Step-By-Step Instructions
Letter of Review (LoR) Application

The LoR Application is an Excel document (software version 2013).  The required documentation must be named exactly as listed and in the specified file format.  However, most of the documents will require the file format to be an Adobe Acrobat Document (PDF). If the documentation is not named exactly as directed and in the correct file format, then the LoR Application will be returned and the program must fix the naming/formatting issues identified before the CoAEMSP will accept it.

Cloud-based services (i.e., SharePoint, Google Docs, etc.) must not be used when completing the LoR Application.  This type of software tends to remove the built-in formulas from Excel.       

Please be sure the documentation is positioned so that it does not need rotating to view and the ability to rename a folder and/or document is not restricted.  

Throughout the LoR Application, if the CoAEMSP has a form available for sponsors to use, the following purple note will identify there is a form and the name of the form is displayed with a link to the form location on the right.
[image: ][image: ]

Please use the steps on the following pages as a guide in completing the application along with the documents checklist located at the end of these instructions.  




Left click on the PDF icon below so it is outlined (highlighted), then double-click on it to access the Directions for Creating a Single PDF Document.








***Remember to save your work often as you complete the Excel template***

For questions or help composing the application, please contact Lisa Collard (lisa@coaemsp.org or 214-703-8445 ext. 118)



1. Save the Letter of Review (LoR) Application Invoice Request form located on the CoAEMSP website to your desktop, then complete and submit the form to the CoAEMSP as directed.  Once the form is submitted, the CoAEMSP will issue the program an invoice which will be due upon submission of the LoR Application.  This invoice number (e.g., 5-digit # LoR) is required in order to appropriately title the LoR Application.

2. Save the LoR Application located on the CoAEMSP website to your desktop.    

3. Create a main folder on your desktop and title it with the invoice number issued by the CoAEMSP (e.g., 5-digit # LoR), App, and date of intended submission [yyyy.mm.dd]. (e.g., 20033LoR App 20XX.05.14).  

4. Open the main folder and create one sub-folder for the requested documentation titled Application.  

5. Title the application using the same name as the main folder with the CoAEMSP invoice number (e.g., 5-digit # LoR), App, and intended submission date [yyyy.mm.dd]. (e.g., 20033LoR App 20XX.05.14).  

The main folder should look like the example below after completing Steps 1-5 above.
 Main folder

[image: ]Renamed Excel Template
Single sub-folder


6. Open the application and begin by completing all light orange text boxes on the Title Page and Program Info tabs.  All blue text boxes will automatically populate data once the associated tab has been completed.  Data cannot be placed directly into the blue text boxes.  Please Note:  Cloud-based services (i.e., SharePoint, Google Docs, etc.) must not be used when completing the application or self-study template.  This type of software tends to remove the built-in formulas from Excel. 
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7. Continue to the Standard I-Sponsorship and Standard III-Personnel tabs and complete the light orange text boxes.  Please keep in mind, the application has built in logic and some questions may appear to be incomplete (e.g., Standard I question 3).  However, the question will populate based on how the sponsor answers previous questions (e.g., questions 1 and 2) so it is important to complete the tabs in order rather than skipping around.  The blue box directly above the dark orange section identifies the documentation needed and the dark orange section identifies the specific name and format required to be used when including the file in the Application sub-folder.  The required documentation MUST be titled with the 'EXACT document name' and the type of file format that MUST be used (see picture below).  Please Note:  If the documentation is not named exactly as directed and in the correct file format, then the application will be returned and the program must fix the naming/formatting issues identified before the CoAEMSP will accept it. Cloud-based services (i.e., SharePoint, Google Docs, etc.) must not be used when completing the application or self-study template.  This type of software tends to remove the built-in formulas from Excel. 

If the documentation consists of more than a single page, the documentation must be scanned and included as a single PDF document in the Application sub-folder.  Please Note:  Directions for Creating a Single PDF Document can be accessed on page 1 of these instructions by double-clicking on the PDF icon in green. 
[image: ]

8. Additionally, the Standard III-Personnel tab requires the Personnel Verification Report to be included in the Application sub-folder as  evidence (i.e., 15 Personnel).  The CoAEMSP sends this form once the key program personnel have been established.  Please follow the instructions for submitting the required documentation for each of the key personnel as outlined on the Personnel page of the CoAEMSP website  (https://coaemsp.org/personnel).  The Personnel Verification will not be provided until all required personnel documentation has been submitted and CoAEMSP approved (if applicable).  [see Standard III – Personnel tab for more details]. 

9.  The Application sub-folder will resemble the following picture as documentation for the Standard I tab is included.  Please note, if the sponsor only awards an Associate Degree and does not have any articulation agreements, then the Certificate-Diploma, Baccalaureate Degree, Master’s Degree, and articulation agreements will not be required to be place in the Application sub-folder for Standard I.  

[image: ]Application sub-folder for consortium Sponsors ONLY with the additionally requested documentation for Standard 1.  

Application sub-folder with the requested documentation for Standard 1.  



  


10. Once all tabs have been completed, verify all the requested documentation has been gathered, properly named and formatted, and included in the Application sub-folder.  However, each program’s Application sub-folder will vary some and will be based on the information for that specific program’s completed application.  If every document was required to be included in the Application sub-folder from the Standard I and Standard III tabs in the application, then it would look like the following example except it would appear as a single column.
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11. Please review the application and required documentation with the Dean and any other required personnel.  Please contact Lisa Collard (lisa@coaemsp.org or 214-703-8445 ext. 118) at the CoAEMSP with any questions.  
Please Note:  If the documentation is not named exactly as directed and in the correct file format, then the application will be returned and the program must fix the naming/formatting issues identified before the CoAEMSP will accept it. Cloud-based services (i.e., SharePoint, Google Docs, etc.) must not be used when completing the application or self-study template.  This type of software tends to remove the built-in formulas from Excel.

12. The application is ready to be submitted.  Zip (compress) the entire main folder and upload the zipped (compressed) folder to the sponsor’s fileshare account (https://coaemsp.sharefile.com/Authentication/Login).  

Please Note:  Zipped files may look a little different depending on the version being used to zip (compress) the files. 
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To zip (compress): right click on the main folder and select ‘Send to’, then select ‘Compressed (zipped) folder’.  This will result in another folder with the same name as the main folder but with either a zipper or a ‘Z’ icon on the folder.  This is the file that should be uploaded. 




13. CONGRATULATIONS!! Once the file has been uploaded, send (submissions@coaemsp.org)  a separate email stating the LoR Application has been submitted.  





	Documents for LoR Application Checklist

	Standard I: Sponsorship

	[bookmark: Check2]|_|
	1. Evidence of institutional accreditation (letter, certificate, website screenshot)

	[bookmark: Check3]|_|
	2. State Office of EMS approval (official letter, email)

	|_|
	3. Preparedness Plan

	|_|
	4. Sample certificate of completion or diploma

	|_|
	5. Articulation agreement(s) (if applicable)

	|_|
	6. Consortium agreement (if applicable)

	|_|
	7. Notification of national accrediting agency of consortium (if applicable)

	|_|
	8. Letter from CEO/President of sponsorship of consortium (if applicable)

	|_|
	9. Consortium governing body meeting minutes for past 3 years (if applicable)

	|_|
	10. Organizational chart of the sponsor

	|_|
	11. Corporate organizational chart (if applicable)









	Standard III: Personnel

	|_|
	1. Personnel verification report from CoAEMSP

	|_|
	2. Job descriptions for: Program Director, Medical Director, faculty (include Satellite Lead Instructor(s), Associate and Assistant MDs if applicable)

	|_|
	3. CoAEMSP Program Director Responsibilities form

	|_|
	4. CV/resume for each full-time faculty member

	|_|
	5. CoAEMSP Medical Director Responsibilities form
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Directions for Creating a Single PDF Document 


There are several methods to create a single, complete PDF document. This document provides two options. While these 
instructions are provided to help with this process, they are informational only, and the CoAEMSP cannot provide IT support.  
Please contact your internal IT department if you need further assistance. 
 
OPTION 1 – Using Adobe Acrobat PDF  
(This is the best way to create a single PDF file) 
 
Note: These instructions are for using Adobe Acrobat Pro Version XI®, not the basic Adobe Reader.  While some of the 
instructions may be similar for other/older versions, you may need to refer to instructions for the particular version of Acrobat® 
that you are using.  
 
If you do NOT have Adobe Acrobat Pro or a similar product (i.e., you only have access to a PDF reader) then you will need to 
use Option 2 to create your single PDF file. 
 
 
 
1. 1.  To begin, gather the documentation you wish to include in your report as requested by CoAEMSP.  Include only the 


requested evidence that supports the first Standard Citation (e.g., Standard Citation 01). 
2.  
3. 2. All requested evidence documentation must be in a PDF format.  In order to convert each document from another file 


format (i.e., Microsoft Word®, Excel®, PowerPoint®, or graphics), please follow the instructions below.   
4.  


3.  Repeat the process for each document until all documents have been converted to a PDF format.   
1. (see instructions and illustrations below) 
1.  


Converting your Requested Evidence Document into a PDF file: 
2. Open the document > select File > Save As > Locate the ‘Save as type’ near the bottom of the window and use the dropdown 


to select PDF > Save.  The file name can remain the same at this point.  Once Save is selected, then two documents with 
the same name will appear - one in the original file format (i.e., Microsoft Word®, Excel®, PowerPoint®, or graphics) and 
the other as a PDF.   


3.  
2.  
 


 


 


 


 


5.  
6. 4. Once all of the requested evidence documentation has been converted to PDF documents, you are ready to combine 


them into a single PDF document.  Please be sure the scanned documentation is positioned so that they do not need to be 
rotated to view and the ability to rename the documents is not restricted.   


1.  
2. Open the PDF version of the requested evidence document that supports the first Standard Citation   
3. * Select View  
4. * Select Tools  
5. * Select Pages (a separate window for the Pages toolbar will appear on the right)  
6. * Under the section titled ‘Insert Pages’, Select Insert from File (locate the second requested evidence document that 


supports the first citation)  







 


 


7. * Select Open and choose the page (see illustration below) where that particular document should be inserted (i.e., the 
second document should be inserted after the last page of the first document, the third document should be inserted 
immediately after the last page of the second document, and so on until all of the documents for Standard Citation 01 
have been combined into a single PDF.)   


8.  
9. *Select OK 
10.  
11.   
12.  
 
13.  
14.  
15.  
16.  
17.  
18.  
19.  


5. Repeat the process in #4 above for each Standard Citation beginning with the requested evidence document that 
supports the next Standard Citation(s) (e.g., Standard Citation 02, Standard Citation 03, etc.).  Once the requested evidence 
documentation has been saved as a single PDF, named correctly, placed in the Evidence sub-folder, and the preset 
automatic links have been checked, then continue with Step 10 of the Step By Step Instructions.   
 


20.  
 


 
 
 
OPTION 2 – Instructions for Scanning (if you only have a PDF reader and not the full software) 
 
21. 1. To begin, gather the documentation you wish to include in your report as requested by CoAEMSP and print it all out.  


Include only the requested evidence that supports the first Standard Citation (e.g., Standard Citation 01). 
22.  
23. 2. Place the printed response for the first Standard Citation in sequential order: (i.e., start with the first requested evidence 


document, followed by the second requested evidence document (if any), and so on until all of the documents for Standard 
Citation 01 have been placed in order. 


24.  
25. 3. Scan the entire requested evidence documentation for the first Standard Citation creating a single, complete PDF 


document.  Please be sure the scanned documentation is positioned so that they do not need to be rotated to view and 
the ability to rename the documents is not restricted.  The single, complete PDF document should be named correctly (e.g., 
Standard Citation 01), placed in the Evidence sub-folder, and the preset automatic link has been checked.   


26.  
27. 4.  If any page(s) need to be rotated, Open the PDF document    
28. * Select View  
29. * Select Rotate View  
30. * Select Print (a separate window will appear)  
31. * Use the dropdown to select Printer and choose any PDF writer, Select the All pages (or indicate the specific page   


number(s) to be rotated), Check the box Choose paper source by PDF page size, Select Print 
32. * A separate window will appear to select the location for the rotated document, Choose the location, Select Save  
33.    
34.  
 


 


 


 







 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


        5. Repeat the process in #1-4 above for each Standard Citation beginning with the requested evidence document that 


supports the next Standard Citation(s) (e.g., Standard Citation 02, Standard Citation 03, etc.).  Once the requested evidence 


documentation for each additional Standard Citation has been saved as a single PDF, named correctly, placed in the 


Evidence sub-folder, and the preset automatic links have been checked, then continue with Step 10 of the Step By Step 


Instructions. 


1.  


 






image4.tmp
. 2033LoR App 20XX.05.14 =
ome  Share  View
Tk > 2033L0R App 20XK05.14 Ve search
2 Name : Datemodified  Type Size

. Application 9/24/2020 331 PM  File folder

7 2033L0R App 20XX05.14 9/23/2020 1120 M Microsoft Excel W. 314K8




image5.tmp
H S @ = Excel
HOME | INSIRT  PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  ACROBAT  QuickBooks Lisa Collar - [
[ K5 abe B oo [ B Zoay g
Ba - & BxDelete .-
Paste Bru A - Stikethrough Conditional Formatas Cell | o, Sort & Find &
N SR Formatting - Table~ Styles~ B Format™ &~ Fier- Select~
Clipboard Font Stkethrough Aignment styies ceis Eaiting -
A e c ) 3 F G H ) K L M
1 TITLE PAGE SSR Revised 2019.09
2
5|1 ProgamLae
4
5
‘CoAEMSP
6 2. Program #: |(the 6000 number assigned by COAEMSP)
7
s 3 Nameand address of the program sponsor (either institution o consortium).
NOTE: The sponsor name MUST match verbatim in the self study and any supporting
‘documentation and will be referred to as 'the program’ throughout the remained of the self
study.
9
Name: ‘
0
[ IO
READY E [ —r——"





image6.tmp
H S o=
vowe | ne mioriavout romuuss owamovie v P oot -
e K5 ke = & | oo 7 Fre s 3 Ay
® |t e g3 ot rores ca E0SRe T B 2 L
- SUIE Formatting - Table~ Styles - I Format= | &~ Fiter- Select~
Ciptoard 1 Font Stkethroush Aignment ses cais ating N
A B C D E F G H 15
2 17. # of active paramedic capstone field internship affiliates? Pl Cellza once theStondard [ Affiiate tob i complted
2 18. # of paid full-time paramedic faculty? © = M ey e
0 oonce the Standard Ill Personnel tab is completed i
24| 19. #of paid parttime paramedic faculty?
25 20. # of active paramedic clinical /field experience preceptors? Please Select] ___ \ mber 20 and 21 will automatically populate
" 21 ofacive parameic capstons feld s preceptors? N once the Standard Ill Affiliates tab is completed i
22. 0 == il i
27 # of active paramedic clinical affiiate sites in other states? = (s e BullarmsiElhrseae
oonce the Standard IIl Affiliates tab is completed i
23. 0
28 # of active paramedic capstone field intership sites in other states? 5
[





image7.tmp
the Application sub-folder. This document must be
format listed below (not Word [.doc] [.docx],or Excel [.xlsx]).

titled with the 'EXACT document name' and must be included as the type of fi

Exact Document Name: 01 Valid Accreditation

Type of File:  Adobe Portable Document (.pdf)





image8.tmp
. » 2033L0R App 2000514 » Application

Name Type
% 01 Valid Accreditation Adobe Acrobat D..
=2 02 State Approval Adobe Acrobat D.
=2 034 Certficate-Diploma Adobe Acrobat D.
% 03b AS Degree. Adobe Acrobat D.
"% 03c BS Degree Adobe Acrobat D..
"% 03d MS Degree Adobe Acrobat D...
% 04 Artculation 01 Adobe Acrobat D,
% 04 Articulation 02 Adobe Acrobat D.
% 04 Articulation 03 Adobe Acrobat D.
" 04 Articulation 04 Adobe Acrobat D.
"% 05 Consortium Agreement Adobe Acrobat D...
“%: 06 Notification Adobe Acrobat D...
% 07 President Letter Adobe Acrobat D.
% 08 Consortium Minutes 01 Adobe Acrobat D.
% 08 Consortium Minutes 02 Adobe Acrobat D.
% 08 Consortium Minutes 03 Adobe Acrobat D.

<




image9.tmp
Name

[3) 01 Vaid Accreditation
[2) 02 Stote Approvl

[2) 03 Prepordness Plan

[2) 04a Certicote-Diploma
[ 0db AS Degree

[2) 04cB5 Degree

) o4 M Degree

B oAtcubtonot
[2) 05 Aicuation 02

3 05 Aicuation 03

2 05 Aicuation 0

2 06 Consortium Agreement
3 07 Notiction

[2) 08 Presicent Letter

[2) 09 Consortium Minutes 01
[2) 09 Consortium Mintes 02
[2) 09 Consortium Minutes 03
2 100rg Chart

[2) 102 Corporate Org Chart
[2) 105 Corporste Org Chart
[2) 10c Corporate Org Chart
2 104 Corporste Org Chart




image10.tmp
Name

B pesoma

[2) T7aJob Deser
) 17b Job Descr
2 e Job Deser
3 17d ob Descr
2 e Job Deser
[2) 17 Job Descrption Assist MD
2 17g ob Desar
[2) 162 PD Respor
[2) 152 MD Review

[2) 195 MD Responsiviles
[ 200 Faculty CV

200 Fouity €V

[ 20c Fculty OV

[ 204 ity &V

[ 20e Faculty OV

[ 20 oty €V

) 209 Focity €V

) 20n oty v

) 20 Faculty v

) 20 Faculty &V

) 20k Faculty <V

3201 Faculty v

3 20m Fecutty oV

on Faculty





image11.tmp
B

2033LoR App
20XX.05.14




image1.tmp
H o o D

Hosp/Clinical

&Field

READY

noe——

QO OME | INSERT | PAGELAYOUT  FORMULAS  DATA  REVEW  VIEW  ACROBAT  QuickBooks Lisa Collrd -
- =k 4/ e
Store e
a@ o . . &
PivotTable Recommended Table | Pictures Online Recommended PotChart  Line Column Win/ | Siicer Timeline Hyperink  Text Symbols
My Ay e
PivotTables e o Myaees -0 Chats D L Loss - -
Tables ustrtions Addins NewGro Charts sparkines Fiters Links -
< ) 3 3 s H ' ) K L ™ =
1 . .

standard The program must use the CoEMSP resource assessment tools and collect information from at least students, faculty,

"::’:1' program Medical Director(s), and program Advisory committee members at least annually.

Program .

ra— the last three (3) years (yyyy) of completed Resource Assessment Matrices (RAMs). Place an "N/A" in the box{es)
4 - - if no RAM is available and briefly explain the reason below:

COAEMSP provides a form. See available linkto the right
B
First
! Second; Third:

5 (most recent):

Standard
B a2

D]

100%





image2.tmp
H S - = C
[l HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW

[y s s ae =

&

B

VIEW  ACROBAT  QuickBooks

General

Sort & Find &

sacetod - [

READY

Paste Bru By . A - Stikethrough Conditional Formatas Cell | =,
- o Formatting - Table - Styles~ B Format~ &~ Figter- Select~
Clipboard Font Strikethrough Alignment stes celts Editing
H ) K L M N o 3 a R s T u v w
SSR Revised 2019.09
2 0
Link to Available Form X
Resource Assessment Matrix (RAM)
(RAM Required)
E
s0ls and collect information from at least students, faculty,
ittee members at least annually.
Assessment Matrices (RAMSs). Place an "N/A" in the box(es)
4
s
—
K1) | D]
i:2) M o-———+ 0%





