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PREPARING YOUR INSTITUTION’S OR PROGRAM’S RESPONSE
Submission Format

1.
The Response to the Evaluation Visit Report(s) must be submitted as one* seamless Portable Document Format (.pdf) file* on a USB drive or a Compact Disk (CD).  The one file should include a narrative for each citation immediately followed by the exhibits for that citation (i.e. 1st cited standard number and language, exhibits for that standard,  2nd cited standard number and language, exhibits for that standard, 3rd cited…. ).  Please ensure that the .pdf is optimized for web and email and has a file size limit of 50mb or less. The Response may not be submitted to the Commission via e-mail.
*Note: If the Response must address such a number of violations that one file would be cumbersome for easy review, then the Response may be presented in a format of one file per citation.  In this format, each file name must include the citation number and the ABHES identification number.  (Initial applicants should identify each file in this format using the following example:  V.A.3._initialABC School)  
Do not use: periods, commas, numbers signs (#) or other punctuation marks in file name or folder name [other than hyphen (-) or underscore (_)]

Follow the general “rules” below:

· Use hyphens (dashes) or underscores instead of spaces to separate words in a file and in a folder name 
· Choose single words or short phrases for file and folder names.  Abbreviate words using commonly understood abbreviations.  

Prepare the .pdf file using Adobe Acrobat 6.0 Standards (or higher version) software. Any security features in the PDF document must be disabled.

Other file formats will not be accepted.

Failure to adhere to these instructions will result in the return of the submission to the institution and a late fee assessed in accordance with Appendix K of the Accreditation Manual.

2.
Identification - It is imperative that the response identifies the (1) institution’s name, (2) city/state, (3) ABHES ID, (4) “Response to ABHES Visit” or “Response to Commission Action Letter,” and (5) the Date of the response.

Presentation
Responses must be professional in appearance and legible.  To facilitate review, the requirements set forth below must be followed for the electronic submission of the response.

Minimally, responses include:
1. A cover letter that identifies the document as the response to the Visitation Report or Commission Action letter, with specific date reference. 
2. The exact wording of the cited accreditation standard(s) including the narrative explanation from the Evaluation Visit Report or Commission Action Letter.
3. A detailed narrative explanation for each cited standard that describes the institutional changes made to correct the area of noncompliance.  
4. Identified* exhibits (e.g., faculty_mtg_min_10_12) to support the narrative explanation using electronic bookmarks placed within the document in a manner that facilitates review of the response document.  
*referencing exhibit with a number only is not sufficient identification
5. A table of contents for the electronic bookmarks (exhibits)
Documentation is Critical

Documentation to support the institution’s or program’s explanations and to demonstrate that the institution or program is in compliance with the accreditation standard(s) cited is required.  Failure to provide adequate documentation to evidence correction of each deficiency may result in a deferral or denial of the institution’s or program’s application, or the issuance of a show-cause directive or withdrawal of the current grant of accreditation.  

Submissions to validate the response narrative(s) may include documents such as the following examples:

· Evidence of faculty professional growth
· Student surveys and analysis indicating increased satisfaction
· Record of graduate placements
· Minutes of meetings held since the on-site evaluation (i.e., faculty, staff, advisory board)

The required documentation will depend on the specific reason the accreditation standard was cited as a violation.
Important Note:  Always resubmit the documentation of an item that you request again be reviewed when responding to a Commission Action letter, and make the fact that this is a resubmission known in the narrative.  Do not request the Commission reference the documentation that was included in a response submitted previously to the Commission.
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