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	Pre-Test Activities

	NOTE
Prior to the examination, ensure you have all the required AFPT materials.
If you require additional AFPT materials, then go to Step 18, otherwise continue.

	1
	Check each test booklet page-by-page for printing errors, missing or blank pages, or any other defect. Prepare the AFPT 238 (AFOQT Test Roster) prior to administering the AFOQT. 


	Insert your testing office address, test control number (TCO#), date of test (DOT), and # of answer sheets at the top of the AFPT 238 (AFOQT Test Roster).

In addition to recording an examinees Name and SSN, you must annotate the following:
· ALREADY TESTED? (Y/N)
-Print “Y” for “yes” if an examinee has previously taken the AFOQT
-Print “N” for “No” if an examinee has never previously taken the AFOQT
· RETEST # is the number of times a person has previously tested: 
0 – if the current test is their only attempt
1 – if the current test is their second attempt 
2 – if the current test is their third attempt
· PREVIOUS FORM AND VERSION (i.e., S1, S2, T1, or T2)

NOTE
Re-testers must provide a hard copy of the AFOQT score report from https://w20.afpc.randolph.af.mil/afoqtsnet20/DODBanner.aspx If they do not provide a hard copy of their score report they must NOT be allowed to take the test. Refer to the AFOQT Manual for Administration, sections 2 and 7, for additional guidance on examinees who have previously taken the AFOQT.

· Indicate the CURRENT FORM (Print “T”)
· Indicate the CURRENT VERSION (either 1/3 or 2/4)

NOTE
A tester cannot take the same version twice. If they previously took an S version 
of the test, you can administer either versions T1/3 or T2/T4. Refer to the AFOQT Manual for 
Administration, section 7, for additional guidance on how to distribute test booklets.

· Indicate the education level (EDU). It is a two digit number equal to the highest number of years of schooling the tester has completed from 12 to 20+

· Indicate the highest DEGREE the tester has earned:
      H = High School
A = Associate’s Degree 
B = Bachelor’s Degree
M = Master’s Degree 
D = Doctorate Degree

· Indicate the TEST BOOKLET # assigned to each examinee

· Indicate the DATE the AFOQT was administered to the examinee


	
2
	Print the completed AFPT 238 (AFOQT Test Roster). Recommend closing the form with a “Z” across empty lines. Print TCO name, then sign and date the bottom of the test roster.
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	Test Administration Activities

	



3
	Retrieve test material from the security container and other storage (for non-CTM items):
· AFOQT Test Booklet, Form T (Version T1/T3-AFPT 995 or Version T2/T4–AFPT 996) 
One Part A Answer Sheet (AFPT 991; charcoal gray sheet) 
One Part B Answer Sheet (AFPT 993; blue sheet) 
Two Sheets of Scratch Paper 
Two No. 2 pencils with eraser 
Table Reading Chart (AFPT 985)
· One timer


	4
	Check photo ID and SSN of each tester as they enter the room and prior to seating them at a testing station. 
NOTE
Remember, if they are re-testing they must provide a hard copy of AFOQT score report, if they do not provide a hard copy of their score report they must NOT be allowed to take the test because the version they must take cannot be determined.

	
5
	Place 1 booklet, 1 table reading chart , 2 answer sheets (Part A and Part B), 2 pencils and 2 sheets of scratch paper at each testing station, ensuring testers sitting next to each other have different versions of the test.

	

6
	When ready to begin, turn to page 7 of the AFOQT Manual for Administration and begin reading the text in paragraph 1, starting with the sentence that begins “Is there anyone who does not have a copy of the Form T Part A Answer Sheet?” and continue to page 12 ending with the sentence that reads “Turn the page in your test booklet to PART 1. BEGIN!”

	7
	Once the test begins, ensure you keep track of the time remaining in a given section.

NOTE
It is appropriate to provide the tester (s) with a time remaining warning (i.e. 5 minutes, 2 minutes, 1 minute, etc.) [NOTE: be consistent throughout the test.]

	Post-Test Activities

	8
	Collect test booklets, answer sheets, pencils and scratch paper.

	9
	Ensure answer sheets (Part A and Part B) are filled out properly and there are no stray marks. 
On the AFPT 238 (AFOQT Test Roster) check the ANSWER SHEET box to indicate you collected both answer sheets. 
You must also verify the SSN matches on both answer sheets (Part A and Part B) for each examinee. 
The TCO must initial after each SSN audit.
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Post-Test Activities (Cont.)

	10
	Inspect test booklets for missing pages and stray marks of any kind after every testing session.

Completely erase answers or marks if possible. 


	11
	Verify the current form, current version, and test booklet # match the AFPT 238 (AFOQT Test Roster).

	12
	Ensure each tester has initialed on the AFPT 238 before releasing tester from the room.

	
13
	Return material and equipment to appropriate location. 

Prior to closing the security container, inventory the contents and annotate the SF 701 and 702.


	

14
	
Handle scratch paper as CTM. Shred used scratch paper.

NOTE
However, before destroying any test materials following a test session, the TE must ensure all answer sheets have been accounted for so that none are inadvertently destroyed.


	

15
	
Mail the answer sheets and original AFPT 238 (AFOQT Test Roster) in accordance with (IAW) AFI 36-2605. Also, the checklist entitled Mailing AFOQT Answer Sheets provides additional input.

	

16
	
After mailing, attach the certified mailing receipt to the unit copy of the AFPT 238 (AFOQT Test Roster) until you receive confirmation that HQ AFPC/DPSOE has received the package.


	

17
	
Approximately 10 days after you send the answer sheets to AFPC, scores can be accessed from https:/w20.afpc.randolph.af.mil/afoqtsnet20/afpcsecuresp.aspx . Contact AFPC/DPSOE in the event mistakes are discovered.
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	Requisition AFPT Materials

	






18
	NOTE
Procedures have changed for requisitioning items in the AFPT Catalog including AFPT 991 and 993. Effective immediately, TCOs or TEs must order these items online via the Warehouse Management System (WMS).

Use the following instructions to establish a WMS general account:

· Log into WMS at https://wmsweb.afncr.af.mil/wms/
· You will be prompted to choose a CAC certificate (ALWAYS choose the e-mail certificate)
· Click on the ACCOUNTS tab
· Click MY PERSONAL INFORMATION (on the left side of the screen)
· Fill in your PERSONAL INFORMATION and then Click SAVE.

	


19
	Once you have registered for an account and receive your account number, send an e-mail to AFDPO at usaf.pentagon.saf-aa.mbx.AFDPO-PPL@mail.mil and AFPC/DPSOE Testing
NOTE
AFPC/DPSOE must have an appointment letter on file before a request can be filled.

The subject of the e-mail should be “Request for WMS TCO Account.”

The body of the e-mail must contain your WMS general account number.

	






20
	NOTE
AFDPO in turn will send an e-mail to your AKO account with your TCO account number.
At that point you will be able to order the material using your TCO account.

Use the following instructions to requisition AFPT 991 and 993:

· Using a Web browser, navigate to https://wmsweb.afncr.af.mil/wms/
· In the Search box, enter the item(s) required with no spaces (i.e. AFPT991), click “Search”
· Click on magnifying glass under “View Details”
· Enter quantity requesting, click “Add to Shopping Cart”
· When finished with orders, click “Proceed to Checkout”
· Review order, if okay, click “Submit Order”

	21
	NOTE
AFDPO will no longer print the AFOQT administration manuals or test booklets. 

To reorder administration manuals or test booklets (AFPTs 990, 995, or 996) send an e-mail with your request to Ms. Alma Silva (alma.silva@us.af.mil COMM: 210-565-5248).





	[bookmark: _bookmark2]Mailing AFOQT Answer Sheets

	
Source: AFI 36-2605,  Air Force Military Personnel Testing System and AFPT 990, AFOQT Manual for Administration

	
22
	
Record the control number on the AFOQT Control Log (see example at end of checklist).

	

23
	
Make a copy of the AFPT 238 (AFOQT Test Roster) for record. The original test roster is sent along with the answer sheets to AFPC.

	

24
	Arrange the answer sheets in the same order as they are on the AFPT 238 (AFOQT Test Roster). For example, if John Doe is listed in row #1 of the Test Roster, then his answer sheets (Part A and Part B) must be placed first with the NAME GRID facing forward. 

NOTE
Prior to mailing out the answer sheets you must verify Part A and Part B is enclosed for each examinee, if either part is missing the examinee cannot receive an AFOQT score.
Do not package more than 250 sheets in one envelope.

	
25
	
Place answer sheets and original AFPT 238 (AFOQT Test Roster) between two pieces of cardboard to preclude bending of the answer sheets or test roster and place in a plain envelope.

	
26
	
Seal all open ends and seams of the envelope with heavy duty tape.

	


27
	Place mailing/return address labels on the envelope. Mail envelopes to the following mailing address:

HQ AFPC/DPSOE-1
550 C Street West, Ste. 9 
JBSA-Randolph AFB, TX 78150-4711

	

28
	
[bookmark: _GoBack]Mark the envelope on top and bottom with “CONTROLLED TEST MATERIAL. DO NOT OPEN: FOR TEST CONTROL OFFICER ONLY”. Place the mark over the tape so that any attempt at compromise will be exposed.

	


29
	Place sealed and marked envelope into another envelope and affix mailing/return address labels to this envelope.
NOTE
DO NOT mark this envelope with the “CONTROLLED TEST MATERIAL” verbiage.

[bookmark: A9.15.1._Airman_took_wrong_SKT._When_an_][bookmark: A9.15.2._Test_answer_sheets_inadvertentl][bookmark: A9.16._Preparing_and_Mailing_Materials_f][bookmark: A9.16.1._Answer_Sheets_and_Test_Rosters.][bookmark: A9.16.2._Packaging_and_Mailing._TCOs_and][bookmark: A9.16.3._Include_answer_sheets_for_any_p][bookmark: A9.16.4._Mail_daily_if_possible_but_do_n][bookmark: A9.16.5._Package_Control._Set_up_separat]Print the following information on the envelope: TCO account number-calendar year package sequence number-number of answer sheets enclosed in the package (e.g., TCO 5157-012-050).  Document this information on the Sample Control Log found on the next page.

	
30
	
Mail the package via certified mail with return receipt or via FEDEX to AFPC NLT 3 calendar days after test is administered.
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	SAMPLE CONTROL LOG
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AFOQT CONTROL LOG
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Package # Key:
TCON = 5157

CY# = Test # in calendar yr
NUM = # of answer sheets





