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February 6th, 2007
[School Name]

[Administrator]

[Street Address]

[City, State ZIP] 

Dear [Administrator]:

As our previous correspondence mentioned, one of the major components of the evaluation of the Milwaukee Parental Choice Program (MPCP) mandated by Act 125 requires that all participating schools test their choice students in grades 4, 8, and 10 annually in reading and math and, for grades 4 and 8, also in science.  The Act also requires MPCP schools to submit the scores from all standardized tests they administer to the School Choice Demonstration Project (SCDP) at the University of Arkansas.  The purpose of this letter is to provide you with guidance regarding how to fulfill these new requirements.  

Time Frame & Mailing Address
Results of any fall testing that was administered at your school should be mailed to the SCDP by March 1st.  Results of any spring testing that your school administered should be mailed to the SCDP by July 1st.  Test score information should be mailed to the following address:

Laura Jensen

School Choice Demonstration Project

Department of Education Reform

201 Graduate Education Building

Fayetteville, AR  72701

479-575-6345
Format of Scores
A copy of the scores from any standardized test (e.g. Terra Nova, ITBS, WKCE, etc.) administered at your school can be submitted to the SCDP in either electronic or paper format, though electronic format is strongly preferred.  
Security Protocols
To protect the confidentiality of your students, it is important certain data protection strategies be implemented.  If you are sending an electronic copy of your students’ scores, you must password protect the file and burn the file to a CD (see attached sheet with instructions on CD burning).  Instructions on how to password protect Microsoft Word, Microsoft Excel, and Acrobat Professional documents can be found below.    

Securing a Word or Excel file with a password:

With the file open:

· On the Tools menu, click Options, and then click Security. 

· In the Password to open box, type MPCP2006, and then click OK. 

· In the Reenter password to open box, type MPCP2006 again, and then click OK. 

Securing an Acrobat Professional/PDF file with a password:

With the PDF document open:

· Control D for Document Properties

· Click Security Tab > Change Security Method to Password Security

· Check “Require a password to open the document”

· Enter a password MPCP2006 in the “Document Open Password:” box

· Confirm the password MPCP2006
If the electronic file containing your students’ scores is not in any of these formats, please check the help menu in the program that fits the file for guidance in how to password protect the file.  Another option would be to convert the file from its program format into Excel, which is the most preferred format for transferring data files securely.

If you chose to submit a paper copy of your students’ test scores, the package in which your documents are mailed must be sealed with the mailer’s signature over a taped seal.  When mailing your scores, make sure that you indicate that a signature of the addressee is required at the point of destination (i.e. School Choice Demonstration Project).  Paper copies of scores can be mailed securely by Registered U.S. Mail, Federal Express, UPS, etc. 

We look forward to receiving your school’s test scores.  As always, if you have any questions, please call Laura Jensen, SCDP Research Assistant, at 479-575-6345.  

Sincerely yours,
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Patrick J. Wolf, Ph.D.

Professor and Endowed Chair in School Choice

Principal Investigator, SCDP

College of Education and Health Professions


Department of Education Reform


School Choice Demonstration Project





201 Graduate Education Building


Fayetteville, Arkansas 72701


(479) 575-6345


(479) 575-3196 (FAX)
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