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Talking Points

• Contract Packets

• Shipping/Receiving

• Invoicing

• Returning Materials

• Warehouse Receipt
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Contract Packages are mailed to Administrators
•Except for testing centers with outstanding testing materials

•Components

GED Contract

Order Form (2)

Test Security Memorandum





Enter 1 digit per box

Items not ordering: LEAVE BLANK











•No changes or additions should be made on contract
packet forms
–Computer is unable to read written/typed notes
– If changes/additions have been submitted confirm them through

AccessPoint

•Changes must be submitted by using the correct form or
GED AccessPoint
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Completed Contract Packages Due Date: August 31

Mailing Address*
American Council on Education

PDSC Attn: Jacci Newton
One Dupont Circle NW

Washington, DC 20036-1193

*GED Testing Centers should not mail contract packages to Washington, D.C.
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• PDSC performs quality checks
• Forms with errors/omissions are returned GED Administrators
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• PDSC begins to scan contract
packages by mid-October
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Shipping/Receiving

• Mid October: Pack’n’Stack
– First in, first out

• November 1 –Dec 5: Shipping GED testing materials
– Invoices must be PAID
– Notification of shipment

•Shipment notification emailed to individual testing centers’Chief
Examiner

•Includes inventory list
•Shipment notification emailed to GED Administrators
•Does not include inventory list

Verify chief examiners’email address
in GED AccessPoint by October 15



Invoicing

• Invoices mailed within 1 week after materials are shipped
–Mailed to billing address

• Payment due within 30 days

• Testing centers with outstanding balances will not receive new
materials until payment has been received
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Returning Material

•Return all secure materials
–January 30th

–Enclose a Materials Picking Plan and Inventory Return Sheet
list in every box

–Discrepancies should be written on the Materials Picking Plan
and Inventory Return Sheet

–Section 3.5 GED Polices and Procedures Manual 2008
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Section 3.5
GED Polices and Procedures Manual 2008





Returning Material

•All empty cases must be returned after mid-year
deliveries

•Following year’s contract held until missing materials
are resolved

•Administrators will receive notification of missing
materials by April
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Returning Material

•Problematic Returns

–Returning incomplete sets of audio version test booklets and
tapes

–Forgetting to return mid year ordered materials

–Returning the wrong year topic packet
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Warehouse Receipt

• Check-in begins January

• Items must come back from the originating center

• Testing centers must RETAIN copies and forward copies to their
Administrator
– Materials Picking Plan and Inventory Return Sheet
– Tracking numbers

• Partner Outreach staff will contact Administrator concerning
outstanding materials

Section 3.5
GED Polices and Procedures Manual 2008
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