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Exam Materials Receipt Log - Exams Officer

This log has been designed to help you – feel free to adapt it to meet your needs.

Please check that all deliveries received are addressed to your centre and are intact.  You must contact the relevant awarding body immediately if there are any problems with the delivery. 

	Date and time received by Exams Officer

	Waybill /
tracking number
	Number of packages
i.e. envelopes and boxes
	Awarding body
	Question paper packets checked against dispatch note in the secure room  
	Question paper packets placed in secure storage facility, e.g. safe or security cabinet, in timetable date order 
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