**DO NOT SEND ANY SCORING AND ATTACHED PAPERWORK TO ACT!!!**

****IF SCORING AND PAPERWORK IS SENT TO ACT – YOUR SITE WILL BE RESPONSIBLE FOR THE INVOICE FROM ACT AND YOUR SITE’S WORKKEYS INFORMATION WILL NOT BE REPORTED TO THE WVDE WVIS SYSTEM!****

West Virginia Department of Education’s 
Division of Technical and Adult Education 
WORKKEYS® ORDERING & RETURNING PROCESS

 (Send Books ONLY back to ACT --- Scoring and paperwork must be sent to WVUP)

1. Once you received your order from ACT WorkKeys®:
a. pull the WKEYM Pack/Return Slip sent with the order and make sure all booklets on the packing slip are in the boxes. 
i. If all booklets are there – tape the box, sign across the tape and store in a locked closet or cabinet.
ii. If there are any missing booklets contact ACT WorkKeys® immediately at 
319-337-1875.
b. your site ID will be printed on your WKEYM Pack/Return slip (this is the number you place on all paperwork submitted by you to WVU at Parkersburg)
c. disregard the site headers sent with your order – these do not have to be filled out – you may throw them away
d. disregard the white envelope that ACT will send you with this order – you are NOT returning scoring to them

2. Keep all testing materials under lock and key until you are ready to test.

3. ANSWER FOLDERS AND PAPERWORK ONLY – Once testing is complete:
a. fill out a WVUP Workforce & Community Education Scoring Cover Sheet correctly and entirely for each batch to be scored
b. be sure to include pages 89 & 91, of ACT Supervisor’s Manual, filled out correctly and entirely with each batch to be scored
c. if you had any irregularities in your session you would also include page 93 of the ACT Supervisor’s Manual
d. batches which include ADA Accommodations will need to include Pages 99-103 with the above  paperwork
e. place scoring cover sheet and all above paperwork on top of corresponding answer folders.
f. place all of the materials above in the addressed envelope(s) included in this correspondence and return to:   
WVU at Parkersburg
Workforce & Community Education
Attn:  Michele Wilson or Cynthia Leisure-Melrose
300 Campus Drive	
Parkersburg, WV  26104

4. BOOKLETS ONLY - Once testing is complete: 
a. pack the booklets you received back in the boxes in which they were sent -  All books must be returned together - place the booklets in the boxes in booklet number order 
b. place the packing slip on top of the booklets  
c. tape the boxes, ensuring that the ACT Distribution address is visible.  
d. write your return address on the top of each box
e. number the boxes (e.g. 1 of 4, 2 of 4, 3 of 4, 4 of 4)
f. all boxes must be sent via UPS or other traceable method
g. affix proper postage and ship all boxes at the same time back to ACT
NOTE:  A copy of all paperwork is included in this packet.
             We have also included an example of an answer folder.
             If you have questions regarding paperwork please call.

CONTACTS at West Virginia University at Parkersburg
Cindy Leisure Melrose  
304-424-8276 or cindy.leisure@mail.wvu.edu

OR

Michele Wilson  
304-424-8355 or Michele.Wilson@mail.wvu.edu
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