of transfer/loan

            2)  Method of transfer/loan

            3)  To whom the material was transferred/loaned to

            4)  The exact material transferred/loaned   



	19.  Quality Control:  The TCO/ATCO will inspect testing sessions to ensure proper handling and administering of tests IAW CMP guidance. Inspections will be based on course schedule and amount of testing sessions.  A copy of the observations/recommendations will be maintained on file for 1 year as part of the Test Control’s Quality Assurance Program.



	20.  Key control Procedures:  Will be IAW USASMA Memorandum No. 190-1 Physical Security “Key Control”. The TCO/ATCO is responsible for safeguarding the keys to the test control material containers.  When not in use, keys will be kept in the key box located in the room 732.   Coordinate with the Key Control Officer/NCO (S-4) on matters related to the issue, turn-in, changing and/or replacing lost keys.    Keys to the test control material containers will be inventoried monthly by the TCO using DA Form 5513.  When DA Form 5513 is full, it will be retained on file for 90 days, and then destroyed.



	21.  This SOP will govern all the TCO activities in the Academy.  All test examiners need to strictly adhere to this SOP.  The TCO/ATCO must ensure that each group’s lockable container contains a current copy of this SOP.

	22.  It is the TCO/ATCOs responsibility to advise the Commandant on all matters of test procedures/control.




	
	AUTHORIZED
SIGNATURE 
BLOCK


CHRONOLOGICAL TEST PREPARATION CHECKLIST


WHEN


WHO
        WHAT


Before exam

TE/SGL
Inform the students which materials they may use during 







the exams.

At the end of each       SGL

Inform students of which lesson(s) are testable.
testable block of


            Ensure soldiers receive the Advance Sheet for the exam.  
instruction.


On the day of each
BC
 
Inform the SSGL of any special instructions.
exam before set up     

for exam,





SSGL

Inform the TE/SGLs of any special instructions.





TCO/ATCO
Issue the test packets to the TEs/SGLs.

During set up for
TE/SGL
Verify count of the test, answer sheets, and dictionaries.


each exam,




Inform SSGL of any problems with the exam materials.






Ensure the students have only authorized materials.






Read the statement on delays.






Consider request for delays (if applicable).






Forward request for delays to the SSGL (if the TE/SGL







recommends approval).





SSGL

Consider request for delays (if applicable)

Forward request for delays to the BC (if SSGL recommends approval)








BC

Consider request for delays (if applicable).






Reschedule exam for students for whom the BC approves a 







Delay.





        SGL- Small Group Leader

BC- Branch Chief                           SSGL – Senior Small Group Leader    


CHRONOLOGICAL TEST PREPARATION CHECKLIST

                                                                                                                        (cont)

WHEN


WHO
          WHAT


During exam,

TE/SGL
Issue the test materials.






Administer the exam.






Do not leave room unless relieved.






As students complete the exam, collect the test materials.






When all students finish, take the test materials and answer 







sheets to the TCO/ATCO.








Between exam 

TE/SGL
Turn in room’s completed answer sheets and all test

and exam review,
             
materials to TCO/ATCO.









TCO/ATCO
Score the exam.






Issue score results list to the SSGL.





SSGL

Issue the group score list to the TE/SGL.





TCO/ATCO
Reissue one test booklets to TE/SGL.






Issue one solution key to TE/SGL for review.

After exam

TE/SGL
Turn in all test materials to TCO/ATCO. 

review,  




    




    Co Cdr, CI
Conduct Test Item Certification Committee (TICC) 
                                                            (as needed for any questions having 40% failure rate)




    SSGL, and SGL




After completion
TCO/ATCO
 File or destroy(when class graduates) test materials as required. 

of administrative

processing,

SAMPLE
ATSS-Q








                      2 April 2003

MEMORANDUM FOR RECORD

SUBJECT:  Destruction Statement for Test Materials for Primary Leadership Development Course (PLDC) 

1.  In accordance with TRADOC Memorandum SUBJECT:  Test policy and Procedures Memorandum and Enclosures, 6 Oct 01, and PLDC SOP, 1 November 2002, the following test materials were destroyed using the paper shredder located in Room 732.




                    


TEST CONTROL


NOMENCLATURE

                         

NUMBER



E203-A






ATSS-Q-PLDC-E203A

0076 thru 0125
2.  I certify that the above listed test materials were destroyed on Monday, 1 April 2003

by MSG Jane Doe, ATCO, PLDC.

3.  All shredder test materials were transported to the Post Recycle Point on Wednesday, 2 April 2003.

                                                               
JANE A. DOE
                                               

          
MSG, USA

                   




          
ATCO, PLDC
Destruction Witnessed By:


          
JOHN WAYNE
                               



          
SGM, USA







           
TCO, USASMA

TEST CONTROL JOB AID
	NOTE:

	The Test Control Job Aid can be found at the QAO web site at http://usasma.bliss.army.mil/QAO/Support.htm. 




