2L/3L EXAM DISTRIBUTION INSTRUCTIONS AND SCRIPT:

Proctor arrives in distribution room, which is, in most cases, the homeroom for the course, with test booklets, class roster, and exam collection box.
Proctor distributes test booklets  IN THE FOLLOWING ORDER: 
1) Laptoppers going to another room:

· “If you are taking your exam on your laptop in another room, please come forward, strike your name from the roster, collect a sealed exam, take your sealed exam to that room, and follow the proctor instructions there. You may leave now.”

         2)  Handwriters - Proctor announces:
· “Handwriters, please come forward and strike your name from the roster, and collect an exam.” 
·  “Your bluebooks and test booklet are due at the Registrar’s Office located on the 3rd floor inside the Dean’s  Suite - Room 326H at  <announce time PLUS one minute to allow them to get to their writing room>.”

· “HANDWRITERS ONLY: You may open your test booklet now and return to your handwriting room to begin your exam.”

When all laptops are occupied, and handwriters are out of the room, Proctor begins:

1. ”DO NOT OPEN YOUR TEST BOOKLET UNTIL INSTRUCTED.

2. “Follow the instructions on your test booklet and stop at the RED STOP SIGNS.

3. “Your green test booklet is due in the box in this room at the end of your exam.”

4. Proctor may wish to step to the back of the room to see all laptop screens; or periodically ask for a show of hands for who is not at the red Stop Signs.

5. When all laptops are at Stop Signs, “Please type “begin” in the window, and click the BEGIN button. You may now open your test booklet and begin your exam.”

