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NAVCRUITDIST NEW ORLEANS INSTRUCTION 1230.1D 

 

From:  Commanding Officer, Navy Recruiting District New Orleans 

 

Subj:  ARMED SERVICES VOCATIONAL APTITUDE BATTERY TESTING 

        

Ref:   (a) COMNAVCRUITCOMINST 1130.8J w/CH-7 

       (b) USMEPCOM Regulation No. 611-1 

 

Encl:  (1) USMEPCOM Form 601-4-3-E 

 

1.  Purpose.  To establish requirements for the Armed Services 

Vocational Aptitude Battery (ASVAB) Student Testing Program. 

 

2.  Cancellation.  NAVCRUITDISTNOLAINST 1230.1C. 

 

3.  Background.  References (a) and (b) provide general 

information and requirements for ASVAB tests.  Since recruiting 

duties frequently require proctoring students in high schools, 

problems occasionally occur due to neglect or lack of knowledge.  

This instruction establishes individual responsibilities for 

personnel assigned to the recruiting district. 

 

4.  Responsibilities:    

 

    a.  Executive Officer shall ensure test schedules are 

received from the Test Control Officer at each Military Entrance 

Processing Station. 

 

    b.  The Education Specialist shall: 

 

        (1) Monitor the proper administration of the ASVAB. 

 

        (2) Attempt to schedule additional schools to test. 

 

        (3) Conduct ASVAB interpretations at the schools that 

test. 

 

    c.  Recruiting Operations Officer (R-OPS) shall monitor the 

accomplishment of the test requirements of references (a) and 

(b).    
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    d.  Divisional Leading Chief Petty Officer (DLCPO) shall 

ensure each station receives the test schedule and assist the R-

OPS in monitoring proper proctoring procedures.   

 

    e.  Leading Chief Petty Officers/Leading Petty Officer 

(LCPO/LPO) shall schedule the test dates, for each school 

assigned, on the daily planner and assign the responsible 

proctor(s). 

 

    f.  The Proctor(s) shall: 

 

        (1) Report to the test session no later than 30 minutes 

prior to test start time. 

 

        (2) Ensure that Enclosure (1) USMEPCOM Form 601-4-3-E is 

signed. 

 

        (3) Remain in the testing area throughout the entire 

test session. 

 

        (4) Assist in distribution and collection of test 

material. 

 

        (5) Remain at test site until dismissed by the Testing 

Administrator (TA), this is the only person who can dismiss 

proctors. 

 

        (6) If a student should ask you a question concerning a 

specific problem, explain to them that they need to “reread the 

question again”. 

 

        (7) Ensure students: 

 

            (a) Work in the correct test section only. 

 

            (b) Are not making stray marks on the answer sheet 

or test booklet. 

 

            (c) Are not cheating, distracting, or assisting 

other students. 

 

            (d) Ensure booklet inventory is completed before 

students are dismissed. 

 

5.  General Information: 
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    a.  All proctor or TA misconduct will be reported to the 

Military Entrance Processing Station (MEPS) Commander, Service 

Commander, and a report will be submitted to the Interservice 

Recruiting Council (IRC) Chairman. 

 

    b.  It is the LPO’s responsibility to ensure he/she has the 

schedule for each month.   

 

    c.  Proctor to Student Ratio: 

 

        # of Students    # of Proctors required 

     1 - 40            1 

    41 - 80            2 

    81 - 120                3 

   121 - 160                4 

   161 - 200                5 

 

    d.  Recruiting of any kind is prohibited during the conduct 

of the ASVAB test. 

 

 

     /s/ 

 C. A. STOVER 

 

Distribution List: 

Electronic only, via 

http://www.cnrc.navy.mil/neworleans/ 
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           Enclosure (1) 
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