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	Institution Name:
	

	COE Institution ID:
	

	Address:
	

	Date of FTE Increase:
	

	Chief Admin. Officer:
	

	Email address:
	

	Telephone:
	



COE monitors increases in total Full-Time Equivalent (FTE) of candidate and accredited institutions by requiring reports from institutions when triggered increases occur. An institution must submit a formal notice to the Commission if the institution has an overall increase in FTE of 25 percent or more of an established baseline. The baseline for each twelve-month period is the FTE calculation reported in the most recent annual report. When an increase of 25 percent or more is achieved, a formal notice must be submitted to the Commission within 30 days. This notice must include rationale for the increase. Additional specific data on program enrollment may be requested. Continued reporting of enrollment data by program will be required until the submission of the next institutional annual report. An institution that fails to notify the Commission on a timely basis when required due to a triggered FTE increase is subject to fees and penalties per the Handbook of Accreditation.
1.  Provide a rationale for the reported increase of FTE of 25 percent or more:
	






[bookmark: _GoBack]2. 	Sign, save and submit this form along with supporting documentation, if any, via email to Kay Smarr, kay.smarr@council.org, and keep a copy for your institution’s accreditation file.

The Council will contact the institution after submission of the initial notice of increase regarding continuous monitoring deadlines.








Signature of Chief Administrative Officer				Date
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