Moultrie Technical College

PROCTORED EXAMINATION REQUEST FORM (PERF)
(To be completed by student)

This form will be used to determine when and where your proctored examinations will be delivered.  It is your responsibility to secure an acceptable proctor for any proctored exam/event required for online courses. If you live outside commuting distance to a MTC campus, you must secure a proctor from a technical college, university, library, testing center, or military facility.  No other locations will be approved.  A proctor cannot be a family member, co-worker, or friend.


· Complete this form and email to online@moultrietech.edu or fax to 888.442.0792 (all FAXED PERFs must be typed and not handwritten). You may list multiple courses on this PERF (i.e. ACCT 1101, ENGL 1010) if you are using the same proctor for your proctored exams.
· Submit this form at least 7 business days prior to the scheduled date of your proctored exam.

· You will receive email confirmation within 48 hours once your PERF has been received. 
· Take a photo ID to show your proctor for admission into the proctored exam.

· MTC does not charge for proctoring; however, other proctoring sites may charge a fee. You are responsible for any expenses that may be incurred to secure a proctor, so be prepared to pay this fee when you report to the testing center. 
· Be prepared to follow the proctoring guidelines below when entering a proctoring site. 

· Enter the proctoring site quietly.
· Do not take food or drinks into the proctoring site.
· Silence your cell phone and do not use it inside the proctoring site.
· Once you begin the proctored exam, you will NOT be able to leave the site until you have completed the exam (no leaving to answer your phone or to use the restroom).
· Do not bring textbooks or any other materials into testing center unless your instructor has given permission (book bags, purses, etc. must be closed and placed under your desk).
COURSE/STUDENT INFORMATION

PROCTOR INFORMATION

     






     







Course Number (i.e. ACCT1101) & Instructor Name
Proctor_Name_and_Title 

     







Student Name 





Proctor Email Address (personal emails are not acceptable)

     






     







Student Email Address




Name of Testing Site (i.e. MTC-Moultrie, MTC-Tifton)

     






     







Scheduled Examination Date



Address of Testing Site (if other than MTC campuses)

     






     







Scheduled Examination Time



Telephone Number of Testing Site 
