
Annual Renewal & 5th Year Permit of Approval Applications

An Overview of the Renewal Applications
.



Objectives

• Overview of the PBVS Act of 2012 and Administrative Rule

• Review timeline for the Annual Renewal Application & 5th Year Permit of Approval Application

• Fee schedule

• Attributes of a quality application

• Steps to login to application system and locate Annual Renewal Application & 5th Year Permit of 
Approval Application

• Review the Annual Renewal Application process along with the 5th Year Permit of Approval 
Application process

• Summary of Annual Renewal Application and 5th Year Renewal Application differences

• Payment process

• Common mistakes within an application

• What institutions can expect during the review process once assigned to an analyst

• Q & A and contact info



Process Workflow

Changes 
Communicated 

to IBHE 
through 

Applications

New 
Program of 

Study 
Application 

(NPS)

Program 
Institution 
Change 

Application 
(PIC)

Change of 
Ownership 
Application 

(COO)

Change of 
Location 

Application 
(COL)

Classroom 
Extension 

Application 
(CLE)

School Closure Checklist (SCC) Application Approval  / Denial / Revocation

Renewal (Due April 25 or June 25)
Initial Approval 
Year/Annual 

Renewal 
Application (ARW)

Annual Renewal 
Application (ARW)

Annual Renewal 
Application (ARW)

Annual Renewal 
Application (ARW)

5th Year Permit of 
Approval 

Application (5th YR)

Initial Registration

Permit of Approval Application (POA) Initial New Program of Study Application(s) (NPS)



PBVS Act of 2012 and 

Administrative Rule



IBHE Expectations

• IBHE expects all institutions to familiarize themselves with the Act and Administrative 
Rule and remain compliant to that statute.

• IBHE reviews all applications by the standard of the PBVS Act of 2012 and application 
decisions are based on that Act.

• IBHE will be forthcoming with any statutory changes, fee changes, or legislative issues 
that affect PBVS institutions.

• IBHE staff will respond to inquiries as rapidly as possible.  Submit questions to: 
PBVS_Apps@IBHE.org

• IBHE has recently hired additional PBVS analysts, and this has improved response times.
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Renewal Due Dates

New Permit Approval Month Permit Expiration Date Renewal Due Date

March, April, May, June June 30 April 25

July, August August 30 April 25

September, October, November October 30 June 25

December, January, February December 30 June 25
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Annual Renewal & 5th Year Permit of Approval Application Fees and Late Fees

Institution Size

< 100 Students 100 - 399 Students 400 - 700 Students > 700 Students

Annual Renewal $500 $1000 $2000 $3000

Late Fee $250 $500 $750 $950

5th Year Permit 

of Approval

$1000 $2000 $4000 $5000

Late Fee $250 $500 $750 $950

• Late fees apply to any institution that submits their renewal application and fees within 30 days after the due date.

• Please be aware that Fees are set by Administrative Rule and the PBVS unit does not set the rates. 
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Quality of Application

Attributes of a Quality Application 

Effective Ineffective 

Complete—all documentation supplied Incomplete—placeholders instead of 
documents 

Accurate and truthful Vague, false, stolen content 

Appropriate use of resources Ignoring resources provided in the application 

Timely responses to Technical Questions  Disregarding deadlines, failure to respond 
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Login to Application System and Locate Annual Renewal 

& 5th Year Permit of Approval Applications

https://www.ibhe.org/pbvsapplications.html



Annual Renewal – ARW09434
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The Annual Renewal Application should contain the current Liability Insurance and Student 

Listing within the application.  This was omitted by the vendor and will be asked by the 

assigned analyst.



Annual Renewal  vs 5th Year Permit of Approval Application Questions

Annual Renewal Application:
5th Year Permit of Approval Application:
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Annual Renewal & 5th Year Permit of Approval 

• Resources Tab
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Annual Renewal

• Academic Programs and Curriculum
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Annual Renewal & 5th Year Permit of Approval

• Institutional Disclosures

• If the red exclamation mark does not turn green when entering disclosure information this indicates 
values must be added in each Disclosure Table.
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5th Year Permit of Approval

• Institutional Finances
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Institutional Finances 

• 5th Year Renewal and Annual Renewal examples of unacceptable financial 
statements

Examples of Unacceptable 

Financial Statements

Excel spreadsheet documents – internally 

prepared for 5th YR Application

Banks statements that are not from the most 

recent fiscal year

Narrative documents without financial records

No screen shot notifications of financial records

Financial statements provided by the institutions 

LMS system

Tax statements
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Institutional Finances 

• 5th Year Renewal and Annual Renewal examples of “acceptable” financial statements
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Examples of Acceptable Financial 

Statements for 5th Year Renewal

Externally audited financial records prepared by a 

Certified Public Accountant (CPA)

Examples of Acceptable Financial 

Statements for Annual Renewal

Bank statements and financial records from the most 

recent fiscal year

Externally audited financial records prepared by a 

Certified Public Accountant (CPA)

Profit and loss statements from the most recent fiscal 

year

Balance sheets from the most recent fiscal year



Annual Renewal – Statement of Assurance
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Assurance Statement: “Institution is in compliance with all appropriate local, state, and federal ordinances or laws 

for use as an educational facility, including the Americans with Disabilities Act (e.g. fire marshal reports, 

occupancy certificates, zoning requirements); and the institution is maintained and operated in compliance with all 

local, state, and federal ordinances or laws.”  Signed & Dated



5th Year Permit of Approval – Facilities and Equipment
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Annual Renewal – Instructors and Staff
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5th Year Permit of Approval – Records and Retention

• Transcript must include: Identifying student info (name, address, either the last 4 of ssn# or a student ID), 

program completed and broken down into class if appropriate, grades, dates the program began and ended, 

and signature of administrator with date.
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5th Year Permit of Approval - Recruiting Practices

• Submit copies of promotional, advertising, and recruiting materials referencing the Board’s approval by 

stating the institution is approved by the “Division of Private Business and Vocational Schools of the Illinois 

Board of Higher Education.” 

• All promotional materials and the institution’s website must provide the Board’s contact information and 

website for reporting complaints.
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Surety Bond - Summary

• Evidence of the continuation of the Surety Bond must be filed annually with the Board. (Section 55 
of the Act).  The amount of the Bond is not less than $10,000.  It is also the responsibility of the 
institution to ensure they have adequate coverage for a surety bond.

• The institution provides projections within the application of the greatest amount of unearned pre-
paid tuition based on the record of the previous fiscal year with all succeeding annual renewal 
applications.  Using the provisions of this section, the Board will then determine if the Bond amount 
needs to be changed.  When the institution provides instruction at extension sites, the Surety 
Bond/riders shall indicate coverage for all Illinois students at all sites where instruction is or will be 
given.

• A lapse in coverage without a replacement provided to the Board, before the cancellation date, will 
result in revocation of the school’s permit of approval.

• Errors in the projection calculation of the Surety Bond is a common mistake analysts identify during 
review.  To assist with the projections and determining the accurate Surety Bond amount, the 
assigned analyst may provide the institution with a Surety Bond calculation worksheet to complete 
and submit during the exchange of technical questions.
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5th Year Permit of Approval – Liability Insurance
• IBHE must be listed as an 

interested party

• Limits not less than $100,000 per 
person and $300,000 per 
occurrence for bodily injury

• Not less than $50,000 per 
occurrence for property damage 
liability

• Include coverage for off-campus 
learning experiences, 
internships/externships, 
cooperative education, and 
experiential learning activities

• Students cannot waive their rights 
to accident or injury within the 
institution or during institution 
functions

• The liability insurance is not 
referring to student malpractice 
insurance
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Renewal Application

• Incomplete Application and Complete Application
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Renewal Application Declaration
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Successfully Submitted Application and Payment Instructions
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Payment Screen When Paying By Credit Card

• Institutions can also make credit card payment for pending applications using the 
following method:

o Log in to the PBVS application system.

oOn the “Institution Home” screen, visit the “Pending Invoices” tab to list the 
institution’s invoices ready for payment.
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• Select the application the institution wants to submit payment and the check box 
will highlight red with a checkmark.

Payment Screen When Paying By Credit Card (Continued)
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• Next, click “Pay By Credit Card” tab to prompt the “Application Payment By Credit Card” 
communication.

• Input the institution’s credit card payment information and click “Save” to submit. 

• The credit card fee is also generated for each application paid by credit card.  The fee is 
generated by E-Pay and not IBHE.  IBHE does not collect the credit card fee.

Payment Screen When Paying By Credit Card (Continued)
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Changes Without Approval

• Changes were made to the institution or approved programs without completing a 
Program Institution Change Application.

• New Programs offered without approval.

• Changes made to previously approved Enrollment Agreement, Academic Catalog, 
Institution Website, Clock Hours, or Tuition without IBHE approval.  
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What Makes a Clean Application 

• Financial statements that are accurate

• 5th Year Renewal application financial statements are externally prepared

• Surety Bond sample calculations are provided to support the rationale for the 
surety bond projection

• Responses with no N/A listed and thorough narrative responses are provided with 
uploaded supporting documents

• Institution completed its own due diligence in providing responses without 
plagiarism

• Use of AI is not prohibited, but keep in mind it can provide incorrect information

• Updated faculty and staff resumes are provided along with current licenses and 
certifications
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What Makes a Clean Application (Continued) 

• Accurate Disclosure Information and data reporting ranges provided.

• Enrollment Agreement and Disclosure Data is provided for each approved program.

• Disclosure Data for each approved program is provided within the Enrollment 
Agreement, Academic Catalog and Website. 

• Signed/Dated Assurance Statement is provided, indicating the “Institution is in 
compliance with all appropriate local, state, and federal ordinances or laws for use as 
an educational facility, including the Americans with Disabilities Act (e.g. fire marshal 
reports, occupancy certificates, zoning requirements); and the institution is maintained 
and operated in compliance with all local, state, and federal ordinances or laws.”

• The approved Tuition aligns within all of the institution’s published documents.
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What Makes a Clean Application (Continued) 

• Academic Catalog is up to date and contains the following: Disclosures, Grievance Policy, 
Transferability Statement,  Program/Course Descriptions, Program Objectives, Length of 
Programs and institutional calendars with program start and end dates.  Schedule of tuition, 
fees and all other charges and expenses necessary for completion of the course of study, and 
cancellation and refund policies. Statement of the institution’s accreditation status and approval 
statement. “Institution Name is approved by the Division of Private Business and Vocational 
Schools of the Illinois Board of Higher Education.”  IBHE complaints messaging. Upon request, 
the school shall provide a catalog or brochure without gathering personal information from an 
individual unless that information is volunteered.

• Website is up to date and contains the following: Disclosures, Program/Course Descriptions, 
Program Objectives, Length of Programs and institutional calendars with program start and end 
dates.  Schedule of tuition, fees and all other charges and expenses necessary for completion 
of the course of study, and cancellation and refund policies. Statement of the institution’s 
accreditation status and approval statement. “Institution Name is approved by the Division of 
Private Business and Vocational Schools of the Illinois Board of Higher Education.”  IBHE 
complaints messaging.  Website includes an active link to the current Academic Catalog.  
Website includes link to the IBHE website and IBHE mailing address is listed for students to 
register complaints about the school.
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Application is Submitted with Payment 

What Can an Institution Expect



Contact Info 

• Email questions to pbvs_apps@ibhe.org

• Call IBHE main phone line at (217) 782 - 2551

• If you reach a voice mail leave your:

• Contact Name

• School Name

• Email Address

• Provide detailed questions in both voicemail and email

• Provide screenshots if appropriate

• Analysts cannot, by statute, act as consultants for applicants

• Can clarify the statute

• Can clarify application questions

• Cannot tell applicants how to answer questions or offer suggestions for responses.

• Cannot walk an applicant through each question. 
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