When submitting an application for Authorized Provider status, you are required to
submit a single bookmarked PDF on CD-Rom as part of the electronic submission
requirements. This single document is required so that reviewing Commissioners can
easily click through the application and the attachments without having to open separate
files for each attachment.

For those unfamiliar with the Adobe bookmark features, IACET has developed this
brief guide to explain the bookmarking process.
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Bookmarks: Go to specific points of interest using bookmark
links

The Standard for Lifelong Leaming

Authorized Provider Agreement

As an applicant for approval as an IACET Authorized Provider, our organization agrees to

1. Represent and warrant that | am of legal age and have every right and the power and
authority to contract in my own name and to execute this Application and bind
Applicant.

. Fully and accurately complete the application, providing all requested documentation
including processes, procedures, and policies for review by the Authorized Provider
Commission.

3. Provide access to the primary training site to the IACET site visitor, including access to
inspect all classrooms, facilities, and materials provided to learners or used in the
development of courses.

4 Completely and accurately identify the nature of the organization applying for AP
status, including legal status of any groups within the applicant organization who are to
be considered as part of the organization and the reporting structure showing how
each group is controlled by the individual who is purported to be the person
responsible for ensuring all IACET criteria and guidelines or standards are being

= followed.
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Bookmarks are created using Adobe Acrobat. There are 4 tabs on the left, the first of
which says “Bookmarks.” Clicking this tab will open the bookmarks menu.
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Authorized Provider Agreement

As an applicant for approval as an IACET Authorized Provider, our organization agrees to:

1. Represent and warrant that | am of legal age and have every right and the power and
authority to contract in my own name and to execute this Application and bind
Applicant.

2. Fully and accurately complete the application, providing all requested documentation
including processes, procedures, and policies for review by the Autherized Provider
Commission.

3. Provide access to the primary training site to the IACET site visitor, including access to
inspect all classrooms, facilities, and materials provided to learners or used in the
development of courses.

4. Completely and accurately identify the nature of the organization applying for AP
status, including legal status of any groups within the applicant erganization who are to
be considered as part of the organization and the reporting structure showing how
each group is controlled by the individual who is purported to be the person
responsible for ensuring all IACET criteria and guidelines or standards are being
followed.

5. Provide accurate and truthful information to IACET in all transactions to the best of our
knowledge.

6. Conduct our operations, leaming programs, and programs in an ethical manner that

respects the rights and worth of the individuals we serve and in a manner that reflects
favorably on IACET.

7. Provide full and accurate disclosure of information about our learning programs,
services, and fees in our promotions and advertising. M
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If the document has no bookmarks, then the menu will be blank. Click the first icon that
says “create new bookmark.” Label the bookmark appropriately (i.e. Category 1,
Category 2, etc)



Your PDF needs to be a single continuous document that contains both the application
narrative as well as the attachments. If your attachments and the application are
separate PDF files they need to be merged. To do this, start with your application open.
Then, on the Document menu, select “insert pages.” This will open a dialogue box that
will enable you to select the appropriate file to insert, such as your first attachment.



Once you have selected the file to insert, another dialogue box will open that allows you
to select where to place the document. If you are inserting documents in order (i.e.
insert Category 1 attachment first, Category 2 attachment second, etc), then you can
choose to insert the file after the last page.



In order to actually link the bookmarks to the appropriate pages in the PDF document,
first click the page you wish to bookmark. Then, right click on the corresponding
bookmark and click “set destination.” This will link that specific bookmark to the selected
page. Ensure that you are linking the correct page to the corresponding bookmark. For
example, clicking on a bookmark that reads “Category 1” should link directly to the first
page of Category 1.



Once all of the attachments have been inserted and all of the bookmarks created, your
menu should look similar to the picture above. If you wish to create a sub-set of
bookmarks under a main heading, such as how the Standard 1 section is arranged
above, simply click each attachment and drag it underneath the main Standard 1
bookmark. Click “yes” when the dialogue box asks if you want to move the selected
bookmark.

When completed, you should have one PDF document that contains your application
and all of your attachment materials. IACET must receive one (1) CD of this
application document.

If you have further questions, please contact the IACET at:

1760 Old Meadow Road, Suite 500
McLean, VA 22102

Phone: (703) 506-3275

Fax: (703) 506-3266
info@iacet.org

www.iacet.org



