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HOW TO HANDLE CONTAMINATED
PAPER-BASED TEST MATERIALS

1. If the contaminated test material is a used answer document,
please transcribe answers from the contaminated answer booklet
into a fresh answer document and follow steps 3-7 below. If the
contaminated test material is an unused answer document,
please follow steps 3-7 below.

2. If the contaminated test material is a test booklet, please follow
steps 3-7 below.

3. Fill out the “Contaminated-Destroyed Booklet Report Form”
completely, including signature and date. You may download it
below by clicking on the icon for ‘Contaminated-Destroyed Booklet
Report Form’ found in the Help & Support site here.

4. Securely destroy the contaminated material(s).

5. Email a completed copy of the report form to the
nmtechsupport@cognia.org.

6. Please keep a copy of the form on file for your records.

7. Treat the fresh answer document as normal (i.e., return it the same
way you would have returned the original).

8. If you need to send these instructions to your staff, you can
download the PDF file below by clicking on the “How to Handle
Contaminated SBA Paper Booklets” icon found in the Help &
Support site here.
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