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Guidelines for Development:  Short Answer/Completion Items

	

	1.
	Ensure that completion test items are the most appropriate format for measuring examinee mastery of the objective.  Consider whether another format, such as multiple-choice test items, might be more appropriate.  Note:  In general, a completion item is more valid since it calls for recall of the answer, rather than just recognition that may occur with multiple choice items.

	2.

	Write the test item so that a single, brief answer is possible.

	3.
	Keep the test item free of unimportant words.

	4.
	Do not include so many blanks in the test item that the intent of the item is unclear.  Try to use one blank only.  Inform the learner that a single blank does NOT indicate just one word/number.

	5.
	Place the blanks at the end or near the end of the test item.

	6.
	Avoid using specific determiners such as “a” and “an”, and singular or plural verbs in such a way that would clue the answer.

	7.
	If the test item requires a numerical answer, indicate the units in which the answer is to be expressed.

	8.
	If the test item requires a written answer, inform the examinee of the features which will be considered in scoring.  For example, spelling, the number of words, or the format of the answer.

	9.
	Write the test item clearly, so that there is only one possible correct answer.

	10.
	Keep the length of the test item answer blank the same across all questions.


