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Instructional Assistance
Request & Approval Form
Please indicate what type of support you are requesting:
WRITE ON TEST.
FOR EXAM PROCTORING ONLY
Course Type:
** Evening coverage for exam proctoring ends at 7:30 P.M.
E:\East Central\ECC-Letterhead-Logo.JPG
Please state reason for request:
NOTE: The test proctor will end testing at end of class time.  Any unfinished testers will have to turn in test and make arrangements with instructor for any additional time.
Please indicate the return method for any items collected:
WRITE ON TEST.
Form Updated: August 26, 2011
NOTIFICATION INFORMATION
INSTRUCTOR INFORMATION
REQUEST INFORMATION
APPROVALS
OFFICE USE ONLY
1.  Please submit this request to your Division Chair at least ONE WEEK prior to the date assistance is needed (exceptions may be made in the event of emergency/illness).   
2.  If applicable, the Division Chair will send the form to the facilitator/proctor's supervisor for approval. 
 
3.  The Division Chair will send final copy of the approved request to the Vice President of Instruction and if applicable, the Site Contact. 
**If items need to travel to a satellite location, please note the courier schedule to ensure prompt delivery.**
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