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Alabama State  Department of Education
March 7, 2019



2019 Exam 
Schedule

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

Week1 

Monda,-. 
Mays 

Tuesda,y:, 
May7' 

Wednesday, 
Maye 

'Thursday. 
May9 

Friday, 
May ·10, 

Morning 
8a.m. 

United States 
Government and Politics 

Sem.lnar 

Spanish Language 
and Culture 

!English Uterature 
and Composition 

Chemistry 

Spanish Literatur,e 
and Culture 

United States H lstory 

Afternoon 
12 p,.m.. 

Chinese Language 
and Culture 

Environmental Scienoe 

Japanese Language 
and Culture 

Physics 1: Algebra-Based 

European History 

French !Language 
and Culture 

German Language 
and Culture 

Psychology 

Compute .Science 
Prlnclples 

Physics 2: Algebra-Based 

Studio Art - last day for coordl nato:rs to sub11111 t digital 
portfolios (by 8 p.m. lETI and to, gather 2~10 Design and 
!Drawing students for phys cal portfolio assembly. 

Teachers should have forwarded students' completed 
dilgltal por folios o coor,dl natoll"S before th is date. 

Week2 

Monda,-. 
May13 

'TuesdaJ. 
May14 

Wednesday, 
May15 

Thursday, 
May 116 

Friday. 
May 1'7 

Morning 
8a.m. 

!Biology 

Calculus AB 

Calculus BC 

!English 
Language and 
Compo,s tio n 

Comparative 
Government 
and Polltilcs 

World History 

IMi croeoonomlc s 

Music Theory 

Afternoon 
12 p.Dl. 

PhyslcsC: 
Mechanics 

Art History 

Human 
Geography 

Italian Language 
and Culture 

Macroecooomics 

Statistics 

Computer 
Science A 

Latiln 

Afternoon 
2 p.m. 

Physics C: 
Electricity and 
Magnetism 



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
• Other school event
• School closing (local decision, non-

emergency)

* Students who qualify for College 
Board Fee Reductions will not incur the 
$45 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.



• Before ordering the end-of-course exams for 
AP CSP, review the Student Indicator in the 
AP Digital Portfolio to be certain students 
indicated they’re taking the exam.

• 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.

AP Computer 
Science 
Principles and 
AP Capstone 
courses



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. territoriies, 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 Colleg,e Board provides a $32 fee reduction per •exam1 ·for eligibl,e students 

with financial need. 

I 

' 

' 



Ordering 
Walkthrough of Online Exam Ordering 



AP' Exam 
Ordering 
10nline 

• IEach AP coordinator and addiitio,nall 
authorized staff m1ember liisted on the 
returned Participatio,n Form willl receive an 
email with an access co,de for the ordering 
website. 

The AP ordering site becomes • 
available in mid-January at 
college board.o rg/apo rd eri ng. 

S,chools with outstanding ballances from the 
previous year'''s exams are not able to order AP 
Exams for the current year u nti I the· r b111 s have 
been paid n ful!L 

A co:m plete I ist of ordering 
deadlines is available in 
the 201 ,8-19 AP PriOgram 
Guide and the 2018-19AP 
Coordinator's Manual. 

• Exam ordering dleadlll·nes are in March and 
Apriit 

• Rev ew ··mportantAP' Exam Administration 
Policies before ordering your school's exam1s. 

• 1Before ordering exams,, work w"th your 
schooll's SSD· coordinator to determine if 
alternate exam formats (e.g .. , large type) are 
needed for students with approved 
accomm1odations .. 

~ - . _, ColJegeBoani 



AP Ex,am 
Ordering Online Sign into AP® Ordering 

Go to college oa d.org/ 
apordering and sign into 
AP Exa1m Ordering using 
your Edlucation 
Professionals (EIP'L) 
credlentialls .. 

AP Ca:nchnfl1ors 11511 ltm. 5,11r.,c11 lo end AP Ell ms e r n ng h!;I~ tcr l ta"n 'Sih1pmnn'I~ nind gllflllrn r111 m'ltlCm 

re,q~res ~" C-ti'>'> cod IMI ts em 6d to schools '" mid nuary 

Sign In Don't Have An Account? 
Sign-Up. 

AlHt99 rool9 Sfld S(ifVCe!. fllr profes&onel9 

ltmg colrN.i SCCII riupcrb ,..,ce, for 
I Qf115W h OtSi! 11185 (~DJ, I', ~ 

Aud.t . SA[ G<lll'l!'illlOr Reg KIil REll)Olt and 
T&~I Cl\'d&nr,g 

• If you've alr1eady created an account to access AIP Exam 
10rd,ering, AP !Potential,, PSAT/NMSQT Ordering,, AP Course 
Audit, or online scores you should sign in using your pr1eexistiiing 
user name and password .. 

• If not, you will ne,edl to create an account. 



Confirm School 
• Some users of the ord,ering system1 serve as the AP coordinator at mu Uple 

schoollls. 

• To ensure an ord,er 1s pllaoed at the intended school , we ask that users 
conf1irm their schoo~II when lo,gging in to the apprcaUon 

Confi Schoo 

ou ar curr 11 I logg d in o 

SA l E HIG H SC OOL 
1.23 '1 IN STREET 
NYrO N, 11 lel.111 

If you r no long1 · Coordina or 'for th o . school, pl go to ... uc __ 
Perso updat ·our school acces _ co_ _ _ _ _he 'Edit nt 
Iri orn, rograms & Ser ·ces s . Uthe correct school is dis d, 
selec 'Continue' to procee - h or erin • 

~ - . _... ColJegeBoani 



AP Ordering Landing Page
€) CollegeBoard 

Education Policy & Advocacy Memtrership Testing Basics College Guidance K-12 Services Higher Ed Services Pro essional Development Data, Reports & Resea rc h 

Welcome to AP Exam Ordering 

Ma rch 14 : Deadline to place initial exam order to receive preadministration materials by 
April 6 , 

April 4 : Deadline to place init ial exam order to receive preadministrat ion materi als by 
April 16. 

April 13: Deadline to order exams without incurring a $5 5 late fee 

April 20: Final Exam orderi ng dea dline 

V iew AP Exams 

Enrollment and Fee Reductions 

:o.i View Enrollment Data 

:o.i View AP Exam Fee Reductions 

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

:o.i View AP Exam Order 

:o.i View AP Studio Art Exam Order 

:o.i View Braille and Large-Type AP 
Exam Order 

:o.i View Multiple-Day Te-sting Exams, 
Large -Type Exams Greater Than 20-
Point, and Scri pts 

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

:o.i View Late-Test ing AP Exam Order 

:o.i View Late-Test ing Braille and Large
Type AP Exam Order 

Score Reporting Senrices 

:o.i View Score La bels and Free
Response Booklets 

Review And Track Orders 

:o.i View Your Order Status/i;rack Sh ipments 

:o.i View Cumulative Order 

Internal User 

:o.i Internal Search 

Feb ruary 09, 2018 

Your Info 

Apo l ntem aluser 
mbarry@ 
coll egeboar d,org 
ROCK Rl DGE HI GH SCHOOL 

:o.i Updat e School Informati on 

:o.i Updat e Personal Inform at ion 

:o.i Contact Us 
:o.i Help 



Enter Enrolllm1ent D,ata 
If you co1mpllete these fiellds, your score r1eports wim include data to help 
your schooll gauge the equity and excellience of your AP program. 

-nrollment Data 

Orn'lin,e AP scores ind 1J d@ llh@• AP Equity and Excelle ce lteport,, which h@l f}-5 your schoo'I 
,gauge he e en . to, which your AP p ogram Is pro ·ding equitable arnd successful A!P 
,e!Xperlences to your students.. ]in o rde , to calcu I ate· th.e percentages or this score report, we 
n,eed you to re port t he• total number of lotlh, 111th, and 12.th grade students in your sdhool. 
Th otall , hou'ld ind ude a I ud n ·n you · hoed, no , J AP d 

[f y,ou decide not to provide your enrollmelilt totals, the corresponding fields, on your 
school1's AP Equity and Exciellenoe Re.port wil l bi! left blan . If you do riot lhave tne 
,enrollmernt d1ata available at t his ·me, you may ,ent,er it a any t ime• during e ordering 
per odl by cllc ng tine ·Entler Enrollment Data" link on the AP Exam Ordering meriu. 

Grade evel Numbe of Stiude111ts 

10 grade s'l:udents [7637 

11111, girade st udents [~ 

1 2 g1ra de students [CJ 
- Or -

I dhoose not tlo enter 'total school e rollments, so I accept responsibility fo ti e blank 

,alata flerds: hat will appear on mv school's AP Equity and Excellenoe Report -his summ r 
and In future years. N' te. You m . ent edit you ,enrolll'm.enl ,d t :t ny time 
during l h@ olid@ring1 period by d icking1 th@ " Ent @li IEn rollm@nt Data" li'nk o n th@ AP' 

am lid ring m nu. 

If you do not have 
the en roU m1ent data 
available the first 
ti m1e you log in, you 
may enter it later 
by clicking the 
'";Enter EnroHment 
Data" link on the 
AP Exam Ordering 
menu. 

Enter the· total nuimber 
of' students., not just AP 
students. 



AP Ordering Landing Page
El CollegeBoard 

Education Polley & Advocacy Membership Testing Basics College Guidance K-12 Servic es Higher Ed SelVices Pro essional Development Data, Reports & Research 

Welcome to AP Exam Ordering 

March 14 : Deadline to place initial exam order to receive prea dministrat ion materials by 
April 6 . 

April 4: Deadline to place, initial exam order to receive, preadministrat ion materials by 
April 16. 

April 13: Dea dline to orde,r exams with out incurring a $5 5 late fee 

April 20: Final Exam ordering deadline 

View AP Exams 

Enrollment and Fee Reductions 

:,i View Enrollment Data 

:,i View AP Exam Fee Reductions 

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

:,i View AP Exam Order 

:,i View AP Studio Art Exam Order 

:,i View Braill e and Large-Type AP 
Exam Order 

:,i View Multiple- Day Test ing Exams, 
Large-Type Ex ams Greater Than 20-
Point , and Scripts 

I 
i!S&#F!i::ti&ihiHW-
, :,i View Late-Test ing AP Exam Order 

:,i View Late-Test ing Braille and Large
Type AP Exam Order 

:,i View Score Labels and Free
Response Booklets 

Review And Track Orders 

:,i View Your Order Status/Track Sh ipments 

:,i View Cumulat ive Order 

Internal User 

:,i Internal Search 

Fe bruary 09 , 20 18 

Your Info 

Apo Jnte rna luser 
mba nry@ 
coll ege boa rd.org 

filgn Out 

ROCK RIDGE HIGH SCHOOL 

:,i Updat e Sch oo l Info rmation 

:,i Updat e Persona l Information 

:,i Contact Us 

:,i Help 



Request Fee 
Redu,ctions 
Befor,e ordering, 
you must indicate 
how many exams 
will quaHfy for the 
fee reduction for 
low-income 
students. 

Request AP Exam Fee Reduc ons 

Step l: ,Confirn , Need for Fee Red1rntion_ 

Are any of your students eligible for the AP Exa fee reduction for low-income students? 

Yes • o 

Please 11isit AP Exam fee Reductions fo r complete e ligibility critena. Please note that if you~ 
sc ool or d istrict part1c1pat@s ln tht! Commumty Ehg1b1 11:y Prov1s 1on (CE:P), d,ff., rl!:nC t!l1g1b,ltty 
cro~na may apply. 

If ye I continue to tep 2. If no, d ick 5.Ubmil at tllile bottom of this-pag to 
ontin 

Step 2: Determine the Num er of E:ligib e Stude111ts and Exams 

To calculate the total number of students and exams elig ible tor AP Exam fee reduc:tIon, '(fMJ 

may use t e online AP Fee Reduction Roster. The u e of this ,roster i.s J)IUimlaJ, If you 
I dy know th numb r of ligibl tit_id nt nd ·x; m , yo' may , 1kip to t p 3 

to enter vour totals. 

The online AP fee Reduction Roster allows you to keep track of the names of eligible 
tu dents and the numl:ler of e ams each student will take. As yoo enter the information, the 

rost r k p5 a running <:ou nt of your total5. 

lo 55 th@ AP - - Rl!d u ion Ro,;t r, ick._hc 

tep 3: Enter Low-Income Fee Reduction Totals 

Pl 5e en enh ot I numb r of 5tudent5 who your 5,ho01,an a en m he cri ria o 
rece,11e AP El<am fee reductions for low-income students, and the tota l number of t!xams 
th- srudt!nts wolf ta e. If you used tht! on ion" AP F!!t! Reductmn Rostt!r, tht!st! totals art! 
alrHdy pr -popu lated. 

Note: It is essentia'I lh<1t your totals accurately re ect the e1igible students rid exams at 
your i 1115ti ution . 

Total number of AP students: tihat qualify for the College Board ree re<lucM : 10 

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



AP Exam Fee Re uction Stude t Ros r 

Inst ructions : 

?lease use the ros er belo r the names of s u en s ctual or 11 
r du ion. M e sure to al o I m nv Exa s, you are ng · stu 
system will automa --c:.ally c our totals in the "Tota :1:, of Q ing Students' a 
of Qua!' ing ElCamsN boxes. 

Please notJe, that the use o tfiliis 11oster is op ,ional [f ou alrea , ts and exams quail r · 
clic · ncel" in he bottom righ -h nd com r o thi-.; page tor uc -o u 
to ent r ~he total number ot srud nts nd exams t uali continu rd e no c 
Board r@s,@:rv@s t h@ right l:o require adtf -onal supp d n· rm u s u ur are 
ac;rurat . 

© VARt I : For your sernn , he da a ·ou enter -.,ill be dele e f · ou do no die!, Subm t •;i hrn one hour. 

To # ,of QU lllfyi Stud n 

Tora .t, ,of QuaWifying E.xam!i,: 

m 

1. 

5. 

0 

Number 
an 

[a _ __,) 

[_o ____, 

lo 
lo 
lo 
lo 

~ - . _... ColJegeBoani 



AP Exam Ordering Home Page 
Please note that ordering exam1s for students testing after the standard 
exam period requires you to order separately usiing the Order Late
Te.stiing Exams liink. 

Welcome to AP Exam Ordering 

March 8: Deadline to place init ial exam order to receive preadministration materials by 
March 31. 

March 29: Deadline to place initia l exam order to receive preadministration materials by 
April 10. 

April 7: Deadline to order exams without incuning a $55 late fee 

April 14: Final Exam orderi ng deadl ine 

Enrollment and Fee Reductions 

:>J View Enrollment Data 

:>J View AP Exam Fee Reductions 

:>J View Braille and Large-Type AP 
Exam Order 

:>J View Multiple-Day Testing Exams, 
Large-Type Exams Greater Than 20-
Point, and Scripts 

Late Testing Exams (0S/17- 0S/19) 

:>J View Late-Testing AP Exam Order 

:>J View Late-Testing Braille and Large
Type AP Exam Order 

Score Reporting Services 

:>J View Score Labels and Free
Response Booklets 

Review And Track Orders 

:>J View Your Order Status/Track Shipments 

:>J View Cumulative Order 

Internal User 

:>J I nternal Search 

January 31, 2017 

Your Info 

Apo I nternaluser 
mbarry@ 
collegeboard.org 

Sign Out 

A CRAWFORD MOSLEY HIGH 
SCHOOL 

:>J Update School Information 

:>J Update Personal Information 

:>J Contact Us 

:>J Help 

~ - . _... ColJegeBoani 



Order AP Exams: Step 1 
Indicate whether you want to receive preadministratiion materials 
(for orders of 20 exam1s or more). 

To P'lace a Nlew Order: Enter the number of exams that you would like for each subject 
i111 the Create/Change column. 

Step 1: Order Pread1rninistrat·o 1 IMateria s. (op,tio11m1I) 

Schools orde,ing at least 20 exams may orde r mate,ials (a111swer sheets and AP Stude nt 
Packs) to conduct a preadrn inistration session . Note :: Preadrn inistratio111 rn aterials are 
i111duded for AP Capstone and AP Corn puter Science IP1inciples, regardless of the number of 
exams t hat are ordered for t hese courses . Outing this session, students complet e 
ide ntifying infonn ation on their a111swer sheets, which can save up t o an hour on exam day. 

Select "Yes" to order these materials, which will be shipped prior t o your exam shipme nt. 
Note ::: Once your in itial exam orde r has been processed for shipment, you will not be able 
to orde r preadministratio111 rn ate,ials . 

Yes No 

~ - . _, ColJegeBoani 



Order AP Exams: Step 2 
Step 2 : Order· Exams 

Sort by: I A phabetical Order • I 

IExam 
Ad m in Exa m Tiitlle 
Dail:e/Tiim e+ 

Cr,ea t.e 2.017 
Order Used / Ord ered 

\l ay Art Hist ory 
08/12 :00 PM 

0/ 0 
lo 

\l ay 14/ .S : 00 Biologry 
AM 

75/ 78 
lo 

\l ay 15/ .S : 00 Cale s AIB 
AM 

109/ 111 
lo 

•1ay 15/ ,8 : 00 Cale I s BC 
AM 

52/ 55 
lo 

\l ay 07/.S : 00 Chemistry 
AM 

68/ 71 
lo 

\l ay Chinese La gr a Q1 e and C ltur e 
l0/12 :00 PM 

0/ 0 
lo 

\l ay Co pu er Science A 
15/12 :00 PM 

28/ 32 
lo 

•1ay Co pu er Science Pr i 111 oip les 
ll/ 12:00 PM 

0/ 0 
lo 

\l ay 1 6/ .S : 00 E grlisln La guaQ1e and Composit ion 
AM 

157/ 158 
lo 

\l ay 0'9/.S : 00 E grlisln Lit e rat r e and Com posit ion 
AM 

32/ 34 
lo 

\l ay E v1ronrn e t al S -enoe 
l0/12 :00 PM 

12/ 13 
lo 

~ - . _, ColJegeBoani 



Order AP Exams: Step 3 
• Enter the num1ber of students tesUng. 

• Agree to the terms of ordering. 

Step, 3: Enter Number of Students Testing 

Total Nlumber of Students. Testing1:: ~lo ___ ~I Total Nlumber of Exams: ~lo __ ~ 
Please Note : It is important that you include an accurate count of the tota l numbe r of 
stude nts t esting, as th is 111 u1111ibe r det enn ines how many AP Stude nt Packs your school 
will rece ive . Make sure to include those students. who will be using Studio Art, 
Braille and 14 - or 20-point larg:e -type exams., even though these exams are 
ordered on se parate pag:e s. 

Step, 4: Rev·· ew Vol r Order 

IBy checking this box I asse rt my order is accurate and I u111 de rstand : 

• I cannot change this order once it has bee 111 prncessed for shipme nt, which could be 
as soon as 6 p.m . the sarn e day I submit it . 

• I can no longer on:le r preadministratio111 mate1ials afte r my initial order has been 
prncessed for shipm1e 111t . 

• I will be charged an unused exam fe e for each exam that is not used. 

~ - . _, ColJegeBoani 



Additional Score Reporf ng Services 

• After your exam order 
is submitted, you win 
be taken to the "Order 
Score Labels & Free
Response Booklets '' 
screen. 

• Schoolls can order 
add iitiional score Ila bells 
and ·free-response 
bookllets on this page. 

• AP score reports are 
only avai ab e onl iine. 

<D wARNING : For your security, the data you en er -
be deleted if you do not click · subm· ithin one 
hom. 

Onillin.e AP Soor e Reports 

AP· teachers, AP Coordinators, and oth r authorized 
sdhiool and d-s:trict administrators can vie • Drin • and 
diownlo d AP score reports using the Onlin Sooire 
Reports websi e. For more information, ·s· ~ 
scores for schools and Districts. 

: Deaid ine for ordering score repo · labe s. 

, : Deadline for orde ·ng free,..-espons,e 

hie se ices lis ed below re optional . 

NOT • ree~re ponse book! ts ill not be a ailabl 
1U1e•~tli1.o ns . re not rele sed on th College Bo d 

ad1mIn1!l'~ra't1on. 

Service 

AP Score Labels 

Fr ee-Response Boo es 

2016 
Ordered lo 
Date 

201 
Ordered 

0 

Your Info 

Y tn Nam e 
Y ur Sma il ddr~~s 
Y yr Sdnool Nam!1! 

Sign Out 

~ Update Si:nool Information 

~ Upd!!I @ ? onal Inform t ion 

Fe 

100 per Saet 

spo se 
ex m 

,50 ~ 1-20 bc:rnkletSa 
120: 2:1!. - 50 booklets 

, 180: 51 - :1!.00 booklets 
300 · ::.- oo booklets: 



Changing Your Order 

• Y1ou 1may increase or decreas,e 
any order that has not yet been 
preic,essed tor shipment. 

• Y,ou can ediit any quantity that 
appears in the C1reat,e/Change 
10 rder collumn .. 

• 
1Orders that hav,e been shipped ,or 
pro1cessed tor shipment appear 
under the Slhiipped column and 
cannot be decreas,ed. Y1ou can 
create a supplem1ental order 01f 
thes,e s.ubjects by entering the 
,additi,onal number of exams you 
need in the CreateJ'Change 

10 rder collumn. 

0 ARNING: For your secunty, the data you e11 er I 
be deleted if you do not i · s bmit· wi · one 
ho r. 

To avoid costly errors, re ·ew jnstrucbons. deadl □es , 
and ees before ordering. Sdmols are charged an 
unused xam f for ch xam In , is o us d. 

To Pl ce· N w Ord r: Ente:r the number o exams tha you ould e or eadl 
subj ect in the Create/Change co u • 

Please rders · a have been processed for sl, pme11t apll)ear ' cler •2016 
Stfp · • eme:ntal order for these 
subj •ereate/Cha 

n Ti - ere ·te 2016 2 15 
Nier Shl;ppe, Us;ed / Orde.red 

History 0 0 01 D 

Bioogy 0 0 0/ 0 

Calculus AB 0 0 0/ 0 

C li;;u us BC 0 0 01 D 

C mi 0 0 o/ a 

.Note,: This screenshot does not show this years exam dates. 



Checking Your 
Exam Shipment 

• You may track the status of your 
shipment on th1e AP Ordleiring website 
undler "View Your Ordler Status/Track 
Shipment:' 

• AP' ooordinators must receive andl check 
exam materialls within 24 hours of their 
d1elivery in a secure ar1ea with only 
authorized! staff present. 

• Contact AP S1ervices for Educators 
immediately if there ar1e discrepanci 1es in 
your shipment, or if your materials 
appear op1en or damaged. 



• 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.

Ordering Tips



On Exam Day 



No Borrowing 
or Lending of 
AP Exams

• Schools are not permitted to borrow or lend 
exams.

• Schools that borrow run the risk of 
administrative errors that could result in the 
need for retests

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



AP Student 
Packs 

AP Student Pack 2018 

TEST·TAKER INFORMATION•--~• 
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• These lbookllets arrive with 1exam1 
slhipm1ents. 

• They contain students' unique AP num1lb1er 
labells., colle1ge codes and other im1portant 
information, including details on accessing 
exam1 scores at apscore.org. 

✓ Bes P actices: 
-

1Collect and stor1e Student Packs 
betw1een exam sessions. 

- R1emindl 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 
Room1 setup r,equire1ments:: 
• Stud1ents seated at least five feet ,apart (unless scrambled formiat iiis 

used). o,istance betw,een students shouldl be mieasured from the 
center of one student to the oenter of the next student. 

• All students facing the sa1me direction 
• No subject-related! informatiiion posted on the walls 
• El,evated seating. seat students no less than five teet lb,ehind one 

another 
• If testiiing students off-sit,e,, ,ensure that room1s are set up prop,erly prior 

to the ,exam1 ad1miiinistration. 
• Control! the ,environiment (good lliiightiiing and ventilation, quiet llocation, 

etc) 



Mandatory Seating Charts 
• AIII schools must com1pl 1ete a seating chart for every 1exam1 they 

ad1miniiister andl retain it fo1r at least. six 1months. (Your state or 
district m1ay requir1e you to retain seatiiing charts for a long 1er period of 
time.) 

• Schools shouldl not return any seating charts in their exam1 ship1ments 
unlless they are requir1ed as part of an Incident R1eport. 

• Having seating charts on file with schools wil help 1exp1edliiite an 
investiiigatiiion of a r1eport incident should one oocur and prev 1ent scor1e 
reportiiing d1elays. 

• Schoolls may us.e eithe1r t.he 11-digii·t se1riall nu1mber of the exam 
b,ookle·ts or s:tudent.s.' full names. on the seating charts. 

► More in orma ion: collegeboard.o g/APseatingcharts 



Security: Exam Room 
• No elec ronic eq ·pmen (cell phone, smartphone, 

smartwa ch, tablet computer, portab e listening o reco ding 
device (MP3 player o Pod), camera o other pho og aphic 
equipment, dev ces that can access the inte net, o any other 
elec ro ic o communica ion dev ces) a e allowe d ing the 
admin·stratio or breaks. 

• If a student iiis found to have a cell phone or any other electronic 
dlevioe, the dlevioe 1must lb1e confiscated, and the student must be 
dliiismissed from the testiiing room. The stud1ent's score will be 
canoeled. 

✓ Bes Prac ice: 1Collect oell phones in paper lunch bags or Z.iiplock 
bags at the dloor to the testing room andl 1either write the student"s 
na1me on each bag or adlher1e an AP student label to it. 



Exam Security 
• If a student posts to any form1 of social media duriing the exam, the 

student's scores wHI be cancelled and no retest willl lbe per1miitted. After the 
exam1, iif a student posts information about unreleas1ed exam content, the 
student's scores wm be cancelled and no retest wiU lbe penmitted. 

• Schools that viiolate security policies will not be per1miitted to adm1inister 
AP Exa1ms in the future and may be held responsiible for any dam1ages or 
losses the Colllege Board and ETS may incur in the event of a security 
breach ... 

• When the College Board determines that a student's testiing exp1erience 
dliid not meet the CoHege Board's standards for adminiisteriing 1exams ·
even through no fault of the student - the Colllege Board reserves the 
niight to cancell an AP Exam score. 

More Information: Exam se1curiity policies and tips for coordiinators and 
proctors wiilll be detaiiledl throughout the AP Coordinator's Manual. 



Documenting Fee Reductions 
Step One. FiH in the appropriiate ie1e redluction ciiircle on the student"s 
answer sheet iiin the "Schoo1 1use 1Only"' secUon: 
• Op ion 1: Low-lncom 1e Students (who 1qualliiify lbased on the 1eliiigiiibility 

criteria for the 1Colleg 1e Board fee reductiiion) 
• Op ion 2: Non-Low-Income Eligibl 1e Students (eligiblle ior sulbsiidi 1es 

based on state criteria otlh 1er than the Collleg 1e Board fee r1eductiiion 
poll icy) , Lv 

----------------
0®® 

This only ne1edls to be done once regardless of the nu1mlber of exams a 
student talkes. 

Step wo: Enter tlh 1e number of AP Exa1ms qualifying for ie1e r1edluctions 
when you calculate your total am1ount due online. 



Designating Section Numbers 
If your school has either a)i AIP teachers with multiiipll,e class sections,, or 
b ), m1ultiple teachers teaching the same AIP' subject, your school and 
teachers can receiiive very useful score reports tailored to ,each section,, 
if, and only if you do the following : 

• Assign each secUion/teacheir a num1ber (1-9} and designate this 
on students'' answ,er slhe,ets undler "School Use Onlly." 

• Be sure to iinfor1m teachers of their designated section nu1mlbers. 
• This feature also helps your schooll control which teach,ers see which 

stu d,ents' scores. 
See . I ■-■ I IT■ ll:Oe,I 
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► More Information albout vi,ewing score reports by section is at 
collegeboard.o g/apsec ions. 



Returning Exam Materials 
Packing List 
• Create· a packing I iist at 

col egeboard.org/ 
apordering. 

• The packing list documents 
exams in your return exam 
shipment(s). 

• The packing list must be 
submitted ellectronically for 
each shipment 

• A hard copy also must be 
included in the shipment 
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✓Best Pra,ct1ce: Print out a blank packing slip before the administration, and filll it 
out as you complete each exam. This makes completing the fiinal packing Ust 
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 allternate). 
- If you administer Friday exams, you may return your exams on the Monday 

followiing that exam. 
• Spllit 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 fiirst week of testing and return Week 2 exams after the second 
week of test1ng1. 

• s.chools will be biilled twice the fee for each exam in shipm1ents receiived after 
June 1. 

• More information will be in the AP Coordinator's Manual: 
- Instructions for packing, seal ing, and labeling cartons 
- How to create a packing liist 
- What to pack; what not to pack 
- Special iinstructions for Studio Art Exams and exams for students with 

disabilitiies 



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

v f7 Colleg eBoard AP' po • - Search 

AP Cent ral / AP Coord inators / ::xam Ordering & - ees / Ordering Exam Materials 

AP Coord inators 

Overview 

lm portan Changes 

Annual Calendar & Dead lines 

I Exam Ordering & Fees 

AP Exam Ordering 

Use AP Exam Ordering o order AP Exams, c reate packing lists for return shipments, and generate an invoice. For help 

using the s· e, go to AP Exam Ordering Help. 

Sign In 



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

Order AP Exams 

~ Enter Enrolllment Data 

~ Change AP Exam Order 

~ Order AP Studio Art Exams 

~ Order Braille and Large-Type Ex.ams 

~ Order Multlip le-Day Testiing Exams, 
Large-Type Exams Greater llhan 20-Point, 
and Scripts 

~ Change Late-Testing Exam O -der 

~ Order Braille and Large-Type Late
Testing Exams 

~ Order Soore Labels and Free-Response 
Bookllets 

~ Request AP Exam Fee Reductions 

~ View Your Order Status/ Track 
Shipments 

~ View Cumu lative Order 

~ Create/ Vi,ew Packing Lis 
Each exam shipment yo retunn must 
include a completed P dc1ing List. 

:::.I Generate Invoice 
You wiill be asked speoific questions about 
fee reduction oredits, so have that 
information on hand before you begin . 

AP Resources and Tools 

~ AP Insight 
Nlew ! Clllassroom tools designed by expert 
teachers to help, students succeed. 



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

<I) Your- AP Exam invoice w il l be electronica lly submitted 
to t he AP Program . However, you must also p r-int and 
m aill the "Progra rn Copy" of your complleted iinvoice 
w ith payment t o the AP Progra m . The post mark 
deadlline for- ret urning your invoice wit h payment is 
June 15. If you generate your iinvoice or maiil it to t he 
AP Program after- June 15, a $225 late fee w illl be 
assessed. Failure to mail a ha rd copy of your invoice 
to t he AP Program along w it h your payment cou ld 
r-esult in late fees, inaccurat e cred iting of federa l and 
state fee red uct ions to your school 's account, and 
potential ly, t he inabi lit y to order AP Exam s next yea r. 
Please also make sure to send a hard copy of your 

Your Info Sign Out 

~ Update School Informat ion 

~ Update Personal I nfo rmat ion 

invoice to your State Department of Educat ion iif requiired. 

Fr-ee- response booklet orders and discrepancies found during t he exam check- in process 
ar-e not accounted for in th is invoice. Consequent ly, your school may receive subseq uent 
invoices t o be pa id upon r·eceipt . 

Before You Begin 

• Make sure you have all t he copies of t he Packing Lists you sent in w it h rnt um exam 
shipments . 

• If you have students who ar·e eligible for fee reduct ions, make sure t he oval fo r Option 
1 or Option 2 is filled in on those students' answer sheets . 

Note: Use the "Prev ious" and "Next" buttons at t he botto m of t he page to move between 
screens. DO NOT use t he forjward or back buttons on your browser. 

~ Cancel ~ Next 



Step 4: Enter Used and Unused Exam Quantities.   

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

E11ter sed n Urlused Exam Quantit ies 

Tota num er o e:xa iS o dered· 

Ho many of t e,,se exams did yo use? 

Ho many of t ase exa mis did yo not se? 

45 

i.::::: Prev·ous :::::1 Next 



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.

Reader copies are used for 
students with specific 
accommodations

Unused exam fees are not charged 
if a student unexpectedly missed 
the operational exam 
administration and instead tested 
during the alternate window

Enter Unused Exam Credits 

N um her of Ullil used ex,a ms,: 5 

How many of thege unuse11il exams w1ere used as o I 
r1e"ader cop ies? 

How many of thiege unuse11il exams w1e,re replaoed o I 
by alt:e r ate exams? 

L Prev·ous :::::i Next 



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

Enter the number of used ‘low-income’ exams that are eligible for a 
College Board fee reduction.

E11ter Fee Reduct ions 

Number of Used Exams: 
Th is is tfle maximum number of exams elligilrle for College 
Boan! f;ee Reductions , 

Number of Unused Exa1ms: 

Option 1 Fee Reduction 

CoHeg e Board Fee Redu ctiion 

4 0 

s 

Hlow many of your used ex.ams were eligibl,e for a ~ ~<--
Gollege Board foe red uotio ? 
d lick here to read eligibility guidel ines fo r Co llege 
Boa rel fee reductions. 

L:::: Previous iJ Ne xt 



Step 7: Review and Submit your 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’.  It is required that you submit your final 
invoice by June 15.

Each low-income exam receives a $32 fee 
reduction from the College Board.

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

$32.00 $640.00

$640.00

$64
0.0
02975.00

1060.00

$1,060.00

Fees 

Items 

A. Used exams 

8 . Unused exams 

C. Lat e Test ing Exam surcha rge 

D. Exam Orde rs plaoed aft er the Extens ion 
Deadli ne 

E. S oore labels 

F. Late payment fee 

Total Fees 

Credits 

Items 

G. Payments 

H. Un used Exams Us ed as Reader Copies 

I. Credit fo r exams replaoed by a lternates 

J. Credit fo r Late Testing Exam suroharge 

K. College Boa rd fee reductions 

L. Co ntractua l Credit 

Adjustments : 

Total Credits 

~ Edit Invoice ~ Submit Invoice 

Quantity 

40 

5 

0 

0 

0 

0 

Quantity 

0 

0 

0 

20 

0 

Fee per Item 

$84 .00 

$ 15 .00 

$45.00 

$55.00 

$ 100.00 

$225.00 

Credits per Item 

$15 .00 

$15.00 

$4 5.00 

, __ ,00 

$0.00 

Total 

$3,360.00 

$75 .00 

$0.00 

$0.00 

$0.00 

$0.00 

$3,4 35 .0 0 

Total 

$0.00 

$0.00 

$0.00 

$0.00 

$0.00 

$0.00 

0 

AMOUNT YOUR INSTITUTION OWES THE AP PROGRAM ,o 

State Reimbursement 
After sending the amo unt your inst it ution owes (a bove ) to the AP Program , it is your school's 
respons ibility to wo rk direct ly with your sta te office to receive reimbursement fo r AP Exam 
fees . The inform at ion below is based on the answers you s upplied to quest ions a bout fee 
red uct ions as we ll a s the state s ubs idy info rmation we have on fi le . 

Exam Subsidy 

M. Option 1 Ala bam a Fee Reduction 

N. Option 2 Ala bama Fee Reduction 

Total Reimbursement 

Quantity 
Credits per 

Total 
Item 

20 0 

0 $0.00 $0.00 

~ Edit Invoice ~ Submit Invoice 

~ 



Step 8: Print your 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.
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Send the “State Copy” of the Invoice to the 
Alabama DOE

• In order to receive reimbursement, you 
must send the state copy of your invoice 
to the Alabama DOE.

• The state copy of the invoice should be 
sent to Michal Robinson – the address is 
included on the invoice:

Michal Robinson
Alabama Department of Education
3345 Gordon Parsons Building
P.O. Box 302101
Montgomery, AL 36130

AP Exam I nvoice: State Copy 

2/ 17/ 2017 11 : 35 

0103 35 
THE A.LTAM O NT SCHOOL 
4801 ALTAMONT ROAD 
BIRMI NGHAM , AL 35213 

Stat e Contact I nformat ion: 

AP Coord inato r Name : __________ _ 

Pho ne : __________ _ 

AP C.Oordina to r Ema il: __________ _ 

Michal Robinson 

Ala ba m a Departme nt of Ed ucat ion ;;~;.~~~~~;;;;;:;~::i~~~~~~;":~~~~!. _____ _ 3 3-45 Gordon Pe rsons Build ing , P.O. Box 30 2 101 Montgome ry, 

Most s tates require s c hoo ls to se nd t he m a copy of t h is invoice in orde r to pa y those e xa m fees. Check yours ion o licy to 
dete rm ine v,he the r o r not you need t o s upp ly the m with a copy of t his invoice . If yo ur sta t e req uires tha t you s e nd the m a copy o 
invoice, please sign the s ta t e m e nt be low a nd send it t o the des igna ted co nta ct. 

I ve rify t ha t a ll of t he infor-mation provided is accurate to the best of m y knowledg e a nd ma y be used by my state as docume ntation of its fee 
ass istance cont.-ibut io n : 

Signature 

Fees 
Items 

A. Us ed exa ms 

8 . Unused exams 

C. La te Test ing Exa m surcharge 

0 . Exa m Ord ers placed afte r the Extens ion Deadline 

E. Score Labe ls 

F. l a te-pa yment fee 

Total Fee.s 

Credits 

Items 

G . Payme nts 

H. Unused Exams Used a s Reade r Co pies 

I. Credit fo r exams re placed by a lte rnates 

J. Cre dit for La te Tes ting Exa m s urcha rge 

K, Co llege Boa rd fee reductions 

L. Contractua l credit 

Adj us tments 

Total Credits 

AMOUNT YOUR INSTITUTION OWES THE AP PROGRAM 

State Re imbursement 

Print Na me 

Quantity 

40 

Quantity 

20 

Fee per Item 

$84 .0 0 

$ 15.0 0 

$4 5.00 

$55.00 

S.1 00.00 

S225.00 

C!"edits per Item 

$1 5.00 

$1 5.00 

$45 .00 

$ 31.00 

S0 ,00 

Total 

S3, 360.00 

$75.00 

$0.00 

$0.00 

$0.00 

$0.00 

$3,43 5.00 

Total 

$0 .0 0 

$0 .0 0 

$0 .0 0 

$0.00 

S620.00 

$0.00 

$0 .0 0 

$620 .00 

$ 2 ,815 .00 

A~ e r se nding the a mou nt your inst it ut ion owes (a bove) to the AP Prog ra m, it is your sc hool's res ponsibility to 1r1or-k 
directly wit h you r state office to rece ive re im burseme nt fo r AP Exa m fe e:s. The info rmat ion be low is bas e d o n the a nswe rs 
you supplied to q uest ions a bou t fee reductions as 1r,e l1 as the state su bs idy information ,.., e have on file . 

Exam Subsidy 

M. Option 1 Ala ba ma Fee Red uction 

N. Opt ion 2 Ala ba ma Fee Red uct ion 

Total Reimbursement 

Quantity 

20 

Credits per Item 

S33.00 

$0.00 

Total 

S660.00 

so.oo 
$ 660.00 



ALSDE Processes for Reimbursement 
of Low-Income Students
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ALSDE will reimburse public schools for low-income 
students:
• $53 per AP Exam 

• $101 per AP Seminar Exam and AP Research 
Exam 

• The final fee for all AP Exams for low-income 
students is $0 after reimbursement.

Fee Reductions



Alabama State Department of Education 
2018-2019 AP Exam Fee Red uction 

Low Income Students 

AP Exams AP 
(excluding Seminar/Research 
AP Capstone Exams (AP 
exams) Capstone exams) 

Total Cost per AP Exam $94 $142 

1. Colleae Board fee waiver oer exam $32 $32 

2. Administrative fee that school waives (ALSDE/A+ $9 $9 
asks that low-income students not be charged the 
$9 local fee) 

3. ALSDE contribution per exam $53 $101 

4. Parent/School contribution per exam (Cost of AP $0 $0 
Exam minus the sum of Rows 1-3) 

Non-Low Income Students 

AP Exams AP 
(excluding Seminar/Research 
AP Capstone (AP Capstone 
exams) exams) 

$94 $142 

$0 $0 

$0 $0 

$0 $0 

$94 $142 



COLLEGE 
READY 

Equip. 
Empower. 

Expect More. 

A+ College Ready Program Schools 

2019 AP Exam Fees 

A+ College Ready supported Exams 
Total Cost per AP Exam 
1. College Board fee waiver per exam 

2. Administrative Fee that school waives (ALSDE/A+ asks that all students 
not be charged the $9 local fee) 

3. A+ College Ready Contribution per exam 

4. ALSDE Contribution per exam 

5. Parent/School contribution per exam (Cost of AP Exam minus the sum 
of Rows 1-4) 

Low Income 

Exams 
$94 
$32 

$9 

$8 

$45 

$0 

Non 

Low-Income 

Exams 
$94 
$0 

$9 

$60 

$0 

$25 



Your school's AP coordinator should take the 
following steps.
Before the exams:
• Determine the total number of students in your 

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-
income 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.

What Your 
School Must 
Do to Get 
Reimbursed

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


http://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

d: aoruo:11 Plaei, HI R1ittalao.rNt.! (18) T Fe~ 
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Preadlministration 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 choosiing 
this option, you'III receive your answer sheets, AP Student Packs, and other 
materials early. 

• Not all students need to complete preadministrat1on miaterials at the same 
time. 

Moire i fo,rmation: 

• Instructions and a scriipt for conducting a preadministration session will be in 
the AP Preadministration Instructions booklet provided with preadministration 
shipments (available onliine in the spring). 

• Visit col egeboard.org/apdow loads to download a PowerPoint presentation 
you can use during preadministration sessions to ensure accurate bubbling 
(available in the spring). 



AP Central S Home 
AP Courses 

About AP v & Exams v AP Scores v 
Professional 
Development v 

AP Coordinators 
V For AP Coord inators 

AP Central / AP Coord inators / Resource Library / AP Coord inator Tutorial 

< Back 

AP Coordinators 

Overview 

Important Changes 

Annual Calendar & Deadlines 

Exam Ordering & Fees 

Preparing for Exam Day 

Exams Requiring Special Prep 

On Exam Day 

After the Exams 

I Resource Library 

AP Coordinator Comment Form 

Administer the AP Exam Internationally 

AP Coordinator Tutorial 

Below is a series of brief videos des igned to give you an overview of your responsibilities before, during, 

and after the 2018-19 AP Exam administrat ion. Throughout the tutorial, we let you know exactly where to 

go for further details. 

1. The Basics ➔ 

2. Getting Started ➔ 

3. Ordering ➔ 

4. Preparing for the Exams ➔ 

5. On Exam Day ➔ 

6. After the Exams ➔ 

7. Exams Requiring Special Preparation ➔ 

8. What's New? ➔ 
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Pulling It All 
Together: 

Master 
Schedule 

✓ Best Practice: Create a chart or 
spreadsheet that recordls. 

• Name of AP Exam 
• Number of students testing 
• Number of students with dlisabillities 

who will b1e testing with 
accommodlations (1e.g. , braillll1e or 
llarge-typ1e 1exams) 

• Room assignm1ents 
• Proctor assignments 
• Time allocation 
• Equipment needed 

► o,ownloa1d the spr1eadlsheet for proctor 
schedluling and room organization at 
collegeboard .org/apdown loads. 



• Read, read, and reread the AP Coordinators 
Manual!

• 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!

Don’t Forget!

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


AP Services
Phone: 877-274-6474

Janet Swandol, Senior Director, K-12 
The College Board
jfswandol@collegeboard.org

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

Questions? 

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. 

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

tJ CollegeBoard 

GetReady for th!!FutureofAP 

We're making some improvements to the way AP wori(s, 
ir,cludinggivingstudentsandteachersnewresourcesto 
suppon them all year. 

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


https://apac.collegeboard.org/
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