Instructions for Sending YTS Data to RTI

General information:

Unless arrangements have been made to do otherwise, please wait until you have
surveyed all of the schools that have agreed to participate before sending your materials
to RTI.

If you have finished surveying your middle schools but not your high schools (or vice
versa), you can go ahead and box and ship your middle school data.

If you are surveying at a sub-state level (e.g., county or health region), you do not have to
wait until all counties/regions are completed before sending your data, but rather can send
them one at a time once middle schools, high schools, or both are completed in a
particular county/region.

If you are surveying at a sub-state level, please follow all of the above and below points
in each county or region.

Any previous suggestions to seal all individual school envelopes is now rescinded. Please
do not seal your individual packets of school data as this complicates the batching tasks
handled by RTI.

As a reminder, each box you ship to RTI does NOT need its own FedEx label. Several
boxes can be shipped on one FedEx label but you will need to label the boxes “1 of 37, “2
of 3” etc. Please write in magic marker, the tracking number on each box.

It is important for RTI to have a copy of your final YTS questionnaire. A final version
will typically be supplied to RTI by OSH/EPI but we would also suggest, in the interest
of ensuring a copy gets to RTI, that you include a copy of your final YTS questionnaire
in the shipment of materials to RTI.

Preparing materials for boxing:

After the school and student response rate information has been transferred from the
school and classroom level forms to the YTS tracking log, remove the classroom level
form from each class envelope

Keep school and classroom level forms for your records.

Place all remaining class materials back into their (unsealed) individual class envelopes.
Class envelopes should now only include the one header sheet and all answer sheets
for that particular class.

Boxing of materials:

Unless arrangements have been made to do otherwise, middle school and high school
data are to be boxed and shipped separately.

Place all middle school envelopes—you no longer need to keep them in any particular
order—in a box (or boxes) along with a photocopy of your completed middle school YTS
tracking log. If you use multiple boxes for shipping your middle school data, please be
sure to include a tracking log in each box.

Place all high school envelopes—you no longer need to keep them in any particular
order—in a box (or boxes) along with a photocopy of your completed high school YTS
tracking log. If you use multiple boxes for shipping your high school data, please be
sure to include a tracking log in each box.



Shipping labels:

o You should have received prepaid FedEx shipping labels from RTI that were sent along
with your answer and header sheets. Please use these to return materials to RTI.
Answer sheets requested after January 1, 2005 should be returned to:

Pat Brunson / Ellen Briggs
RTI International

1000 Parliament Court
Ste. 100 - Regent Place
Durham, NC 27703

. Answer sheets requested before January 1, 2005, should be returned to Donn Smith’s
address on the labels included with your answer sheets. Please do not modify these labels
to the Regent address. Please do change the “reference number to
09350.001.002.001.001, if it is not entered.

. If you need more labels or shipping assistance, please contact Donn Smith at RTI:

Donn Smith

RTI International

3040 Cornwallis Road, Hill Bldg. (use when sending FedEX)
P.O. Box 12194 (use when sending snail mail)

Research Triangle Park, NC  27709-2194

(919) 541-7087 (voice)

dgs@rti.org

When emailing requests, please copy Susan Davenport@
sdavenport@rti.org
(919) 541-7243 (voice)
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