Attachment #3  Initial License Checklist 

INITIAL LICENSE CHECKLIST

School Name: ________________________________________________________________________________________

		Business



[bookmark: Check1]|_|	Item A:   Business Plan
A business plan including:
	[bookmark: _GoBack] 1.  School description with photos	
	5.  Market and competitive analyses

	 2.  Management and operations 
	6.  Loan information/credit line (if applicable)

	 3.  Marketing and sales strategies 
	7.  Balance sheet

	 4.  Capital equipment and supply list
	8.  Breakeven analysis


	
|_|	Item B:  Out-of-state schools only: Copies of license or other documentation showing that the applicant school
is legally authorized to conduct business as a private vocational school in the state in which it is located.

|_|	Item C:  Joint Jurisdiction, attachment 12

|_|	Item D:  Online Application, attachment 4 & 5

		Programs



[bookmark: Check2]|_|	Item E:  Proposed Training Program(s)
A complete description of the proposed program(s) including:	
1. Program title and specific program objective
2. Program outline showing the sequence of courses required to achieve the program objective
3. Number of clock or credit hours of instruction and how this is figured
4. Method(s) of instruction, e.g., distance learning, classroom lecture, lab, computer assisted
5. Training/instructional aids and facilities, including a sketch of the floor plan
6. Type of completion document, e.g., certificate, diploma
7. Maximum number of students per class
8. Program charges including tuition, registration fee, books, supplies, lab fees, etc.
9. Primary occupations for students completing program
10. Student admission requirements

		Catalog



|_|	Item F:  Draft catalog or brochure and checklist, attachment 7*

|_|	Item G:  “Ability-to-benefit” test if school accepts students without a high school diploma or a GED.

		Enrollment  Agreement/Contract



|_|	Item H:  Draft enrollment agreement (contract) and checklist, attachment 8

		Financials



[bookmark: Check3]|_|	Item I:  Financial Statement
For new schools that have operated another business during the past year, a financial statement for that business.  The financial statement must cover the most recently completed fiscal year of operation.



[bookmark: Check4]|_|	Item J:  Scored Credit Report
A recent scored credit report from Equifax, Experian, Trans Union, or other credit rating firm recognized by the United States Department of Commerce. 

[bookmark: Check9]|_|	Item K; Item L and Item M – Credit References (total of 3), attachment 6
Three Financial Reference forms (one must be your bank).  (The Workforce Board will send these out for your references to complete.)
|_|	Item N:  License fee and Item O: Tuition Recovery Trust Fund fee payable to the Washington State Treasurer. (Separate checks preferable), attachment 11

		Student 



[bookmark: Check13]|_|	Item P:  Student Data Collection Form, attachment 9*

[bookmark: Check12]|_|	Item Q:  Student transcript, attachment 10*

*Sample provided
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