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Packing All Scoreable and Non-scorable Materials for Return

Either the district M-STEP coordinator or the school M-STEP coordinator may return materials for
scoring through UPS shipping. Regardless of which coordinator is returning materials, the packing
instructions are the same. Follow the instructions below when packing all materials for return to
DRC.

All M-STEP materials must be postmarked by May 6, 2026.

Note: The following are updates to material returns in Spring 2026, including:

o the Do Not Score labels have been discontinued (note: any used answer
document that should not be scored must be securely destroyed at the testing
site and not returned to DRC)

See the M-STEP Test Administration Manuals for detailed instructions.

1. Pack materials in the same boxes the materials originally arrived in, or if needed, a sturdy box
would also work (Do not use boxes in which copy paper is packed).

2. Use the initial material shipping list to take an inventory and ensure all secure materials are
accounted for.

3. Use the provided clear plastic bags to store secure answer documents within the boxes being
returned. Zip ties are also provided to close each bag.

4. Remove or black out any old shipping labels on boxes, including the original shipping label, and
seal the boxes with plastic shipping tape.

5. Affix a blue DRC Return Shipping label to the top of each box being returned to DRC.
6. Affix the provided UPS-RS label(s) to each box of materials being returned to DRC.

Every box in a return shipment needs an UPS-RS label applied. If additional UPS-RS labels are
needed, order them on the Additional Materials Order page in the OEAA Secure Site.

(Continued on reverse)



Instructions for Returning All Materials via United Parcel Service

o
0 Vg, P MICHIGAN
. TOlCp iEducation

1. If you have a daily scheduled UPS pick up, you can place the test material return package(s) with
your pickup packages but please keep segregated for the driver.

2. If you do not have a daily scheduled UPS pick up call UPS at 1-866-857-1501.

3. Letthem know that you would like to schedule a pickup and that you have Return Service (RS)
label(s). Tell the service representative what the tracking number for the return label is (see label
sample below to locate tracking number). This will let UPS know that DRC will be paying all pick up
and return charges.

S MN 554 9-04

*Note: Tracking numbers will always
begin with 1Z and are found in the
location as shown on the sample

4. Let the service representative know what day and time your package will be ready for pick up.

5. Keep track of your tracking numbers.

Make your call to UPS at least one day before you need a pickup. Same day service is not
available in all areas. Include the following information:

o the total number of boxes you are returning (specify a “multiple piece shipment”) if returning
more than one box: and
¢ the average box weight (you can use 20 pounds per box).

Additional resources and instructions:

1. Refer to the After Testing section in the M-STEP Test Administration Manuals for more detailed
information.

2. After verifying that you have returned all materials for this assessment, destroy any remaining UPS-
RS labels, as these are year specific.

3. Verify that your complete shipment was picked up and shipped after your scheduled pick-up.

4. Do not return the Security Compliance Forms. These are to be maintained at the school or
district for three (3) years.
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