SECTION III

(EXHIBITS(
To complete our evaluation of your institution’s eligibility for certification, the department examines your publications, enrollment agreement, and transcript to confirm the disclosure of all required information.  Checklists are provided for your convenience in reviewing materials for completeness and accuracy. The exhibit checklist also requires an authorized signature attesting to the accuracy of the attached documents.  These exhibits are also evaluated to verify that the institutional, programmatic, financial, student cost, and student services information reported on the recertification application is accurately and consistently disclosed in the school’s publications.

The school must submit the following items as exhibits and these items must be numbered or labeled appropriately:

· Publications and other printed material (catalog, brochure, student handbook, etc.) containing the school’s disclosure of required information to students.  This exhibit will be evaluated to determine if all required informational disclosures will be made to students and prospective students and to ensure that the information provided meets certification standards.  Complete the checklist provided, and include copies of your catalog, student handbook, brochures, pamphlets, handouts and other printed materials that will be used to provide information about your institution to students or prospective students.  If the school maintains a web site, the materials in this exhibit will be compared to that site to confirm consistent information disclosure.  If information is only available from an online source, a printed copy (including a date) must be submitted as part of this exhibit.  A checklist is provided to assist with the completion and review of this exhibit and a completed checklist must be attached as a part of this exhibit. 

(
Completed Enrollment Agreement.  This exhibit will be evaluated to determine if the agreement contains all required information.  Complete the checklist provided and attach a copy of your enrollment agreement, completed with information as if a student had enrolled in one of the programs offered by the school (a “mock” agreement).  A completed checklist and enrollment agreement must be attached as a part of this exhibit.

· Official Completed Transcript.  This exhibit will be evaluated to determine if the transcript contains all required information.  Complete the checklist provided and attach a copy of the school’s official transcript completed with information as if a student had completed one of the school's programs and had received an official transcript (a “mock” transcript).   A completed checklist and transcript must be attached as a part of this exhibit.

· Program and Course Information.  This exhibit will be evaluated to determine if the proposed instructional programs are of sufficient level, content, and duration to achieve their objectives and to determine if they are appropriate to the proposed award level and study discipline. A Program Outline must be submitted for each program listed on the program inventory.  A program outline should be a detailed and well organized instructional outline which includes, at a minimum, all of the information described in the program outline instructions.  This exhibit must also include a course outline for each course or instructional unit offered within each program of instruction.

EXHIBIT INFORMATION - CONTINUED
· Equipment List and Facility Description.  The equipment list should include only those items currently available (owned, leased, etc.) for use by the school.  A separate listing of equipment which must be purchased may be included for informational purposes only.  The facility description will be evaluated to determine the adequacy of the physical plant.  Again, please note that the department will accept a minimum description of a facility that the school intends to use for the initial evaluation of the application.
· Personnel Information and Resumés.  This exhibit will be evaluated to assess the qualifications of school personnel, both administrative and instructional.  Resumés must include both educational and experiential information for all personnel.  Educational information must, at a minimum, include the names of institutions attended and the period of attendance and degree/certificates received and the date those awards were conferred.  Experiential information must, at a minimum, include a continuous record of experience including the names of employers, the positions held, and the years of employment with each. They should also include any additional background information pertinent to the position that will be held at the school.  If the school has not yet hired all personnel, please attach the job descriptions and the minimum educational and experiential expectations that will be used during the hiring process.  Please be as specific as possible.   
· Corporate Documentation.  This exhibit will be evaluated in order to understand the ownership and control structure of the school.  This should be a complete copy of the articles of incorporation for the school and a copy of the school’s certificate of incorporation.  As a note, registration as a Missouri corporation is not required for certification to operate.
· Employment and Salary Expectations.  This exhibit will be evaluated to determine the workplace demand for graduates of the school.  This item should include specific information and written documentation on the employment potential (job availability) and salary or compensation expectation for students completing the program.  While national information may be supplied, this information should relate directly to the geographic area served by the school.
· Financial Reports.  This exhibit must contain the required documentation to provide official proof of resources for the asset information listed in Item 47.  This proof may include account statements, letters on letterhead stationary of financial institutions, copies of certificates of deposit or verified financial statements.  Documentation of the authority of the school official to commit corporate resources if separate from the school must also be provided in this section.  From Item 48, this exhibit must contain a detailed explanation of the “other” sources of tuition income. 

· Supplemental Information.  This exhibit should include any information that the school is submitting to supplement the application, as well as a narrative explanation concerning an attestation marked not applicable.
EXHIBIT CHECKLIST

All exhibit materials attached to this application are true and correct and in compliance with all applicable rules and regulations.  Copies of all publications are provided to students and prospective students appropriately and a copy of the completed enrollment agreement is provided to students upon enrollment.  Transcript records are maintained permanently in the files of students who enroll in the school.


Signature of Person Authorized by the School




Date of Signing

· Exhibit 1 – Publications
· Exhibit 2 – Completed Enrollment Agreement 

· Exhibit 3 – Official Completed Transcript
· Exhibit 4 – Program and Course Information (for every program offered)
· Exhibit 5 – Equipment List and Facility Description
· Exhibit 6 – Personnel Information and Resumés
· Exhibit 7 – Corporate Documentation
· Exhibit 8 – Employment and Salary Expectations
· Exhibit 9– Financial Reports
· Exhibit 10 – Supplemental Information 
· Please label each exhibit clearly and attach in the order listed.  A complete signed copy of this checklist must be attached at the front of the exhibit section.

EXHIBIT ONE - PUBLICATION CHECKLIST

This exhibit will be evaluated to determine if all required informational disclosures are made to students and prospective students.  Carefully review the description of the information, and clearly label your catalog, student handbook, brochures, pamphlets, handouts, or other printed materials where the disclosure of each category of information can be found.  As you complete this checklist, please include a brief description (including the page number, if applicable) that will assist us in locating each item when we review your materials.

· Name and Address of School: The name and address of the school disclosed in your publications should be the official name and address reported in this application.

Document Name/Type:







Page #_______
· Statement of the School’s and each Program’s Objectives.
Document Name/Type:







Page #_______

· Program Information: The program information disclosed in your publications should be consistent with the information reported on your program inventory.

· Specific titles and descriptions of content including course descriptions.

Document Name/Type:






Page #_______
· Explanation of evaluation and completion requirements.

Document Name/Type:






Page #_______
· Specific grade, credit hour, contact hour and/or other performance achievements required for satisfactory completion.

Document Name/Type:






Page #_______
· Definitions of measures of progress.

Document Name/Type:






Page #_______
· Specific methods by which program requirements may be met other than instruction offered by the school.

Document Name/Type:






Page #_______
· Definitions and application of grading methods.
Document Name/Type:






Page #_______
(
Policies and procedures for monitoring academic progress, including achievement requirements and pertinent timeframe.


Document Name/Type:






Page #_______

· Expectation of consequences for failure to maintain satisfactory academic progress, including probation, suspension, or termination.

Document Name/Type:






Page #_______
· Exact designation of the certificate or degree bestowed upon satisfactory completion of each program.
Document Name/Type:






Page #_______

PUBLICATION CHECKLIST – PAGE TWO

· Length of each program and course stated in definable units such as hours, days, weeks, months, and/or terms.
Document Name/Type:






Page #_______

· Explanation of the instructional method to be employed (classroom, laboratory, independent study, supervised research, supervised internship or externship, etc.) for various stages of the instruction.
Document Name/Type:






Page #_______

· If applicable, explanation of instructional methods, achievement evaluation, technical requirements, and other policies unique to the delivery of instruction via distance media.
Document Name/Type:






Page #_______

· Schedule of classes, including dates and times of meetings.
Document Name/Type:






Page #_______

· Cost Information: The cost information disclosed in your publications must be consistent with the information reported on your program inventory.

· Tuition for each program 

Document Name/Type:






Page #_______
· Programmatic and institutional fees  
Document Name/Type:






Page #_______
· A reasonable estimate of required charges for:

· Books

Document Name/Type:



Page #_______
· Equipment
Document Name/Type:



Page #_______
· Materials
Document Name/Type:



Page #_______
· Tools

Document Name/Type:



Page #_______
· Services
Document Name/Type:



Page #_______
· Non-incidental educational supplies or charges

 




Document Name/Type:



Page #_______

· Cancellation Policy: If a statement of the cancellation policy is disclosed in your catalog or other publications, it must be consistent with the statement of the policy on the enrollment agreement.  If the cancellation policy is not disclosed in your catalog or other publications, place N/A under Document Name/Type.

Document Name/Type:







Page #_______
· Refund Policy: If a statement of the refund policy is disclosed in your catalog or other publications, it must be consistent with the statement of the policy on the enrollment agreement.  If the refund policy is not disclosed in your catalog or other publications, place N/A beside Document Name/Type.

Document Name/Type:







Page #_______

PUBLICATION CHECKLIST – PAGE THREE

· Student Service Information: The student service information disclosed in your publications must be consistent with the information reported on other application items.

· Admission requirements and procedures for applying for admission.

Document Name/Type:






Page #_______
· Conduct policy that includes the expectations of reprimand, punishment, or termination for violation.

Document Name/Type:






Page #_______
· Dress policy that includes the expectations of reprimand, punishment or termination for violation.

Document Name/Type:






Page #_______
· Attendance policy that includes the expectations of reprimand, punishment or termination for violation.

Document Name/Type:






Page #_______
· Grievance policy that specifies what steps that students must follow to file a formal grievance with the school.

Document Name/Type:






Page #_______
· Withdrawal policy that specifies what steps students must take to formally withdraw from the school.

Document Name/Type:






Page #_______
· Transcript issuance policy and any other school policy formally stated in school publications.
Document Name/Type:






Page #_______
· Description of the physical facility.

Document Name/Type:






Page #_______

· Description of the qualifications of individual instructional faculty.

Document Name/Type:






Page #_______
· Description of the equipment used as instructional resources.

Document Name/Type:






Page #_______
· Description of the school library and its holdings, if applicable.
Document Name/Type:






Page #_______

· Statement of any institutional or program accreditation or approval claimed.



Document Name/Type:






Page #_______

· Placement Assistance Information: A description of job placement assistance, counseling or other related services available to students.  If your school doesn’t offer placement assistance to students and graduates, place N/A beside Document Name/Type.

Document Name/Type:







Page #_______


EXHIBIT TWO

ENROLLMENT AGREEMENT CHECKLIST

· Name and address of the school: The name and address of the school that appears on the agreement must be the official name and address reported in this application.

· Name of the program in which the student is enrolling.

· Beginning date of instruction.

· Length of the period of enrollment: Defined to be the time to which a student commits for completion of a course or program.

· Cost of all charges made by the school during the period of enrollment.

· Conditions of payment: Meaning a description of when payments to the school are due and for what amount, regardless of the sources of funding, and additional fees for alternative payment plans.

· Cancellation policy: The cancellation policy must provide for a period during which an enrollment or admission agreement may be cancelled by the student with refund of all money paid.  That cancellation period may not be less than three (3) days, exclusive of Saturday, Sunday and holidays.  This statement of the cancellation policy should be consistent with the catalog.

· Refund policy: The refund policy must provide for a reasonable refund formula through at least one-half of the enrollment period.  The policy must specify a maximum time lapse for the refund to be made, any conditions under which there would be no refund, or any conditions under which a refund would be made to a third party.

· Signature of the student and the date of signing.
· Signature of an authorized school representative and the date of signing.
EXHIBIT THREE

TRANSCRIPT CHECKLIST

· Name and address of school: The name and address of the school disclosed on the transcript must be the official name and address reported in the application.

· Full name of the student.

· Information for all courses of instruction to include:

· Name of each course

· Term and date of each course

· Grade assigned for each course

· Contact or credit hours attempted

· Contact or credit hours earned

· Exact award conferred, if applicable.

· Date of award conferral, if applicable.

· Notation and date of withdrawal, if applicable: For students who do not complete their programs, what method is used to record (on the official transcript) the student as withdrawn and the date of withdrawal?

Explanation:

· Name, title and signature of school official.

· Date of issuance of transcript.

EXHIBIT FOUR

PROGRAM AND COURSE INFORMATION
INSTRUCTIONS

This exhibit will be evaluated to determine if the proposed instructional programs are of sufficient level, content, and duration to achieve identified objectives and are appropriate to the proposed award level and study discipline.  A Program Outline for each program offered and Course Outline(s) for each course offered within each program must be included in this exhibit item.  Although the school is free to adopt a structure and format for these items that is consistent with its mission and goals, each item of information in each type of outline must be addressed.

· The Program Outline collects specific information about each program of instruction offered by the school.  Certification standards define a program or program of instruction as “a complete academic or vocational educational offering that fulfills the requirements for the awarding of a certificate or degree.  A program may consist of one or multiple courses, and must fulfill an academic, occupational, or other training objective.”  A separate Program Outline must be completed for each program listed on the program inventory (application item 43).

· The Course Outline(s) should be a detailed and well organized instructional plan that covers the specifics of each course or subdivision of the program.  The department does not expect all programs to be organized around a traditional course configuration but encourages school officials to structure the programs in a manner that is consistent with the mission and objectives of the school.  However, in order to complete a thorough review of the level and content of the proposed programs, department staff must have access to information about the basic instructional units of the program.  Additionally, the development of this material helps ensure consistency of quality and content of educational programs over time and across instructors.  Since certification standards define a course as “a defined and unique educational offering with discrete objectives and requirements relating to a specific skill or knowledge set that supports a program,” many types of instructional units (modules, skill sets, competencies, etc.) may be used as the basis for the course outline(s).

Program Outline Instructions

(Submit One For Each Program Offered)

The Program Outline collects specific information about each instructional program offered by the school.  A separate outline should be developed for each program listed on the program inventory.  The school is free to adopt a structure and format that is consistent with its mission and goals, as well as educational philosophy, or use the outline form included in this exhibit.  Whatever form the document takes, it must include, as a minimum, the following information.

A. Program Title:  The official name of the program must be consistent with the program inventory and all school publications.

B. Completion Award:  The exact designation of the completion award presented to students upon successful completion of the program.

C. Admission Requirements: List all requirements students must meet in order to be admitted to the program.  If specific testing or performance standards are used for this purpose, please identify the assessment instrument and the minimum acceptable score or performance.

D. Graduation Requirements:  List the requirements a student must satisfy in order to graduate from the program.  This should include, but need not be limited to, clock or credit hour requirements, competencies mastered, and/or other performance-based requirements.

E. Study Equivalency:  List the maximum credit or contact hours the school will grant for each of the following activities.

· Study at another institution (school, college or university)

· Work experience or other equivalency

· Testing out

· Any other nonclassroom activity

This item reports the maximum total of credit or contact hours that the school allows students to accumulate from outside sources. If the school requires all hours of the program to be earned at the school, the outline should positively confirm that policy.  As an additional note, if the school evaluates and grants program credit for any of the listed activities, the school publications must specifically outline the activities allowed and the maximum hours that may be granted.

F. Minimum Residency:  Report the minimum number of credit or contact hours that must be earned at the school for successful completion of the program.  This item specifies what proportion of the program must be delivered by the school granting the certificate or degree.  If the school does not allow any hours to be earned in the categories listed in outline item E (study equivalency), this item should be consistent with the information contained in the program inventory (Item 43). 

G. Teaching Methodologies:  Identify which of the following teaching methodologies are used in program delivery and the approximate percentage of total instruction each comprises.

· Classroom Instruction

· Laboratory Instruction

· Internship/Externship

· Independent Study

· Distance Education (specify delivery methods such as correspondence, Internet, interactive television and percentage of each, if multiple delivery methods are used.)

· Supervised research

· Any other delivery method

Percentages must add to 100.  Please note that independent study does not account for the homework portion of the program. 

H. Student Evaluation:  Identify and describe the grading system(s) used for this program.  The school may identify a rank type grade system (letter grade, percentage, score, etc.), a pass/fail system (identifying the minimum pass score or performance), or other type of grade system (be specific).  If more than one system is used, include a detailed explanation of the function each system serves.  This item will be reviewed in conjunction with the publication description of evaluation and grading to ensure that consistent information has been provided to the department regarding the system of evaluation and grading used for each of the school’s programs.

I. Minimum Course Grade:  The minimum passing grade or performance level for an individual course or a component of the program.  This must be reported consistently with the grading system reported in outline item H (student evaluation).  Please note, even if you choose a pass/fail system, a minimum level for passing must be set.

J. Minimum Cumulative Grade:  The cumulative grade or performance level required for graduation from the program.  This must be reported consistently with the grading system reported above in outline item H.

K. Objectives and Outcomes:  Description of the academic objective(s) and/or vocational education outcomes the program is intended to accomplish.  The objectives and outcomes for all programs should clearly support the mission of the institution as described in the application materials.

L. Program Components:  Listing of courses or other instructional blocks that comprise the program and, if applicable, the sequence in which the courses or blocks should/must be taken.  This course listing must match the course outlines provided as the second part of this exhibit.

Course Outline Instructions

The Course Outline should be a detailed and well organized instructional outline that covers the specifics of each program component identified in item L of the Program Outline.  The school is free to adopt a structure and format that is consistent with its mission and goals, as well as educational philosophy.  Regardless of the format, the each course outline should include all components listed below.

A. Course Title:  This should identify the specific and unique title of the course.  The course title should match the information provided in the program outline and the catalog descriptions.

B. Program Links:  Identify the specific program(s) under which this course is taught or to which it is applicable at the institution.

C. Instructor:  Identify the primary instructor or instructors for this course.  These individuals should be identified in Exhibit Six and the school publications.  If individuals have not been hired to fill these teaching positions, this item should link the course to a specific job description submitted as part of Exhibit Six.

D. Objectives and/or Competencies:  List and describe the academic objectives achieved through the completion of the course or the skills and competencies graduates will have mastered.  This item should directly support the objectives and outcomes identified for the related program(s).

E. Admission Requirements:  List all prerequisites, co-requisites, knowledge, skills or abilities students must have completed in order to enroll in the course.

F. Teaching Methodologies:  Describe the methods used in the delivery of the course (classroom, laboratory, distance education, independent study, supervised research, supervised internship or externship, electronic telecommunication, other methods of instruction)

G. Course Content:  Describe the subject matter included within the course, focusing on the major instructional components of the course.  As appropriate, this should also include information about or an outline of the course delivery structure and sequence.

H. Completion Requirements:  List the requirements for successful completion of the course including, as a minimum, the following items.

· Grade achievements-This item must describe the system of student evaluation used in this course as well as identify the minimum acceptable grade.

· Performance requirements-Identify and explain any performance related requirements (beyond grades) that must be met in order to pass the course.

· Number of credit or clock hours awarded upon completion

· Minimum attendance requirements

I. Course Equivalency:  Other methods by which course requirements may be met (study at another institution, work experience or other equivalency, testing out, credit earned on any basis other than instruction offered by the school).

Program Outline Form

	A. Program Title: 
	

	B. Completion Award: 
	

	C. Admission Requirements: 
	

	D. Graduation Requirements: 
	

	E. Study Equivalency:  Check if applicable. Report the maximum number of contact or credit hours accepted.

	
 FORMCHECKBOX 
  Study at another institution
	
Hrs.
	 FORMCHECKBOX 
  Testing Out
	
Hrs.

	
 FORMCHECKBOX 
  Work experience
	
Hrs.
	 FORMCHECKBOX 
  Other (Specify)
	
Hrs.

	F. Minimum Residency:
	

	G. Teaching Methodologies:  Check if applicable.  Report the percentage of the course (must equal 100%).

	
 FORMCHECKBOX 
  Classroom Instruction
	
%
	 FORMCHECKBOX 
  Independent Study
	
%

	
 FORMCHECKBOX 
  Laboratory Instruction
	
%
	 FORMCHECKBOX 
  Distance Education (Specify type)
	
%

	
 FORMCHECKBOX 
  Internship/Externship
	
%
	 FORMCHECKBOX 
  Supervised Research
	
%

	
 FORMCHECKBOX 
  Other (Specify)
	
%
	

	H. Student Evaluation: 
	

	I. Minimum Course Grade: 
	

	J. Minimum Cumulative Grade: 
	

	K. Objectives and Outcomes: 

	L. Program Components: 


EXHIBIT FIVE

EQUIPMENT AND FACILITY CHECKLIST

· Items currently available (owned, leased, etc.) for use by the school for each of the programs listed on the program inventory (Item 43).  This may be provided as one list; however, a designation must be made by each item to indicate for which program(s) it will be used.
· Listing of equipment that will be purchased in the future, and a proposed schedule for their purchase, based on projected growth and/or addition of approved programs.
· Description of the school facility
· If the facility has already been chosen, this should include an actual floor plan and description of location.
· If the facility has not been chosen, this should include a detailed description of the minimum requirements that the school has set for the building.
EXHIBIT SIX

PERSONNEL INFORMATION CHECKLIST

The personnel forms included as part of this exhibit must be used to report information about current and proposed school personnel.  These listings should match the data provided in application item 44A.  Resumé information describing the educational and experiential qualification of persons currently employed as well as what will be required for persons to be hired should be included in this exhibit.  Please note that the department understands that all personnel may have not yet been identified.
Administrative Personnel Form
Included as part of this exhibit is a blank administrative personnel form, which includes two personnel information records.  Please complete a record for each of the school’s planned principal administrative personnel or positions.  The form should be duplicated as necessary to provide sufficient records to list at least one administrative person or position for each category.

Instructional Personnel Form

List all planned instructional personnel.  Under the category “course taught,” please list the courses for which this person will have instructional responsibility.  If programs do not use a course structure, please indicate the skill or competency components for which this person will have instructional responsibility or the program for which this person will be considered the lead or primary instructor.

Resumés

A resumé must be included for all personnel containing all items on the checklist.  If actual personnel have not yet been hired, the school must include a job description that includes the minimum educational and experiential requirements that potential employees must possess to be considered for these positions.  Each job description provided must include the specific title and duties of the position.

· Name and address of employee

· Complete education information that minimally includes the following:

· Names of institutions attended

· Period of attendance

· Degree/certificates received

· Date of award conferral

· Program of study

· Continuous experiential information that minimally includes the following:

· Names of employers

· Exact title of positions held

· Years of employment with each

· Job duties

· Any additional background information pertinent to the position currently held at the school

· For position descriptions provided for unhired personnel, the school must provide complete descriptions to include the educational and experiential expectation that will be used as minimum requirements during the hiring process.

Administrative Personnel Form

	Name
	

	Title
	

	E-mail
	

	Telephone/Extension
	


Administrative Function (check all that apply):

 FORMCHECKBOX 

President/Chief Administrator
 FORMCHECKBOX 

Main Campus Director

 FORMCHECKBOX 

Branch Campus Director
 FORMCHECKBOX 

Chief Academic Officer

 FORMCHECKBOX 

State Licensing Liaison
 FORMCHECKBOX 

Financial Officer

 FORMCHECKBOX 

Student Financial Assistance Officer
 FORMCHECKBOX 

Data Coordinator

 FORMCHECKBOX 

Other Administrative Duties (specify) __________________________________

Check if the following documents should be sent to this person’s attention:

 FORMCHECKBOX 

Application for recertification
 FORMCHECKBOX 

Certificate of approval


	Name
	

	Title
	

	E-mail
	

	Telephone/Extension
	


Administrative Function (check all that apply):

 FORMCHECKBOX 

President/Chief Administrator
 FORMCHECKBOX 

Main Campus Director

 FORMCHECKBOX 

Branch Campus Director
 FORMCHECKBOX 

Chief Academic Officer

 FORMCHECKBOX 

State Licensing Liaison
 FORMCHECKBOX 

Financial Officer

 FORMCHECKBOX 

Student Financial Assistance Officer
 FORMCHECKBOX 

Data Coordinator

 FORMCHECKBOX 

Other Administrative Duties (specify) __________________________________

Check if the following documents should be sent to this person’s attention:

 FORMCHECKBOX 

Application for recertification
 FORMCHECKBOX 

Certificate of approval

Duplicate and attach additional pages as needed

Instructional Personnel Form

If name is not known, identify courses to be taught and attach a description of the minimum qualifications required to adequately fill the position.

	Name:

Courses Taught:



	Name:

Courses Taught:



	Name:

Courses Taught:



	Name:

Courses Taught:



	Name:

Courses Taught:



	Name:

Courses Taught:



	Name:

Courses Taught:



	Name:

Courses Taught:



	Name:

Courses Taught:



	Name:

Courses Taught:




Duplicate and attach additional pages as needed

EXHIBIT SEVEN

CORPORATE DOCUMENTATION CHECKLIST

· A complete copy of the articles of incorporation for the school
· A copy of the certificate of incorporation
EXHIBIT EIGHT

EMPLOYMENT AND SALARY EXPECTATIONS CHECKLIST

· Specific written documentation on the employment potential of job availability for students completing the school’s programs of study
· Salary or compensation expectations for students in the geographic area served by the school
· Please note, while the school may provide national employment and salary information, this information is not sufficient to confirm compliance with related certification standards.

EXHIBIT NINE

FINANCIAL REPORTS CHECKLIST

This exhibit must contain the required documentation sufficient to provide proof of the existence and availability of resources for all assets listed in Item 45.  Examples of appropriate documentation include:
·  Bank or financial institution account statements
· Letters of credit or documentation of lines of credit on letterhead stationary of financial institutions
· Copies of certificates of deposit
· Verified financial statements
· Documentation of the authority of the school official to commit corporate resources if separate   from the school must also be provided in this section, if applicable
· Please note, the school must provide an explanation for the other sources of income reported as other tuition income on application Item 46.
EXHIBIT TEN

SUPPLEMENTAL INFORMATION CHECKLIST

· Any information to supplement the application
· Any narrative explanation concerning an attestation
[image: image1.wmf]
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