Program Description Formatting and Submission Instructions

Word Processing Instructions
1. A CD of this Outline (rich text format, PDF, and WORD) is available on request at no charge.  Questions directed to the AAALAC International office are encouraged to facilitate preparation and updating.  Specify version of word processing software when requesting CD. The most current versions are available in RTF and PDF formats on the AAALAC International Web site: http://www.aaalac.org/programdesc/index.cfm.

2.
Use headings and subheadings as highlighted and underlined.

3.
Information is to be provided on 8-1/2" x 11" or A4 size paper.  A font size of 11-12 points is preferred.

4.
The report should be single spaced using block paragraphs.

5.
A Table of Contents should accompany the Program Description.  Pages should be numbered by section (i.e., [Introduction] I‑1..., [Description] II‑1..., [Appendices] III‑1...).

Assembly/Mailing Instructions
1.
Please submit one hard copy of completed materials, unless they can be provided electronically with no more than four attachments, which may be submitted in Microsoft Word or Portable Document Format (pdf) to accredit@aaalac.org.  Please use your Unit file number in the e-mail subject line (not applicable to new applicants).  Should you submit the Program Description in an electronic format, we request that you do not embed attachments as links within the main document. If you submit a hard copy, we request that they be two-sided to reduce both volume and mailing costs.  The set of materials should be fastened with a binder clip or rubberband.  Please do not staple, bind, or otherwise assemble your materials.


Mail: 
AAALAC International



5283 Corporate Drive, Suite 203

Frederick, MD 21703-2879

2.
A cover letter should accompany the Program Description addressing specific remarks or requests pertinent to the site visit (e.g., specific dates that would be inconvenient, entry requirements, site visitor expertise, etc.).  Please include your AAALAC International file number, telephone number, and e-mail address (if one is available) in the cover letter.  (New applicants receive a file number upon approval of their application.)
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