Appendix B: Establishment of DANTES Test site sample letter
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	Staff Symbol:  

Phone: 

Fax: 

Email: 
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1500 
(date)

From: 
(Official mailing address of activity initiating request)

To:
Director, Defense Activity for Non-Traditional Education Support (Code 20C) 6490 Saufley Field Road, Pensacola, FL 32509-5243

Via: 
U.S. Coast Guard Institute (VE), 5900 SW 64th Street, Rm 228, Oklahoma City,

OK 73169-6990

Subj: 
ESTABLISHMENT OF DANTES TEST SITE

Ref: 
 (a) DANTES Examination Program Handbook

	Enclosures:
	 (1) Statement of Understanding 
 (2) Copy of baccalaureate degree for TCO or ATCO

 (3) Certificate of Training from DANTES Workshop (if applicable)


1. Request establishment of a DANTES Test Site at:

Name of Activity: _______________________________________________

Address:  ______________________________________________________

City ____________________________ State ______ Zip Code: ________

Phone numbers: DSN: ______________ CML: _________________________

This nonstocking activity is _____ miles from the nearest DANTES-sponsored Test Site and will support a total of _____ military and ____ civilians.  The safe/security container is (describe container)_________________ and access is __ is not __ limited to the TCO, ATCO, or authorized Examiner.

2. Name of TCO nominee: ________________________________________________

Rate/Rank/GS Level: _________________ SSN (last four)________________

Official .mil E-mail address (required): ________________________________

DSN: ______________________ CML:  ______________________________

The signed Statement of Understanding is submitted as enclosure (1).

Verification of degree is submitted as enclosure (2). 

Has read and is familiar with reference (a)? ____________________________

Has been a TCO, ATCO, or ITCO in the last 2 years? ____________________

If yes, from _______ to _______ at site _______________________.
[image: image2.wmf]If no, has successfully completed the web-based Test Control Officer (TCO) for Academic Testing Course and Exam.  DANTES will annotate successful completion in the nomination package.  

Has viewed the security video entitled, “Test Security is your Responsibility?” Yes _ No_
Subj: 
ESTABLISHMENT OF DANTES TEST SITE AND/OR NOMINATION OF DANTES TCO OR ATCO






















1500

 
(date)

3. Name of ATCO nominee: ____________________________________________

Rate/Rank/GS Level: ____________________ SSN last four ____________

Official .mil E-mail address (required): _____________________________

DSN: ________________________ CML:   _________________________

The signed Statement of Understanding is submitted as enclosure (?).

Verification of degree is submitted as enclosure (?).

Has read and is familiar with reference (a)? _____________________

Has been a TCO, ATCO, or ITCO in the last 2 years?

If yes, from __________ to __________ at site __________________  If no, has successfully completed the web-based Test Control Officer (TCO) for Academic Testing Course and Exam. 

DANTES will annotate successful completion in the nomination package. 

Has viewed the security video entitled, “Test Security is your Responsibility?” Yes _ No_ 

4. The SF 702 Security Container Check Sheet will be completed every time the safe containing DANTES  sponsored exams is opened.

5. The DANTES Test Log, DD Form 1572, and DANTES Document Receipt Form, DANTES 1560/14, will be utilized in accordance with reference (a).

6. Once appointed by DANTES, only the named TCO and ATCO will access the DANTES sponsored exams. The TCO will not delegate exam access except to a qualified Test Examiner. While the TCO, ATCO, ITCO, PTCO and Test Examiner are all responsible for the security of the DANTES sponsored exams, the TCO is ultimately responsible for exam security.

7. Once the TCO (or ATCO) is appointed by DANTES, the combination to the safe will be changed. 

___________________________

Signature of Commanding Officer
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