
Accountability Testing Checkout Process

TC's sign up for a date and 
time to pick up their 

materials with testing office

TC brings 
classroom rosters 

to testing office and 
compare to 

Precoded list from 
DPI

Do the lists match? Yes

TC counts all 
materials (Answer 

sheets, books, 
graph paper, 

formula sheets, 
reference tables, 

etc)

No

TC and testing 
coordinator 
determine 

inconsistencies and 
edit lists as needed

Are there read aloud 
administrations?

Yes
TC picks up Read 

Aloud testing 
manual groups

No

Assessment Guides 
are counted for 

each testing group 
and collected

TC and testing 
coordinator sign a 
check out sheet for 

all materials 
received and TC 

takes a copy of the 
sign out sheet with 

him/her


