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School Name: <merge>
Student Name: <merge>

Dear Parent,

Congratulations! Your student has achieved an ACT® WorkKeys® National Career Readiness Certificate® (NCRC®), based on scores earned on three core ACT® WorkKeys® Assessments: Workplace Documents, Applied Math, and Graphic Literacy. The WorkKeys NCRC is a portable, evidence-based credential that validates foundational skills for workplace success. Certificate levels are Platinum, Gold, Silver, or Bronze.

For additional information on WorkKeys scores, view the guide Using your ACT WorkKeys scores.
Access My WorkKeys Account
Your student may access a My WorkKeys account to view the WorkKeys NCRC level received, order a printed copy of the certificate, or share it with potential employers.
Go to the My WorkKeys login page: www.act.org/certificate/login.html 
Enter your default user ID: <merge>
Enter your default password: <merge>
Select the Login button.
Complete your profile by filling in the required fields.
Change your password by selecting the “Change Password” option on the left side of the screen.
Share the Certificate
The WorkKeys NCRC may be shared with employers.
1. Log in to the My WorkKeys account.
1. Select “Certificate Management” on the left side of the screen.
1. Select the Share button under the “Actions” column.
1. Read the “Terms and Conditions” and select “Agree.”
1. Select the Submit button.
Providing Access to the Certificate
After completing the steps above, your student may provide employers their Certificate ID. Employers will then be able to verify the certificate by going to www.act.org/certificate/verify.html.
Language for Application or Resume
[bookmark: _GoBack]The language below may be used on an application or résumé.
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The WorkKeys NCRC is an evidence-based credential that certifies essential skills needed for workplace success. This credential is registered with ACT in the ACT WorkKeys NCRC database and may be verified at http://www.act.org/certificate/verify.html.



Sincerely,
ACT WorkKeys Team


ACT Customer Care
Phone: 800.967.5539
Email: workkeys@act.org
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