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Dear Exam Admin:
Thank you for agreeing to administer the BJCP Judging examination in City, ST on Exam Date.  There have been many changes to the BJCP Exam Administration process in the past few years, so please carefully review the exam procedures and the additional instructions in this cover letter.  One of these recent changes is the transition to an electronic Participant Information (PI) form into which you will need to record the contact information and exam IDs of each person taking the exam.  We need this information before we can begin grading the exams.
Please note that as part of the introduction of the new BJCP Beer Judging Examination and the new BJCP Beer Judge Written Proficiency Examination some significant changes have been made to the exam administration guidelines.  All exams are by default Beer Judging Examinations without prior approval from the Exam Director.  Also, note that any person taking the exam must meet at least one of the following criteria: (a) pass the online BJCP Entrance Exam, (b) be a Recognized or higher judge, or c) be an Apprentice judge who has passed the written portion of the BJCP Legacy Exam.
For the BJCP Beer Judging Examination, we are requiring the use of a minimum of two independent proctors and are clarifying who can be a proctor for the exam. The idea is to ensure unbiased benchmarks from which to base the taste evaluation. We have also expanded the description on selecting examination beers.

Note that there should NOT be a break during the BJCP Beer Judging Examination, all six beers must be judged in an uninterrupted 90 minute session.

The rest of the exam procedures are pretty much unchanged, but we have bolstered the instructions in the Exam Procedures.  The following table outlines the documents needed for the exam and will help you understand how many copies you will need of each item.  
	BJCP Beer Judging Examination

	Item
	Quantity Needed

	Exam Instructions/Cover Sheet
	1 per participant

	Proctor Instructions
	1 per proctor

	Proctors’ Consensus Score Sheet
	1

	Beer Score Sheet for the Proctor
	6 per proctor

	Beer Score Sheet For Examinees
	6 per participant


The code for your exam is YYMMSTCI.  Please label each of the Beer Score sheets, and Exam Cover Sheet with this exam code, starting with 01 as in YYMMSTCI -01, YYMMSTCI -02, etc.  The exam codes must be consistent with the information in the electronic PI form. 
The attached Exam Procedures document has some guidelines to assist in exam beer preparation, but I’d be happy to discuss your plans for exam beer preparation either over the phone or via e-mail.   Also note that since the proctors are allowed to use the style guidelines you should bring a copy to the exam for their use.

You need to make a copy of the exams before sending the originals to me.  The cost of making this copy should come out of the 30% portion exam fees the BJCP provides to the exam administrator.  Once you hear from me that I have received the originals, you should provide a copy of each examinees exam to them.  In no circumstances should the examinees be given copies of the proctors’ scoresheets.
To ensure that the exams can be graded and reviewed in nor more than fourteen weeks, please promptly mail the originals of the exams to:

Exam Director (this exam)








Postal Address

within one week of the exam date. Priority Mail is recommended, delivery confirmation can just delay the delivery so if you want confirmation just email me and I can let you know if I have received the exams. I hope everything goes smoothly, and again, please get in touch with me if you have any questions.



Best Regards,



Exam Director

Email address
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