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How to Request a Testing Appointment

1. Your test request must be in ONE EMAIL with your instructor’s email address (example
tsmith@yvcc.edu) and cc dss@yvcc.edu for Yakima Campus or gvdss@yvcc.edu for Grandview Campus.
Your email should be formatted in the following way:

Subject: Test Request

Body of Email: Please include the following information:
e Date of test
e Time you are requesting to take the test
e Instructor name
e Course name (ie English 102)

Date: Ovtober 7% 2015

[nstructor’s Name: Tom Smith
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Figure 1: Example email

2. Important: You will receive a confirmation email from dss@yvcc.edu or gvdss@yvcc.edu. Your
appointment is not scheduled until you receive a confirmation email.
Important Reminders
e Exam start times must fall between: 8:00-10:00 am or 12:45-3:00 pm

Testing FAQ's

e Must | schedule my testing appointment at the same time as my class? Yes, it best to schedule to
take you test/exam atthe same time as class if possible. You might want to ask your instructor if it’s
possible to take it at a different time.

e How late can | schedule my appointment? You must schedule 24hrs in advance. Your test request
must be emailed before 2:00 pm.

Yakima Valley College does not discriminate against any person on the basis of race, color, national origin, disability, sex, genetic information, or age in admission,
treatment, or participation in its programs, services and activities, or in employment. All inquiries regarding compliance should be directed to Human Resource

Services, YVC, South 16th Ave. & Nob Hill Blvd., Yakima, WA 98902; or call 509.574.4670.
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