Apply for a School License:

The following information will be needed to apply for a School License:

e School Information

e Ownership Information

e Supporting Documents (Upload)
e Disclosure Questions

Login to BPSS from my.ny.gov

Search all of NY_gov

State Agencies

Online Services

FAOQs >
About NY.gov ID » Forget jour Lsel or Password 7
N 0010 - Tarms ot Senoe See what sites you can
AT e & T access with an NY.gev ID account
Privacy Policy >
Terms of Service » Don't have an Account?
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Ny.gov ID Call Center Access to online services
('513)_474_7494_ Many government services are now available online. An NY gow ID account

provides secure electronic access to these services. =
WHAT'S NEW

b LeanMors August 4, 2014

Governor Cuome, Mayer de
Convenience Blasio snd Congressman Me...
Access many online services with a single NY_gov ID account. Al 201 1

Governor Cuomo Announces

Lstest Round of Recharge .
b Learn More

August 4, 2014

Governor Cuomo Announces
Security Opening of High-Energy Pu
The NY.gov ID Program protects you against unauthorized access to your
information.

w Conmect to Gov. Cuomo on facebook

P Learn More WWW_ZOVernor ny gov

Search all of NY.gov.

Pleese login efter reading the Accepteble Use Policy below

Enter Username and
password
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Agency Assistance & Contact Information
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® Change Password

® Update My Account
& About NY.gow ID

® Privacy Policy

® Tarms.of Sarvice

518-474-74394

List of Apency and
DOnlins Sarvices Help
Dexzk information

My NY.gov Online Services

Walcoma . You are logged in as -
Lact login - Tus Aug 05 OF:-45 Log out

You have access to the following services

You can sign up for the following services
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Bureau of Proprietary School Supervision

#Home SeachBPSS Logout
2 PUBLIC, Public Applications)

BPSS Home

R, Contact BPSS Support

Applications

+ Apply for Agent Certificate

« Apply for Director Permit/License

+ Apply for School License

« Apply for Teacher PermitlLicense

Click Apply for School License

Profile

+ Update Personal Information

BPSS ContactUs New York State Education Department
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‘Bureau of Proprietary School Supervision

kHome SearchBPSS  Logout

;& {PUBLIC, Public Applications) %, Contact BPSS Support

School Application Overview

The following inform ation will be asked for the school application process :

« School Information If an application has been started but not
* Ownership Information completed, the school will be listed here.

« Supporting Documenis (U pioad) x . -
« Disclosure Questions Click Continue

Show ¥ enfies

1a

Applications In Progress

School Name & Status Application Start Date
J Jones School Mia Mot Ready For Review 072972014
Showing 110 10of 1 Previous Hext
Show| 1e ¥ enfies Search:

Completed Applications
School Name & Address Status License Date License Expire
Mo data available in table

Showing 0 to Oof O entries Previous Mext

Start A New Application

For New Applications
Click Next

To start 2 new school application, select the next bution below.

Mew Yirk Stale Education Depariment

*Note: Each page will be shown for review. On each page,
click Mext or make revision then click Mext

Bureau of Proprietary School Supervision
#Home SeachBPSS Logout
§ ] PUBLIC, Public Applications) R, ContactBPSS Support

SCHOOL TYPE INFORMATION OWMNERSHIP DOCUMENT INFO UPLOAD QUESTIONS SIGH PAYMENT

Are you applying to operate an English as a Second Language (ESL) school that can only teach ESL, or are you
applying for a Private Career School license that can teach areas such as Allied Health and Computer
Technology, in addition to ESL?

| am applying for an ESL School.
* | am applying for a Private Career School.

Choose type of school being applied for Cancel

BPSS ContactlUs New York Staie Educafion Department
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Bureau of Proprietary School Supervision

4 Home Search BPSS  Logout
2 (PUBLIC, Public Applications)

SCHOOL TYPE INFORMATION OWNERSHIP DOCUMENT INFO UPLOAD QUESTIONS SIGN PAYMENT

Is the school currently operating in New York?

© Yes, this school is currently operating in New York State.
©  No, this school is not currently operating in New York State.

Choose Yes or No, depending on whether the school Back m
is operating in NY or not

BPSS ContactUs  New York S0 EC2 St o o0 aindns

- — For an explanation of an “Exempt School”
Bureau of Proprietary School Supervision Click New York State Education Law Section
# Home SearchBPSS  Logout 5001(2)(&'/7)

2 (PUBLIC, Public Applications)

SCHOOL TYPE INFORMATION OWNERSHIP DOCUMENT INFO

Is your school currently operating as an 'Exempt School' under New York State Education Law,
Section 5001(2)(a-n)?

PAYMENT

UPLOAD QUESTIONS

2 Yes, this an 'Exempt School' under New York State Education Law, Section 5001(2)(a-n)
© No, this is not an 'Exempt School' under New York State Education Law, Section 5001(2)(a-n)

Choose Yes or No depending on whether the school
is operating as an “Exempt School” in NY or not

BPSS Contact Us  New York owaue cuucauuni ueparsnent

Click Next
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Bureau of Proprietary School Supervision

4 Home Search BPSS  Logout

i (PUBLIC, Public Applications)
SCHOOL TYPE INFORMATION OWNERSHIP DOCUMENT INFO UPLOAD QUESTIONS SIGN PAYMENT

School Information
School Name (if using a DBA name, list DBA name here) (required) Enter SChOOI Informatlon

School Web Site

http://www.YourSchoolUrl.com
Phone Number (required) Ext

2000000 XXX X
Fax Number Ext

KUK XXX~ XXXX
Is school Title IV approved (required)
© Yes
© No

For an explanation of “Title 1V”
Click /s school Title 1V approved

BPSS5 ContactUs  New York State Education Department

Click Next
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Bureau of Proprietary School Supervision

4 Home SeachBPSS  Logout
‘l (PUBLIC, Public Applications)
SCHOOL TYPE INFORMATION OWNER SHIP DOCUMENT INFO UPLOAD QUESTIONS SIGN PAYMENT

Enter the School Address
If location is not available, click checkbox

School Address

[} Please select if your school location is undecided at this time.

By selecting this option, you will not be required to enter a school address at this time.

School District Name (required)

----Select---- El
Help locate school district in NYC Link to schools.nyc.gov/SchoolSearch/Maps

Address (raquirad) (opens in another window)
Address 2
City (required) State (required)
NEW YORK ]
Zip Code (required) Zip Plus

Is the school handicapped accessible?
© Yes
© No

O Mailing address is the same as School Address

For a school requiring a different mailing address, such as a P.O. box, please enter that mailing address here.
Country (required)

UNITED STATES OF AMERICA ]

Address (required)

Address 2
City (required) State (required)

----Select---- El
Zip Code (required) Zip Plus

BPSS ContactUs  New York State Education Department

Click Next
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This screen will display only if the checkbox for
“Please select if your school location is undecided’ is checked

Bureau of Proprietary School Supervision
4 Home Searc Logout
2 (PUBLIC, Public Applications)
SCHOOL TYPE OWNERSHIP DOCUMENT INFO UPLOAD QUESTIONS SIGN PAYMENT

School Address

Please select if your school location is undecided at this time.

By selecting this option, you will not be required to enter a school address at this time.

You have selected that this school's location is undecided at this time. You will not be able to enter the school's address
information. The school district is not required at this time. If you already know the physical address of the school, please provide
that information and the school district in which it resides.

BPSS ContactUs  New York State Education Department CI|Ck NeXt

‘Bureau of Proprietary School Supervision

ik Home Search BPSS  Logout

1 T (PUBLIC, Public Apphcations} 1, Contact BPSS Support

SCHOOL TYPE INFORMATION OWWNER SHIP DOCUMENT INFO UPLOAD BUESTIONS HEN PAYMENT

Initial Person of Contact

As the intial coniact, you will be the main contact for this school. Please ensure all the information below is current.
K any of the information below is inaccurate, you may change it by visiting your person profile page urclickin (2 new window will open up).
FrstName LastName

Mo S8N Explanation

adsfsd

Contact Information Verify Initial Person of Contact data

Email

Click here to make edits to this
information

email@mail.com
Work Phone Ext

00630003000
Cell Phone

m——
Home Phone
m——
Address

Country
UNITED STATES CF AMERICA

Adress
Address 2
City State

WINE v

Zpp Code Zip Phs

BPSS Contactls MNew York State Education Department

Click Next
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Bureau of Proprietary School Supervision

M Home SearchBPSS  Logout

2 (PUBLIC, Public Applications)

SCHOOL TYPE INFORMATION m DOCUMENT INFO UPLOAD QUESTIONS SIGN PAYMENT

Ownership Information Enter Ownership Information
Name of Corporation, Partnership or Sole Proprietor (required) Select Business Type (required)
----Select---- lz‘
Email Address (required) Phone Number (reguired)
email@mail.com XXX~ XXX~ XXXX
Ownership Website Federal Tax Id (required)
http://www.yourUrlHere.com 123456789

BPSS ContactUs  New York State Education Department CI
ick NMext

Bureau of Proprietary School Supervision

Home  Search BPSS  Logout
g

2 (PUBLIC, Public Applications)
SCHOOL TYPE INFORMATION m DOCUMENT INFO UPLOAD QUESTIONS SIGN PAYMENT

Owner Address

Enter Owner’s Address

Country (required)

UNITED STATES OF AMERICA =]

Street Address (required)
Street 2 (Optional)
City (required) State (required)

----Select---- E‘

Zip (required)

BPSS ContactUs  New York State Education Department

Click Next
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Bureau of Proprietary School Supervision

4 Home SearchBPSS  Logout

5 | (PUBLIC, Public Applications)
SCHOOL TYPE INFORMATION DOCUMENT INFO UPLOAD QUESTIONS SIGN PAYMENT
Show 1e [=] entries Search:
Major Stakeholders
Name A Title Ownership Action
No data available in table ‘
Showing 0 to 0 of 0 entries Previous Next

Title (required)

----Select----

First Name (required)

Last Name (required)

Maiden Name

SSN

OO~ XX~ XXXX

Contact Information

Email Address (required)

email@mail.com
Country (required)

UNITED STATES OF AMERICA
Street Address (required)
Street 2 (Optional)

City (required)

Zip (required)

Stakeholder Information

Enter stakeholder's information and click the "Add" button below. Once completed, click the next button to continue your application.

(=]

Personal Information

State (required)

Enter each Stakeholder’s information

Click ADD

Percent Ownership

]
Prefix

----Select---- [:]
Suffix

----Select---- E

Gender (required)
----Select----

Date of Birth (required)

mm/dd/yyyy

Phone Number (required)

2K~ XXX~ XXXX

Repeat until all Stakeholders information has been entered.

**QOnly the top 8 Stakeholder’s need to be provided.

----Select----

Click Add

Add Clear

BPSS  Contact Us

Back Next

New York State Education Depariment
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Bureau of Proprietary School Supervision Stakeholder Information will be
S displayed upon each addition

2 PUBLIC, Public Applications)

SCHOOL TYPE INFORMATION OWNERSHIP DOCUMENT INFO UPLOAD QUESTIONS SIGN

PAYMENT

Show 1e [¥] eniries Search:

Major Stakeholders

Name A Title Ownership
M Jones Chief Financial Officer (CFO) 49
Sam Jones Chief Executive Officer (CEQ) 51

gﬁowmg 1Tto2or2

Stakeholder Information

Enter stakeholder's information and click the "Add" button below. Once completed, click the next button to continue your application.

Title (required) Percent Ownership
----Select---- =] ]

Personal Information
First Name (required) Prefix

----select---- E
Last Name (required) Suffix

----Select---- El
Maiden Name Gender (required)

----Select---- E
SSN Date of Birth (required)
XXX~ XX~ XXXX mm/dd/yyyy

Contact Information

Email Address (required) Phone Number (required)

email @mail.com XXX~ XXX~ XXXX
Country (required)

UNITED STATES OF AMERICA =

Street Address (required)

Street 2 (Optional)

City (required) State (required)
T After all Stakeholder information has been provided
Zip (required) CIICk Né’Xf

Add Clear

Back

BPS5 ConiactUs  New York State Education Department
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Icon Key

4 edit information, make changes & click Save

- download file to your computer

Bureau of Proprietary School Supervision
ik Home Logout
kX [PUBLIC, Public Appications} t,, Contact BPSS Support

SCHOOL TYPE INFORMATION OUUNERSHIP

Ownership Document Information For additional applications & document:
required, click fere or see below for link

While this application can be submitie d without attaching the ownership documents, all requirements must be satisfied prior fo licensure of the school.

Required Documents

Required documents may vary

A to the

The amendments to the ncorporation and the filng receiptis) issued by the New York State Department of State are required to document that the corporation may egitmatety operate in Mew York State. If you
have any guestions regarding the filing of the certificate of ncorparation, you may contact the Depariment of State at (518) 473-2482.

Gertificate of Assumed Name

If the school & applying to operate under a name other than the corporate name they must submit a certificate of assumed name and filng recept from the New York State Depariment of State as well as a ketter of
consent from the Education Departments Cffice of Counsel. f vou have questions on these requirements, vou may contact the Department of State at (518) 473-24%2, and the Cffice of Counsel at (518) 474-B266.

Certificate of Incorporation

Please realize that in order for a corporation 1o operate as an educational nstitution in New York State, the certificate of incorparation must specify education in its purpose clause. You are required to submit the
complete certificate of ncorporation and all amendments, including the filng receiptis) for the certficate associzted with both the ncorporation and amendments, as esued by the Mew York State Department of
State. The filing receipt & required to document that the corporation may legitm ately operate in Mew York State. If you have any questions regarding the filing of the certificate of ncorporation, vou may contact the
Depariment of State at (518) 473-2482.

Comnissioner's Consent

Consent from the Education Departments Office of Counsel to verify that the corporation may operate for educational purpases. If you have any questions on obtaning the ketter of consent, additional infarmation
may be found http:/wew . counselnysed. goviconsents himl or you may contact the Cffice of Counsel at (518) 474-8256.

Filing Receipts

The filing receiptis) for the certificate of ncorporation and all amendments as issued by the New York State Depariment of State. The filing receipt is required to document that the corporation may legitmatety
operate n New York State. If you have any guestions regarding the filing of the certificate of ncorporation, you may contact the Department of State at (518) 473-2482

Secretary's Certificate
This form can be located at www.acces nysed.govbpss/documents SecretaryeCertificate pdf. It must be submitted with each initial certificate application for a corporation. The secretary of the corporation must

enter the name of the corporation exactly as it appears on the corporation papers. The secretary then must list the name of each shareholder and the number of shares of stock held by each. The secretary then
lists the name of each officer of the corporation. Finally, the secretary signs to certify that the nformation & accurate and affices the official corporate seal to the document.

Stock Cerificate/Stock Ledger
If the proposed school i owned by a corporation, piease subm it either a copy of the stock ledger or photocopies of all stock certificates issued up o and noluding the next blank certificate.

Back
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‘Bureau f Proprietary School Supervision
#hHome  SewchBPSS  Logout

1 {PUBLIC, Pubiic Appiicasons) %, Coniac1BRSS Support

ECHOOL TYPE IRFORMATION DWNER BHIR DOCUMENT IFD “ QUEITONE BN

Ownership Document Upload - Disclaimer

Corporations are required to submit an original Secretarys Certificate to the Bureau by appropriate means (ie., USPS, FedEx or other)
Other than the above document, required by the corporations only, BPSS has mplemented a paperiess system and you wil need to upload all other documents associated with this file.

If you are unable to upinad these documents, you will need to mail them 1o the Bureau with a cover letter which states the name of the school under which you are filng. Please note that by mailng, it may delay the processing of the application whike the
records are consolidated. Please send all documents fo -

New York State Educstion Department

Bureau of Proprietary School Supervision

83 Washington Avenue, EBA 560

Albany, New York 12234

You may browse your compuler 1o locate the file. Common document file types are preferred, such as doc and pdf. Maxmum file size i 100ME. Files larger than 100 MB must be spiit into more than one upload, or saved at a lbwer resolution on your
computer before uploading. You may upibad as many files as necessary.

Current supported file types : pdf, txt, doc, docx, jpg, png, tiff

File Name File Type File Extension

There are currentiy no upissded documents for this schooi

Click Choose File

Click drop down arrow .
Upload Document S i Locate file on computer Click Upload

Fie Type

---Select---

ng file to upload.

BRSS  Conictls  Mew YorkSiae Eriraion Depaiment

Click NMext to proceed

Prior to upload, if wrong file is chosen -

Upload Document click Clear or Choose File

File Type Chaoose File

Business Certificate v | Choose File Business Certificate docx
Please select a pdf, txt, doc, doc, jpg, or png file to upload.

Upload

Page 13



Bureau of Proprietary School Supervision

o tome  SeatnBPSS  Logout

Iy PLBLIG, Pubii Appicatins] 4, Contact BPSS Support

This message will be displayed for each file
that is successfully uploaded.

scrigoL TvPE mroRMATION aumersie cocuUMENT Fo. auesTions s6u PavmENT

o You have successfully uploaded a file.

Ownership Document Upload - Disclaimer

Corporations are required to submit an original Secretary’s Certificate 1o the Bureau by appropriate means (ie., USPS, FedEx or other)
Other than the above document, required by the corporations only, BPSS has implemented a paperless system and you will need to upload all other documents associated with this file.

Fyou are unable to upload these documents, you will need to mail them to the Bureau with a cover letter which states the name of the school under which you are filing. Please note that by mailing, it may delay the processing
of the application while the records are consolidated. Please send all documents to

Mew York State Education Department
Bureau of Proprietary School Supervision
89 Washington Avenue, EBA 560
Albany, New York 12234

You may browse your com puter to locate the file. Common document file types are preferred, such as .doc and pdf. Maximum file size is 100 MB_Files larger than 100 MB must be splitinto more than one upload, orsaved ata
lower resolution an your com puter before uploading. You may upload as many files as necessary.

Current supported file types : pdf, txt, doc, docx, jpg, png, tiff

File Name File Type File Extension Action
Amendments to the Incorporation Amendments to the Incerporation DoCX oo
Certificate of Assumed Name Certificate of Assumed Name Docx u n
Certificate of ncorporation Certificate of ncorporation DOCX an
Commissioner Consent Commissioner's Consent Docx oo
Fiing Receipts. Filng Receipts pocx oo
Secretary Cerlificate Secretary's Cerfificate DoCX oo
Stock Certificats Ledger Stock Certificate/Stock Ledger DOCX aon
Upload Document
File Type Chaose Fie
zelect-—- v Mo file chosen
3 pef, tt, doc, doc, jpe, or prg file o upload
Upload Clear

e —

Click NMext to proceed
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Bureau of Proprietary School Supervision

#Home SearchBPSS Logout
2 - (PUBLIC, Public Applizations) R, Contact BPSS Support

SCHOOL TYPE INFORMATION OVUNERSHIP m UPLOAD QUESTIONS SIGN

School Required Information-Disclaimer

In addition to the school application, you will be required to apply for a director, teacher, agent and curriculum for your school that will meet BPSS approval.
Based on the type of school you have selected, please find a list of required documents below.
You will be able to upload the documents listed below on the next page. If you are unable to upload these documents in a digital format, a mailing address is provided on the next page.

While this application can be submitted without attaching the required documents, all requirements must be satisfied prior to licensure of the school.

Required Documents Click on name of document
Administration The form will open in another window, save to
our computer or print.

Agent Training and Supervision Manual

You can add the school information to the sample template format and submit.
Attendance Record

Separate attendance register sections must be used for each class/section. Different subject andiar different levels of the same subject cannot be taught in the same classroom at the same time without prior
written approval from the Bureau of Proprietary School Supervision.

Candidate school student disclosure

As a candidaie school, the school facilities, teachers, and programs have not been approved by Bureau of Proprietary School Supervision, and are not under the Bureaus jurisdiction during the candidacy
period. The school, upon being granted candidate status, is required to provide a disclosure 1o all students. That required disclosure, only needS the school information added.

Catalog

The catalog is a published document that describes all aspects of the institution including the courses offered, rules and requlations of the institution, graduation requirements, efc. Each prospective and
enmlled student must receive a copy of the catalog, and it must be published in the principle language used in the sales presentation to the student.

The counseling plan is & detailed description of the programs, remediation, and institutional support available for students at the institution, particularly those who have not completed a high school education
or its equivalent. NOTE: The counseling plan is not required if the institution limits enoliment to students with a high school diploma or equivalent.

Documentation of a LPCS teacher
The school must have and identify a approved BPSS teacher prior o licensure. If the teacher already holds a BPSS teacher permit/license, upload a copy here and any applicable documentation required for
the course(s) or curriculums) to be taught (cument RN licenses, certification, ext.). If the teacher does not yet hold a BPSS permit/license, have the applicant apply, then print the receipt of payment and
upload the receipt here with the applicant's information.
Leave of Absence Forms

Prototypes may use as a sample. / Llnk tO Teacher Llcense Of a Prlvate Career SChOO|

Master Teacher/Class Schedule Form

Each school should always have a schedule of which teachers are scheduled for the week, as well as each room being utilized. This schedule helps to add organization fo the school structure. Please
complete as appropriate for your school and submit.

Miscellaneous

Supporting documentation as needed.

Program Completion Certificate or Diploma

A Gertificate of Gompletion is o be awarded to each student completing a course or curriculum. It is fo reflect the name and address of the institution, the student?s name, the course/cumriculum, number of
hours, and the date of completion. The Certificate must be signed by the licensed Director and a school seal is required. The official school seal will ensure that the certificate cannot be duplicated without
consent. Gopies of the certificate of com pletion are to be kept in the student?s academic file. The certificate of completion is critical in assisting students upon schoal closure.

Receipts From Students

The receipt farm for students is a receipt given 1o students to acknowledge payment of any fees to the institution.

Refund Calculation Form

The refund calculation form is a calculation sheet usd Fwal or termination, prior ta the com pletion of the program

Retund Poliey Guidelinee Link to Refund Policy Guidelines

These guidelines are designed to facilitate an understanding of the [T
Regenis approved final regulations defining an instructional week, quarier, and term.

Student Disclosure Pamphlet (Student Rights)

All prospective and enrolled students in a non-cegree granting proprietary school are required fo receive this pamphlet. This pamphlet provides an overview of studenis? rights with regard fo filing a complaint
against a school and accessing the tuition reimbursement fund if they are a victim of certain violations by the schoal.

passed in July 1990. On November 15, 1990 the Board of

Student Transcript

A transcript is the final document listing the courses, grades, and final average as well as other permanent student record requirements set forth in Section 126.11(b) of Commissioners Regulations. Important
information for future em ployment or continuing education is contained on the transcript. A final transcript is expected to be maintained in the student?s academic file and is critical for student assistance
when a school closes.

Teacher Evaluation Form

An evaluation of each instructor is o be done on a regular basis, both announced and unannounced, but no less than once a year. It is an opportunity for the director o become acquainted with the teacher?s
instructional style and abilities. It may result in suggestions for improvement, as well as commendations for specific strengths_ It is also an opportunity for the instructar to provide feedback an the evaluation
and to develop dialog between the director and the instructar. An awareness of the quality of instruction in your institution may assist in preventing problems in the classmom.

Financials

12-month projecled operating stalement (using appropriate income formula)

A projected operating statement including projected profit and loss for the school for a 12-month period using the following formula: Number of anticipated students X average tuition per student = anticipated
gross tuition income. Next subtract all anticipated expenses and student refunds (show all calculations) to show anticipated net income/net loss.

Balance Sheet

Signed and atiested to within 30 days of application, NOT A PROJEGTION. A balance sheet is a financial statement that shows the business worth, including assets, liabilities and net worth (owner's equity).
Listing of all owners' bank accounts

A statement indicating the location and type of all bank accounts held by the corporate owner ar partners in their official capacity.

Miscellaneous

Supporting financial documentation as needed.

Page 15



Provide documentation of financial viability

To obtain candidate schaol status, the school must demonstrate financial viability through means deemed appropriate by the commissioner. Such means may include submitting an audited financial statement
based on the most recently com pleted fiscal year; securing and maintaining a periormance bond, payable fo the commissioner, in an amount appropriate to eliminate any liability to the tuition reim bursement
account in the event the school ceases operation; limiting the collection of tuition funds until each student completes the program of study; or other means acceptable to the commissianer.

Quarters

Certificale of Occupancy

A Certificate of Occupanoy is issued by local municipalities to verify that local building codes have been met and the building is suitable for oocupancy. It further states the purpose for which the quarters are
to be used (i.e., commercial, residential, factory, school, efc ). The premises in which instruction will be offered must be approved for use as a schoal by the munigipality in which the school will be conducting
business. Once the premises are approved, a Cerlificate of Occupancy will be issued listing the school quarters as approved for instructional purposes. Only that area used for the school neecs io be
approved far instructional purposes . Therefore, Certificates of Occupancy for multi-floor buildings aften will list only the floar that the schoal occupies as approved for instructional purposes. This is
acceptable.

Department of Health Approval (if applicable)

Schools outside New York Gity shauld chesk with their local Department of Health whether they are required to have an inspection and be prepared fo provide a letter of approval with the quarters application.
The premises in which instruction will be offered must be approved for occupancy by the health authority of the municipality in which the schoal will operate. The address listed on the approval must be the
same address as the one listed on the quarters application.

Fire Inspection (It in NYC, fire inspection will be requested by the Bureau)

The premises in which instruction will be offered must be approved for occupancy by the fire autharity of the municipality in which the school will operate. If the school is or will be located in one of the
bomoughs of New York Gity, the Bureau of Proprietary School Supervision will arrange for the fire inspection once the quariers application for Approval, the floor plans. and the Gertificate of Occupancy are
received. The address listed on the approval must be the same address as the one listed on the quarters application. Schools outside New York Gity must arrange with their local municipality for the
inspection and forward the letter of approval with the quarters application.

FloorPlan

Floor plans must be drawn to scale and the scale must be indicated on the drawing. Each room must be assigned a number and the proposed use of the room must be indicated, for example, "classroom,"
"shop," "computer lab." etc. The floor plans must show: 1. Dimensions of each room or unit of space; 2. Entrances and exits, stairways. corridars, fire escapes, 3. Windows, 4. Student stations, fixed
equipment and machines, furniture including student desks and chairs, 5. Utilities - electrical outlets, sinks, efc.

Additionals

Required
Gertified Director
Certified Agent

Approved Gurriculum

BPSS  ContactUs  New York State Education Depariment

Click Next
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Bureau of Proprietary School Supervision

1 PLELIC, Pubic Appications ) X, Contact BPSS Support

SCHOOL TYPE WFORMATION oumERsHE DDCUMENT RO auesTions sen PaYMENT

Required School Documents

If you are unable to upload the required documents, you will needto mail them 1o the Bureau with a cover letter which states the name of the school under which you are filing. Please note that by mailing, it may delay the
processing of the application while the records are consolidated. Please send all documents o -

Mew York State Education Department

Bureau of Propristary School Supervision

88 Washington Avenue, EBA 560

Albany, New York 12234

You may browse your computer to locate the file. Commaon document file types are preferred, such as .doc and .pdf. Maximum file size is 100 ME. Files larger than 100 MBE must be splitinto more than one upload, or savedata
lower resolution on your computer before uploading. You may upload as many files as necessary.

Current supported file types : pdf, txt, doc, docx, jpg, png, tiff

Financials

Show | 18 ¥ |enfries Search:

School Finandal Documents

File Hame & File Extension Date Uploaded Document Type Action

No data available in table

Showing 0 1o 0 of D entries Previous Next

Administrative

Shaw | 12 v entries Search

School Administrative Documents

File Hame & File Extension Date Uploaded Document Type Action

No data available in table

Showing O to O of 0 entries Previous Next

Quarters

Show | 12 v enties Search

Srhanl Nuartare Nncy

Document Type

File Name &

Click drop down arrow
Srening Ste poroenies Select Document Category
and Document Type

Click Choose File

Upload Additional D t .
Ll Locate file on computer

Document Calagory requies

-——-select——

Document Type required; aratet

Choose File o file chosen

Click Upload

ContactUs  MNew York State Education Depariment

BPSS

Click NMext to proceed
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Bureau of Proprietary School Supervision

SearchBPSS  Logout

2 (PUBLIC, Public Applications) €, ContactBPSS Support

SCHOOL TYPE INFORMATION OWNERSHIP DOCUMENT INFO UPLOAD QUESTIONS PAYMENT

Answer each question by indicating ""YES" or "NO" Answer all questions.

Provide an explanation if your answer

You must respond to all questions and please provide an explanation if you answered "YES". IS “YeS" tO any questlon -

(a) Have you, or any corporation, partnership, association or organization, or person holding an ownership or control interest in this school, or any employee responsible
in a supervisory capacity for the administration of student funds or government funds, been convicted of a crime involving the operation of any educational or training
program, or, in connection with the operation of any such program, a crime involving the unlawful acquisition, use, payment or expenditure of educational or training
program funds?

Yes
No
Explanation

A maximum of 500 characters is allowed

(b) Have you, or any corporation, parinership, association or organization, or person holding an ownership or control interest in this school, or any employee responsible
in a supervisory capacity for the administration of student funds or government funds, been convicted in New York State of any of the following felonies defined in the
penal law: bribery involving public servants; commercial bribery; perjury in the second degree; rewarding official misconduct; larceny, in connection with the provision of
services or invalving the theft of governmental funds; offering a false instrument for filing; falsifying business records; tampering with public records; criminal usury;
scheming to defraud; or defrauding the government?

Yes
No

Explanation

A maximum of 500 characters is allowed

(c) Have you, or any corporation, partnership, association or organization, or person holding an ownership or control interest in this school, or any employee responsible
in a supervisory capacity for the administration of student funds or government funds, been convicted in any other jurisdiction of an offense which is substantially similar to
any of the felonies defined above in statement (b) and for which a sentence to a term of imprisonment in excess of one year was authorized and is authorized in this state
regardless of whether such sentence was imposed?

Yes
No
Explanation

A maximum of soo characters is allowed

(d) Have you, or any corporation, partnership, association or organization, or person holding an ownership or control interest in this school, or any employee responsible
in a supervisory capacity for the administration of student funds or government funds, been finally determined in any administrative or civil proceeding to have committed a
violation of any provision of the Education Law, or the Regulations of the Gommissioner of Education, or any similar statute, rule, regulation, order, or determination of
another jurisdiction pertaining to the licensure and operation of any educational or trai

Yes
No
Explanation

A maximum of 500 characters is allowed
(e) Have you owned or operated a school which has closed or ceased operation? If YES, answer(1) and (2) below.

Yes
No

(1)Were you subject to a pending disciplinary action, disallowance, fine or other penalty at the time of the closing?

Yes
No

Page 18



(1)Were you subject to a pending disciplinary action, disallowance, fine or other penalty at the time of the closing?

Yes
No

(2)Did the school owe refunds to any government agency or students at the time of closing?
Yes

No
Explanation

A maximum of 500 characters is allowed

L J

BPSS ContactUs New YorkState Education Department

Bureau of Proprietary School Supervision

MM Home SeachBPSS Logout

2 (PUBLIC, Public Applications) R, Contact BPSS Support
SCHOOL TYPE INFORMATION OWHERSHIP DOCUMENT INFO UPLOAD QUESTIONS M
Important

Your Application is not filed until payment is received.

To continue to pay for your application, select the button below.

For those who are not ready to file now, your application has been saved and you may return to thgd BPSS Homelpage.

ready to make Payment?
Click BPSS Home

ContactUs

BPSS New York State Education Departme

Ready to make Payment?
Click NMext

Bureau of Proprietary School Supervision

ok Home  Search BPSS  Logout

X o [PUBLIG, Pubiic Appiications) %, Contact BPSS Support NOTE: If paylng by CheCk or
money order, only a Cashier’s
check or US Postal mone

BPSS excepts payments by Credit card, check or money order. Order W|” be accepted

For those choosing to pay by check or money order, please be aware that your application is not complete until payment is recei

Payment Type

Paying by check or money order can celay the processing of your application by two to three weeks.

Flease selecta payment type.

Dpa_vnycrmm Select payment type

Pay by Checls / Maney Order

Show| 18 v entries Search:
Application Type & Description Fee
Candidate School Application Jones School £10,000.00
Showing 110 10f1 Previous Next

BPSS Contact s Mew York State Education Department

Click NVext
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‘Bureau of Proprietary School Supervision

#kHome SearchBPSS

Credit Card Payment

Logout

2 (PUBLIC, Public Applications) R, Contact BASS Support

Important - Please Note

Your application is not filed until payment is received.
To make payment and file your application now, select the gl bution below.
Faor those who are not ready to file now, the pariicle application has been saved for your connivance, you may return at any time o complete the application.

If you are having trouble make sure JavaScript is enabled. Find help here

Show[10 v |entries Search:
Application Type & Description Fee
Candidate School Application J Jones School £10,000.00
Showing 110 10f 1 Previous et

Payment Information Enter Credit Card
FirstNare Information LasiName

Credit Card Number required) Security Code required)

Expiration {mmyy) irequirea

Total amount to be paid: $10,000.00

Process My Payment

BPSS ContactUs  Mew York Staie Education Depariment

Click Process My Payment
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Bureau of Proprietary School Supervision
4 Homs _ SearhBPSS _ Logout Cashier’s check/Money order Payment

2 - (PUBLIC, Public Applications) . Contact BPSS Support

Instructions

If you choose to mail your payment, you will need access to a printer so that you can print out the mail-in payment coupon.

Your application will net be completed or evaluated until we receive your payment.

Please mail the printed form with youcashier's check or U.S. Postal money orderfo the following address:

The State Education Department

Bureau of Fiscal Management NOTE: Cashier’s check or US
PO Box 7346

Albany, NY 12224 Postal money order only

Please note

* Your application number and name should be included on the cashier's check or U S. Postal money order.
« Payment must be in United States funds from a United States bank.

Applications

Application # Application Type Description Application Date Amount Due
10676 CANSCH Jones School 07/30/2014 $10,000 00

Click Print m

A new window will open

Back

BPSS ContactUs New York State Education Department

Print the payment coupon
This needs to be included with your payment

losed in an envelope with your payment.

: Mail payments to:

EThe State Education Department
tBureau of Fiscal Management
iP.0. Box 7346

EA]bany, NY 12224 OFFICE USE ONLY
EApp]icatinn Number: 10676 Application Type: CANSCH
iClient ID: 13543541406746308294 Application Date: 07/30/2014
EAmnunt Due: § 10,000.00 Amount Enclosed: §
iDescription: Jones School

: DO NOT SEND CASH

Close the window

Enter amount enclosed
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Bureau of Proprietary School Supervision

M Home SeachBPSS Logout

i 3 (PUBLIC, Public Applications) %, ContactEPSS Support

Instructions

If you choose to mail your payment, you will need access to a printer so that you can print out the mail-in payment coupon.
Your application will not be completed or evaluated until we receive your payment.

Please mail the printed form with your cashier’s check or U.S. Postal money order to the following address:

The State Education Department

Bureau of Fiscal Management Mail payment & payment coupon
P.O. Box 7346

Albany, NY 12224 to this address

Please note

= Your application number and name should be included on the cashiers check or U.S. Postal money order.
* Payment must be in United States funds from a United States bank.

Applications
Application # Application Type Description Application Date Amount Due
10676 CANSCH Jones School 07/30/2014 $10,000.00

Back Click Done

BPSS ContactUs  New York State Education Depariment

Bureau of Proprietary School Supervision
#Home SeachBPSS  Logout

F |

BPSS Home

* (PUBLIC, Public Applications’ \, Caontact BPSS Support

Click Logout

Applications Or

+ Apoly for Agent Certificate Close page
« Apply for Director PermitiLicense
+ Apply for School License

« Apply for Teacher Permit/License

Profile

+ Update Personal Information

ContactUs  New York State Education Department
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