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1952 1prionst QGLLEGE FNTTRANCE IXA”T}[TION

To: Bureau Dipres §
Pegional Dirzct:
Schdols Superin*e;d ate
Presidents, ©
Fuads of Forx

and Universities

loll 35
wchooie, Collepes and Universities

]_-- L College Fntronce Kxamination will Fe admin-
istercd i ‘ 41l exaninaticn cepgters Lhrongheut the countrs
on Septamber 2f From 5:07 a.as. to 12:00 noon. The regional (dfrectwis
and thue irrendants shall be responsible for the qutematic
effic acministration of the NCEE in . their Déapeutlve

regions and/or divisicns.

we the guidelines for the efficient and effective
1232 NCFF, Artestion is invited to the followir ¥

2. Inzl
administration of
ImportanT iLpal

a. Compositica of The lLozal Frardinatior Committee (LFC):
E. Regisiroti®tn procsdurcs:
c. Determinetion of cxzminetion centers: |
&, fopointrent v siopal and division testing coordzrator
e. Appointment : . examiners and proctors.
f. Funcitlons. snd resronsibilities of the regional
and divisi ing coordinetoprs (PTC/DTC), chief examiners, ,
cyaminers : ‘ )
g. Digtribut
+h. Funding =nd

miTiars

o test materials; and
5“°Oﬂﬂ91 concerned.

the various activities pertipent to the adminis-
2 a"an inclosed. Tor move details about the
ention is irvited to the Fxaminer's/Proctor's

i ket may be given from time to time by
g Center (NETC), Yanila. Pegional

mevintendents ubould irmediately .inforr the,
«+ apise in thelr pesvective regions or divi-

3, A
tratibn of "the

conduct ¢f *he NCEE,
Handbock and.oviie:
the Jational FduceTi:a:
dir=cters ard/o
NETC of any
sions.

u, e ¢ he WETC will confer with the regional and/
or dlvtqwoﬁ teatir s cocrdinators on the prorer acnompllshment of the .
answer sheets. They will in tuin echo this during the seminar with the

exeminers & proctors I their respective reglorS/leJSlona.

2EMTATIVE D
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.5, The registration period fdg the 1982 NCFE will be from the

start of classes of School Vear 1982:1¢83 until July 31. 1982. Vo exten-
Sjon will he granted. The registration fee for each examinee e ¥en
pesos (§10.00). Tach high school princdnal (“uTlic or private) widl
wremit the registration fees of hig/her sclicol te the schools surerintend-
ent concerned. The total collections should re remitted hv the schools '
superintendent directly to the National Educational Testine Center (NI'TC),
Manila together with the list of registrarts from éach high school, on or
before August 11, 1982, "It iz of utmost importance that the deadline he
strictlv followed as the printing and rackirg of tha test materials For
shipment to each school division will depend entdrely on the availability
and accuracv of reports submritted. Fxnensez in mailing or luying bank
drafts should be charged against the cash advance allotted for each

school d1v¢s1on‘-'

. B. To cranJ@ +TJS OFflce to carry out eFFPc+1velv the hasic ohjoc—
tive of P.D. No. lh€, the National Fducational Testing Center (NITC),

the testing arm of the Ministry of Education and Cultvre, is herelby
authorized to validate the Yesultz of the vearly NCFE where and when
deemed necessary. :

7. School officials/employees and other nersonnel, vho, in the
performance of their official duties in connection with the NCFE, commit
negligence or other infractions of the law, rules aznd regulations, such
ag initiating or tolerating acts of cheating in anv form whiclh violates
the integrity of th€ test. shall te dealt with administratively/
criminally or lroth uron the discretion of the Ceourt or proner authorities.

8. . Regional directors/schools-superintendents and other school
personnel who fail to remit NCLT fces and/or liguidate cash advancss
within the period nrescribed in this Memorandum but not bevord the mawi-
mum period of two (2) months after the examiration shall ke dealt with
in accordance with mertinent rrovisions of the Pevised Admirictrative
Co@e. "Such failure is alsc unlavful under fec. 12 of P.A., 3019, thé
Anti-Craft and Corrunt Practices Act. ‘fuspension of salaries shall he
ordered pending the filing of corresponding moto nrorico administrative
complaint against the said cofficials,

9. The total NCEE fees and balance of cash advances remitted to
the NETC by the regicnal directors/schools superintendents and other
school personnel will, in turn, ke remittad to the National Treasurv.

10. It is desired that the full and vbolehcarted cooperation of
all concerned Le extended to insure the success of *this project. Wide
dissemination of this Memorandum is likevise desired.

(uGD.) ONOFRE D. COPPUZ
Minister
Incls.: - Ps stated _
Peferences: MEC Memorandums: Nos. 1uk, s, 1980 and 129, s. 1981
_ Mlotment: 1-2-3~L4--(D.0. 1-76) ‘
To be indicated in the Perpetual Index under the Fo110w1n9 qubj@ctf'
EXAMINATIONS T LEGTSLATION RULES & REGULATIONS
FEES ~ OFFICIALS STUDENTS



(Inclosure No. 1 to MEC Memorandum Nos 120, s. 1982)

GUIDELINES FOR THE ADMINISTRATION OF THE 1982 NCEE .

A. Composition of the Local Examination Committee (LEC)

._l.
2
‘B

K

Schoals auperlntendent as chairman. :

PC Cammander as Co-Chairman in provincial and c;ty school divisions.
Two (2) representatives from the private schodls to be naminated

by (COCOPEA or the National Private Schools Associationa.

A reprasentative from the state colleges and universities nominated

"~ by PASUC., In the absence of the PASUC representative,. the chairs

5,
64

man of the Local Examination Committee may appoint the assistant
schools superintengent or a competent supervisor of. the division.
Regearch, evaluation and guidance Superv1sor (the division testing

. cooypdinator),

Vocational school‘superlntendent or vocatlonal school admlnistrator,
a2 the case may be. L

" Be ng&ggggjiqn Procedures

1

26

10 Register

Students in.the fourth year high school (in-scheal youth) who will
graduate at the end of school year 1982-1983 or in summer 1983 and
high school graduates (out-of-school youth) who intend. to epgol in a
degree course necessitating at least four years of acadenic stu
may regl ter for the National College Entrance Examlnat;on (NCEE

When'__g Where to Rg&_uter

The registration period for the September 26, 1682 NCEB will
be’ from the start of classes of School Year 1982-1983 to July 31,

L282.' Deflnltely no request for extension of the ragistration

' perlod will be entertained,

Fourth year students who ara referred to as in-sohool youths
should register with the Qffice of the Prlnoipal ‘of the school
where they are presently. enrolled and should use the code number
af their respective high.schools appearing in the. Daractory of
Philippine High Schools (revised copy prepared by the NEECWMEC).
Applicants who have already graduated from the high .school and who

are referred to as.out-of-school youths (0SY), should.register with
-the Office of the Schools  Superintendent in - the  city/

prov1noe where thev reside and shquld use the va;s;on Code Number.

B

How to Register -

Each applicant should accomplish the NCEE Form I (Registra-
tion Form) which is given free of; charge. He/she should attach his/

~ her. latest 1" x 1" size photograph, one on the upper pox portion
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and another on the lower hox portion‘éf'the registration fgfm; for
identification purposes, He/she should pay a registration fee of ten

pesos (P10.00).

The upper portion of the regivtration form (vtudent's copy)

- should be given to the applicant., This will serve as his/her ad=-

‘mission -slip and should be presented to thé examiner/procta on

examination day; :the -lower portion (LEC's copy) should be kept in the

.Division Office. Both u.per and lower portion of Form I should be.

stamped or marked PAID and initialed by the teacher delegated by the
principal to receive the registration fee., The date and 2535 should

 likewise be indicated.

.‘ G.

D.

- Sorting of Regisiration Forms (LEC's copy)

The LEC may designate the Division Testing Coordinator (DIC) to

" sort out the retained copies of the Registration Forms to sorrespond

with the NCEE Form 4 or 4-A (List of Registered Examinees far each
examination room). This should make it convenient for cxaminers and
proctors assigned to each examination roocin to check examinees ppresent

‘against the Registration Forms (Student's copy), which serve as the

examinee’s admission slips on examination day. The student's copy of
the registration form used.as admission slip nced not be collected any-

more. .

Determination and'Des;gnation of Examination Center

‘1. The Local Examination Commitiee {LEC) on the basis of convenience

and accessibility to the majority of student registrants shall’
maintain the existing numnber of examination tenters; together with
their exact location. It shall also detv.riine the specific schools
and .classrooins to be used in each examinat ion center during the
actual administration of the test. Examination cember(s) where
there was abnormal administration of the previous tests should not
be used anymore. This must be done ecarly.enough as the preﬁhration
of the list of examinees far each center will depend on the desig-
nation of such centers, The maximun number of examinecs assigned
to an examination room is strictly thirty (30). Any number beyond
30 should be assigned to another room in a particular examination
center using the alternate examiner and proctor to conduct and
supervise the test. The existing examination centers should be
maintained and if possible should be reduced as much as 50% in
order to-effect closer supcrvision of the test. The practige:of
using all high schools “as - examination cenmter(s) within a city
or town will not be tolerated. The LEC chairmn sheuld determine
the school that can accommodate all-the examinees. Only in cases

- where there are not enough rooms within the school campus,.should
another school be designated as an examination center,

2. THe LiC must insure that prior arrangements are made with proper

school authorities before the actual designation and publication
of examination centers. '



- E« Assignment of ixaiinezs in ixamination Centers

In asslgnlng regist.red examlnees to examination antors, the LEC

" shall ObSLrVG the following guidelines:

1, Preferably, registered examinees from a particular school should be
-~ assigned to only one examination center. However,if:the last.zoom
" occupied is less than 30;. examinges from other: high schools may be
assigned to complete the desired number of 30 per room.

" 2. Registered examinees whose school has not been desidnated as an

F,

G

examination center should be assigned to an examlnatxon center most
accessible to them. )

Listing of Registered Examinees

- A list of examineses (NCEE Form / or' 'NCE Form AFA) arranged
alphabetically, (real/correct name of the examinee should be listed)
male first followed by female, should be prepared in four copies for
gach room to which they will be assigned in the examination center.
The original copy should be sent to the NETC, MEC, Manila, not later

o -"than Augvst 11, 19&2é one copg should be. forwarded to the Regi.nal

Office grif the rest (2 copies) should be retained by the dchools
Superintondont. Theso. should be given to the Chiof Examiner,

“one of which should be posted on the door of the examination room and the

other to be given to the examiner on examination day. The examirer
will indicate the examince's Answer Sheet number on the appropriate

'._ column during the post-test activitias,

NCEE Forms

1, NCEE Form I - Registration Fam accompllshed and filled out by the

NCEE applicant,

- 2+ NCEE Form 2 - List of high schools participating in the NCEE. This

is a checklist of high schools with their respective
. ... ..code numbers which will be used to check/update the
e .1ist of high schools ‘in the High Schnol Lzorary of
: - . L NEIC. T .
3. NCEE Form'3 - Test Maturials Accounting Porm.
4e NCEE Form 4 - List of registered in-school NCEZ applicants per room,
5« NCE: Form 4~A Lisit of registered outwofwschool NCEE applicants,
6. NCEE Form 5 - List of examinat ion qenters,_address'and.tahal‘number
-+ of applicants,. This form is the basis for ‘packing
materials, hence accuracy of data is very: important

"7+ NCEE Form 6 - List of examiners and proctors.

3. NCEE Form 7 - Summary -of actual examinees oy room/school within the
_ , bxam1nation Centers, :
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A1l of the above forms/reports should be submitted to NETC, on or

before August 11, 1982, except NCEE Form 7 which will be submitted by
the Chief Examiner immediately after the NCEE is administered. This
report, NCEE Form 7, should be in the Chief Examiner's Transmittal

Report envel®pe together with the other reports to be placed in the
box or crate,

. H.'

Aggolntment nd Assi 5
 Chief Examiners, Examiners and Prggtog§

To The Reglonal Dlreotor shall appoint the Regional Testing Coordinator .

2e

(RTC) for his Region from among the supervisory staff in the Regional |

Office; while the Sehools Superintendent shall appoint the Research
Evaluation and Guidance Supervisor, as much as possibley as the Divi-
sion Testing Coordinator (pTC) Y :

All expenses of the DIC relative to the administration of the
NCEE shall be chamged against the cash advance of the Regional
Director while that of the DIC shall be charged against’ the cash
advance of the uchools Superintendent.

The LEC shall appoint one Chief Examiner for each examination center
from among the administrative or supervisory staff of the school con-
carned to supervise the effective and efficient administration of the

':,NCEE. Chief Examiners who were directly or indirectly: involved in
- some problems which somehow affected the administration of previous

2

NCEEs should not be reappointed, In big cities like Manila. Cebu,

‘etce, where an examination center is a building of three or more

stories, a Chief Examiner may be appointed for every ten rooms used.

The LEC shall also appoint competent members of the faculty of the

elementary schools (public and private) as Examiners to adminigter

the NCEE, one for each designated examination room to be aszsisted

by a competent proctor preferably from the elementary schools (pub=-
lic or private) who is likewise appointed by the LEC (one for each .
room). However in cases where the secondary school. teacher has been

appointed proctor, said TRACHER SHOULD NOT I'7 ASSIGN D TQ WATCH HIS

HER OWN STUDENTS. IF POSSL BLE, EACH PAIR _SHOULD

COME_FROM_A PUBLIC AND PRIVATE SCHOQL OR VICE VERSA. Teachers of

a school desjignated as. Testing Center, where students of said center

‘are also examinees should not be assigned as Examiners and Proctors.

T. Fungtions, Duties and Responeibilities of the Regional Testing Coordina-
- Xogzs, Division Tesiting Coordinators, Chief Examiners, Examiners and :

Proctors
1. Regional/Division Testi Coordinators

The testing coordinator (reglonal/d1v1810n) is assigned to coor-
dinate, supervise and report on the manner the NCEE was conducted in
his region/divisions :
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Qgtles and Resgonslbllltlea

e. Coordlnates act1v1t1es relative to test admlnlstratlon in the
region/d1v151on.

e, fExpedltes the transmittal of. the roquxred forms to the NETC
. MEC,; Manila, bearing in.mind the deadline for their submission,
- August 11, 1982, )

oo Facilitates communication channels between the NETC and the -
' regional office or between the NEIC and the division offices.

- du . Coordinates with the homomroom teachers, through thoir rospoc-
- tive principals,.onthe studenta'. orinntation regarding the use
of the Special Answer Sheets -

e Coordinates with the prOper agency in the region/d1v131on to
. insure the smooth, efficient and honest. admln;stratlon of the
NCEE in: his/her regmon/div1sion.

" f, Receives in behalf of the Reglonal Director/Schools Superlntend-
.?ent concerned, classified and non-—classified test materials
from the NETC representatlves during the dlstrlbutlon period.

gs  Keeps records of the activities relative to teet admin;stratlon
.. in the region/divisions

Chief Examiners

_ The ChLEf Examiner is prlmarily assmgned to superv1se the smooth,
_ ffiolent ‘and honest admlnlstrataon of the NCEE in his/her examina-
tion centers. | S ‘ :

Dubies and Rgsgonsibilities'. . o,

Be Coordlnates activities relative to test admlnlatration in a
o SPec:L:E‘ie exam:l.nation centers . . _

b. In oase the Chlef Examlner is not connected W1th the supervisory
staff of the school used as examination center, he/she coordinates
‘with the proper authorities in the preparation of the examination
center, examination roam in partitular, at least a day before the
Scheduled examinatlon day, September 26, 1982, . ..
Ce Recelves from the LEC/DTC, before the examlnation day, two copies
of WCEE Form & (in-school youths) and/or NCEE Form 4-A (Out-of-
-school youths) and supervises the posting of* one ecpy on the
-door -of every examination room .ong day before examination days

LI . R ot
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Meanwhile, the other copy should be given to the examiner on
examination day, together with the LEC's copy of the Reglstra-

tién Form.

Collects unused Test Bocklots with corresponding Answer Sheots

- ‘before test proper activities begin and indicates the total

number and the serial mumber on the Test Materlals Accounting
Fom.

Supervises tre administration of ‘the test in the various roams
within the examination center. -

Decides -and takes action on reported cases of tahpered‘materlals,

" mlgsing test booklets, and other 51mllar irregularities.

Goes around the examination center keeping watch that no Exami—

'ners/Proctors or unauthorized persons are reading and answering

the test bocklets and transmitting such answers to the examinees.
A report on this matter marked "CONFIDENTIAL" should be sent to
the NETC for appropriate action.

Collects the test materials after the test and submits these to

the LEC/D‘I‘C. :

Submits en evaluation réport on the admlnlstratlon of the test
in hls/her examination center paying particular attention to
the security aspect.

Submits the Chief Exaniner's Transmittal Report Envelope to the

" LEC during the retrieval of all test materials. This envelope

should contain the accomplished Test Materials Accounting Forms
and the Chief Examiner's Evaluation Report.

Examiners

The Examincr. is appointed by the LEC upon recommehdation of the

Division Testing Coordinator, He/she is assigned to administer the
NCEE in a designated roon and is reupon51blo for the securlty of the
test materials in his/her custodys’

__Duties and Responsibilitiess'

Qe

be

In coordination with the Chief Examiner, supervises the prepara-
tion of his/her examination room one day before the scheduled day

~ of the admlnlatratlon of fhe test,

" Be' at the a551gned cxarination room not later than 72)0 o'elock
"A.M, on exanination day, with the tegt materials and forms

needed in the administration of the test.



6s Together with the Proctor, 'checks the 1dent1ficatlon of the
individual examinees through the picture on'the LEC's copy of

the Registration Form. They should see to it that no impostors
are admitted into the examination rodhe

de fTogethar with the Proctor, a551gns seats to the examinees
 following the seating arrangements gpecified dn the Examiner' s/
Proctor's Handbooks attends to the accomplishment and signing
of the seat plan by the examinees. (Examiners Proctors should
not sign for the examinees on the seat plan). :

&, Administers the test in the d981gnated examlnatlon roam on the
scheduled examlnatlon Aay.

~ fu- Reads very carefully and follows strlctly the test administrg-
tion procedures. in the Examlner‘s/Proctor's Handbook,

s Sees to it that_the Proctor supervises each gxaminee in eopy-
ing the correct set of code numbers and in following the in-

_ structions provided in the Examiner's/Proctor's Handbooke
Writing the correct division/high school code numbers is very
important in order to avoid sending the NCEE Notification Slip
of rating to the wrong address/high school of the student.

he Uses sound discretion in atterding to éhy problems that may
" arise. As much as possible, he/she should consult with the
- Chief Examiner about such ocase,. .

i 'Together with the Proctor, accomplishes the anminer's/Proctor's
' Transmlttal Report Envelopes.

Je Maintalns the securlty and confldentlality of the test materials
in his/her custody.

ke Accounts for and returns all test materials and forms entrusted
" to him/her by the.Chief Zxaminer immediately after the adminis-
] tration of the. tht. .

)
|

a 1. Accompllshes the Test Materials Accountlng Form.

E The Proctor is appointed by the LEC through the recommenda-
%\Snn of the Division Testing Coordinator to assist the Examiner
in’h demignated examlnation OG- :

‘\

Sl Be at the examination room on or befors 7-00 A.M. on examina-
‘tion day.
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~Reads carefully and follows strictly the examination proce-v

dures specified in the Examiner's/Proctor's Handbook,

Acts as a_witness'to the Examiner's opening of the plastic
bag containing the test booklets. Individually, each must
“certify in the Test Evaluation Report the condition of the

' contents of the bundle upon its openings

 de

Assists the Examiner in the following activitiess

(1) Carries test supplies and materials to and from the
examination rooms *

(2) Sees to it that chairs are arranged suffioiently far -
enough to disﬁouragefcheating.

(3) Properly’ identifies and admlts examinees as they enter
the examination room. He/she should scrutinize carefully
"the registration form and see to it that the pictures in -
the student's copy and the LEC's copy of NCEE Form 1 are
1dentical and reflucts the picture of the examlnee.

(4) Verifies the count of test materials entrusted to ‘him/
© her for dlstributlon to the examinees.

(5) Distributes tht teut mat:rials to the examinees accord-
ing to the procedure speclfled 1n the Examiner's/Proc-
"tor's Handbook,

(6) Supervises eaoh examinee in copying the cornect set of
code numhers. .

(7) Malntains dlac pllne 1n the examination room,

M

(8) Colleot the test materials.

(9) Reports irregularities that may @ccur during the
»  administration of the test,

'(10) Renders other forms of assistance which may be required
by the Examlner durlng the test sessions

(11) Together with the Examlner, aooomplishes the Exgminer's/
Proctor's Transmittal Report Envelopes This envelope
should be sealed using the NETC-MEC sealing tape, in
the presence of ‘the Chief Examiner.. After Sealing the
envelope, both Examiner and Proctor should sign across
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_9,-
the tape several times. The following are the contents
of this envelopes

(a) Used Answer Sheets, arranged consecutively according
"~ to serial numbers.

(b) LEC*s copy of the NCEE Form 4 or NCEE Form L4=A with
the Answer Sheet number of each examinee indicated
in the proper column.

(¢) Seat Plan

(12) Together with the Examiner, accounts for all’ the used

. test booklets. They should arrange these consecutively
according to serial numbers to be placed inside the
plastic bag. In the presence of the Chief Examiner they
~should rearrange consecutively according to serial num-

- bers the used and unused test booklets returned to them
by the Chief Examiner. The open end of the plastlc bag
should be stapled securely. ‘

How the Test Boohlets and Answer -Sheets Are Packed -

"_:1.7 Zest Booklets

. 8o The test is in a booklet form marked with a 6-digit serial
- number.,

he The Test Booklets pocked by 30s and 5s are sealed in plastic
' bagss A sheet of paper with mumbers written on it is placed
inside the plasti’ bag to indicate the serlal number of the
test booklbts contained therein,

‘ce The plastic’ bags are packed in crates or cartons and assigned
to a particular -division. Each. carton or crate is labelled,
~ strapped with steel band andfor sealed with special NETC-MEC
« sealing tape. Inside esach erate or carton are operational
forms such as the Examiner's/Proctor's Transmittal Report
Envelopes,; each containing two copies of the Test Evaluation
_Report and a palr of sealing tapess '

2+ Answer Sheets

ds The Answer Sheets:are computer=printed in two-fold form and
S pre-numbered with. a H-digit serial mumber, The inclusive "7
- serial mumbers of the Answer Sheets assigned to an examina-
tion center need not tally with the inclusive serial numberd
of the Test Booklets. The number of the Test Booklet is for
accountlng purposes only.

-

- |



Ke - Dlstrlbutlon[Retrleval of Test Materials

]

- 10.f

be The Answer Shoets are sealed in plastic bags of 30s and 5s

with a batch slip indicating the serial numbers of the
Angwer Sheets contained therein. Also the batch number to
be used in a particular room is inserted inside.

' ¢" The plastic bags contalnlng the Answer Sheets are bundled

by examination centers and placed 1n51de the ecrates or car-
tons containing Test Booklets that are assigned to a partic-
ular examinatlon center. . e

P

The dlstrlbutlon and retrieval of the test mater;als require

- utmost care, diligence and vigilance on the part of the LEC, Regional

. and Division Testing Coordinators, the Chief Examiners, the Examiners
 and Proctors to insure the confidentlality and security of the test
materials and to maintain the 1ntegrity of the NCEE.

Dlstrlbutlon Phase

1('

The Naiional Educational: Tegtlng Center. (NETC), M]C, ‘hasthe

responsibility of shipping the Test Booklets in cxates op car-
tons to the Regional Director or Schools-Superinténdént, as the
case may bes In case the crates or cartons are shipped directly

7 +to the distribution center, the Schools Superintendent of the

division where the distribution center is located will act as
representative of the Regional Director to distribute the allo-
cation for each division. The Regional Director or his author-

. ized representatlve, ‘however, 'should supervige the turnover of

2.

3e

_ the test materials to the LEC Chairman or his authorized

representatlve.

- After the test materials arve turned over to the LEC, the
‘storage and security of" the' test materials become the respon-

sibility of the LEC.  In this commection, the LEC chairman is
advised to coordinate with the local AFP or NISA personnel on
security matttls._»v’.' .

as The Regional Director or the designated Regisnal ‘Testing
Coordinator or the Superintendent in charge of the distribu-
+ . tion center ‘turns over the ‘materials to the LEC chairman or
. to.the'Division Testing Coordingtor,. The LEC chatrmen or
" the! Division' Testing Coordinator 'in the presence of LEC
members., verifies: the number of boxes/ckates regeived
-agalnst thp number sp601fied 1n the Dellvery Form.



" (Inclosure lio. 3

SCHEDULE CF NCFE

to MEC Memorandum No. 12q s. 1982)

SCHFOLAPS IN GUIDANCF (GRADUATE LFVEL)

OPIFNTATION SEMINARE AND SCREFNING OF MFC-PHILAMLIFF

g-9-82 : VITI

: Miss Virgiria Trinidad

8-2-82 X
8--5-82 ST
8-2-82 + 11
g-12-82 I

DATFE ; PECOTON XETC TEAME ; VFNUP#
8-2-82 : I T
8-5-B2 ! ITI : Dr. TelisgeH. Muinto
8-9-82 : % : Mrs, Anunciacion M, Flla
8-2-82 s 1T : Dr. Mavrparita Ponoan
8-5-82 : Iv : Mrs. Vilma P. Ahello
: ¥CP ¢ U'non recuest of the Pegional
Director
8-2-82 VI : ¥rs., Tucila F. Titigar
8-5-82 : “VIT

* Mp. Felix M. Apguda
: Miss Josefing gomalasa

%*The choice of the venue is left to the discretion of the Pegional
Director. The NFTC should be informed about the decision on this
matter on or before July 15, 1982,
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be The LEC chairman, the Diiision Testing Coordinator and the
members should'deviee,a scheme for the distribution of the
test matcrials to the different examination centers in the
division cbserving strict security measures. As much as
possible, these materials should be turned over to the
Chief Examiner right on the examination day. In some
special cases, where the examination center is far from the
'LEC distribution center, the LEC chairman:should use his
sound discretion in turning over earlier the test mgterials
. to the Chief Examiner of that particular examination center
" with the security of the test materials and the 1ntegritx

of uhe NCEE as_prime oon51derat10ns.

ce The Chlef Examiner verifies the count of test materials

received, breaks the seal in the presence of the Examiners
on examination day and distributes said materials to them.

de In all instances, the receiver verifies the count of ‘the
: - . test materials received from the NETC to the distrlbutlon
. .. center (Delivery Form I); to the LEC (Delivery Form II),
and to the Chief Examiner (Test Materials Accounting Form)
and vice versa, For the turnover of test materials from
the Cliief Extminer to Examiners and vice versa, the Test
Materials Accounting Form should be accomplished.

, Retrieval Phase
1e After the examination, the Examiner and Proctor verify the count
- of the test materials. They should check the consecutive arrange-

ment of the Test Booklets (used and unused) according to serial
numbers and after having confirmed that the pages of each Test
Booklet are intact, return them to the plastic bag. The plastic
bag should be stapled in the presence of the Chief Examiners, .
Likewise, the contents and the details printed on the Examiner's/
Proctor's Transmittal Report Envelope should be verified by the
Chief Examiner before the envelope is sealeds. The Examiner and
Prdetor must sign across the seal extendlng to the envelope.

24 The Chief Examiner shall receive fram the.Exemlner'and-Proctor
the following materialss

a. Test Booklets.

be Examlner‘s/Prootor‘ﬂ Transmittal Report Envelope with its
‘ contents as spec1f1ed, properly aocounted fer.

EC's portion of the reglstratlon forms, together with the
Exemlner's/Proctor & Handbook and NCEE Form 4 or NCEE Form

4=-A (detached from the door), for safekeeplng and future
reference at the Dlvision Offlce.:-
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The Chief Examiner shall place inside the Chief Examiner's Report
Envelope the unused Answer Sheets with plastic bags opgned. Hearwhile,
extra unused Answer Sheests with plestic bags intact should be packed
together with the Teut‘Bookl aots.

The LEC chairman, the DTC and other members of the LEC shall receive
from the Ch;ef Examiner the following:

_é;_Plastlc bags contalnlng used and unused Test Booklets.

b, Examiner's/Proctor's Transmittal Report Envelope,

.. e Chief Examiner's Transmittal Report Envelope.

~de Examiner's/Proctor's Handbook, together with the LEC's copy

of thé registration forms and NCEL Form 4 or NCEE Form A4~A
dptached from the doors of the éxamination roomay

The LEC chairman, assisted by the DIC and the LEC members,

-superv1ses the sorting out of the test materials received from the

Chief Examiners. They should sce to it that plastic bags of test

‘booklets are packed in crates or cartons, The Examiner's/Proctor's

- Transmittal Report Envelopes and.the Chief Examiner's Transmittal:

‘Report Envelopes should be packed in a separate carton for transmittal

to the NETC, Manila, The other: forms such as the Examiner's/Proctor's

'-Handbook the LEC's copies of the registration farms and the NCEE

5

- Form 4 or NCED Laf (detached from the door) should be left in the

D1v151on QOffice for safekeeplng_and rof erence.,

The crates/cartons whlch will be shipped back to the NETC, Manila,
should be deliverec to the Regioncl Director or to his authorized
repregentative in the dlstributlon/retrloval centers for storage at

- the PC headquarters. These materials will be picked up by the NETC
i peppesentative(s) a day or so after the examination day depending
~upon the avallablllty of transportation facllltles in the retrieval

-center, )

L Fundlnp and AlWOW1nces of Personnel

1.

2.‘

Al)l expenses incident to the administration of the 1982 NCEE within
the Division is chargeable against the cash advance of the Schools

Superintendent concerned. The following mode of payment ofallowances
should be. obsorved: . E ‘ _ _ ol 4

a, LEC members, Division Tes+1np Coordinator, Chief .Examiners and
School Heads of the examination centel ahOUld be giveh P4O,00 each

- on examination day.

b, Examiners and Proctors should be given P20 OO each on' examination
day and one_day_service credit each for public school teachers.
Personnel from the private schools are covered by the rules and
regulatlons of their respective Board of Trustees,

In connectlon with the dministratlon of the NCLE, provisions may be
made for clerical asglstance if found necessary.
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3. All expenses incurred by the personnel of the Regional Office incident

to the administration of the 1982 NCEE within the Region is chargeable
against the cash advance of the Regional Director concerned, including
the P40.00 allowance of the Regional Testing Coordinator on the day of
examination, ' ‘ -

4. Travelling expenses by the representatives of the Division or Region
while attending NCEE regional orientation seminars will be charged

against the cash advance of the Division or the Regional Office, as
the case may be,

5. Incidéntal expenses during the administration phase of the NCEE which
include meals and snacks of security and othe personnel assigned in
aach examination center and transportation of NCEE materials to and
from the examination center are chargeable against the cash advance of
the Schools Superintendent. Likewise, incidental oxponsecs |
including meals and snacks of personnel in charge of security and
transportation of NCEE materials to and from the Regional distribution/
retrieval centers are chargeable against the cash advance of the.

- Regional Director.

6. Payment of the above mentioned expensés is subjebt to the availability
of funds given as cash advance to the Regional Directers and/or Schools
Superintendents_and the usual accounting and auditing regulations.

The cash advances given to the Regional Directors and Schools
Superintendents should be liquidated within two (2) months after the

- administration of the NCEE,

For further details, please refer to the Examiner's/Proctor's Hand-
book and other instructions given from time to time by the NETC, In case
of doubts, Regional Directors and/or Schools Superintendents may
contact NETC, Ministry of Education and Culture, Manila, for advice on
specific problems that may arise in their respective Region/Division.

The field is enjoined to give prompt attention to the implementation
of this Memorandum and to follow it strictly .

T o .
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CALENDAR OF ACTIVITIFS [OR THF 1882 NCTF "

February to April 20

Pay 1-21, 1882 ...\.ooiu.nn.

1682 e

Printine of non- clasvlFled
NCEE Formrs

fhipment of NCEF Forms to

Cchocl  Divisions
.From start of claszes &Y 1082~ 3983 : '
to July 31, 1982 ............ . Re ;isfratwnn Perlod
August 2-13, 1982 ... ... .icie.. RN Seninar with Regional and
: Divizion Testing Coordinators
CAupust 11, 1982 ..... Ceea e heeecaeas Deadline for sulmission of
- recuired reports and remittances
... of . registration fees of each
~Division to the NETC, VEC, Manila
August 11, 1982 ..vvvniicnsnnn. U Coovdinating conference with pov-

Serterber 7-26, 1992

September 26. 1982 ........... .....
September 26-30. 128 cas teees
Septerher 2€ Octcber 15, 1982 ...,

feptember 26- Octoker 26, 1982
Cctoler 27 January 15, 1883

Fetruary 1-15, 1983 ,.,.....

Fekruary 16, 1983,

L N A e A N N

-------

......

ernment agencies concermed rela-
tive to the security of the NCEF
nrOﬂcct

Diztni “ut1on of NCFrlclaSQ1F1ed
nafer*als

NCTE Davw

Petrieval of NCEF materials from

‘examination centers and delivery

to. retrleval centers

Petrleval of NCEF materlals from

retr}eval centers bw NETC.

' representatives

nnnnnn

L R A B N X

L N N ENEER]

Batching of NCEE Answer Sheets
and turnover

to NCC

Sight verification, editing, ete,

‘of Answer Sheets

Stappered turnover of MNCEE
Notification Sflips to the NETC
and inventorv of same

Pistribution of NCEE Notifica
tion Sliprs to Pepional Offices/
Schocls Divisions



