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Microsoft Certification
Accommodation Request Form

Microsoft is dedicated to developing technology that is useable and accessible to everyone, including people with disabilities. If certification candidates are unable to take a Microsoft Certification exam, either by using standard testing equipment or within the standard exam duration, Microsoft is committed to making all reasonable efforts to accommodate these candidates.

You must submit this form two weeks prior to registering for an exam. The testing center should respond to your request within two weeks. The applicant requesting accommodation should complete Section 1 of this form. An appropriate professional (education professional, doctor, psychologist, psychiatrist, etc.) must complete Section 2 of this form to certify that the applicant's condition requires the requested test accommodations.
The information requested below, and any documentation regarding the applicant's need for accommodation in testing, will be considered strictly confidential and will not be shared without the applicant's express written permission.
Please submit the completed form to Prometric in one of the following ways:

	E-mail
	Send the form to correspondence@prometric.com. Please attach the form as a scanned document that includes the certifying authority’s signature.

	Fax or postal mail
	Visit http://www.prometric.com/Microsoft/default.htm to find the phone number for your region. Call Prometric and explain that you wish to apply for a special accommodation. Follow the customer care representative’s instructions for submitting the form by fax or postal mail for your region.


Section 1: APPLICANT INFORMATION
	Name
	

	Address (including city, state, and postal code)
	

	Phone Number
	

	E-mail Address
	

	MCP ID (if available)
	

	Prometric Testing ID (if available)
	


Please list all examinations for which you are requesting accommodations: 
Signature: 


               Date: 




Section 2: DOCUMENTATION OF ACCESSIBILITY NEEDS

I have known 







 since 





  (Examination applicant name)
                            (Date) 
in my capacity as a _







.


                                  (Professional title)

I have read the accompanying description of potential accessibility barriers and understand the nature of the examination(s) to be administered, and I certify that I have documentation on record supporting the need for accommodation. I believe that this applicant should be provided the following accommodations (identify relevant accommodations):
 FORMCHECKBOX 

Accessible testing site (for example, ramp for wheelchairs)

 FORMCHECKBOX 

Amanuensis (recorder of answers)

 FORMCHECKBOX 

Extended exam time—one and one-half times the usual allotment
 FORMCHECKBOX 

Extended exam time—twice the usual allotment
 FORMCHECKBOX 

Extra time for breaks (specify frequency and duration): 




 FORMCHECKBOX 

Reader (person to read the exam items aloud)
 FORMCHECKBOX 

Separate testing room
 FORMCHECKBOX 

Sign-language interpreter

 FORMCHECKBOX 

Special chair (specify type): 







 FORMCHECKBOX 

Special input device, such as a trackball mouse (specify type): 




 FORMCHECKBOX 

Special output device, such as a larger monitor (specify type): 





 FORMCHECKBOX 

Written instruction of exam procedures
 FORMCHECKBOX 
  Other (please describe in the space below):

	

	

	

	

	

	


Justification for accommodation (include description of condition):

	

	

	

	

	


Contact information for professional certifying accommodation needs:
	Professional's Name
	

	Professional Title
	

	License Number and Type (if applicable)
	

	Phone Number
	

	E-mail Address
	


Signature: 





          


Date: 







Potential Accessibility Barriers

Standard format for Microsoft Certified Professional certification exams present the following potential accessibility barriers.
Manual

Examinees must use a mouse to point-and-click, click-and-drag, navigate from one question to the next by clicking, and perform tasks in a simulated or emulated software environment. Exam question formats include multiple choice, in which the candidate answers by clicking on the selected response(s). For descriptions of other formats used, see http://www.microsoft.com/learning/mcpexams/faq/default.mspx.
Optical

Reading text: Exam questions are written at a reading level appropriate to the content. The electronic exams must be read on a 17-inch or larger monitor with at least 1024 × 768 resolution. The font can be as small as 9 pt. in graphics and 11 pt. in text. Graphics will be displayed on the monitor (possibly in color). 

Physical Stamina

Exams last from 2 to 4 hours.

If you need more information in order to decide what accommodations are necessary, please contact the Microsoft Certified Professional program at mcphelp@microsoft.com.
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