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Science is blooming in Mrs. Kelly’s Science class at Holland Middle School (Holland Public Schools) as students 
investigate by dissecting fowering plants. Photo credit: Jason Kraner, Director of Communications 

    

 
 
 

Act Now: Share Your Best School Photo Today! 
Don’t miss this opportunity to showcase your school or district! Follow these 
quick steps to submit your photo: 
1. Confrm you have permission to share (per your school/district policies). 
2. Include a caption (180 characters max). 
3. Provide a photo credit (or we’ll credit your school/district). 
Email your photo, caption, and credit to mde-oeaa@michigan.gov now! 
Let’s shine a spotlight on your school—submit your photo today! 

Enjoying this newsletter? 
Click here to subscribe to the 
Spotlight. 

1 DIVISION OF ASSESSMENT, SCHOOL IMPROVEMENT, AND SYSTEMS SUPPORT 

https://public.govdelivery.com/accounts/MIMDE/subscriber/new
mailto:mde-oeaa%40michigan.gov?subject=School%20Photo%20Spotlight
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NEWS INFO 
Updated: Parental/Guardian 
College Board BigFuture School 
and Connections Opt-Out Form for 
Additional Information Collected 
with SAT Suite of Assessments  

Students who will participate in one of the 
College Board SAT Suite of Assessments on 
a school day will be asked to provide College 
Board with optional student information and/ 
or to opt into the BigFuture School™ mobile 
application and the Connections program.  

Parents/guardians of students under the age 
of eighteen must be given the opportunity to 
opt-out their student(s) from providing the 
optional information and accessing the ap-
plications. Schools are responsible for notify-
ing parents/guardians of the opportunity for 
them to opt-out students from the addition-
al information, BigFuture School app, or the 
Connections program.  

Note: This form opts students out of pro-
viding the optional information requested 
during the digital readiness check and sign-
ing up for BigSchool Future and Connections. 
It does not opt the student out of taking the 
assessment. 
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NEWS INFO 
Schools may use their own method for notify-
ing parents and documenting responses, or use 
the Parental/Guardian Opt-Out Form for Option-
al Information Provided During the SAT Suite of 
Assessments (https://www.michigan.gov/mde/-/ 
media/Project/Websites/mde/OEAA/MME/Paren-
tal_Guardian-Opt-Out-Form-for-Optional-Infor-
mation-Provided-During-the-SAT-Suite-of-Assess-
ments.pdf).The form is provided by the Offce of 
Educational Assessment and Accountability and is 
available on the MME web page (www.michigan. 
gov/mme) and on the PSAT web page (www.mich-
igan.gov/psat). 

For additional information, schools may access the 
Michigan Department of Education’s MDE Guid-
ance for Parental/Guardian Opt-Out Form (https:// 
www.michigan.gov/mde/-/media/Project/Web-
sites/mde/OEAA/MME/MDE-Guidance-for-the-Pa-
rentalGuardian-Opt-Out-Form-for-Optional-Stu-
dent-Information-Provided-During.pdf).The 
guidance document is also available on the MME 
web page (www.michigan.gov/mme) and the PSAT 
web page (www.michigan.gov/psat). 
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COLLEGE BOARD INFO 
SSD Online 
Accommodation 
Requests Deadline 

The deadline for submitting Col-
lege Board Approved Accommo-
dation requests, State Allowed 
Accommodation (SAA) requests, 
and English learner (EL) Ex-
tended Time Support requests 
in College Board’s Services for 
Students with Disabilities (SSD) 
Online system (https://accom-
modations.collegeboard.org/ 
ssd-online?excmpid=vt-00024) 
is Tuesday, February 18, 2025. 

Support for English Learners 
(ELs) includes: 
• Translated Test Directions 
• Approved Word-to-Word 

Bilingual Dictionary 
• Up to Time-and-One-Half 

Extended Time 

EL students who utilize these 
supports will receive a col-
lege-reportable score for SAT 
with Essay. Of the three supports 
available to English learners, only 
up to time-and-one-half support 
must be entered in SSD Online. 

State Allowed Accommoda-
tions (SAAs): SAAs are accom-
modations permitted by the 
Michigan Department of Educa-
tion (MDE) for spring summative 
testing but do not need approval 
by College Board. SAAs are auto-
matically approved and result in 
a non-college-reportable score 
for SAT with Essay. 

Submit all accommodation re-
quests by the February 18 dead-
line to ensure students can test 
with their approved accommo-
dations between April 7 and 
April 25. 

Questions about the College Board Assessments (PSAT 8/9, PSAT 10, SAT) 
Call: Michigan Educator Hotline at 866-870-3127 (Option 1) 
Email: michiganadministratorsupport@collegeboard.org 
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COLLEGE BOARD INFO 
Access to Test Day 
Toolkit and College 
Board’s State Data 
Management System 
(SDMS) 

On Monday, February 3, 2025, 
Primary School Test Coordina-
tors listed in the Michigan Edu-
cational Entity Master (EEM) re-
ceived an email notifying them 
of their access to College Board’s 
Test Day Toolkit. The Primary 
School Test Coordinator can now 
add test staff and testing rooms 
as needed. 

Note: Student data will begin 
appearing in Test Day Toolkit as 
early as February 19 and no later 
than February 21, after College 
Board starts pulling Pre-Identi-
fed (Pre-ID) student registration 
data from the Offce of Educa-
tional Assessment and Account-
ability (OEAA) Secure Site into 
College Board’s State Data Man-
agement System (SDMS). 

SDMS is College Board’s registra-
tion system that is used to man-
age student registrations for the 
Michigan-provided SAT with Es-
say, PSAT 10, and PSAT 8/9. 

District Test Coordinators, School 
Test Coordinators, and Services 
for Student with Disabilities 
(SSD) Coordinators will gain ac-
cess to SDMS on February 19. 

Technical Readiness 
Webinar Resources 

On Thursday, January 23, Col-
lege Board presented the Spring 
2025 Technical Readiness Webi-
nar. This webinar covered topics 
such as understanding the Tech-
nology Coordinator role, Blue-
book updates, customer service 
contact information, technical 
requirements, and the digital 
readiness check.  

The recording (https://youtu.be/ 
vTkLfRTVyrE) and PowerPoint 
(https: //www.michigan.gov/ 
mde/-/media/Project/Websites/ 
mde/OEAA/MME/MDE-Techni-
cal-Readiness-Webinar-PPT.pdf) 
for this session are now available 
on www.michigan.gov/mme and 
www.michigan.gov/psat. Share 
these resources with your tech-
nology staff as needed. 

Student Registration Activity Key Dates 

MDE Pre-identifcation window January 6 – February 14, 2025 

Pre-ID data pulled from the OEAA Se-
cure Site into SDMS for approved paper/ 
pencil and multi-day digital testers 

February 17 – April 21, 2025 

Pre-ID data pulled from the OEAA 
Secure Site into SDMS for single-day 
online testers 

February 17 – April 23, 2025 

Districts and schools gain access to 
SDMS 

February 19, 2025 

Questions about the College Board Assessments (PSAT 8/9, PSAT 10, SAT) 
Call: Michigan Educator Hotline at 866-870-3127 (Option 1) 
Email: michiganadministratorsupport@collegeboard.org 
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COLLEGE BOARD INFO 
Test Day Toolkit Update: 
District Test Coordinators 
Added to Test Day Toolkit 

On February 3, College Board 
began adding the District Test 
Coordinators listed in the Ed-
ucational Entity Master (EEM) 
(https://cepi.state.mi.us/eem/) to 
each of their assigned schools 
in Test Day Toolkit. Due to the 
high volume of coordinators and 
schools in Michigan, it may take 
a couple of weeks for this pro-
cess to be completed. 

The Primary School Test Coor-
dinator in EEM can directly add 
additional test coordinators in 
Test Day Toolkit. If the Primary 
School Test Coordinator listed in 
EEM prefers to add their District 
Test Coordinator to their school’s 
Test Day Toolkit before College 
Board does, they may do so. In 
such cases, College Board will 
see that the District Test Coor-
dinator in EEM has already been 
added and move to the next 
school that doesn’t have a Dis-
trict Test Coordinator listed.  

Important Bluebook 
Update 

A Bluebook™ update was re-
leased on Tuesday, February 4, 
2025. Unless updates are blocked 
by school/district systems, Blue-
book will auto-update the next 
time it’s opened on student test-
ing devices. To prevent delays 
during testing, ensure that stu-
dents launch Bluebook before 
test day; they don’t need to sign 
in for Bluebook to update.  

If the school’s managed devices 
don’t allow Bluebook auto-up-
dates, tech staff must perform 
manual updates to make sure 
testing devices are running the 
latest version of Bluebook. Re-
member to check for new re-
leases every Friday on Bluebook 
Updates (https://bluebook.col-
legeboard.org/technology/up-
dates).  

Complete College Board’s 
Off-Site Request Form 

Most schools will use their own 
facilities for Spring 2025 Mich-
igan-provided assessments. 
However, if additional space is 
needed or your school is virtual, 
please submit College Board’s 
Off-Site Request Form (http:// 
www.sat.org/offsiterequest) by 
February 28, 2025. Requests are 
considered approved unless you 
hear otherwise from College 
Board.  

State Implementation 
Support Specialists 
(SISSs) 

College Board’s State Imple-
mentation Support Specialists 
(SISSs) are available in Spring 
2025 to provide targeted sup-
port to Michigan districts and 
schools. SISSs are hosting week-
ly virtual Offce Hours via Micro-
soft Teams. These Offce Hours 
will take place every Wednesday, 
through April 2, from 2:00 to 3:00 
p.m. ET. 

To view each SISS’s assigned 
regions and access the virtual 
Offce Hours meeting link, click 
here (https://bit.ly/4geHBcN).  

Questions about the College Board Assessments (PSAT 8/9, PSAT 10, SAT) 
Call: Michigan Educator Hotline at 866-870-3127 (Option 1) 
Email: michiganadministratorsupport@collegeboard.org 
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ACT WorkKeys Customer Support Team ACT WORKKEYS Email: workkeys@act.org 
Call: 800-967-5539 (9:30 a.m.-6:00 p.m.) 
Email to Accommodations Questions: INFO 

ACTState Accoms@act.org 

Pre-Identify Students and Order WorkKeys Test Materials 

The window to submit student data for pre-identifcation barcode labels and to order ACT WorkKeys stan-
dard-time and accommodations materials is open until 5:00 p.m. tomorrow, February 14, 2025, through 
the Offce of Educational Assessment and Accountability (OEAA) Secure Site (https://www.michigan.gov/ 
oeaa-secure). 

Important: Accommodated materials and Spanish test booklets must be ordered (if needed) through 
the OEAA Secure Site on the Initial Material Orders page by 5:00 p.m. on February 14, 2025. Missing this 
deadline will result in your school not receiving ancillary accommodations and return shipping materials. 

Refer to the following Spotlight on Student Assessment and Accountability Newsletters (www.michigan. 
gov/mde-spotlight) articles for complete information: 
• Student Pre-ID for SAT, PSAT, WorkKeys, M-STEP, and MI-Access – December 5, 2024 

(https://bit.ly/3Dae3iK) 
• Pre-Identifcation and Material Orders: SAT, PSAT, WorkKeys, M-STEP, and MI-Access – January 9, 

2025 (https://bit.ly/4h72E2c) 
• Pre-identify Students and Order WorkKeys Test Materials – January 16, 2025 (https://bit.ly/4jkKWdj) 

ACT WorkKeys Test Materials Shipments 

Secure and non-secure standard time and accommodations materials will be shipped for delivery in the 
week selected by the school during the Manage Participation process. 
• Test Window 1:  Week of March 3 or March 10 
• Test Window 2:  Week of March 17 or March 24 

The standard time and accommodations materials will be shipped in separate sets of boxes and may be 
delivered on different days within the selected delivery week. 

Test materials will be shipped to the WorkKeys Test Coordinator’s mailing address (not the building ad-
dress) as listed in Educational Entity Master (EEM) (www.michigan.gov/eem) on February 14, 2025. 

FedEx tracking information will be available beginning March 3, 2025, on the Material Order Reports page 
on the OEAA Secure Site (www.michigan.gov/oeaa-secure). You can access the Material Order Summary 
Report under the Assessment Registration menu and the sub-menu of Material Orders. 

If you do not receive your test materials by the Friday of the chosen delivery week, call ACT at 800-967-5539 
for resolution. 

continues on page 8 7 
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ACT WorkKeys Customer Support Team ACT WORKKEYS Email: workkeys@act.org 
Call: 800-967-5539 (9:30 a.m.-6:00 p.m.) 
Email to Accommodations Questions: INFO 

ACTState Accoms@act.org 

Within 24 hours of receiving the shipment(s), compare the packing list to the materials received, using the 
guidelines found in the ACT Test Coordinator Information Manual (https://www.act.org/content/dam/act/ 
secured/documents/pdfs/state-district-test-coordinator-paper-test.pdf). This manual is posted on the ACT 
state testing website (http://www.act.org/stateanddistrict/michigan) on the WorkKeys on Paper page in 
the Administration stage. 

If a new student arrives in your school, pre-ID their student data in the OEAA Secure Site (www.michigan. 
gov/oeaa-secure) and print a barcode label locally, using the blank page of labels that ACT will include 
with your test materials, or a white label you have purchased elsewhere. 

Pre-Recorded Audio Forms 

Pre-recorded audio forms will be delivered to WorkKeys Test Coordinators via a secure URL approximately 
10 days prior to the administration. 

The WorkKeys Test Coordinators will receive an email from audio@act.org, which will include a test win-
dow-specifc URL link, and the password needed to access the audio forms. 

Pre-recorded audio is a version of the tests based on the assessment’s reader’s script. This version includes 
audio of the written directions, test questions, and response choices. The static text identifes the test form 
and subject area test. Pre-recorded audio does not include the verbal instructions from the administra-
tion manual. 

Prior to test day, the WorkKeys Test Coordinators will review the ACT WorkKeys Pre-Recorded Audio 
Guidelines (https://www.act.org/content/dam/act/secured/documents/ACT-WorkKeys-Pre-Recorded-Au-
dio-Guidelines.pdf) and access the practice test to ensure the audio will play correctly on each device and 
browser the school plans to use during the test administration. 

On test day, the same URL can be used for all students testing within the test window. When the audio 
forms are launched, the students will watch and listen to a video, following along with a printed test book-
let, and mark their responses on a paper/pencil answer document. 

continues on page 9 8 
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ACT WorkKeys Customer Support Team ACT WORKKEYS Email: workkeys@act.org 
Call: 800-967-5539 (9:30 a.m.-6:00 p.m.) 
Email to Accommodations Questions: INFO 

ACTState Accoms@act.org 

Ordering Additional ACT WorkKeys Test Materials 

If after checking in your test materials you fnd the number of students scheduled to test exceeds the 
number of test materials received, order additional ACT WorkKeys materials through the OEAA Secure 
Site (www.michigan.gov/oeaa-secure), from March 14 through March 20 at 11:59 p.m. ET. Do not submit 
additional materials orders in PearsonAccessnext. 

Instructions for the Additional Material Order function can be found on the Secure Site Training web page 
(www.michigan.gov/securesitetraining). 

The following WorkKeys test materials will be available for ordering: 
• Standard Time Test Administration Manuals 
• Accommodations Test Administration Manuals 
• Standard Time Test Books (Regular Print English Book) 
• English Answer Documents 
• Extended Time (Regular Print English Book) 
• Reader Script (comes with a Regular Print Book) 
• English Pre-recorded Audio (comes with a Regular Print English Book) 
• Arabic Pre-recorded Audio (comes with a Regular English Print Book) 

• A video displays the page of the English test book that corresponds with the audio of the question 
and responses. 

• The following items are translated into Arabic: 
• Workplace Documents – directions only, not test items 
• Applied Math – directions and all test items 
• Graphic Literacy – directions and all test items 

• Large Print (no longer comes with a Regular Print English Book) 
• Braille Unifed English Braille [UEB] (comes with a Regular Print English Book) 
• Spanish Standard time (comes with a Regular Spanish Print Book) 
• Spanish Answer Documents 
• Spanish Extended Time (comes with a Regular Spanish Print Book) 
• Spanish Reader Script (comes with a Regular Spanish Print Book) 
• Spanish Pre-recorded Audio (comes with a Regular Spanish Print Book) 
• Spanish Large Print (comes with a Regular Spanish Print Book) 
• American Spanish Braille (comes with a Regular Spanish Print Book) 

continues on page 10 9 
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ACT WorkKeys Customer Support Team ACT WORKKEYS Email: workkeys@act.org 
Call: 800-967-5539 (9:30 a.m.-6:00 p.m.) 
Email to Accommodations Questions: INFO 

ACTState Accoms@act.org 

Note: Translated Test Instructions (test instructions in Arabic, Chinese [Simplifed], Chinese [Traditional], 
Farsi, French, German, Haitian Creole, Korean, Russian, Somali, Spanish, Tagalog, and Vietnamese) are no 
longer orderable. The WorkKeys-Translated Test Directions for English Leaners (https://www.act.org/con-
tent/dam/act/unsecured/documents/WorkKeysTestDirections-National-EL-Supports.pdf) can be down-
loaded and printed from the ACT-hosted State of Michigan ACT WorkKeys State Testing website (http:// 
www.act.org/stateanddistrict/michigan) on the WorkKeys on Paper page in step 3: Accommodation. 

ACT WorkKeys Training Webinars 

The ACT-hosted training webinar on February 5, 2025, provided an overview of how to administer the 
WorkKeys assessments. You may view the webinar on-demand here (https://bit.ly/3DYhnOs). 

This webinar will be repeated on March 6, 2025, 3:30-5:00 p.m. ET. To attend online, register here (https:// 
bit.ly/4ar6n8p). 

ACT WorkKeys Spring 
2025 Schedule of Events 

ACT WorkKeys Spring 2025 
Schedule of Events (https://con-
tent.act.org/michigan/r/Sched-
ule_of_Events_for_WorkKeys_-_ 
Michigan_-_Spring), posted on 
the ACT-hosted State of Michi-
gan ACT WorkKeys State Test-
ing website (http://www.act.org/ 
stateanddistrict/michigan) on 
the WorkKeys on Paper page 

ACT WorkKeys List of 
Important Dates 

ACT WorkKeys List of Im-
portant Dates (https://www. 
michigan.gov/mde/-/media/  
Project/Websites/mde/OEAA/As-
sessment-Calendars/ACT_Work-
Keys_list_of_Important_Dates. 
pdf), posted on the MME web-
page (www.michigan.gov/mme). 
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https://www.michigan.gov/mde/-/media/Project/Websites/mde/OEAA/Assessment-Calendars/ACT_WorkKeys_list_of_Important_Dates.pdf
http://www.michigan.gov/mme
http://www.michigan.gov/mme
www.michigan.gov/mme
https://michigan.gov/mde/-/media
https://www
http://www.act.org
https://tent.act.org/michigan/r/Sched
https://con
https://bit.ly/3DYhnOs
www.act.org/stateanddistrict/michigan
https://www.act.org/con
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TRAINING 
M-STEP Building and District Coordinator 
Administration Training 
• Tuesday, February 18, 2025, 10:00–11:00 a.m. 

(recording available February 19, 2025) 
• Microsoft Teams  

• Online Virtual meeting 
• Join the meeting now 

(https://bit.ly/4h3gi6p) 
• Meeting ID: 213 457 138 956 
• Passcode: Uu9a9b2p 

• Dial in by phone 
• +1 612-704-8944,374700844# 

United States, Minneapolis 
• Phone conference ID: 374 700 844# 

MI-Access Building and District Coordinator 
Administration Training 
• Wednesday, February 19, 2025, 10:00–11:00 a.m. 

(recording available February 20, 2025) 
• Microsoft Teams  

• Online Virtual meeting 
• Join the meeting now 

(https://bit.ly/4jFEFsX) 
• Meeting ID: 261 741 680 558 
• Passcode: B96KA3Ae 

• Dial in by phone 
• +1 612-704-8944, 793 210 372#  

United States, Minneapolis 
• Phone conference ID: 793 210 372# 

College Board Webinar: School Test 
Coordinator, Part 2 
• Wednesday, March 5, 2025, 1:00–2:30 p.m. 
• For School Test Coordinators, District 

Test Coordinators 
• Register here (https://bit.ly/3MVDUfO) 

ACT WorkKeys Webinar: Paper Testing 
Webinar 1 
• Thursday, March 6, 2025, 3:30–5:00 p.m. 
• For School Test Coordinators 
• Register Here (https://bit.ly/4ar6n8p) 

11 
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IMPORTANT DATES 
FEBRUARY 2025 

14 M-STEP, MI-Access, ACT WorkKey Pre-Identifcation of Students for preprinted barcode 
labels. Ends: February 14, 2025, 5:00 p.m. 

14 SAT, PSAT, PSAT 8/9 for Grades 8 & 9 Pre-Identifcation of Students. 
Ends: February 14, 2025, 5:00 p.m. 

14 M-STEP, MI-Access Initial Material Order Window. 
Ends: February 14, 2025, 5:00 p.m. 

14 ACT WorkKeys Initial Material Order Window for Window 1 and Window 2 (Standard Time 
and Accommodations. Ends: February 14, 2025, 5:00 p.m. 

18 SAT, PSAT 10, PSAT 8/9 for Grades 8 & 9 Request College Board approved accommodations 
and State Allowed Accommodations in SSD Online. Ends: February 18, 2025 

21 M-STEP Create/Manage Online Test Sessions and assign Universal Tools, Designated Sup-
ports, and Accommodations in DRC INSIGHT Portal. Ends: May 16, 2025 

21 MI-Access Create/Manage Online Test Sessions and assign Universal Tools, Designated Sup-
ports, and Accommodations in DRC INSIGHT Portal. Ends: May 23, 2025 

28 Early Literacy and Mathematics Benchmark Assessments Create/Manage Online Test Ses-
sions in DRC INSIGHT Portal. Ends: May 30, 2025 

28 SAT, PSAT 10, PSAT 8/9 for Grades 8 & 9 Request Off-Site Testing. Ends: February 28, 2025 

MARCH 2025 

WIDA ACCESS Additional Material Order Window in WIDA AMS. Ends: March 28, 2025 

APRIL 2025 

WIDA ACCESS for ELLs/WIDA Alternate ACCESS for ELLs Test Window. 
Ends: April 4, 2025 
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OFFICE OF EDUCATIONAL ASSESSMENT & ACCOUNTABILITY 

OEAA ABBREVIATIONS 
A rotating list of OEAA abreviations frequently used in Spotlight 

Issued: Feb 13, 2025 

Acronym Name Acronym Name 

EEM Educational Entity Master SDMS State Data Management System 

LID List of Important Dates SISS State Implementation Support 
Specialists 

MME Michigan Merit Exam SSD Services for Students with 
Disabilities 

OEAA PHONE TREE OPTIONS 
Option 1 - For inquiries related to state assessment policy; the OEAA Secure Site; administration of the 
M-STEP, MI-Access, Early Literacy and Mathematics; and Accountability Reporting 
Option 2 - For inquiries related to the SAT, PSAT, or WorkKeys testing: 

Option 1 - eligibility to test and the OEAA Secure Site 
Option 2 - administration of the College Board assessments (PSAT 8/9, PSAT 10, SAT) 
Option 3 - administration of the WorkKeys work skills test 

Option 3 - For inquiries related to WIDA, the English Language Learner assessment; Call 866-276-7735 for 
assistance with the WIDA Screener and the WIDA Secure Portal 

Option 4 - For all other calls 

Option 5 - To report known unethical testing practices by a school on any state assessment 

Option 6 - To repeat these options 

Questions or Comments? 
Contact MDE at: 

Mail: 608 W. Allegan St., PO Box 30008, Lansing, Michigan 48915 
Assessment Questions: mde-oeaa@michigan.gov 

Accountability Questions: mde-accountability@michigan.gov 
Phone Assistance: 877-560-8378 

Website: www.michigan.gov/oeaa 13 
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