The ACT Multiple Registration Procedures
For GEAR UP Schools
Students must register using the paper folder, not via the web. All staff members providing assistance to students completing their ACT registration folder are asked to first read the document entitled Registering for the ACT (included in each registration folder packet) in order to understand the requirements for each field. The specific instructions for each field on the folder start on page 2 of those instructions. 
Registration coordinators and school staff are expected to collect all completed ACT registration folders from students and REVIEW them to ensure the instructions in Registering for the ACT were followed. The fields listed below are critical. Ensure that these sections have correct information written in the boxes and the corresponding oval is gridded correctly below each box. If information is incorrect, students may be assigned to the wrong test date or test option, and scores may not be reported to the school.
Completing the ACT Multiple Registration process does not guarantee that your students will be assigned to a specific test center. Each student is assigned a test center, based on the test center choices gridded, on a first-come first-served basis. Please send completed registration materials to ACT as early as possible and well before the published deadline for the designated test date. Sending them in batches is advisable if you have a group whose submissions will be later than others. The earlier registration folders are submitted, the more likely students can be assigned to a test center of their choice. Please do NOT wait until the regular registration deadline to submit folders.
Folders must be completed using a soft lead No. 2 pencil.   Do not fold or staple items to the registration folder.  Check the following sections before returning the folders for processing:
> Correct name and address – required – (sections A, B, Q, R, S, U, and V) 

> Correct Social Security number – optional, but valued by colleges – (section C)

> Correct date of birth (section D)

> Correct grade in school (section J)

> Correct year of high school graduation (section K)

> The student’s high school code must be gridded correctly (section L)

> Correct ACT test date and test option must be gridded (section M) 

> Test center codes gridded (section N) – Encourage students to list 3 different codes and to grid the test center codes carefully.   

Please note:  ACT uses the student’s test center choices as a guide, but we cannot guarantee there will be room at a test center of the student’s choice. If the 1st choice test center is full for the test option the student selects, ACT will try to assign the student to the 2nd choice test center, and so on. If all three test center choices are full for the student’s test option, the student will be assigned to the nearest test center, based on the original choices, that has space available for that test option. Any changes after that assignment will require an additional fee.
> Student Signature – required – (section X)
> Review the “Fees” section of the folder (section Y) – If your agency is not paying for any optional services, please advise students not to order any optional services or products on their folders at this time unless they have provided a check or money order to cover those optional service fees.
FREE STUDENT WEB ACCOUNTS: Encourage your students to go to www.actstudent.org to establish their free ACT student web accounts AFTER they receive their admission tickets. The ACT ID printed at the bottom left of the admission ticket will help them match their web account to their registration for this test date. The web account will allow them to view scores after they are ready, to order additional score reports and to order optional services. They can also print a copy of their admission ticket from the web if it gets misplaced before test day. 
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Multiple Registration
Preparing folders for shipping to ACT: Below are instructions for completing the ACT Multiple Registration Worksheet that must accompany the folders. The worksheet can be provided, upon request, as an electronic Word file. The word file is set up so that you may enter data into the file and print out the form or you may print the form out and write the names on the list.

· Complete all the fields on the multiple registration worksheet. You may need to make more than one copy of the worksheet in order to list all the students for whom you are mailing registration folders. If you use the electronic version of the form, you may modify the form to make it easier for your entry purposes as long as you include all the information requested. Sort the folders in alphabetical order by last name and list the student’s names in alphabetical order on the multiple registration worksheet. Include each student’s last name, first name, Social Security number (only if the student provided the SSN on the folder), the total fee for the student, and the Month the student wishes to take the test. In the fee column you should also indicate whether or not the student requested any additional services. If your institution is paying all or any portion of the fee, you need to indicate how much is being paid and by whom. If the student is responsible for a portion, or the entire fee, a check or money order must be paper clipped to the folder for the portion the student is paying. You must keep a copy of the completed ACT Multiple Registration Worksheet for your files. ACT will not provide a list of students. 
· If your institution is paying any portion of the fee, you may write one check to cover all fees or include an authorized purchase order or cover letter on your institution’s letterhead authorizing ACT to bill your agency for the fees. A contact person and phone number must be provided. Attach the check or purchase order or letter of authorization to the multiple registration worksheet. If you include a purchase order or letter of authorization, ACT will send an invoice to the institution indicated on the purchase order or listed at the bottom of the worksheet.  If part of your address is a post office box number, you must also provide your street address as well. 
· The ACT Multiple Registration Worksheet must be placed on top of the folders so that it is the first item found.
· Deadlines: They must be sent to the GEAR UP Office by the deadlines given.
Thank you for taking the time to assist students in this process and ensuring that all items are completed correctly. ACT looks forward to providing this service to you and your students. Please feel free to contact us if you have any additional questions.

