
 
Standard XIII: Advertising, Recruiting and Enrollment Practices 

Lesson 3 

Standard XIII.C  Catalog 
Standard XIII.D  Enrollment Agreement 

 

 

 

 

 

 

 
COMTA STANDARD 
 

C. Catalog  

1. A catalog and/or student handbook accurately portrays the institution and program, 
facilities, resources, and all policies and procedures and is readily available to all 
prospective students prior to signing an enrollment agreement. 

2. A catalog and/or program student handbook contains (at minimum) all items in the 
COMTA Catalog Checklist. 

3. The catalog and/or student handbook may be in either a printed or an electronic 
format, but all versions must be consistent and easily accessible to prospective and 
current students. 

D. Enrollment Agreements 

The institution ensures that the applicant is fully informed of the rights, responsibilities, 
and obligations of both the institution and the student under an enrollment agreement or 
other documentation before enrollment into the institution. 

1. Enrollment agreements are completed with all students prior to enrollment and must 
include, at a minimum, all required items listed on the Enrollment Agreement 
Checklist. 

2. No enrollment agreement is binding until it has been signed by the applicant and 
accepted and signed by the appropriate school official. 

3. A copy of the enrollment agreement is signed by all appropriate parties and furnished 
to the student before any payment is made.  

 
 

REFLECTION QUESTIONS: 

• Does your school catalog contain all required items listed in the COMTA 

Catalog Checklist? 

• Do you have an Enrollment Agreement (“contract”) which all students 

sign prior to enrollment?  Are there state requirements for this 

document?  Does it meet COMTA requirements? 



 

Statement of Purpose for Standards XIII.C and XIII.D 

These two essential documents—catalog and enrollment agreement—are also part of 
ensuring informed student consumers are being enrolled into our schools.  This is 
why these two standards were put together in the 2015 standard revisions. 

Some admissions departments think of the catalog as a marketing piece (which it can 
be), but its purpose is actually as a contract between the institution and the student—it 
outlines the program requirements and policies/procedures to which the student will be 
held.  If your “catalog” does not contain all of these items, you must have a more 
detailed Student Handbook, which is then covered under Standard XIII.D. 

Similarly, the enrollment agreement serves as the signed documentation of a student’s 
enrollment and that he/she was made aware of all of the essential policies.  This too is 
the contract protecting both the institution and the student.  Most states require some 
type of Enrollment Agreement, but even if yours does not, you must create one to 
comply with Standard XIII.E. 

 

Catalog Requirements (Standard XIII.C) 

 

 

Accurately portrays...
• Institution
• Program(s)
• Facilities
• Resourses
• Policies/Procedures

"Readily available" to all prospective students
• Prior to signing enrollment agreement

Printed and/or electronic format allowed
• All versions consistent*

Contains (at minimum) all items in COMTA Catalog Checklist form.
• If these items are not in the catalog, they can be in the Student 

Handbook...as long as both are provided to prospective students prior
to enrollment

• Checklist is available in course module, on website and in the online 
application form.



 

Enrollment Agreement Requirements (Standard XIII.D)  
 

 

Completed prior to enrollment
• Most institutions review the enrollment agreement with students at the 

time of signing.
• If students complete it and send it in, additional steps should be taken 

to comply with the remaining standard elements.

Agreement is not binding until signed by applicant and school official
• The authorized school signator is usually the admissions 

representative.  
• If there is another authority at the school who must sign the form, be 

aware of the timing of when it becomes effective. This particularly 
important with cancellation clauses.

Copy of fully signed enrollment agreement provided to the student 
• Before payment is made

Original signed document kept in student file
• This is how reviewers verify compliance with the standard

Contains (at minimum) all items in Enrollment Agreement Checklist form.
• These requirements would be in addition to any state requirements for 

the enrollment agreement.
• Checklist is available in course module, on website and in the online 

application form.

*Most catalogs are printed once a year.  If changes 
in program or policy occur more frequently, an 
addendum may be published and added to printed 
copies. 

Enrollment agreements must be updated at the 
time policies change. 


