Read the information below if you are planning to take your exams outside of Tucson.
· Email your instructor immediately to let him know that you will require remote proctoring. Make sure to include your name and course.
· Locate a qualified proctor in your geographic area.  A list of suitable proctors can be found on the following sheet.  No one related to you may act as your proctor, nor may your employer.
· Fill out the request form with the required information and return immediately to the UA Correspondence Office.

· Include a check for $75.00, payable to The University of Arizona.  The exam processing fee is nonrefundable once the exams have been sent to the proctor.  Exams will not be sent to your proctor unless this fee has been received.
· Be sure to check with your proctor for any fees they may have for proctoring exams.
· Exams will not be sent if the form is incomplete or inaccurate information is provided.
· All exams will be sent to the proctor at the same time.  Only the proctor may return the exam to the instructor.
· It is your responsibility to contact the proctor and set up a date to take the exam.  Exams must be taken on the exam dates specified in the syllabus. Allow extra time for mailing the exams to and from the proctor.

· Be prepared to provide picture identification to the proctor at the time of the exam.
REMOTE PROCTORING INFORMATION
This form must be sent to the address below by the first day of the session.
Student Information

Name 

Email
Telephone (       )

Address 

City | State | Zip 


Proctor Information

Name

Email
Telephone (       )

Business Name 

Business Address 


City | State | Zip 


Proctor’s Current Position. Only the following are considered qualified proctors.
[  ]  School Superintendent
[  ]  Principal
[  ]  Learning Center
[  ]  Vice Principal
[  ]  Guidance Counselor
[  ]  Testing Center 
[  ]  Base Education Officer
[  ]  Commanding Officer
[  ]  Librarian
[  ]  County Extension Director
[  ]  Independent Study Officer
[  ]  School Teacher

--------------------------------------------------------------------

Return this form and check or money order along with this form to:
The University of Arizona
Correspondence Department
P O Box 210158
888 N. Euclid #323
Tucson, AZ  85721-0158
