CIC-TEP Tuition Exchange Program
Administering the Program

Update your institution’s primary CIC-TEP Liaison by emailing tep@cic.edu with the information below. 
· Institution
· Name of college president, indicating their approval 
· New tuition exchange liaison officer full name, title, email, and phone

Definitions & Terms
· Terms and Conditions: 
· CIC-TEP: Council of Independent Colleges Tuition Exchange Program 
· TE: The Tuition Exchange
· te: tuition exchange
· CIC-TEP TELO: Representative at each participating institution who manages the CIC-TEP program for that school and assists families. Contact information can be found at https://tuitionexchange.org/school-list/.
· TELO: Tuition Exchange Liaison Officer
· Import Institution: Institution where the student wishes to enroll 
· Export Institution: Institution where the qualified parent/guardian or spouse is employed and which sponsors the student for CIC-TEP eligibility. 

Helpful Links
· CIC-TEP Homepage: https: //cic.edu/networks/tuition-exchange-program/  
· Tuition Exchange Program Homepage: https://tuitionexchange.org/
· TELO Portal: https://te.tuitionexchange.org/signin
· TELO Trainings: https://tuitionexchange.org/telo-trainings/
· TELO Toolkit: https://tuitionexchange.org/telo-toolkit/
· List of Participating Institutions: https://tuitionexchange.org/school-list/
· Student Application Form: https://tuitionexchange.org/how-to-apply/
· CIC-TEP Questions: tep@cic.edu. 


Guidelines
· All CIC–TEP applications sent and received by your institution are managed in the TELO Portal: https://te.tuitionexchange.org/signin. 
· Your institutional contact information (name, email, title, office phone number) will be posted in the online list of participating institutions.
· The import institution is required to import a minimum of three new, admissions-qualified CIC–TEP applicants each year. This rule applies if your organization also participates in Tuition Exchange (TE). Providing students with TE awards will not fulfill your annual participation requirements as a CIC-TEP school.
· Students are assigned a cohort year based on when they begin receiving CIC-TEP.
· There is no limit to the number of users allowed access to the TE Portal. Each user must view the training webinar for access.

Procedure
· TE applications are available July 1 for the next academic year. 
· Student confirms the institution they would like to attend participates in CIC–TEP.  The school list can be viewed at https://tuitionexchange.org/school-list/. 
· The student creates a TE-EZ account and application at https://tuitionexchange.org/how-to-apply/. Students can apply for CIC-TEP consideration at up to 20 schools in one application. 
· The liaisons receive a daily digest email, with notification of new import/ export applications. Please update the status of applications as soon as possible, for import schools to receive applications in a timely manner.
· The export liaison determines if the student meets the CIC–TEP eligibility requirements for their institution. If eligible, the student application is approved.  
· The import liaison approves/ denies applications. 
· The student should log in to their TE EZ-Application for an update on the application status. Students can also contact the TELO directly for application status. Contact information for each liaison can be found at https://tuitionexchange.org/school-list/ 
· The student must notify the liaison if they will accept/ reject the tuition award. 
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