Maryland Department of Labor, Licensing & RegulationPRIVATE 

INSTITUTIONAL CERTIFICATION AND SPECIFICATION FORM FOR AUTOMATED SUBMISSION

INSTRUCTIONS - The institution should complete this form and forward to either the Commission or your segmental coordinator.  It is important that all information be completed and this form accompany the file to insure accurate transfer of data.

SUBMISSION DATE     /    /      FOR INSTITUTION                                                               

CERTIFICATION
Attached is the file submission for the system
Name                                                     
indicated below in the standard MHEC record

format and prepared in accordance with MHEC

Title                                                    
instructions and data definitions.








Phone                                                    
I certify that the information submitted on

this file is correct and true to the best of

my knowledge





Signature                                                

System Submitted (check only one and supply all information)








Freeze Date1
Number of Records on File

    Enrollment Information System (EIS)

   /   /   

          students

    Degree Information System
(DIS)

   

N/A

          students

    Employee Data System (EDS)


   /   /   

          employees

    High School Graduate System (HGS)

   

N/A

          students

    Transfer Student System (TSS)


   
N/A

          students

    Workforce Data System (WDS)                    

N/A                      students

    (for community colleges: credit     and/or non-credit      )

1Freeze Date is the "as of" for the data on file


FILE SPECIFICATION
Type of Software and computer used:                                                                          

Circle appropriate specifications for file transfer:

	Options
	Character Format
	File Format
	File Transmittal

	Preferred
	ASCII
	Text*
	Diskette or Email Attachment (should be zipped and passworded)

	Other
	
	Access (WDS only)

Excel (WDS only)
	


*text is fixed format, non-delimited, MS-DOS file

Circle appropriate specifications for open reel tape, if using:

	Options
	Label on Tape
	Character Format
	Tape Format
	Density
	Record Size (characters)
	Block Size (physical length in characters)

	Preferred


	Unlabeled
	ASCII
	9-track
	6250 BPI
	100
	100

	Other Options
	ANSI 

IBM
	EBCDIC
	
	1600 BPI
	Other,Specify
	1000, 4000

Other, Specify



INSTRUCTIONS


In order to allow institutions flexibility to submit files in different formats, the use of this form allows for an accurate and complete transfer of information to the Commission.  The use of this form eliminates missing or incorrect specifications that cause both confusion and extra work.  It also reduces the possibility of loss of data or misinterpretation.


A cover letter in lieu of this certification form can be used as an alternative.  If you email your file this certification is still required.   Please be sure to include all of the information contained on this form.


SPECIAL PUBLIC SEGMENT COORDINATOR INSTRUCTIONS

The UMS can submit certifications by either the institutions or the segment. The freeze date for enrollment and employee submissions (day when snapshot of students or employees was taken to create the file) must be included for each institution.

Each institution (or organizational) reporting unit must be in a separate physical file.  In the past, we have had problems in trying to separate the institution from one large file due to bad institution coding or file specifications.
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