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Checklist – Requirements to change 

Test Control Officer – TCO  

Alternate Test Control Officer – ATCO

Interim Test Control Officer - ITCO
 FORMCHECKBOX 
   Prepare Memorandum of appointment for DANTES Test Control Officer (TCO) Alternate Test Control Officer ATCO) or Interim Test Control Officer ITCO) at DANTES Test Site ID       IAW Exhibits  found in FY08 Abridged Version of DANTES EXAMINATION PROGRAM HANDBOOK (DEPH)
 FORMCHECKBOX 
   Provide signed Statement of Understanding 

 FORMCHECKBOX 
   Provide Verification of degree 

 FORMCHECKBOX 
   Verify TCO applicant has read and is familiar with DANTES Examination Program Handbook

Has applicant been a TCO, ATCO, or ITCO in the last 2 years?
 FORMCHECKBOX 
   If yes, from       to       at site      .
 FORMCHECKBOX 
   If no, has taken (year)      version of the 50 question test

 FORMCHECKBOX 
   Successfully complete Examination for DANTES Test Site Personnel with score of 90% or higher

Was not administered the 50 question Examination for DANTES Test Site Personnel but attended a DANTES-sponsored workshop. 
 FORMCHECKBOX 
If yes, when?       Where?     
 FORMCHECKBOX 
Attach a copy of the Certificate of Training

 FORMCHECKBOX 
   Has viewed the security video entitled, “Test Security is your Responsibility?” 

Are there currently exams in inventory? Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

 FORMCHECKBOX 
   If yes, attach the DANTES Test Inventory Report 

 FORMCHECKBOX 
Has Annual Review been completed and submitted to the Institute prior to 01 December of the current year?

 FORMCHECKBOX 
   ***Safe combination scheduled to be changed once appointment has been approved. 
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