
 

 

 

 

Date:  

 

Proctor Name 

Proctor Address 

Proctor Address 

City, State, Zip  

 

Enclosed is the examination for STUDENT NAME (ID#) in COURSE NAME.  If you 

delegate your proctoring role to a subordinate, your signature is still required for 

validation of this form.  STUDENT NAME must schedule to take the examination on or 

before DEADLINE DATE.  Otherwise, please return the examination to the address 

below.  If you have any questions, call (479) 788-7682.  

 

READ AND CHECK OFF THESE REGULATIONS, AND SECURE BOTH 

 SIGNATURES BEFORE PRESENTING THE EXAMINATION TO THE STUDENT 
 

____ The examination is to be taken under the supervision of PROCTOR NAME or designee.  

 

____ Student must present a valid photo ID verifying identity before receiving the examination.  

 

_____ The student may not have access to persons, books, notes, computers, calculators, reference 

 materials, or any other aids, except those designated in the examination itself.  

 

_____ After the examination is presented to the student, it is to be completed in one sitting of 3 

 hours or less unless otherwise indicated on the examination.  The student accepts the  

 responsibility for scheduling the examination accordingly.  

 

_____ Upon completion of the examination, this signed form, the examination, and all associated  

 paperwork utilized during the examination must be returned to the University of Arkansas  

 Fort Smith Testing Center.  Any cost or fee associated with proctoring this examination  

 (including return postage) is the responsibility of the student.  The student should not be  

 given these items for mailing.  

 

_____ Neither the examination nor any associated papers may be copied for any purpose without 

  the express consent of the University of Arkansas Fort Smith Testing Center.  

 

_____ Comments should be written in ink on the back of this form and signed by PROCTOR  

 NAME and/or STUDENT NAME.  

 
The proctor’s signature certifies that the examination will be administered in accordance with the above- 

specified regulations.  In addition to agreeing to the above regulations, the student’s signature certifies 

 physical, emotional, and mental competence to complete the examination in its current form.  

 

Date: _________________ __________________________  ______________________ 

    PROCTOR NAME, proctor  STUDENT NAME, student 
Failure to complete check-offs and return this form with proper signature will cause delays and possible invalidation of the examination  



  

OFF-SITE PROCTOR MAKEUP/CHALLENGE EXAM ADMINISTRATION 

GUIDELINE 

 

 
INSTRUCTOR GUIDELINES for SUBMITTING a TEST for Off-Site Makeup/Challenge 

ADMINISTRATION 

 

Instruct your student to contact the Director of Test Center (479) 788-7682 to request an Off-Site 

Proctor Makeup/Challenge Exam Application.  

 

When the completed Off-Site Proctor Makeup/Challenge Exam Application (OPMEA) has been 

received and approved, the director will notify the student, and will email an Off-Site Proctor 

Makeup/Challenge Exam Administration Guideline to the Instructor.  The  

Instructor will then submit the examination along with this completed form, to the director, 

CC205.  The director will send the exam to the proctor for administration.  Upon receipt of the 

completed exam, the director will notify the instructor that it is ready for pick-up.   

 

 

TEST ADMINISTRATION GUIDELINES 
(To be completed by Instructor & submitted with Exam) 

 

Name of student: __________________________________________________ 

 

Name of Instructor: _______________________ Phone _________________ 

 

Email address: ___________________________ 

 

Name of Course: _______________  Course Section Number _____________  

 

Test: ____________________________________________________________ 

 

Date(s) Test can be administered: ____________________________________ 

 

Time Limit Given In Class (required): ________________________________ 

 

Specify which materials students may use during test: (NONE, dictionary, thesaurus, 

textbook(s), notes, calculator (which type?), conversion sheet included with test, scratch 

paper, other (please specify):  

 

Please provide instructions as to how student will record his/her answers:  Write directly 

on the test, use a student-supplied scantron, word-processing, etc.?  

 

Special Instructions:  
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