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2019 Exam
Schedule

Morning Afternoon Morning Afternoon Afternoon
Week 1 8 a.m. 12 p.m. Week 2 8 a.m. 12 p.m. 2 p.m.
Monday, United States Chinese Language Monday, Biology Physics C: Physics C:
May & Government and Politics  and Culture May 13 Mechanics Electricity and
Magnetism
Environmental Science -
Tuesday, Seminar Japanese Language :Iua??:“ Calculus AB Art History
d Cultu
May 7 e and Culture Calculus BC Eumar:| "
and Culture Physics 1: Algebra-Based eography
Wednesday, English Literature European History Wednesday, English d Itagaé'l I;anguage
May 8 and Composition May 15 anguage an and Culture
French Language Composition
and Culture Macroeconomics
Thursday, Chemistry German Language
May @ Spanish Literature and Culture Thursday, Comparative Statistics
and Culture Psychol May 16 Government
s and Politics
Friday, United States History Computer Science
May 10 Principles World History
Physics 2: Algebra-Based Friday, Microeconomics Computer
May 17 Music Th Science A
Studio Art—last day for coordinators to submit digital BRI RMY -

portfolios (by 8 p.m. ET) and to gather 2-D Design and
Drawing students for physical portfolio assembly.

Teachers should have forwarded students' completed
digital portfolios to coordinators before this date.

2020 AP Exam Schedule is Now Posted!
May 4-8 and May 11-15, 2020



Late-Testing Policy (May 22-24)

No Additional Fee Incurred

Additional Fee Incurred: $45 per
exam®

Academic contest/event*

Athletic contest/event*

Conflict with IB or Cambridge exam
Conflict with nationally, province-, or state-
mandated test

Disabilities accommodation issues
Emergency: bomb scare or fire alarm
Emergency: serious injury, illness, or family
tragedy

High school graduation™

Language lab scheduling conflict

Religious holiday/observance

School closing: election, national holiday, or
natural disaster

Strike/labor conflict

Student court appearance®

Two AP Exams on the same date and time

*Added for 2018-19

* Conflict with non-AP, non-IB, or
non-Cambridge exam

* Family/personal commitment

* Ordering error

e Other school event

* School closing (local decision, non-
emergency)

* Students who qualify for College
Board Fee Reductions will not incur the
S45 charge if alternate testing is
required for one of these reasons.

Should you have an exceptional
circumstance not covered in the list,
contact AP Services for Educators at
212-632-1781 or 877-274-6474




Exam
Ordering
Deadlines

Feb 22 - Deadline for submitting requests for testing
accommodations for students with disabilities

Preadministration materials:

* Orders placed by March 15 will be delivered by
April 5.

» Orders placed between March 14 and April 3 will
be delivered by April 15.

March 29 - Priority deadline for schools to order AP
Exams.

April 12 - Each order received after this date incurs a
$55 late fee (excluding alternate exam orders).

April 19 - Final deadline for schools to order AP
Exams. No orders will be accepted after this date.
Orders placed by April 19 will be delivered by April 29.

May 17 - Deadline for schools to order alternate
exams for late testing.

June 1 - Deadline for AP Services to receive all exam
materials. Schools are billed twice the fee for each
exam in shipments received after this date.

June 15 - Postmark deadline for exam payments and
invoices submitted to AP Services. Late payments
incur a $225 fee.



AP Com puter - Before ordering the end-of-course exams for

- AP CSP, review the Student Indicator in the
Sc_len_ce AP Digital Portfolio to be certain students
Princi pleS and indicated they’re taking the exam.

AP Capstone
courses * Place orders by March 13 even if you're not

planning to offer preadministration sessions.
This is to ensure that students receive their
Student Packs in time to enter their AP
numbers to the AP Digital Portfolio before the
April 30 submission deadline for performance
tasks. Orders for preadministration materials
can only be placed with the initial exam order,
so be sure to have correct number of exams
included in your initial order.



2019 Exam Fees

The exam fees have not changed for 2019

2019 Fee

Exams taken in the U.S., U.S. territories, and Canada (per exam) $94

Exams taken outside the U.S., U.S. territories, and Canada (with $124
the exception of DoDDS schools)

AP Capstone (Seminar or Research) Exams $142
Exams administered at authorized test centers outside the U.S. Varies
Unused exams (per exam) $15

« Schools may keep $9 rebate per exam.
+ The College Board provides a $32 fee reduction per exam for eligible students
with financial need.



Ordering

Walkthrough of Online Exam Ordering

AP ©) Col legeBoard




AP Exam - Each AP coordinator and additional
. authorized staff member listed on the
Or derlng returned Participation Form will receive an
Onlin email with an access code for the ordering
€ website.
The AP ordering site becomes * Schools with outstanding balances from the
available in mid-January at previous year’s exams are not able to order AP
collegeboard.org/apordering. Exams fpr jthe current year until their bills have
been paid in full.
A completc_e list o_f orde_ring « Exam ordering deadlines are in March and
deadlines is available in April.

the 20718-19 AP Program
Guide and the 20718-19 AP Review important AP Exam Administration
Coordinator’s Manual. Policies before ordering your school’'s exams.

- Before ordering exams, work with your
school's SSD coordinator to determine if
alternate exam formats (e.g., large type) are
needed for students with approved
accommodations.

~4
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AP Exam
Ordering Online

Go to collegeboard.org/
apordering and sign into
AP Exam Ordering using
your Education
Professionals (EPL)
credentials.

Sign In

Deon't Have An Account?
Sign-Up.

Accass tools and serdces Tor professionals
uding onbre scone repans, San

-----------

+ If you've already created an account to access AP Exam
Ordering, AP Potential, PSAT/NMSQT Ordering, AP Course

Audit, or online scores, you should sign in using your preexisting

user name and password.

 If not, you will need to create an account.




Confirm School

« Some users of the ordering system serve as the AP coordinator at multiple
schools.

« To ensure an order is placed at the intended school, we ask that users
confirm their school when logging in to the application.

Confirm School |

You are currently logged into

SAMPLE HIGH SCHOOL
123 MAIN STREET
ANYTOWN , NY 11111-1111

If you are no longer the AP Coordinator for the above school, please go to Update
Personal Information and update your school and access code using the ‘Edit Account
Information’ and/or ‘Edit Programs & Services' links. If the correct school is displayed,
select 'Continue’ to proceed with ordering.

+ Continue

~4
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AP Ordering Landing Page

@ CollegeBoard

Education Policy & Advocacy Membership  Testing Basics  College Guidance | K-12 Services = Higher Ed Services  Professional Development  Data, Reports & Research

Welcome to AP Exam Ordering

March 14: Deadline to place initial exam order to receive preadministration materials by
April 6.

April 4; Deadline to place initial exam order to receive preadministration materials by
April 16.

April 13: Deadline to order exams without incurring a $55 late fee

April 20: Final Exam ordering deadline

Enroliment and Fee Reductions  Wiew Your Order Status/Track Shipments

* View Enrollment Data  View Cumulative Order
o View AP Exam Fee Reductions
Internal User
Regular Schedule Exams (04/30-05/18)
= View AP Exam Order = Internal Search

o View AP Studio Art Exam Order

= View Braille and Large-Type AP
Exam COrder

= View Multiple-Day Testing Exams,
Large-Type Exams Greater Than 20-
Point, and Scripts

Late Testing Exams (05/23-05/25)

= View Late-Testing AP Exam Order

= View Late-Testing Braille and Large-
Type AP Exam Order

Score Reporting Services

» View Score Labels and Free-
Response Booklets

i

February 09, 2018

Your Info Sign Out

Apo Intermaluser

mbarry@
collegeboard.org

ROCK RIDGE HIGH SCHOOL

>l Update School Information
> Update Personal Information

= Contact Us
I Help



Enter Enrollment Data

If you complete these fields, your score reports will include data to help
your school gauge the equity and excellence of your AP program.

Enrollment Data
A If you do not have
Online AP scores include the AP Equity and Excellence Report, which helps your school the enronment data
gauge the extent to which your AP program is providing equitable and successful AP .
experiences to your students. In order to calculate the percentages for this score report, we ava"ab'e the ﬁrst
need you to report the total number of 10th, 11th, and 12th grade students in your school. . .
These totals should include all students in your school, not just AP students. t|me you |Og N yDu
1
If you decide not to provide your enroliment totals, the corresponding fields on your .
school's AP Equity and Excellence Report will be left blank. If you do not have the may EI'HEI' |t |Elter
enrollment data available at this time, you may enter it at any time during the ordering - .
period by clicking the "Enter Enrollment Data” link on the AP Exam Ordering menu. by CIle|ng the
i
Grade Level Number of Students Ente r En rOII ment
L H
10" grade students - Data  link on the
™ "---____-_ .

11 grade students AP Exam QOrdering

12" grade students —---__——------""--.-__‘__ me nu.
-or- e

I I I I
I choose not t}) enter total schoo enrlol ments,. so I accept responsibility fqr the blank Enter the tﬂtal number

data fields that will appear on my school's AP Equity and Excellence Report this summer \
and in future years. Note: You may enter or edit your enrollment data at any time Df StUdentS, nDt jUSt AP

during the ordering period by clicking the "Enter Enrollment Data" link on the AP
Exam Ordering menu. students.




AP Ordering Landing Page

@ CollegeBoard

Education Policy & Advocacy Membership  Testing Basics  College Guidance | K-12 Services  Higher Ed Services  Professional Development  Data, Reports & Ressarch

i

Welcome to AP Exam Ordering

March 14: Deadline to place initial exam order to receive preadministration materials by February 03, 2018
April 6. .
P Your Info Sign Qut
:pr'llll‘iﬁ: Deadline to place initial exam order to receive preadministration materials by Apo Internaluser
pri ' mbarmy@
April 13: Deadline to order exams without incurring a $55 late fee collegeboard.org
ROCK RIDGE HIGH SCHOOL
April 20: Final Exam ordering deadline “ Update Scheol Information
= Update Personal Information

) B = Contact Us
View AP Exams Review And Track Orders 3 Help
Enroliment and Fee Reductions » View Your Order Status/Track Shipments

* View Enrollment Data  View Cumulative Order
= Wiew AP Exam Fee Reductions

Regular Schedule Exams (04/30-05/18)

= Wiew AP Exam Order = Internal Search
o Wiew AP Studio Art Exam Order

= View Braille and Large-Type AP

Exam Order

= View Multiple-Day Testing Exams,
Large-Type Exams Greater Than 20-
Point, and Scripts

Late Testing Exams (05/23-05/25)

= View Late-Testing AP Exam Order

= Wiew Late-Testing Braille and Large-
Type AP Exam Order

Score Reporting Services

= Wiew Score Labels and Free-
Response Booklets



Request Fee
Reductions

Before ordering,
you must indicate
how many exams
will qualify for the
fee reduction for
low-income
students.

Request AP Exam Fee Reductions

Step 1: Confirm Need for Fee Reductions

Are any of your students eligible for the AP Exam fee reduction for low-income students?
Yes ® No

Please visit AP Exam Fee Reductions for complete eligibility criteria. Please note that if your

school or district participates in the Community Eligibility Provision (CEP), different eligibility
criteria may apply.

If yes, continue to Step 2. If no, dick submit at the bottom of this page to
continue,

Step 2: Determine the Number of Eligible Students and Exams

To calculate the total number of students and exams eligible for AP Exam fee reduction, you
may use the online AP Fee Reduction Roster. The use of this roster is optional. If you
already know the number of eligible students and exams, you may skip to Step 3
to enter your totals.

The online AP Fee Reduction Roster allows you to keep track of the names of eligible
students and the number of exams each student will take, As you enter the information, the
roster keeps a running count of your totals.

To access the AP Fee Reduction Roster, click here .

Step 3: Enter Low-Income Fee Reduction Totals

Please enter the total number of students who your school can attest meet the criteria to
receive AP Exam fee reductions for low-income students, and the total number of exams
these students will take. If you used the online AP Fee Reduction Roster, these totals are
already pre-populated.

Note: It is essential that your totals accurately reflect the eligible students and exams at
your institution.

Total number of AP students that qualify for the College Board fee reduction: 10

Total number of exams that qualify for the College Board fee reduction: 20




Fee Reduction Roster

AP Exam Fee Reduction Student Roster ™~

Instructions:

d Contact Us
Please use the roster below to enter the names of students qualifying for the College Board fee I Help
reduction. Make sure to also enter how many AP Exams you are ordering for each student. The -
system will automatically calculate your totals in the "Total £ of Qualifying Students” and "Total =
of Qualifying Exams” boxes.

Please note that the use of this roster is optional. If you already know how many students and exams qualify at your school,
click "Cancel” in the bottom right-hand cormner of this page to return to the Reguest AP Exam Fee Reductions page. You will need
to enter the total number of students and exams that qualify before you can continue to order. Please note that the College
Board reserves the right to require additional supporting documentation to confirm that your students qualify and your totals are
accurate,

O".‘a"-':lF-:r']”\lG: For your securty, the data you enter will be deleted f you do not chick "Submit” within one hour
Total # of Qualifying Students: 0

Total # of Qualifying Exams: 0

Number

Student Name Of Exams

0

[N
o

o 0
4 0
5. 0
g 0
7. 9

~4
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AP Exam Ordering Home Page

Please note that ordering exams for students testing after the standard
exam period requires you to order separately using the Order Late-
Testing Exams link.

Welcome to AP Exam Ordering ﬂ'--

January 31, 2017

March 8: Deadline to place initial exam order to receive preadministration materials by

March 31. )
Your Info Sign Out

March 29: Deadline to place initial exam order to receive preadministration materials by
Apo Internaluser

April 10.
mbarry@
April 7: Deadline to order exams without incurring a $55 late fee collegeboard.org
. ) . ) A CRAWFORD MOSLEY HIGH
April 14: Final Exam ordering deadline SCHOOL

M Update School Information
M Update Personal Information

View AP Exams Review And Track Orders
3 Contact Us
Enroliment and Fee Reductions M View Your Order Status/Track Shipments N Help

3 View Enroliment Data N View Cumulative Order
3 View AP Exam Fee Reductions

Internal User
Regular Schedule Exams (05/01-05/12)
N View AP Exam Order 3 Internal Search
3 View AP Studio Art Exam Order

A View Braille and Large-Type AP
Exam Order

3 View Multiple-Day Testing Exams,
Large-Type Exams Greater Than 20-
Point, and Scripts

[ Late Testing Exams (05/17-05/19)
Ll

A View Late-Testing AP Exam Order

3 View Late-Testing Braille and Large-
Type AP Exam Order

Score Reporting Services

N View Score Labels and Free-
Response Booklets

~3
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Order AP Exams: Step 1

Indicate whether you want to receive preadministration materials
(for orders of 20 exams or more).

To Place a New Order: Enter the number of exams that you would like for each subject
in the Create/Change column.

Step 1: Order Preadministration Materials (optional)

Schools ordering at least 20 exams may order materials (answer sheets and AP Student
Packs) to conduct a preadministration session. Note: Preadministration materials are
included for AP Capstone and AP Computer Science Principles, regardless of the number of
exams that are ordered for these courses. During this session, students complete
identifying information on their answer sheets, which can save up to an hour on exam day.

Select "Yes" to order these materials, which will be shipped prior to your exam shipment.
Note: Once your initial exam order has been processed for shipment, you will not be able
to order preadministration materials.

Yes MNo

: ~4
PP LCollegeBaard



Order AP Exams:

Step 2: Order Exams

Sort by: | Alphabetical Order v

Exam
Admin
Date/Time™

May
08/12:00 PM

May 14,/8:00
M

May 15/8:00
&M

May 15/8:00
&M

May 07/8:00
&M

May
10/12:00 PM

May
15/12:00 PM

May
11/12:00 PM

May 16,/8:00
&M

May 09,/8:00
M

May
10/12:00 PM

Exam Title

Art History

Biology

Calculus AB

Calculus BC

Chemistry

Chinese Language and Culture

Computer Science A

Computer Science Principles

English Language and Composition

English Literature and Composition

Environmental Science

Step 2

Create
Order

0

2017
Used,/Ordered

o/ 0

75/ 78

109/ 111

52/ 55

68/ 71

157/ 158

32/ 34

12/ 13

‘ ~4
IBP LCollegeBaard



Order AP Exams: Step 3

« Enter the number of students testing.
- Agree to the terms of ordering.

Step 3: Enter Number of Students Testing

Total Number of Students Testing: 0 Total Number of Exams:

Please Note: It is important that you include an accurate count of the total number of
students testing, as this number determines how many AP Student Packs your school
will receive. Make sure to include those students who will be using Studio Art,
Braille and 14- or 20-point large-type exams, even though these exams are

ordered on separate pages.

Step 4: Review Your Order

By checking this box I assert my order is accurate and I understand:

* I cannot change this order once it has been processed for shipment, which could be
as soon as 6 p.m. the same day I submit it.

* I can no longer order preadministration materials after my initial order has been
processed for shipment.

* T will be charged an unused exam fee for each exam that is not used.

‘ ~4
IBP LCollegeBaard



Additional Score Reporting Services

« After your exam order
Is submitted, you will
be taken to the “Order
Score Labels & Free-
Response Booklets”
screen.

« Schools can order
additional score labels
and free-response
booklets on this page.

« AP score reports are
only available online.

® WARNING: For your security, the data you enter will
be deleted if you do not click "Submit™ within one

hour. Your Info Sign Out
Online AP Score Reports Your Name
] _ Your Email Address
AP teachers, AP Coordinators, and other authorized Your School Name
school and district administrators can view, print, and v ,
download AP score reports using the Online Score 3 Update School Information
Reports website. For more information, visit Online 3 Update Personal Information

Scores for Schools and Districts.

June 1: Deadline for ordering score report labels.

September 15: Deadline for ordering free-response
booklets.

The services listed below are optional.

NOTE: Free-response booklets will not be available for exams whose free-response
guestions are not released on the College Board website two days after the exam
administration.

2016
Service Ordered to (l;?tlilsred Fee

Date -
AP Score Labels 1 £100 per set
Free-Response Booklets 0 $60: 1-20 booklets

$120: 21-50 booklets
£180: 51-100 booklets
£300: =100 booklets




Changing Your Order

" May 19, 20156
* You may increase or decrease <) WARNING: For your security, the data you enter will
be deleted if you do not dick "Submit™ within one Your Info Sign Qut
any order that has not yet been hour. yohn Smith
I To avoid costly errors, review instructions, deadlines, | SMith@southhs.edu
processed for Shl pment and fees before ordering. Schools are charged an South High School
unused exam fee for each exam that is not used. 4 Update School Information
* You can edit any quantlty that April 18: Final Exam ordering deadline 3 Update Personal Information
appeal‘s |n the C I'Gatefc hange To Place a New Order: Enter the number of exams that you would ke for each

subject in the Create/Change column.

Order column.

Please Note: Orders that have been processed for shipment appear under “2016
Shipped” and cannot be decreased. To create a supplemental order for these
subjects, enter the additional number of exams in the "Create/Change Order” column.

» Orders that have been shipped or

processed for shipment appear ir-d E— Create 2016 2013
under the Shipped column and I — . —
cannot be decreased. You can 06/12:00 P ‘

May 12/8:00 Biology 0 0 o/ 0
create a supplemental order of AM
these subjects by entering the oy Tean | Celatm i 0 ’ e
additional number of exams you Moy 07/0:00 | Calcubie BC 0 0 0
need in the Create/Change May 05/8:00  Chemistry - 0 o/ 0

Order column.

Note: This screenshot does not show this year's exam dates.



Checking Your
Exam Shipment

* You may track the status of your

shipment on the AP Ordering website
under “View Your Order Status/Track
Shipment.”

AP coordinators must receive and check
exam materials within 24 hours of their
delivery in a secure area with only
authorized staff present.

Contact AP Services for Educators
immediately if there are discrepancies in
your shipment, or if your materials
appear open or damaged.



Ordering Tips

Order the correct number of exams: Schools are
charged a $15 fee for each unused exam, so make
sure you talk with both teachers and students to find
out how many exams are needed for each course.

Order exams for the correct course: Nine AP
subjects (Computer Science, Economics, English,
Government and Politics, History, Physics, Spanish,
Calculus, and Studio Art) have more than one exam,
SO make sure you're ordering the right one.

Determine if you need extra master CDs: For AP
French, German, Italian, and Spanish Language and
Culture Exams and the AP Music Theory Exam,
some schools administer the speaking or sight-
singing parts of the exams in multiple rooms. If you
plan to do this, you should order master double CD
sets or sight-singing CDs for each testing room. You'll
also need extra master CDs if you have students
using accommodations such as extended time that
require separate testing rooms.



On Exam Day




No Borrowi ng  Schools are not permitted to borrow or lend

or Lending of Z"ams'
« Schools that borrow run the risk of
AP Exa ms administrative errors that could result in the
need for retests

* |n the event that AP Services cannot fulfill a
time-sensitive order for exams, the school
may offer late-testing administration.



AP Student

TEST-TAKER INFORMATION (Prease prot clearty) Grade
Last Name Frat Name
Serool Code
Fill in the square next to each AP Exam you plan 1o take.
Week 1 Morning Afermmoon
Monday. O Chemistry O Peychoiogy
My O Spanish Literature and Culture
s sibay O Semenar 0O Arbistary
) 2! Sparish Language and Cature 21 Prymios 1 Algetrs-Based
Wednesday, [ Enghsh Lierature snd Compositon T leparese Langsge o7 Culture
Ny ] Prysics 2 Aigetes-Based
Trursday, O United States Govemnmment 0 Crinese Language and Culture
Wy and Polisics 0 Emwronmental Scence
Friday, T German Language and Cufture T Computer Scierce Princples
May 11 O Uribed States History
St Art

Week 2 Morning Afternoon Afternoon
Monday, O Siclegy O Prysics C: Mechanics = 0 Peysics C Secwieny
My 74 O Music Theory and Magretiem
Tussday. C Cakculus AB O French Language
May 15 O Caloulus BC nd Cuture

O Computer Science A
Wednesday, | [ Engleh Languags O madan Languags
May 18 and Compostion and Cuture

Z Macrosconcmics
Thursday. O Comparaves O Statintics
May 17 Government

and Poitics
O World Hissory

Friday, O Human Geagraghy T European Hstory
My 38 O Microeconamics O Lan

ROTE 4P Seea s th sladerts el (OMpete i S sae! Mo 1o provae FRe=aton fesded 9 s00'w e Red jertormance Lass

*  These booklets arrive with exam
shipments.

« They contain students’ unique AP number
labels, college codes, and other important
information, including details on accessing
exam scores at apscore.org.

v" Best Practices:

— Collect and store Student Packs
between exam sessions.

— Remind students to hold on to their
Student Packs or AP number cards
after the exams, as they will need their
AP number (or Student ID number) to
access score reports and other
services.



Preparing Exam Rooms

Room setup requirements:

Students seated at least five feet apart (unless scrambled format is
used). Distance between students should be measured from the
center of one student to the center of the next student.

All students facing the same direction
No subject-related information posted on the walls

Elevated seating: seat students no less than five feet behind one
another

If testing students off-site, ensure that rooms are set up properly prior
to the exam administration.

Control the environment (good lighting and ventilation, quiet location,
etc.)



Mandatory Seating Charts

All schools must complete a seating chart for every exam they
administer and retain it for at least six months. (Your state or
district may require you to retain seating charts for a longer period of
time.)

+ Schools should not return any seating charts in their exam shipments
unless they are required as part of an Incident Report.

Having seating charts on file with schools will help expedite an
investigation of a report incident should one occur and prevent score
reporting delays.

Schools may use either the 11-digit serial number of the exam
booklets or students’ full names on the seating charts.

» More information: collegeboard.org/APseatingcharts



Security: Exam Room

No electronic equipment (cell phone, smartphone,
smartwatch, tablet computer, portable listening or recording
device (MP3 player or iPod), camera or other photographic
equipment, devices that can access the internet, or any other
electronic or communication devices) are allowed during the
administration or breaks.

If a student is found to have a cell phone or any other electronic
device, the device must be confiscated, and the student must be
dismissed from the testing room. The student’s score will be
canceled.

Best Practice: Collect cell phones in paper lunch bags or Ziplock
bags at the door to the testing room and either write the student’s
name on each bag or adhere an AP student label to it.



Exam Security

If a student posts to any form of social media during the exam, the
student’s scores will be canceled and no retest will be permitted. After the
exam, if a student posts information about unreleased exam content, the
student’s scores will be canceled and no retest will be permitted.

Schools that violate security policies will not be permitted to administer
AP Exams in the future and may be held responsible for any damages or
losses the College Board and ETS may incur in the event of a security
breach.

When the College Board determines that a student’s testing experience
did not meet the College Board’s standards for administering exams —
even through no fault of the student — the College Board reserves the
right to cancel an AP Exam score.

More Information: Exam security policies and tips for coordinators and
proctors will be detailed throughout the AP Coordinator’s Manual.



Documenting Fee Reductions

Step One: Fill in the appropriate fee reduction circle on the student’s
answer sheet in the “School Use Only” section:

*  Option 1: Low-Income Students (who qualify based on the eligibility
criteria for the College Board fee reduction)

+  Option 2: Non-Low-Income Eligible Students (eligible for subsidies
based on state criteria other than the College Board fee reduction

policy)

SCHOOL USE ONLY

Section Number

(

9

Fee Reduction Granted
Option 1 i_ Option 2

A —

This only needs to be done once, regardless of the number of exams a

student takes.

Step Two: Enter the number of AP Exams qualifying for fee reductions
when you calculate your total amount due online.



Designating Section Numbers

If your school has either a) AP teachers with multiple class sections, or
b) multiple teachers teaching the same AP subject, your school and
teachers can receive very useful score reports tailored to each section,
if, and only if, you do the following:

* Assign each section/teacher a number (1-9) and designate this
on students’ answer sheets under “School Use Only.”

Be sure to inform teachers of their designated section numbers.

This feature also helps your school control which teachers see which
students’ scores.

SCHOOL USE ONLY

Section Number Fee Reduction Granted

— (1) (2)(3)(4)(5)( 6)( 7)( h (9) (1) Option 1 '2) Option 2

» More Information about viewing score reports by section is at
collegeboard.org/apsections.



Returning Exam Materials

Packing List: Split-Shipment Week 2 Shipment =
- Create a packing list at GI e Ot et S e ol N, I STireionte
collegeboard.org/ i eS| e hootB bl Y el Y
apordering. == L& Kl I
- The packing list documents
exams in your return exam SerSaae
shipment(s). _
*  The packing list must be
submitted electronically for
each shipment. , :
* Ahard copy also must be Discrepant quaniies
included in the shipment

v'Best Practice: Print out a blank packing slip before the administration, and fill it
out as you complete each exam. This makes completing the final packing list
online a simple matter of data entry.



Returning Exam Materials

« Exams must be packed and returned within one business day of your last exam
for that administration (regular or alternate).

— If you administer Friday exams, you may return your exams on the Monday
following that exam.

« Split shipment (for schools that order 150 or more regularly scheduled exams
and who are testing over the 2 AP Exam administration weeks): Return Week 1
exams after the first week of testing and return Week 2 exams after the second
week of testing.

« Schools will be billed twice the fee for each exam in shipments received after
June 1.

* More information will be in the AP Coordinator’s Manual:
- Instructions for packing, sealing, and labeling cartons
- How to create a packing list
-  What to pack; what not to pack
— Special instructions for Studio Art Exams and exams for students with
disabilities



Invoicing and Payments
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(_CollegeBoard




Go to collegeboard.org/apordering and click
the link to access AP Exam Ordering.

4 v/ CollegeBoard | AP Apo & Search Q
AP Courses AP Score Professional Start & AR
A.P Centl'a]. £ Home & Exams ™  Reports&Data ™  Development ™ Grow AP ™ Coordinators ™

Ordering Exam Materials

AP Central / AP Coordinators / Exam Ordering & Fees / Ordering Exam Materials
AP Coordinatars
AP Exam Ordering
Overview

Use AP Exam Ordering to order AP Exams, create packing lists for return shipments, and generate an invoice. For help
Important Changes using the site, go to AP Exam Ordering Help.

Annual Calendar & Deadlines Sign In

Exam Ordering & Fees



On the Landing Page, click on the ‘Generate
Invoice’ link

Order AP Exams Return & Pay for Exams

= Enter Enrollment Data =l Create/View Packing Lis
I Change AP Exam Order E_ach exam shipment yo return must
] include a completed Packing List.
=l Order AP Studio Art Exams . _
. 2l Generate Invoice
> Order Braille and Large-Type Exams You will be asked specific questions about
» Order Multiple-Day Testing Exams, fee reduction credits, so have that
Large-Type Exams Greater Than 20-Point, information on hand before you begin.
and Scripts

» Change Late-Testing Exam Order AP Resources and Tools

=l Order Braille and Large-Type Late-
Testing Exams =1 AP Insight

—~ | o I
~ Order Score Labels and Free-Response New! Classroom tools designed by expert
Booklets teachers to help students succeed.

2l Request AP Exam Fee Reductions

a2l View Your Order Status/Track
Shipments

= View Cumulative Order



After Reading the instructions, click ‘Next’ to
begin generating your invoice

@Your' AP Exam invoice will be electronically submitted
to the AP Program. However, you must also print and Your Info
mail the "Program Copy" of your completed invoice
with payment to the AP Program. The postmark
deadline for returning your invoice with payment is
June 15. If you generate your invoice or mail it to the
AP Program after June 15, a $225 late fee will be
assessed. Failure to mail a hard copy of your invoice
to the AP Program along with yvour payment could
result in late fees, inaccurate crediting of federal and
state fee reductions to vour school's account, and
potentially, the inability to order AP Exams next year.
Please also make sure to send a hard copy of your
invoice to your State Department of Education if required.

Sign Qut

x Update School Information
* Update Personal Information

Free-response booklet orders and discrepancies found during the exam check-in process

are not accounted for in this invoice. Consequently, your school may receive subsequent
invoices to be paid upon receipt.

Before You Begin

= Make sure you have all the copies of the Packing Lists you sent in with return exam
shipments.

= If you have students who are eligible for fee reductions, make sure the oval for Option
1 or Option 2 is filled in on those students' answer sheets.

Note: Use the "Previous" and "Next" buttons at the bottom of the page to move between
screens. DO NOT use the for1warcl or back buttons on your browser.

al Cancel ~] Next



Step 4: Enter Used and Unused Exam Quantities.

Once data is entered, click ‘Next’ to move to the next

page.

Enter Used and Unused Exam Quantities

Total number of exams ordered: 45
How many of these exams did you use? 40 -
How many of these exams did you not use? 5 «——

I Previous = Mext <



Enter Unused & Alternate Exam credit quantities where
applicable.

Note: If the Coordinator enters zero for unused exams on the
prior page, this page will be skipped

Once entered, click ‘Next’ to move to the next page.

Enter Unused Exam Credits
Reader copies are used for

students with specific

How many of these unused exams were used as EI < accommodations
reader copies?

Number of unused exams: 5

How many of these unused exams were replaced [ o] <————— Unused exam fees are not charged

by alternate exams? . .
if a student unexpectedly missed
the operational exam

 Previous oy Nt administration and instead tested
during the alternate window




Step 6: Enter Fee Reductions. Once
entered, click ‘Next’ to move to review
and submit your invoice.

Enter Fee Reductions

Number of Used Exams: 40
This is the maximum number of exams eligibla for College

Board Fee Raductions.

Number of Unused Exams: 5
Option 1 Fee Reduction

College Board Fee Reduction

How many of your used exams were eligible for a 2 Enter the number of used ‘low-income’ exams that are eligible for a
College Board fee reduction? College Board fee reduction.

Click here to read eligibility guidelines for College
Board fee reductions.

l© Previous = Mext



Step 7: Review and Submit your invoice.

Fees

Items

A. Used exams

B. Unused exams

C. Late Testing Exam surcharge

D. Exam Orders placed after the Extension
Deadline

E. Score Labels
F. Late payment fee

Total Fees

Credits

Items

G. Payments

H. Unused Exams Used as Reader Copies
1. Credit for exams replaced by alternates
1. Credit for Late Testing Exam surcharge
K. College Board fee reductions

L. Contractual Credit

Adjustments:

Total Credits

AMOUNT YOUR INSTITUTION OWES THE AP PROGRAM

State Reimbursement

me | Edit Invoice w2 Submit Invoice
Quantity Fee per Item Total
40 $84.00 £3,360.00

5 £15.00 £75.00

0 £45.00 50.00

a £55.00 50.00

a £100.00 50.00

o 5225.00 £0.00
$3,435.00

Quantity Credits per Item Total
50.00

0 £15.00 50.00

0 £15.00 50.00

0 £45.00 50.00
20 $32400 $640.00

0 £0.00 £0.00

50.00

0

2975.00 0

After sending the amount vour institution owes (above) to the AP Program, it is your school's
responsibility to work directly with yvour state office to receive reimbursement for AP Exam
fees. The information below is based on the answers you supplied to gquestions about fee
reductions as well as the state subsidy information we have on file.

Exam Subsidy

M. Option 1 Alabama Fee Reduction
M. Option 2 Alabama Fee Reduction

Total Reimbursement

Quantity

20

Credits per Total
Item
o 1060.00
£0.00 £0.00
$1,060.00

m4 | Edit Invoice m4 | Submit Invoice

If you need to make any adjustments to
your invoice, click ‘Edit Invoice’. You will
return to Step 4.

If the invoice looks correct, please click ‘Submit
Invoice’. Itis required that you submit your final
invoice by June 15.

Each low-income exam receives a $32 fee

</

reduction from the College Board.

/T

he Alabama State DOE will reimburse schools
$53 per low-income exam.



Fees

Items

A, Used exams

B, Unused exams

C. Late Testing Exam surcharge

0. Exem Orders placed after the Extension
Daed birvie

E. Soore Labels
F. Late payment fee

Total Fees

Croedits

Ihems

G. Payments

H. Ursed Exams Used as Reader Copies
L. Credit for exams replaced by albemates
1 Credit for Late Testing Exam surchange
K. College Board fee reductions

L. Contractual Credit

Adpastmants:

Total Credits

BT Edd Irneoecs

Step 8: Print your invoice.

BT Sulsnil Invoos

heantity Fee por llem Total
40 $54.00 $£3.360.00

- $15.00 §7%.00

Q $45.00 $0.00

Q 555,00 S0.00
100,00 §0.00

E225.00 B.00

FX, A5, 00

Quantity Credits per [hem Total
$0L00

] £15.00 S0.00

L] $15.00 $0.00

Q E45.00 §0.00

PL 33740 564000

"] SO0 RO

$0.00

o

IGPE00 o

AMOUNT YOUR INSTITUTION OWES THE AP PROGRAM

State Reimbursement

a&fter sending the amount your snstibstion owes [abowe) to the &P Program, & is your school's
responsdbdity ko work directly with your state office to recerve reimbursement for 4P Exam
fees. The snformanhon below s Based on the BRSwWers wou suppled 1o guestions about fee
rediuctions as well as the state subsidy information we hawe on file.

Exanm Sulbsddy

M. Opbon 1 Alsbama Fee Reduction
M. Opbem 2 Alabarms Fes Radushes

Total Reimbursement

Credits per
Qusamtity Tham Total
n o 1060.00
s $0.00 S0.00
$1,060.00

S | Edit Irvoics

= | Submit Invoice

You must print and mail the "Program
Copy" of your invoice with any payment
due to the AP Program.

To print your invoice, click the "Print
Invoice" button on this page.

Payment should be made payable to "AP
Exams" and mailed with your invoice to:

AP Program
P.O. Box 6671
Princeton, N.J. 08541-6671

Please note that two (2) additional copies
of the invoice will print. A “School Copy”
for you to retain for your records and a
“State Copy” for you to send to the
Alabama Department of Education.



Send the “State Copy” of the Invoice to the
Alabama DOE

AP Exam Invoice: State Copy . .
— * Inorder to receive reimbursement, you

010335

T TN Seoot 7 Coornaser o must send the state copy of your invoice

Phone:
BIRMINGHAM, AL 35213

4P Coordinatar Email: to the Alaba ma DOE-

 The state copy of the invoice should be
sent to Michal Robinson — the address is

1 verify that all of the information provided is accurate to tha best of my knowledge and may be used by my state as documentation of its fae . . .

assistance contribution: | ncl u d ed On the | nVOICe :

State Contact Information:
Michal Robinson

Alabama Department of Education
3345 Gordon Persons Building , P.O. Box 302101 Montgomery, AL

Mast states require schools to send them = copy of this invoics in order to pay those exam fees, Check your 3
determine whether or not you need to supply them with a copy of this invoice. If your state requires that you send them z copy o
invoice, please sign the statemant below and send it to the designated contact.

Signature Print Name . .

Fees Michal Robinson

Items Quantity Fee per Item Total

A, Used exams 40 $84.00 $3,360.00 AI b D f E d H
T p— : abama Department o ucation
€. Late Testing Exam surcharge [ 545.00 £0.00

D. Exam Orders placed after the Extension Deadline 0 $55.00 £0.00 3345 Gordon Pa rsons Bu||d|ng

E. Score Labsls [ £100.00 £0.00

F. Late-payment fas [ £225.00 50,00

Total Fees $3,435.00 P. O . B (0).¢ 3 0 2 10 1
o T Montgomery, AL 36130

G. Payments £0.00
H. Unused Exams Used as Reader Copias [} $15.00 £0.00
I. Credit for exams replaced by alternates [} $15.00 £0.00
1. Credit for Late Testing Exam surcharge [} 3$45.00 £0.00
K. College Board fee reductions 20 $31.00 $620.00
L. Contractual credit 1] 50.00 $0.00
Adjustments £0.00
Total Credits $620.00
AMOUNT YOUR INSTITUTION OWES THE AP PROGRAM $2,815.00

State Reimbursement

After sending the amount your institution owes (above) to the AP Program, it is your school's responsibility to work
directly with your state office to receive reimbursement for AP Exam fees. The information below is based on the answers
vou supplied to guestions about fee reductions as well s the state subsidy information we have on file.

Exam Subsidy Quantity Credits per Item Total
M. Option 1 Alsbama Fee Reduction 20 £33.00 $£60.00
N. Option 2 Alabama Fas Reduction 0 £0.00 £0.00

Total Reimbursement $660.00



ALSDE Processes for Reimbursement
of Low-Income Students



Fee Reductions

ALSDE will reimburse public schools for low-income
students:

e S53 per AP Exam

e S101 per AP Seminar Exam and AP Research
Exam

* The final fee for all AP Exams for low-income
students is SO after reimbursement.



Alabama State Deb;ffment of Education

2018-2019 AP Exam Fee Reduction

Low Income Students

Non-Low Income Students

AP Exams AP AP Exams AP
(excluding Seminar/Research | (excluding Seminar/Research
AP Capstone | Exams (AP AP Capstone | (AP Capstone
exams) Capstone exams) exams) exams)
Total Cost per AP Exam $94 $142 $94 $142
1. College Board fee waiver per exam $32 $32 $0 $0
2. Administrative fee that school waives (ALSDE/A+ $9 $9 $0 $0
asks that low-income students not be charged the
$9 local fee)
3. ALSDE contribution per exam $53 $101 $0 $0
4. Parent/School contribution per exam (Cost of AP $0 $0 $94 $142

Exam minus the sum of Rows 1-3)




COLLEGE
READY

Equip.

Empower.
Expect More.

A+ College Ready Program Schools

2019 AP Exam Fees

Non
Low Income | Low-Income
A+ College Ready supported Exams Exams Exams

Total Cost per AP Exam $94 $94
1. College Board fee waiver per exam $32 $0
2. Administrative Fee that school waives (ALSDE/A+ asks that all students $9 $9
not be charged the $9 local fee)
3. A+ College Ready Contribution per exam $8 $60
4. ALSDE Contribution per exam $45 $0
5. Parent/School contribution per exam (Cost of AP Exam minus the sum $0 $25
of Rows 1-4)




W h at YO ur Your school's AP coordinator should take the

following steps.
School Must ° |
DO to Get Before the exams:
« Determine the total number of students in your

Reim b u rSEd school who are eligible for fee reductions for low-
income students.

« Determine the total number of exams they will
take.

* Enter these numbers on the AP Exam Ordering
website before ordering exams.



What Your
School Must
Do to Get
Reimbursed

Your school's AP coordinator should take the
following steps.

After the exams:

Fill in the "Option 1" circle on each qualifying
student's registration answer sheet.

«  When generating your invoice online, enter the
total number of exams taken by qualifying low-
iIncome students.

« Send $53 to the AP Program for each AP Exam,
except AP Seminar and AP Research Exams,
taken by qualifying low-income students.

- Send $101 to the AP Program for each AP
Seminar Exam and each Research Exam taken by
qualifying low-income students.

« Submit a copy of your school's invoice and the
reimbursement form the state requires to ALSDE.
The reimbursement form can be found on ALSDE
AP's web page.



https://www.alsde.edu/sec/isvcs/Pages/apib-all.aspx

2019 Request
for Payment
Form

Contact: Dr. Michal Grant Robinson,

AP Program Manager

Instructional Services Section

Alabama Department of
Education
Phone: 334-694-4768

Email: apib@alsde.edu

State of Alabama
Advanced Placement (AF) and International Baccalanreate (1B) Test Fee Program
2019 AFIB Reguest for Payment Form

Please enter the school district and high school below (separate form to be completed for each high
school). In the table below, fill in the correct number of exams, muliply by amount of
reimbursement per test, and enter that amount in the cost column. Compute the total cost at the
bottom of the cost column. The total cost for AP test fee reimbursement must match the cost on
the Caflege Board AP Exam Tnvoice: State Copy accompanying this form

Clhty or County School District:

High School:

Number of Tests Taken By Eligible Low-Income AP and 1B Cost
Students

[ ] AP Exams (except AP Seminar/Research) x § 53.00

[ ] AP Seminar and AP Research Exams x 8§ 101.00

[ ]IB Exams x § 100,00
(ALSDE will not pay any part of the registration fee)

TOTAL REIMBURSEMENT DUE

Name of District APTB Coordinat

Emall Address  Telephone Number

I verify that the above information is correct.

Signature of Schoal Principal Dhate
Signature of LEA Chief School Financial Officer Date
Signature of District Superintendent Dhate

http://www.alsde.edu/sec/isvcs/Pages/apib-all.aspx


mailto:apib@alsde.edu

Alabama State Department of Education 75

Prafessionals

Every Chid a Graduate. Every Graduate Prepared I“‘ 3 00000

Instructional Services > AP/IB Information: AP

AP IB Contact Information

Title Description Modified

2017 A+ College Ready AP Fee Reductions Fee reductions for A+ College Ready Program Schools’ AP exams for the 1/24/2019
2019 test adminisiration. Please contact Dr. Michal G, Robinson
opib@aglksde.edu for more information,

2019 Advanced Placement/International Request for payment form for reéimbursement of AP/IB exam fees for exams 3712019

Baccalaureate Exam Fee Reduction Program administered in 2018-2019 School Year. Deadiine for submission is uty 31,
2019, Contact apib@alsde.edu for more information

2019 Alabama AP Fee Reductlions Fee reductions for AP exams to include AP Capstone exams for the 2019 1/24/2019
test administration. Please contact Dr. Michal G. Robinson
apib@akde.edu for more information.

AP Ceniral This link will take users to the College Boards AP website which provides 10/28/2015
comprehensive information for various audiences.

AP Coordinator's Manual The AP Coordinator’'s Manual is the primary source of information for AP /2212007
coordinators and proctors on nearty all aspects of administering AP Exoms.

AP Exam Ordering Deadlines Use this page as your guide to spring AP Exom ordering deadiines 202172017

AP Exam Schedule The AP Exams will be administered over two weeks in May. Coordinators 2122120017
ore responsible for notifying students when ond where to report for the
axams,

http://www.alsde.edu/sec/isvcs/Pages/apib-all.aspx



Best Practice Tips




Preadministration Session

Save 30 minutes or more per exam session by requiring all AP students to
complete the personal identification section of their answer sheets in a session
you conduct before exam day.

+ Choose the preadministration option when you order your exams: By choosing
this option, you'll receive your answer sheets, AP Student Packs, and other
materials early.

* Not all students need to complete preadministration materials at the same
time.

More information:

» Instructions and a script for conducting a preadministration session will be in
the AP Preadministration Instructions booklet provided with preadministration
shipments (available online in the spring).

« Visit collegeboard.org/apdownloads to download a PowerPoint presentation
you can use during preadministration sessions to ensure accurate bubbling
(available in the spring).



AP Courses Professional AP Coordinators
APCentI'al & Home About AP v & Exams Vv  APScores v  Development Vv For AP Coordinators

AP Central / AP Coordinators / Resource Library / AP Coordinator Tutorial

< Back . .
AP Coordinator Tutorial
AP Coordinators
Overview Below is a series of brief videos designed to give you an overview of your responsibilities before, during,
and after the 2018-19 AP Exam administration. Throughout the tutorial, we let you know exactly where to
Important Changes go for further details.
Annual Calendar & Deadlines ]
1. The Basics -
Exam Ordering & Fees ]
2. Getting Started 2
Preparing for Exam Day )
3. Ordering S
Exams Requiring Special Prep .
o 4. Preparing for the Exams =2
On Exam Da
d 5. On Exam Day >
After the Exams
6. After the Exams 4
Resource Library o ) )
7. Exams Requiring Special Preparation 2>
AP Coordinator Comment Form
8. What's New? -2

Administer the AP Exam Internationally

_Al:) LCD]]egeBoard



l v Best Practice: Create a chart or
Pulllng It A” spreadsheet that records:
Together: - Name of AP Exam

* Number of students testing
« Number of students with disabilities

Master who will be testing with
accommodations (e.g., braille or
Schedule large-type exams)

* Room assignments
* Proctor assignments
« Time allocation

* Equipment needed

» Download the spreadsheet for proctor
scheduling and room organization at
collegeboard.org/apdownloads.



Don’t Forget!

Read, read, and reread the AP Coordinators
Manuall!

Review Resources for Coordinators at AP
Central:
http://apcentral.collegeboard.com/apc/public/

ap coordinators/resource library/index.html

— Download the Preadministration PPT

Sign up for the AP Coordinator Community:
https://apcommunity.collegeboard.org/web/ap

coordinators

Breathe!


http://apcentral.collegeboard.com/apc/public/ap_coordinators/resource_library/index.html
https://apcommunity.collegeboard.org/web/apcoordinators

Questions? AP Services
Phone: 877-274-6474

Janet Swandol, Senior Director, K-12
The College Board
ifswandol@collegeboard.orq

Dr. Michal Robinson, AP Program Manager
Alabama State Department of Education
mrobinson@ALSDE.edu

334-694-4768

Ms. Teri Thompson, Chief Program Officer
A+ College Ready Contact
teri@aplusala.org

205-257-5349



mailto:jfswandol@collegeboard.org
mailto:mrobinson@ALSDE.edu
mailto:teri@aplusala.org

AP 2019

New fall online registration system and new resources

for coordinators and teachers.

AP Central

Launching in 2019: New AP
Resources and Processes

Were making changes to better support AP students, teachers, and
coordinators.

Learn More:

Get Ready for the Future of AP

@ (B} reststtion We're making some improvements to the way AP works,
including teachers new resources to

For more on the resources and process changes, please visit collegeboard.org/ap2019

To register for an AP Coordinator Workshop near you,
visit http://collegeboard.org/ap2019workshops



https://apcentral.collegeboard.org/about-ap/news-changes/ap-2019
http://collegeboard.org/ap2019workshops

AP Annua]. Conference 4 Home About Program Registration Venue CEUs Presenter Info Attendee Info More w

]

r-"fd"-:f.‘],-ﬂﬁ
S ThIT

July 18-21, 2019 | Orlando, FL
AP Annual Conference

https://apac.collegeboard.org/
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