
Revised March 4, 2021 
Student Deadline Date:   
(Date by which student must complete test) 

Calhoun Community College 
Testing Center Transmittal Form 

Only those exams submitted according to the approved guidelines will be processed for your students. Testing 
Centers must receive exams at least three working days before exams will be available to students. 
Semester & Year  

Instructor: 
Campus: CCC Extension  
Home Phone # (not to be released to students): Other Phone #  
Course Number and Section:   
Check Class Type (√):   □ Face-to-Face    □ Online 
Test Number and Version(s): # of Copies:  
Check All That Apply (√): □ Initial Test □ Make-up Test □ Retest
□ Permission Slip required
□ Student can write on test copy
□ Permission Slip required for Retest

□ Online test proctor password
□ Honorlock Bypass Pin   _______________________ 

Supplemental Materials 
Check All That Apply (√): 
□ English Dictionary
□ Scrap Paper □ Thesaurus
□ Lined Paper □ Graph Paper
□ Student Notes, # of pages (Maximum 3)
□ Calculator, Specify Type
□ Other (books are not allowed)

Completed Test(s) (√): 
□ Return via Campus Mail
□ Hold for pickup by Instructor

Check All That Apply (√): □ No time limit □ Limit of
*Instructors are encouraged to set time limits for online exams

Return Blank/Extra □ yes □ no
Tests to Instructor (√): 

□ End of Semester □ End of Test Deadline □ Specify Date
Check All That Apply (√): 

□ Testing during week of
□ Testing by last day of current semester
□ Testing by closing time on
□ Testing on ONLY 

Check All That Apply (√): □ Roster to follow in intercampus mail 
□ Names on tests

I have read the Calhoun Community College Testing Center Guidelines and I am aware of my 
responsibilities. I have given each student a copy of the Student Guide for using CCC Testing Center. 

Instructor’s Signature Date E-Mail Address 
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