Professional Truck Driver Institute 

Annual Report of Schools with PTDI-Certified Courses

Checklist

	Anniversary of Certification:
	 ( APRIL             ( AUGUST               ( DECEMBER

	Reporting Period:
	Part II (Enrollment) –Nearest 12 months prior to submitting this report; All Other Parts – From End of Last Report to Current 

	Fee Due with Report:
	$750 if main school location; $500 if additional permanent location

	Annual Report & Fee Due to PTDI by:
	 ( APRIL 30        ( AUGUST 31          ( DECEMBER 31

	Late Fee:
	$50 per site


For the report form via email, send your request to mdakita@truckload.org.  Report may be typed or legibly handwritten.
Timely submission of a properly-prepared Annual Report and fee is a requirement of certification. 
Please check to see that all of the following Parts have been completed as noted and are enclosed:
· Cover Page with the Following Information:  Annual Report for the Period (indicate period), Name of school, location, date

· Part I – General Information – Only changes since the last Annual Report or on-site visit that have not been reported
· Part II – Enrollment – All questions answered
· Part III – Checklist for Printed Materials and Copy of Materials – Page numbers in column at right; cross-referenced within materials (using Post-It flags and/or highlights); acknowledgement  initialed at bottom of checklist; any necessary explanation attached; two copies of catalog and other printed materials that correspond to the checklist
· Part IV – Changes in Operations – All questions answered for reporting period, or for any changes not previously reported to PTDI.  Details of changes if any are reported in Part V.  

· Part VI – Instructor Staff Development & Supervision – Documentation attached
· Part VII – Affidavit in Support of Annual Report to PTDI – Signed and dated
The CHANGES in Part IV are explained in Part(s) V as below:
· Part V(a) – Substantive Change Report: Change in Ownership or School Administrative Personnel (separate report for each personnel change)

· Part V(b) – Substantive Change Report: Instructor Qualifications (separate report for each instructional personnel change)

· Part V(c) – Substantive Change Report: Change in Facilities or Location

· Part V(d) – Substantive Change Report: Change in Training Vehicles

· Part V(e) – Substantive Change Report: Course Summary Form & Curriculum Changes

The report is being sent for receipt by the due date as follows:
· TWO complete sets of Annual Reports, printed materials, and other documentation

· Report is typed or legibly handwritten

· Report is stapled in upper left-hand corner or otherwise bound

· Report and fee are being sent to PTDI, 555 E. Braddock Rd., Alexandria, VA 22314.
· School has retained a completed copy of the Annual Report for reference.
