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Hello and welcome. My name is Rachel Herman. I am the Accreditation Process and
Technology Manager. This webinar will be recorded and posted on the CEA Resources
page.
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PURPOSE OF WEBINAR
• Explain the components, documents, and procedures
• Provide an overview of the 2021 CEA Annual Report Portal
• www.cea-accredit.org/Resources
•
•
•
•

How to create a profile (PDF)
2021 CEA Annual Report Instructions (PDF)
2021 CEA Sustaining Fees Instructions (PDF) + optional worksheet
2021 CEA Financial Reporting Instructions (PDF)
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The purpose of today’s webinar is to explain the components, documents, and procedures of the 2021 Annual Report
package. I’ll also introduce the new online portal.
I want to start by broadly describing the Annual Report overview. Typically, sites receive the Annual Report materials
from CEA in the fall in November. The information sites need to complete the annual report (e.g. last year’s enrollment
figures, last year’s financial information and other info) were typically not available prior to the end of the calendar year
(December 31). In a normal year, the instructions and forms generally came before you were able to complete them, in
order to give you plenty of time to become familiar with them. Once the forms and instructions are read and the
supporting documentation is gathered, then the appropriate person(s) completes the annual report package. Typically
(and depending on the complexity of the site), it takes 2-3 hours to complete the package—including gathering the
documentation, reading the instructions, completing all the analysis required.
As you are all well aware, 2020 was not a normal year, and together with everything else that happened this year, CEA
finalized the development of the Annual Report Portal and in 2021, is transitioning to using a one-stop shop for the
annual report submission. As a result of this transition, materials were not ready to be distributed until now. However,
we do not think it will impact your ability to complete the annual report package on time.
Today’s webinar is about the Annual Report process and portal and focuses on some process improvements. If this is your
first time filing an annual report with CEA, I want you to know that staff is always able to answer questions that arise
throughout the process.
When you see the portal, you’ll see that it is simple, even sparse. That’s on purpose. The portal is designed to be as
visually simple as possible. What I mean by that is that most of the instructions are in the PDF instructional documents,
not on screen in the portal. We recommend you make sure to have the instructions handy while you submit your
responses to the annual report package. And we’ll make a couple of other recommendations later in the webinar.
In order to answer any remaining questions, we have scheduled a live Q&A session on February 9, 2021 about the Annual
Report package. This webinar and all the instruction sheets for each part of the report are posted on the CEA Resources
page. And you can always contact us at AnnualReport@cea-accredit.org.

ANNUAL REPORT BASICS
• CEA Policies and Procedures, Section 8.5.1
• Three components
• Annual review
• Financial reporting
• Sustaining Fees

• Due date February 15, 2021
• Exemptions
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The details of the annual report are in the CEA Policies and Procedures, Section 8.5.1,
which is available on the CEA website. You’ll see in that section that there are three
components to the annual report, which I will elaborate on in a few moments. The due
date for the submission is February 15th each year per CEA Policies and Procedures.
Every year, each site is required to submit an annual report.
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The annual report has three components.
The annual review component has six subsections.
In addition to a Contact Information page and an Attestation page,
the eligibility subsection confirms that the site continues to meet the eligibility
requirements.
In the enrollment and faculty data subsection, you are required to report on enrollment
and make a comparison to the previous year’s numbers with some analysis. And you to
need to report on faculty numbers and make a comparison to the previous year’s numbers
with some analysis. These items pertain to CEA’s status as a recognized accreditor with US
Department of Education.
The student achievement subsection is where you report student pass/fail and/or
progression data, with an analysis of that data.
And in the regulatory compliance subsection, you are asked to verify continued eligibility
and report any changes or updates to any local, state, federal, governmental, or national
approval or licensing.
The attestation is the electronic equivalent of a submission signature.
In the financial reporting section, you upload annual financial reports, including a Summary
Report, a Balance Sheet, and a Profit and Loss/ Revenues and Expenditures Statement.
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You’ll also need to provide annual revenue and expenses figures and indicate the Fiscal Year
End date.
In the sustaining fees section, you provide a calculation of student weeks based on calendar
year enrollment numbers. From January 1, 2020 through December 31, 2020 regardless of
your academic calendar. Note that you’ll need to complete the sustaining fees section first
because some of those student week numbers are automatically populated in the Annual
Review section. So, please be sure to arrange the submission schedule for your program or
institution if you have different individuals completing different sections.
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ANNUAL REPORT BASICS
• CEA Policies and Procedures,
Section
8.5.1
• Annual
Review
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• Sustaining Fees
• Student achievement data
• Regulatory compliance
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The annual report has three components.
The annual review component has six subsections.
In addition to a Contact Information page and an Attestation page,
the eligibility subsection confirms that the site continues to meet the eligibility
requirements.
In the enrollment and faculty data subsection, you are required to report on enrollment
and make a comparison to the previous year’s numbers with some analysis. And you to
need to report on faculty numbers and make a comparison to the previous year’s numbers
with some analysis. These items pertain to CEA’s status as a recognized accreditor with US
Department of Education.
The student achievement subsection is where you report student pass/fail and/or
progression data, with an analysis of that data.
And in the regulatory compliance subsection, you are asked to verify continued eligibility
and report any changes or updates to any local, state, federal, governmental, or national
approval or licensing.
The attestation is the electronic equivalent of a submission signature.
In the financial reporting section, you upload annual financial reports, including a Summary
Report, a Balance Sheet, and a Profit and Loss/ Revenues and Expenditures Statement.
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You’ll also need to provide annual revenue and expenses figures and indicate the Fiscal Year
End date.
In the sustaining fees section, you provide a calculation of student weeks based on calendar
year enrollment numbers. From January 1, 2020 through December 31, 2020 regardless of
your academic calendar. Note that you’ll need to complete the sustaining fees section first
because some of those student week numbers are automatically populated in the Annual
Review section. So, please be sure to arrange the submission schedule for your program or
institution if you have different individuals completing different sections.
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The due date for the annual report is February 15 each year.

6

ANNUAL REPORT BASICS
• CEA Policies and Procedures, Section 8.5.1
• Three components
• Annual review
• Financial reporting
• Sustaining Fees

• Due date February 15, 2021
• Exemptions
• All sites must complete the Contact

Information, Sustaining Fees and pay
the Sustaining Fees invoice.
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When we talk about exemptions (you can see the details in the P&P), we mean that site
does not file the annual review section and is not required to complete the financial
reporting section because another CEA review has recently taken place or will soon take
place. Each accredited site has to complete the Contact Information and the Sustaining
Fees each year of accredited status, including sites on hiatus.
If you are exempt, you won’t be able to access the sections of the portal that you don’t
need to complete responses for. If you have questions about whether your site is exempt or
not, please contact AnnualReport@...
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CEA ANNUAL REPORT PORTAL
• Replaces two online forms and Word document
• Easy-to-use
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For those of you who have been with CEA for a long time, you know that we have come a
long way in modifying the submission process of the annual report. I want to assure you
that the content of the report is unchanged, and we think there are several advantages to
the new “one stop shop” portal, including that it is easy to use. This first year, it may take a
bit more time to create a profile and become familiar with the portal, but after this first
year, your site’s record and information will be in a place that you can access year after
year.
Next, I’ll talk about the recommended process for submitting your Annual Report.
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RECOMMENDED PROCESS

Create primary
contact profile

Confirm or correct
contact
information

Review printed
instructions

Complete
Sustaining Fees
section

Complete Annual
Review and
Financial
Reporting sections

Submit all sections
by February 15,
2021

Commission on English Language Program Accreditation

© 2021

Gather required
documentation

for training purposes only

The portal allows you or multiple individuals to work on multiple sections at once, but you
must fill out the student weeks section before you start the Annual Review section.
Once a section is completed, anyone with access to the site record can view all completed
sections – once a section is submitted, only CEA staff can see the responses. If you submit a
section before it’s finalized or realize you need to make a change, contact staff at
AnnualReport@
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CREATE PRIMARY CONTACT PROFILE
1. www.cea.mobolic.net
2. How to create a profile (PDF)
3. Approximately two minutes
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To complete the annual report, the primary contact should create a profile on the portal.
When staff see the primary contact profile is created, they will link it to the site record. At
this time, this is a manual process and can take a little time. Note that CEA will not send
you login or profile instructions, but you have to initiate the steps to create a profile by
visiting the portal link, which appears in the instructions and is also linked to the Resources
page on the CEA website.
If you create a profile and try to explore the portal before you are connected to your site
record, then you will see an error message. After staff connect your profile to your site
record, you will receive a confirmation email, so you’ll know when it is connected.
It’s common for sites to have different people complete the components of the annual
review. To add additional people, each individual should create his/her own profile on the
portal. To have those additional profiles connected to the site record, the primary contact
must email AnnualReport@cea-accredit.org. Then CEA staff will connect the additional
profile(s) to the site record. The additional people will receive a confirmation that they are
connected.
The instructional document is on the CEA Resources page.
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CHECK CONTACT INFORMATION
1. www.cea.mobolic.net
2. Approximately two minutes
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All accredited sites should check the Contact Information section for the site. There are
three pages in this section.
On the first page (click), if the displayed information is correct, you will click a checkbox. If
applicable, you are asked to provide the physical addresses of auxiliary sites. (Click)
However, if any information is incorrect, you are asked to indicate that with a checkbox list.
On the second page, (click) you are asked to provide the names of the CEA-accredited
educational programs or offerings at your site. For each program, you’ll type in the name,
the number of levels of that educational program, and the type of program.
On the third page, (click) you provide contact information for three people (primary
contact, program director, and person completing the form) and a general inquiry email
address. For this year, you’ll have to repeat the information if it is same person for more
than category.
Note that once you click Submit, that section is locked for editing. Until you hit submit, you
can edit and have others review completed section. Once a section is locked, you’ll need to
contact staff to unlock it at the Annual Report Email address.
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REVIEW INSTRUCTIONS FROM CEA
1. cea-accredit.org/Resources
2. Download three PDFs
• Sustaining Fees
• Financial Reporting
• Annual Review

3. Approximately 30 minutes to review
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The next recommended step is to review the instructions from CEA.
You’ll notice that there are multiple documents on the CEA Resources page. (click) There is
the how to create a profile, the 3 parts of the annual report, and an optional sustaining fees
excel spreadsheet with embedded formulas to help you calculate student weeks.
You may be asking yourselves why the instructions are in three separate documents. Based
on feedback from accredited programs and institutions, we have found that oftentimes a
different person is asked to submit the student weeks for sustaining fees, and sometimes
another individual submits the financial reporting form. We wanted to make it convenient
to share the instructions about a section with a different person, so they are in separate
documents. As noted in the contact information section, with the approval of the primary
contact in CEA’s records, additional users can be added and have independent logins to the
portal.
You’ll see in the instructional pdfs that documentation required is explained. Let’s talk
about that next.
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GATHER REQUIRED DOCUMENTATION
1. 2020 Enrollment data (calendar year)
2. Financial reporting documents (~4 files)
•
•
•
•

Balance sheet
Profit/loss statement
Budget (previous fiscal year)
Budget (next fiscal year)

3. Annual review documents (~varies)
• Pass/fail data
• Regulatory compliance documents
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The time it takes to gathering the required documentation depends on the complexity of
your site. It is common for sites to have the CEA primary contact and other people at the
site submit or contribute to different components of the annual report.
For the sustaining fees section, you’ll need 2020 enrollment data. Your 2021 Sustaining
Fees will be based on a calculation using your enrollment numbers for the previous year. A
good comparison is annual income taxes. What you pay in 2021 is based on what you
earned in 2020. There is no exemption from completing the Sustaining fees section.
For the financial reporting section, the person submitting that section will need to gather
these documents and know the fiscal year end date along with figures for revenue and
expenses for last year and projected revenue and expenses for next year.
For the annual review section, you’ll need pass/fail and/or progression data plus regulatory
compliance documents, if applicable.
Let’s look at the sustaining fees section of the portal next.
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COMPLETE SUSTAINING FEES SECTION
• Read the Sustaining Fees Instructions
• Optional Sustaining Fees Worksheet
• www.cea.mobolic.net
• Approximately 15-30 minutes
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Before you go to the portal, you’ll have read the instructions. (click) You are welcome to
use the student week calculation worksheet but are not required to submit it. When you
get to the site (click), you are asked to indicate who is submitting this information. After
you fill this in and click next, you’ll see a prompt to list the CEA IDs of any affiliated sites if
this is a multisite organization. If that is not applicable, you can click next. Then you’ll see
the full-time student weeks page, then the part-time student weeks page. Like the Contact
Information section (and the following sections), you’ll see a confirm and submit page.
At the bottom of the page, you will check the box confirming that the numbers above
account for all students enrolled at this site, including students enrolled in auxiliary
locations and online courses, if applicable. If all of the information is correct, you’ll click
submit.
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COMPLETE SUSTAINING FEES SECTION
• Read the Sustaining Fees Instructions
• Optional Sustaining Fees Worksheet
• www.cea.mobolic.net
• Approximately 15-30 minutes
• After you submit the Sustaining Fees section, an invoice will
be generated and sent via email.
• The invoice will have payment instructions on it.
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Note: The payment can follow after an invoice is issued. The invoice will have printed
payment instructions on it. If you submit your student weeks on February 15, you will
receive an invoice with payment terms and will not incur a late fee if your submission was
complete on February 15. After you receive an invoice, if you need to arrange alternate
terms for payment, please let us know.
Each site needs to submit student weeks separately for each accredited location, and the
student weeks numbers must include all 2020 enrollment in all programs, including online
courses, foreign language programs, youth programs and teacher training certificate
programs. Auxiliary enrollment should be included, as well, for sites that operate auxiliary
locations.
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SUBMIT FINANCIAL REPORTING
• Read the Financial Reporting Instructions
• Prepare any required responses (time varies)
• www.cea.mobolic.net
• Time to input approximately 10-15 minutes
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In the Financial Reporting section, you’ll indicate the person completing the section. You’ll
upload the required documents. After uploading the four documents, then the instructions
guide you to enter the date of the end of your fiscal year and what amounts to enter in
each field. When you click next, you’ll see the Confirm and Submit page.
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PREPARE STUDENT PROGRESSION DATA
• Read the Annual Report Portal Instructions
• Recommendation: prepare your answers digitally
• Detailed instructions for the Annual review component
appear on p. 8 of the Annual Report Portal Instructions PDF
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You’ll need student progression data. We also refer to this as student achievement data,
pass/fail, or progression data. Feedback from sites indicates that the annual review
component is the most challenging compared to the sustaining fees or financial reporting
components. That’s why preparing the student progression data before you submit it is an
explicit recommendation. There are multiple prompts and questions related to your site.
Some of the questions are simple and don’t require extra preparation. A few require
analysis. And sites must submit the progression data with the annual report, so preparing
that ahead of time is essential.
The Annual Report Portal Instructions document has a lot of information in it. And it
contains the annual review component details. You’ll remember that earlier I mentioned
that we split the three components into different instructional documents because it’s
common for different people to complete each section.
The annual review section has SIX subsections. Let’s talk about them next.
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ANNUAL REVIEW
• 6 subsections
1.
2.
3.
4.
5.
6.

Contact Information
Eligibility Attestation
Enrollment and Faculty Data
Student Achievement Data
Regulatory Compliance
Attestation
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Contact Information is also the 1st section on the portal. You only need to complete that
one time, so I will move on to the next topic.

18

ANNUAL REVIEW
• 6 subsections
1.
2.
3.
4.
5.
6.

Contact Information
Eligibility Attestation
Enrollment and Faculty Data
Student Achievement Data
Regulatory Compliance
Attestation

Commission on English Language Program Accreditation

© 2021

for training purposes only

The Eligibility subsection verifies that the program or institution continues to meet CEA
eligibility requirements.
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The Enrollment and Faculty data subsection verifies that the program or institution
continues to meet CEA eligibility requirements. (click) The data in this section are used to
monitor significant fluctuations in student and faculty numbers and to monitor continued
compliance with specific standards.
If there is a 20% increase/decrease in enrollment and/or faculty numbers, then a response
is required for the following questions. If a breakdown by program or main/auxiliary
location is needed to explain significant increases/decreases compared to the previous
year, include that information in your response.
CEA reviews this information on an annual basis and I want to take the time to tell you that
CEA understands the impact that COVID-19 has had on operations. You’ll have the
opportunity to provide narrative responses along with your submission to explain the
impact on your program or institution, and this will be taken into consideration during the
review.
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The Student Achievement subsection – this is where you’ll do two things: 1) describe your
primary IEP length and structure; and 2) provide student progression data and analysis.

Sites report that subsection 4, the Annual Review section related to Student Progression
Data, is the most time-consuming section to complete.
Subsection 4.1. (click) has questions labeled 1-5, which are about the program length and
structure.
Subsection 4.2. (click) has questions labeled 6-10, which are about the student progression
data. In the instructions, you’ll see each question and note, comment, or example answer.
Subsection 4.3. (click) has item 10, which is a file upload prompt for you to upload your
student progression data.
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The Regulatory Compliance subsection (click) verifies that the program or institution
continues to meet eligibility requirements. There are six items here.
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The Attestation subsection is a digital signature.
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QUESTIONS
• Will the portal save my responses?
• Can I print my annual report from the portal?
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SUBMIT BY FEBRUARY 15, 2020
Email any questions to
AnnualReport@cea-accredit.org.
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