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Name of Institution: 
d/b/a (if applicable): 
Address: 
Current Catalog Publication Date: 
CATALOG GUIDELINES AND CHECKLIST

Policy Requirements
An institution must ensure that clear and accurate information is provided to prospective and current students relative to the institution’s educational program offerings, charges, and services. Prospective students are entitled to sufficient, accurate data to make a rational choice of training opportunities offered at ACCET accredited institutions.  Therefore, an institution must provide full disclosure of such information in advance of enrollment to assure that prospective students clearly understand the expectations, rights,  responsibilities, and/or obligations of each party.  The catalog must provide a clear, accurate, and professional description of the institution and its programs and policies. The catalog must not contain false, misleading, or exaggerated statements.  

Instructions for Completion
The following components must be incorporated into the catalog though not necessarily in the order indicated in this checklist.  Identify below the page number where each item on the checklist is located in the catalog or catalog addendum.  Certain items may not apply, such as a list of branches or advisory board members.  If so, place “N/A” in the blank and reference the numbered item with an explanatory narrative at the end of the checklist.  Additionally, the checklist numbers must be noted in the appropriate sections of the catalog and catalog addendum.  
For multi-site institutions utilizing the same version of the catalog, specific differences among the campuses (e.g., program offerings, facilities, staff, etc.) must be clearly delineated, where applicable.  For all institutions, program names and number of clock/credit hours listed in the catalog must be consistent with state and ACCET approvals.  
NOTE:
Effective January 1, 2017, the current catalog must be publicly available on the institution’s website(s). 






address, and telephone number for each site.







































	
	A.
	Total tuition price for each program and/or course.



	
	B.
	Itemized costs for books, supplies, and other extras.  If such charges are included in the total tuition price, so indicate.



	
	C.
	Application or registration fee for each program (must be separately identified and cannot exceed $200).


	
	D.
	Administrative costs associated with withdrawal or termination (not to exceed $100), if applicable. 



	
	E.
	Payment methods and terms of payment of monies owed to the institution must be identified, including both cash and financial aid students, as applicable.



	
	A.
	The schedule of payment; and 


	
	B.
	The impact of these payment periods or periods of obligation on the institution’s cancellation and refund policy.  





	
	A.
	Cancellations due to: (i) rejection of enrolled applicant by the institution; (ii) program cancellation by the institution; (iii) cancellation by students during any established cancellation period; and (iv) no shows/students never start training.



	
	B.
	Withdrawals or terminations after the start of class and after the cancellation period. 







 Explanatory Narrative (as applicable)  

Completed by:

Authorized School Representative/Title

Signature

Reviewed by: 

