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	Procedure: Institutional Eligibility.

	This section is required 600.20 and 600.21.

Suggested information:

1. Identify person(s) responsible for submitting a timely and complete Eligibility and Certification Approval Report (ECAR) to the Department.

2. Provide written procedures that identifies how information is collected and reported on the Electronic Certification Process.

3. Identify where the school keeps a copy of its E-App, supporting documentation and date the E App was submitted.

4. Identify where the signed Program Participation Agreement Form (PPA) is kept.

5. Provide procedure that outline the process for reporting changes on the ECAR. Specifically changes outlined in 600.21(a)(1–9)
6. Identify who is responsible for coordinating the response from the Secretary in regard to any reported changes that affects the institutions eligibility, and the effective date of 
that response.  



	Description of Policy and Procedure: 



	Offices that need to be involved:

	Lead Persons to Coordinate Policy and Procedure:

Name: ________________________            Name: ________________________


Title: __________________________
Title:  _________________________


Phone Number: _________________
Phone Number:  ________________



	Start Date (mm/dd/yy):





Anticipated Completion Date:

Actual Completion Date:



	Did you review and test the procedure for accuracy?



	Was the policies and procedures manual updated to reflect appropriate changes? Yes or No

1. If Yes, what section was updated?

2. Enter the date that the Policies and Procedures Manual was updated to reflect these changes:

3. Were staff members properly trained about new procedures? Yes or No

	We recommend that your school annually review your policies and procedures and revise accordingly. Remember, you must consistently follow all policies and procedures developed by your school.
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