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Overview

This package will be used across the 3 years of clearance (2024-25, 2025-26, 2026-27), with dates updated throughout the communications each year. Other changes may include updating contacts information or updating links if needed. 
[bookmark: _Toc166750382]Section 1: Communications sent prior to collection opening
[bookmark: _Toc392676119][bookmark: _Toc392676450][bookmark: _Toc443574708][bookmark: _Toc443575720][bookmark: _Toc518385013]Exhibit 1 outlines the schedule of planned coordination and collection communications throughout the collection cycle, and is divided into those communications that fall into the “pre-collection opening” and “post-collection opening” time periods.  Exhibits 2 through 17 include the draft text of (a) the coordination tree email; (b) the chief executive officer (CEO) letters, (c) pre-collection keyholder registration emails, (d) reminder emails to non-registered users, (e) notification to software vendors, and (f) annual update emails to CEOs and coordinators.


[bookmark: _Toc166750383]Exhibit 1. IPEDS 2024-25 Data Collection Communications and Follow-Up Schedule


	Collection
	Date
	Correspondence Type
	Scheduled Time
	Recipient(s)
	Communication Criteria

	Pre-registration
	Prior to 8/7/24
	Coordination tree update email
	May 2024
	Coordinators
	All

	Registration Period






	8/7/24
	Letter w/keyholder registration letter and registration certificate
	Registration opening
	CEO
	No previous keyholder

	
	8/7/24
	Registration email w/User ID
	Registration opening
	Keyholders/
Coordinators
	All

	
	8/7/24
	Password email
	Registration opening
	Keyholders/
Coordinators
	All

	
	8/7/24
	Notification of survey materials update
	Registration opening
	Software vendors
	All registered

	
	Ongoing
	New Keyholder Welcome Package
	At time of registration
	New Keyholders
	All registered

	
	8/21/24
	Prompting registration email
	2 weeks following registration opening
	Keyholders
	Not registered

	
	8/28/24
	Prompting registration letter
	3 weeks following registration opening
	CEOs
	No keyholder registered



	Collection
	Date
	Correspondence Type
	Scheduled Time
	Recipient(s)
	Communication Criteria

	Fall 2024
	9/4/24
	Opening announcement
	Collection opening 
	Keyholders/
Coordinators
	All

	
	Ongoing
	Thank you email
	At time of survey locking
	Keyholders/
Coordinators
	All locked surveys

	
	9/11/24
	One Last Chance Reminder
	1 week following collection opening
	CEOs/Keyholders
	CEOs of schools having already used OLC

	
	9/11/24
	Annual update email
	1 week following collection  opening
	CEOs/coordinators
	All CEOs, all coordinators

	
	9/18/24
	Prompting registration letter
	4 weeks prior to collection closing
	CEOs
	No keyholder registered

	
	9/18/24
	Prompting email
	4 weeks prior to collection closing
	Keyholders
	No data entered

	
	9/18/24
	Prompting email
	4 weeks prior to collection closing
	New Keyholders
	All required surveys not locked

	
	9/25/24
	Thank You email
	3 weeks prior to collection closing
	CEOs/Keyholders
	All surveys completed

	
	9/25/24
	Prompting phone call
	3 weeks prior to collection closing
	CEOs
	No keyholder registered

	
	10/02/24
	Prompting phone call
	2 weeks prior to collection closing
	Keyholders/CEOs
	No data entered

	
	10/02/24
	Prompting email
	2 weeks prior to collection closing
	Keyholders
	No data entered

	
	10/02/24
	Prompting email
	2 weeks prior to collection closing
	Keyholders
	All required surveys not locked

	
	10/02/24
	Prompting phone call
	2 weeks prior to collection closing
	New Keyholders
	All required surveys not locked

	
	10/9/24
	Prompting email
	1 week prior to collection closing
	Keyholders
	No data entered

	
	10/9/24
	Prompting email
	1 week prior to collection closing
	Keyholders
	All required surveys not locked



	


Exhibit 1. IPEDS 2024-25 Data Collection Communications and Follow-Up Schedule (cont.)
	Winter 
2024-25
	12/4/24
	Opening announcement 
	Collection opening
	Keyholders/
Coordinators
	All

	
	1/8/25
	Prompting registration letter
	4 weeks prior to collection closing
	CEOs
	No keyholder registered

	
	1/8/25
	Prompting email
	4 weeks prior to collection closing
	Keyholders
	No data entered

	
	1/8/25
	Prompting email
	4 weeks prior to collection closing
	New Keyholders
	All required surveys not locked

	
	1/15/25
	Thank You email
	3 weeks prior to collection closing
	CEOs/Keyholders
	All surveys completed

	
	1/15/25
	Prompting phone call
	3 weeks prior to collection closing
	CEOs
	No Keyholder registered

	
	1/22/25
	Prompting phone call
	2 weeks prior to collection closing
	Keyholders/CEOs
	No data entered

	
	1/22/25
	Prompting email
	2 weeks prior to collection closing
	Keyholders
	No data entered

	
	1/22/25
	Prompting email
	2 weeks prior to collection closing
	Keyholders
	All required surveys not locked

	
	1/22/25
	Prompting phone call
	2 weeks prior to collection closing
	New Keyholders
	All required surveys not locked

	
	1/29/25
	Prompting email
	1 week prior to collection closing
	Keyholders
	No data entered

	
	1/29/25
	Prompting email
	1 week prior to collection closing
	Keyholders
	All required surveys not locked

	Spring 2025
	12/4/24
	Opening announcement 
	Collection opening
	Keyholders/
Coordinators
	All

	
	2/5/25
	Prompting emails (included in TWII)
	8 weeks prior to collection closing
	Keyholders
	No data entered

	
	2/19/25
	Prompting emails (included in TWII)
	6 weeks prior to collection closing
	Keyholders
	No data entered

	
	3/5/25
	Prompting registration letter
	4 weeks prior to collection closing
	CEOs
	No keyholder registered

	
	3/5/25
	Prompting email
	4 weeks prior to collection closing
	Keyholders
	No data entered

	
	3/5/25
	Prompting email
	4 weeks prior to collection closing
	New Keyholders
	All required surveys not locked

	
	3/12/25
	Thank You email
	3 weeks prior to collection closing
	CEOs/Keyholders
	All surveys completed

	
	3/12/25
	Prompting phone call
	3 weeks prior to collection closing
	CEOs
	No Keyholder registered

	
	3/12/25
	Prompting email
	3 weeks prior to collection closing
	Keyholders
	No data entered since Winter

	
	3/19/25
	Prompting phone call
	2 weeks prior to collection closing
	Keyholders/CEOs
	No data entered since Winter

	
	3/19/25
	Prompting phone call
	2 weeks prior to collection closing
	Keyholders/CEOs
	No data entered 

	
	3/19/25
	Prompting email
	2 weeks prior to collection closing
	Keyholders
	No data entered 

	
	3/19/25
	Prompting email
	2 weeks prior to collection closing
	Keyholders
	All required surveys not locked

	
	3/19/25
	Prompting phone call
	2 weeks prior to collection closing
	New Keyholders
	All required surveys not locked

	
	3/26/25
	Email to keyholder
	1 week prior to collection closing
	Keyholders
	No data entered

	
	3/26/25
	Prompting email
	1 week prior to collection closing
	Keyholders
	All required surveys not locked




[bookmark: _Toc392676120][bookmark: _Toc392676451][bookmark: _Toc443574709][bookmark: _Toc443575721][bookmark: _Toc166750384]Exhibit 2. Coordination Tree Update Request Email
[bookmark: _Toc443574710][bookmark: _Toc443575722][bookmark: _Toc518385015][bookmark: _Hlk41548288]Dear IPEDS Coordinator –

[bookmark: _Toc443574711][bookmark: _Toc443575723][bookmark: _Toc518385016]As you know, the registration period for the 2024-25 IPEDS data collection will open in August 2024. As we prepare for registration, we would like to ask you to please review the list of institutions you have access to in the data collection system, by logging into the system and clicking on “Institutions.”

[bookmark: _Toc443574712][bookmark: _Toc443575724][bookmark: _Toc518385017]Respond to this email to let the Help Desk know if:
[bookmark: _Toc443574713][bookmark: _Toc443575725][bookmark: _Toc518385018]* You would like to add to or subtract from your list. If you are a state coordinator, you have a report in your Reports menu called State List of Institutions Not Coordinated by Your Office; this list includes any institutions (Title IV or not) in your state that are in the IPEDS universe but not in your coordination plan.
[bookmark: _Toc443574714][bookmark: _Toc443575726][bookmark: _Toc518385019]* You would like to change your access to any of your listed institutions. Your options are View, Update, and Lock. Please consult the Coordinator Manual (in the Help menu) for descriptions of these access levels, and contact the Help Desk if you have questions.

[bookmark: _Toc443574715][bookmark: _Toc443575727][bookmark: _Toc518385020]Please contact Moussa Ezzeddine (Moussa.Ezzeddine@ed.gov) if:
[bookmark: _Toc443574716][bookmark: _Toc443575728][bookmark: _Toc518385021]* You see any closed institutions on your list that are not reflected as such.
[bookmark: _Toc443574717][bookmark: _Toc443575729][bookmark: _Toc518385022]* You are a system coordinator and there are mergers happening that need to be reflected in IPEDS for 2024-25.

[bookmark: _Toc443574718][bookmark: _Toc443575730][bookmark: _Toc518385023]If possible, please respond with any changes or questions by July 31, 2024. You can, of course, update your coordination plan during the year, but it helps us to be able to make these changes before the data collection starts for the year.

[bookmark: _Toc443574719][bookmark: _Toc443575731][bookmark: _Toc518385024]Thanks for your assistance.


[bookmark: _Toc443574722][bookmark: _Toc443575734]Aida Ali Akreyi
Operations Lead, Integrated Postsecondary Education Data System
Administrative Data Division
National Center for Education Statistics
[bookmark: _Toc392676121][bookmark: _Toc392676452]


[bookmark: _Toc166750385]Exhibit 3. Registration Letter to CEOs of Institutions with no Previous Keyholder

<NCES Letterhead>
August 7, 2024

ceo_name
ceo_title
institution_name
addr1_txt
city_txt, state_cd zip_text

Dear Chief Executive Officer:

Your institution currently does not have a designated keyholder for the upcoming 2024-25 Integrated Postsecondary Education Data System (IPEDS) data collection cycle; please appoint one at this time, and forward the enclosed materials to that individual. 

[bookmark: _Hlk155076390]The National Center for Education Statistics is finalizing preparations for the 2024-25 Integrated Postsecondary Education Data System (IPEDS) data collection. The success of the IPEDS data collection and quality of the IPEDS data depend, in large part, on the efforts of your institution’s keyholder.

The keyholder is responsible for your institution’s data submission and should be someone who is familiar with the IPEDS data collection. This person is responsible for all three collections— Fall 2024, Winter 2024-25, and Spring 2025. The enclosed materials provide the information your appointed keyholder will need to register prior to entering data into the system. Once your keyholder registers, all future correspondence will go directly to him or her.

The importance of your institution’s compliance with this reporting responsibility cannot be overstated. Please be aware that responses to the IPEDS surveys are mandated for those institutions that participate or expect to participate in Title IV federal financial aid programs under Section 487(a)(17) of the Higher Education Act of 1965, as amended (HEA), 20 U.S.C. §1094(a)(17) and the Department of Education’s regulations at 34 C.F.R. §668.14(b)(19). As a condition of continued participation in the federal student aid programs, all institutions must complete, in a timely manner and to the satisfaction of the Secretary, all surveys conducted as a part of the Integrated Postsecondary Education Data System. According to the Office of Federal Student Aid (FSA), an institution’s failure to complete and submit these surveys is a serious violation of its obligations under the HEA and the regulations, and appropriate action, including warnings, fines and possible loss of eligibility for Title IV federal student financial aid programs will be taken by that office.

The Department of Education relies on postsecondary institutions to accurately report data to IPEDS, and nearly all institutions do. Institutions themselves sometimes identify misreporting issues and work with ED to correct those problems without the need for further action by the Department. The Department is concerned about any instances of intentional or significant misreporting. Under these circumstances, the Office of Federal Student Aid may take administrative action to appropriately address the issue.

Because of the importance of the IPEDS surveys, we will contact you again if your keyholder has not registered by August 28, 2024. Registration is currently open, and the data collection periods are scheduled as follows:
	
[bookmark: _Hlk88820939]			Fall 2024: 		September 4, 2024 – October 16, 2024
			Winter 2024-25:	December 4, 2024 – February 5, 2025
			Spring 2025:		December 4, 2024 – April 2, 2025
There is no need for you to respond to this letter. However, if you need any additional information or have any questions, please contact the IPEDS Help Desk toll free at 1-877-225-2568 (or send an email to ipedshelp@rti.org). Thank you in advance for your assistance in this important project.

	Sincerely,



Tara Lawley
Program Director, Integrated Postsecondary Education Data System
Postsecondary Branch, Administrative Data Division
National Center for Education Statistics

Attachments
unitid


[bookmark: _Toc392676122][bookmark: _Toc392676453][bookmark: _Toc443574723][bookmark: _Toc443575735][bookmark: _Toc166750386]
Exhibit 4. Registration Letter to New Keyholders

<NCES Letterhead>
August 7, 2024

[bookmark: _Toc392676123][bookmark: _Toc443574724][bookmark: _Toc443575736][bookmark: _Toc518384198][bookmark: _Toc518385030]IPEDS Keyholder
institution_name

Dear IPEDS Keyholder:

Welcome! Your Chief Administrator has designated you as the IPEDS Keyholder for the Integrated Postsecondary Education Data System (IPEDS) 2024-25. The success of the IPEDS data collection and quality of the IPEDS data depend, in large part, on your efforts. Thank you in advance for your work this coming year.

As the IPEDS keyholder, you are responsible for assuring the accuracy of all of your institution’s data submitted to IPEDS, and for “locking” the surveys by the designated keyholder deadlines for the three 2024-25 data collections (Fall 2024, Winter 2024-25, and Spring 2025). Enclosed is a registration certificate that provides you with the information you need to register by August 28 and subsequently participate in these important data collections.

The Fall 2024, Winter 2024-25, and Spring 2025 data collections will be administered through a web system that can be accessed only by designated staff with assigned UserIDs and passwords. This Fall we will collect  Cost Section 1, Completions, and 12-month Enrollment data. The Winter collection will include the Student Financial Aid, Cost Sections 2 & 3, Graduation Rates, Graduation Rates 200, Admissions and Outcome Measures components. The Spring collection (which opens December 4 and will be open continuously until April 2) includes the Fall Enrollment, Finance, Human Resources and Academic Libraries components.
[bookmark: _Hlk74818924]IMPORTANT NOTE: There are significant changes to the survey forms for this collection year. Please review these changes at https://surveys.nces.ed.gov/ipeds/ViewIPEDSChangesToTheCurrentYear.aspx before completing the survey components. Please also review the survey materials at https://surveys.nces.ed.gov/ipeds/VisIndex.aspx to view these changes.
The data collection periods are scheduled as follows:
[bookmark: _Hlk88818636]		Fall 2024: 		September 4, 2024 – October 16, 2024
		Winter 2024-25:	December 4, 2024 – February 5, 2025
		Spring 2025:		December 4, 2024 – April 2, 2025

For your convenience in preparing for the upcoming collections, ALL survey forms, instructions, file import specifications, and FAQs for the 2024-25 surveys are available through the data collection system (select Help, then Survey Materials). A New Keyholder Handbook is also available in the Help menu; this resource includes a lot of useful information, including information on keyholder responsibilities, how to submit and lock your data, where to get help and training, and tips from veteran keyholders.

The importance of your institution’s compliance with the IPEDS reporting responsibility cannot be overstated. Please note that responses to the IPEDS surveys are mandated for those institutions that participate or expect to participate in Title IV federal financial aid programs under Section 487(a)(17) of the Higher Education Act of 1965, as amended, (HEA), 20 U.S.C. §1094(a)(17) and the Department of Education’s regulations at 34 C.F.R. §668.14(b)(19). As a condition of continued participation in the federal student aid programs, all institutions must complete, in a timely manner and to the satisfaction of the Secretary, all surveys conducted as a part of the Integrated Postsecondary Education Data System. According to the Office of Federal Student Aid (FSA), an institution’s failure to complete and submit these surveys is a serious violation of its obligations under the HEA and the regulations, and appropriate action, including warnings, fines, and possible loss of eligibility for Title IV federal student financial aid programs, will be taken by that office.

The Department of Education relies on postsecondary institutions to accurately report data to IPEDS, and nearly all institutions do. Institutions themselves sometimes identify misreporting issues and work with ED to correct those problems without the need for further action by the Department. The Department is concerned about any instances of intentional or significant misreporting. Under these circumstances, the Office of Federal Student Aid may take administrative action to appropriately address the issue.
As your institution’s keyholder, the first deadline you must meet is to register as the IPEDS keyholder using the information on the enclosed registration certificate prior to August 28. If you have not registered by that date, we will send a letter to your institution’s CEO indicating that your institution has no registered keyholder. The registration screen asks for specific contact information. This information must be complete, and the email address provided will be used for ALL further contact with your institution during these data collections. If your institution has more than one person who will need to provide data for the surveys, you may request up to sixteen (16) additional UserIDs and passwords for these staff members. However, please remember that all communication will flow through you as the IPEDS keyholder, and you will be the only person allowed to lock your data.
Please refer to the collection schedule on your registration certificate and allow sufficient time to enter and lock your data for Fall, Winter, and Spring. Once your institution’s data have been locked, they will be reviewed by NCES. You may receive a request for clarification based on this review. Your institution’s data will be made available to other responding institutions through the IPEDS Data Center, and they will be posted to the College Navigator website, where information can be accessed by students and parents (http://collegesearch.ed.gov).
Thank you for your assistance. If you need additional information, please call the IPEDS Help Desk at the toll-free number 1-877-225-2568 (or send an email to ipedshelp@rti.org).

	Sincerely,



Tara Lawley
Program Director, Integrated Postsecondary Education Data System
Postsecondary Branch, Administrative Data Division
National Center for Education Statistics

Attachments
unitid
[bookmark: _Toc392676124][bookmark: _Toc392676454][bookmark: _Toc443574725][bookmark: _Toc443575737][bookmark: _Toc166750387]
Exhibit 5. Registration Certificate

Registration Certificate
IPEDS 2024-25 Collection Year


unitid

institution_name

User ID: user_ID

Password: password_txt

Note: The above password is temporary and you will be
required to establish a new password upon your first login.

[bookmark: _Toc392676125][bookmark: _Toc443574726][bookmark: _Toc443575738][bookmark: _Toc518384199][bookmark: _Toc518385032][bookmark: _Toc41479548][bookmark: _Toc105677509][bookmark: _Toc156308552][bookmark: _Toc166750388]IPEDS HELP Desk:
[bookmark: _Toc392676126][bookmark: _Toc443574727][bookmark: _Toc443575739][bookmark: _Toc518384200][bookmark: _Toc518385033][bookmark: _Toc41479549][bookmark: _Toc105677510][bookmark: _Toc156308553][bookmark: _Toc166750389]ipedshelp@rti.org
[bookmark: _Toc392676127][bookmark: _Toc443574728][bookmark: _Toc443575740][bookmark: _Toc518384201][bookmark: _Toc518385034][bookmark: _Toc41479550][bookmark: _Toc105677511][bookmark: _Toc156308554][bookmark: _Toc166750390]1-877-225-2568 (toll free)
On-line Registration
http://surveys.nces.ed.gov/ipeds

Opens August 7, 2024
[bookmark: _Toc392676128][bookmark: _Toc443574729][bookmark: _Toc443575741][bookmark: _Toc518384202][bookmark: _Toc518385035][bookmark: _Toc41479551][bookmark: _Toc105677512][bookmark: _Toc156308555][bookmark: _Toc166750391]Use the Help menu for copies of survey forms
[bookmark: _Toc392676129][bookmark: _Toc443574730][bookmark: _Toc443575742][bookmark: _Toc518384203][bookmark: _Toc518385036][bookmark: _Toc41479552][bookmark: _Toc105677513][bookmark: _Toc156308556][bookmark: _Toc166750392]and other important information for respondents
2024-25 Data Collection Periods1
http://surveys.nces.ed.gov/ipeds

Fall 2024: September 4, 2024 – October 16, 2024
Winter 2024-25: December 4, 2024 – February 5, 2025
Spring 2025: December 4, 2024 – April 2, 2025

1Closeout dates are firm and no extensions will be granted


[bookmark: _Toc392676132][bookmark: _Toc392676455][bookmark: _Toc443574733][bookmark: _Toc443575745][bookmark: _Toc166750393]
Exhibit 6. Registration Email to Keyholders
[bookmark: _Hlk16014708]Subject: IPEDS 2024-25 Registration Information - <UnitID>

August 7, 2024

Dear IPEDS Keyholder:

Welcome back! The National Center for Education Statistics is finalizing preparations for the 2024-25 IPEDS data collection. At the end of the Spring 2024 collection period, you were registered as the keyholder for your institution. If you will continue to serve as the keyholder for the upcoming 2024-25 collection cycle, please be sure to register as directed below. If you will NOT be serving as the keyholder for this collection year, please forward this email to your Chief Executive Officer so that another keyholder can be assigned.

The success of the IPEDS data collection and quality of the IPEDS data depend, in large part, on your efforts. Thank you in advance for your work this coming year.

The importance of your institution's compliance with the IPEDS reporting responsibility cannot be overstated. As you know, responses to the IPEDS surveys are mandated for those institutions that participate or expect to participate in Title IV federal financial aid programs under Section 487(a)(17) of the Higher Education Act of 1965, as amended, (HEA), 20 U.S.C. §1094(a)(17) and the Department of Education's (Department) regulations at 34 C.F.R. §668.14(b)(19). As a condition of continued participation in the federal student aid programs, all institutions must complete, in a timely manner and to the satisfaction of the Secretary, all surveys conducted as a part of the Integrated Postsecondary Education Data System. According to the Office of Federal Student Aid (FSA), an institution's failure to complete and submit these surveys is a serious violation of its obligations under the HEA and the regulations, and appropriate action, including warnings, fines, and possible loss of eligibility for Title IV federal student financial aid programs, will be taken by that office.

The Department of Education relies on postsecondary institutions to accurately report data to IPEDS, and nearly all institutions do. Institutions themselves sometimes identify misreporting issues and work with ED to correct those problems without the need for further action by the Department. The Department is concerned about any instances of intentional or significant misreporting. Under these circumstances, the Office of Federal Student Aid may take administrative action to appropriately address the issue.

Keyholder Registration:
The keyholder's UserID is the same as it has been in prior years.

The password needed to access the IPEDS web-based data collection system for the 2024-25 collection cycle will be sent separately, shortly after this email. This is a TEMPORARY password and you will need to create a new password when logging in.


******************************************
Institution: <Institution_Name>
UserID: <UserID>
Temporary Password: This is being sent in a separate email
******************************************
If you need assistance logging in, or if you did not receive the email containing your password, please contact the Help Desk by replying to this email or by calling 1-877-225-2568.

The registration site opens August 7, 2024. Keyholders must register online at: http://surveys.nces.ed.gov/IPEDS by August 28, 2024. In order to ensure that each institution is registered, we will send reminder letters to CEOs of Title IV institutions if the keyholder is not registered by the August 28 date.

When registering in the system, please be sure that your registration information is correct. Verify your phone number and make sure that your email address is correct, since these will be used for ALL further contact during the data collection. You may also designate a different keyholder at this time and you may request additional IDs and passwords for other users if your institution has more than one person who will need access to the system. You may request up to sixteen (16) additional UserIDs and passwords when you register. All additional users will be required to register, but only the keyholder must register by August 28.

2024-25 Data Collection

[bookmark: _Hlk74819317]Schedule for the 2024-25 Data Collection: https://surveys.nces.ed.gov/ipeds/public/data-collection-schedule 
Changes to the 2024-25 Survey Components: https://surveys.nces.ed.gov/ipeds/ViewIPEDSChangesToTheCurrentYear.aspx. For more information, use the Help menu in the data collection system.

A quick overview of the 2024-25 IPEDS data collection is provided below:

IMPORTANT NOTE: There are significant changes to the survey forms for this collection year. Please review these changes at https://surveys.nces.ed.gov/ipeds/ViewIPEDSChangesToTheCurrentYear.aspx before completing the survey components. Please also review the survey materials at https://surveys.nces.ed.gov/ipeds/VisIndex.aspx to view these changes.

Registration Period 2024-25 (Registration, Institution Mapping, Institution Identification, Institutional Characteristics)
During the registration period (August 7, 2024-August 28, 2024), institutions are encouraged to complete the Institution Identification page, the Institution Mapping (if applicable), and the Institutional Characteristics component . These three items must be completed before the Fall survey components can be started. Institution Identification is available through Spring.

Fall 2024 ( Cost Section 1, Completions, and 12-month Enrollment):
Opens September 4, 2024
Closes October 16, 2024 for Keyholders

Winter 2024-25 (Student Financial Aid, Cost Sections 2 & 3, Graduation Rates, Graduation Rates 200, Admissions, and Outcome Measures):
Opens December 4, 2024
Closes February 5, 2025 for Keyholders

Spring 2024 (Fall Enrollment, Finance, Human Resources, Academic Libraries):
Opens December 4, 2024
Closes April 2, 2025 for Keyholders

For your convenience in preparing for the upcoming collections, ALL survey forms, instructions, file import specifications, and FAQs for the 2024-25 surveys are available through the data collection system (select Help, then Survey Materials). A New Keyholder Handbook is also available in the Help menu; even though you are a veteran IPEDS keyholder, this resource may be useful to you.

Data Availability for 2023-24 Collection:
Data submitted by institutions during the 2032-24 IPEDS Fall, Winter, and Spring collections are currently available through the IPEDS Use the Data tools (at the Collection level).  Additionally, we continue to update the College Navigator website with new data as they become available. These tools can be accessed from the IPEDS homepage at: http://nces.ed.gov/ipeds.

We hope you enjoy the rest of the summer and thank you in advance for your assistance in making IPEDS a success. If you need additional information, please call the Help Desk at 1-877-225-2568 or email them at ipedshelp@rti.org.
Best regards,
Aida Ali Akreyi
Operations Lead, Integrated Postsecondary Education Data System
Administrative Data Division
National Center for Education Statistics
[bookmark: _Toc392676133][bookmark: _Toc392676456][bookmark: _Toc443575746][bookmark: _Toc166750394]Exhibit 7. Password Email to Keyholders
[bookmark: _Hlk16015045]Subject: IPEDS Temporary Password

Previously, you were emailed registration information for the 2024-25 IPEDS Data Collection, including your UserID. For security purposes, your password is now being emailed separately.

Your password for registering in the IPEDS Data Collection System is listed below. This is a temporary password and you will need to create a new password when logging in.

Password: <Password>

If you need assistance logging in, or if you did not receive the email containing your UserID, please contact the Help Desk by replying to this email or by calling 1-877-225-2568.

The IPEDS data collection system is located at: https://surveys.nces.ed.gov/ipeds/

IPEDS Help Desk
Toll Free 1-877-225-2568
ipedshelp@rti.org
[bookmark: _Toc392676134][bookmark: _Toc392676457][bookmark: _Toc443574734][bookmark: _Toc443575747]

[bookmark: _Toc166750395]Exhibit 8. Registration Email to Multi-Keyholders
[bookmark: _Hlk16015111]Subject: IPEDS 2024-25 Registration Information - <UserID>

August 7, 2024

Dear IPEDS Keyholder:

Welcome back! The National Center for Education Statistics is finalizing preparations for the 2024-25 IPEDS data collection. At the end of the Spring 2024 collection period, you were registered as the keyholder for your institution. If you will continue to serve as the keyholder for the upcoming 2024-25 collection cycle, please be sure to register as directed below. If you will NOT be serving as the keyholder for this collection year, please forward this email to your Chief Executive Officer so that another keyholder can be assigned.

The success of the IPEDS data collection and quality of the IPEDS data depend, in large part, on your efforts. Thank you in advance for your work this coming year.

The importance of your institution's compliance with the IPEDS reporting responsibility cannot be overstated. As you know, responses to the IPEDS surveys are mandated for those institutions that participate or expect to participate in Title IV federal financial aid programs under Section 487(a)(17) of the Higher Education Act of 1965, as amended, (HEA), 20 U.S.C. §1094(a)(17) and the Department of Education's (Department) regulations at 34 C.F.R. §668.14(b)(19). As a condition of continued participation in the federal student aid programs, all institutions must complete, in a timely manner and to the satisfaction of the Secretary, all surveys conducted as a part of the Integrated Postsecondary Education Data System. According to the Office of Federal Student Aid (FSA), an institution's failure to complete and submit these surveys is a serious violation of its obligations under the HEA and the regulations, and appropriate action, including warnings, fines, and possible loss of eligibility for Title IV federal student financial aid programs, will be taken by that office.

The Department of Education relies on postsecondary institutions to accurately report data to IPEDS, and nearly all institutions do. Institutions themselves sometimes identify misreporting issues and work with ED to correct those problems without the need for further action by the Department. The Department is concerned about any instances of intentional or significant misreporting. Under these circumstances, the Office of Federal Student Aid may take administrative action to appropriately address the issue.

Keyholder Registration:
The keyholder's UserID is the same as it has been in prior years.

The password needed to access the IPEDS web-based data collection system for the 2024-25 collection cycle will be sent separately, shortly after this email. This is a TEMPORARY password and you will need to create a new password when logging in.


******************************************
UserID: <UserID>
Temporary Password: This is being sent in a separate email
******************************************
If you need assistance logging in, or if you did not receive the email containing your password, please contact the Help Desk by replying to this email or by calling 1-877-225-2568.

The registration site opens August 7, 2024. Keyholders must register online at: http://surveys.nces.ed.gov/IPEDS by August 28, 2024. In order to ensure that each institution is registered, we will send reminder letters to CEOs of Title IV institutions if the keyholder is not registered by the August 28 date.

When registering in the system, please be sure that your registration information is correct. Verify your phone number and make sure that your email address is correct, since these will be used for ALL further contact during the data collection. You may also designate a different keyholder at this time and you may request additional IDs and passwords for other users if your institution has more than one person who will need access to the system. You may request up to sixteen (16) additional UserIDs and passwords when you register. All additional users will be required to register, but only the keyholder must register by August 28.

2024-25 Data Collection

Schedule for the 2024-25 Data Collection: https://surveys.nces.ed.gov/ipeds/public/data-collection-schedule Changes to the 2024-25 Survey Components: https://surveys.nces.ed.gov/ipeds/ViewIPEDSChangesToTheCurrentYear.aspx . For more information, use the Help menu in the data collection system.

A quick overview of the 2024-25 IPEDS data collection is provided below:

IMPORTANT NOTE: There are significant changes to the survey forms for this collection year. Please review these changes at https://surveys.nces.ed.gov/ipeds/ViewIPEDSChangesToTheCurrentYear.aspx before completing the survey components. Please also review the survey materials at https://surveys.nces.ed.gov/ipeds/VisIndex.aspx to view these changes.

Registration Period 2024-25 (Registration, Institution Mapping, Institution Identification, Institutional Characteristics)
During the registration period (August 7, 2024- August 28, 2024), institutions are encouraged to complete the Institution Identification page, the Institution Mapping (if applicable), and the Institutional Characteristics questions. These three items must be completed before the Fall survey components can be started. Institution Identification is available through Spring.

Fall 2024 (Cost Section 1, Completions, and 12-month Enrollment):
Opens September 4, 2024
Closes October 16, 2024 for Keyholders

Winter 2024-25 (Student Financial Aid, Cost Sections 2 & 3, Graduation Rates, Graduation Rates 200, Admissions, and Outcome Measures):
Opens December 4, 2024
Closes February 5, 2024 for Keyholders

Spring 2024 (Human Resources, Fall Enrollment, Finance, Academic Libraries):
Opens December 4, 2024
Closes April 2, 2025 for Keyholders

For your convenience in preparing for the upcoming collections, ALL survey forms, instructions, file import specifications and FAQs for the 2024-25 surveys are available through the data collection system (select Help, then Survey Materials). A New Keyholder Handbook is also available in the Help menu; even though you are a veteran IPEDS keyholder, this resource may be useful to you.

Data Availability for 2023-24 Collection:
Data submitted by institutions during the 2023-24 IPEDS Fall, Winter, and Spring collections are currently available through the IPEDS Use the Data tools (at the Collection level).  Additionally, we continue to update the College Navigator website with new data as they become available. These tools can be accessed from the IPEDS homepage at: http://nces.ed.gov/ipeds.

We hope you enjoy the rest of the summer and thank you in advance for your assistance in making IPEDS a success. If you need additional information, please call the Help Desk at 1-877-225-2568 or email them at ipedshelp@rti.org.

Best regards,


Aida Ali Akreyi
Operations Lead, Integrated Postsecondary Education Data System
Administrative Data Division
National Center for Education Statistics
[bookmark: _Toc392676135][bookmark: _Toc392676458][bookmark: _Toc443575748][bookmark: _Toc166750396]Exhibit 9. Password Email to Multi-Keyholders
Subject: IPEDS Temporary Password

Previously, you were emailed registration information for the 2024-25 IPEDS Data Collection, including your UserID. For security purposes, your password is now being emailed separately.

Your password for registering in the IPEDS Data Collection System is listed below. This is a temporary password and you will need to create a new password when logging in.

Password: <Password>

If you need assistance logging in, or if you did not receive the email containing your UserID, please contact the Help Desk by replying to this email or by calling 1-877-225-2568.

The IPEDS data collection system is located at: https://surveys.nces.ed.gov/ipeds/

IPEDS Help Desk
Toll Free 1-877-225-2568
ipedshelp@rti.org
[bookmark: _Toc392676136][bookmark: _Toc392676459]

[bookmark: _Toc443574735][bookmark: _Toc443575749][bookmark: _Toc166750397]Exhibit 10. Registration Email to Coordinators
[bookmark: _Hlk16015373]Subject: IPEDS 2024-25 Registration Information - <UserID>

August 7, 2024

Dear IPEDS Coordinator:

[bookmark: _Hlk74822547]Welcome! Once again, it is time to issue UserIDs/Passwords and prepare for the upcoming 2024-25 collection year. At this time, most of the data from the 2023-24 IPEDS web-based data collection are currently available through the IPEDS Data Tools (at the Collection level) and we are continuing to update the College Navigator website.  

[bookmark: _Hlk74822634]At the bottom of this email is a copy of what is being sent to the keyholders who were registered last year. Please take time to read it because it contains additional information that is NOT in your email. As you can see, we continue to emphasize compliance with the Title IV requirements. 

The Coordinator UserID is the same as it has been in prior years.

The password needed to access the IPEDS web-based data collection system for the 2024-25 collection cycle will be sent separately, shortly after this email. This is a TEMPORARY password and you will need to create a new password when logging in.

******************************************
UserID: <UserID>
Temporary Password: This is being sent in a separate email
******************************************

If you need assistance logging in, or if you did not receive the email containing your password, please contact the Help Desk by replying to this email or by calling 1-877-225-2568.

Online Registration is now open. Coordinators must register at http://surveys.nces.ed.gov/IPEDS. Please confirm your registration for 2024-25 after logging in and changing your password. You should verify or update your specific contact information, and make sure that your email address is correct since this will be used for ALL further contact during the data collection. If your office has more than one person who will need access to the system, you may request up to sixteen (16) additional UserIDs and Passwords when you register. All additional users will again be required to register this year.

The following is provided to help you plan for the 2024-25 IPEDS data collection.

2024-25 Data Collection

Schedule for the 2024-25 Data Collection: https://surveys.nces.ed.gov/ipeds/public/data-collection-schedule 
Changes to the 2024-25 Survey Components: https://surveys.nces.ed.gov/ipeds/ViewIPEDSChangesToTheCurrentYear.aspx For more information, use the Help menu in the data collection system.

A quick overview of the 2024-25 IPEDS data collection is provided below:

IMPORTANT NOTE: There are significant changes to the survey forms for this collection year. Please review these changes at https://surveys.nces.ed.gov/ipeds/ViewIPEDSChangesToTheCurrentYear.aspx before completing the survey components. Please also review the survey materials at https://surveys.nces.ed.gov/ipeds/VisIndex.aspx to view these changes.

Registration Period 2024-25 (Registration, Institution Mapping, Institution Identification, Institutional Characteristics)
During the registration period (August 7, 2024-August 28, 2024), institutions are encouraged to complete the Institution Identification page, the Institution Mapping (if applicable), and the Institutional Characteristics questions. These three items must be completed before the Fall survey components can be started. Institution Identification is available through Spring.

Fall 2024 (Cost Section 1, Completions, and 12-month Enrollment):
Opens September 4, 2024
Closes October 16, 2024 for Keyholders and October 30, 2024 for Coordinators

Winter 2024-25 (Student Financial Aid, Cost Sections 2 & 3, Graduation Rates, 200% Graduation Rates, Admissions, and Outcome Measures):
Opens December 4, 2024
Closes February 5, 2025 for Keyholders and February 19, 2025 for Coordinators

Spring 2024 (Fall Enrollment, Finance, Human Resources, and Academic Libraries):
Opens December 4, 2024
Closes April 2, 2025 for Keyholders and April 16, 2025 for Coordinators

For your convenience in preparing for the upcoming collections, ALL survey forms, instructions, file import specifications and FAQs for the 2024-25 surveys are available through the data collection system (select Help, then Survey Materials). The IPEDS Coordinator Manual and a New Keyholder Handbook are available through the Help menu of the Data Collection System.

We hope that you enjoy the rest of the summer and thank you in advance for your continued support in making IPEDS successful. If you need additional information or help with registration, please call the IPEDS Help Desk at 1-877-225-2568 or email them at ipedshelp@rti.org. If you have questions about Coordinator roles and responsibilities within IPEDS, please contact Aida Ali Akreyi at Aida.Ali-Akreyi@ed.gov.

Best regards,

Aida Ali Akreyi
Operations Lead, Integrated Postsecondary Education Data System
Administrative Data Division
National Center for Education Statistics

*** *** *** *** *** *** *** *** *** *** *** *** *** *** *** *** *** ***
Below is the text for the email being sent to Keyholders:
*** *** *** *** *** *** *** *** *** *** *** *** *** *** *** *** *** ***

Subject: IPEDS 2024-25 Registration Information - <UnitID>

August 7, 2024

Dear IPEDS Keyholder:

Welcome back! The National Center for Education Statistics is finalizing preparations for the 2024-25 IPEDS data collection. At the end of the Spring 2024 collection period, you were registered as the keyholder for your institution. If you will continue to serve as the keyholder for the upcoming 2024-25 collection cycle, please be sure to register as directed below. If you will NOT be serving as the keyholder for this collection year, please forward this email to your Chief Executive Officer so that another keyholder can be assigned.

The success of the IPEDS data collection and quality of the IPEDS data depend, in large part, on your efforts. Thank you in advance for your work this coming year.

The importance of your institution's compliance with the IPEDS reporting responsibility cannot be overstated. As you know, responses to the IPEDS surveys are mandated for those institutions that participate or expect to participate in Title IV federal financial aid programs under Section 487(a)(17) of the Higher Education Act of 1965, as amended, (HEA), 20 U.S.C. §1094(a)(17) and the Department of Education's (Department) regulations at 34 C.F.R. §668.14(b)(19). As a condition of continued participation in the federal student aid programs, all institutions must complete, in a timely manner and to the satisfaction of the Secretary, all surveys conducted as a part of the Integrated Postsecondary Education Data System. According to the Office of Federal Student Aid (FSA), an institution's failure to complete and submit these surveys is a serious violation of its obligations under the HEA and the regulations, and appropriate action, including warnings, fines, and possible loss of eligibility for Title IV federal student financial aid programs, will be taken by that office.

The Department of Education relies on postsecondary institutions to accurately report data to IPEDS, and nearly all institutions do. Institutions themselves sometimes identify misreporting issues and work with ED to correct those problems without the need for further action by the Department. The Department is concerned about any instances of intentional or significant misreporting. Under these circumstances, the Office of Federal Student Aid may take administrative action to appropriately address the issue.

Keyholder Registration:
The keyholder's UserID is the same as it has been in prior years.

The password needed to access the IPEDS web-based data collection system for the 2024-25 collection cycle will be sent separately, shortly after this email. This is a TEMPORARY password and you will need to create a new password when logging in.

******************************************
Institution: <Institution_Name>
UserID: <UserID>
Temporary Password: This is being sent in a separate email
******************************************
If you need assistance logging in, or if you did not receive the email containing your password, please contact the Help Desk by replying to this email or by calling 1-877-225-2568.

The registration site opens August 7, 2024. Keyholders must register online at: http://surveys.nces.ed.gov/IPEDS by August 28, 2024. In order to ensure that each institution is registered, we will send reminder letters to CEOs of Title IV institutions if the keyholder is not registered by the August 28 date.

When registering in the system, please be sure that your registration information is correct. Verify your phone number and make sure that your email address is correct, since these will be used for ALL further contact during the data collection. You may also designate a different keyholder at this time and you may request additional IDs and passwords for other users if your institution has more than one person who will need access to the system. You may request up to sixteen (16) additional UserIDs and passwords when you register. All additional users will be required to register, but only the keyholder must register by August 28.

2024-25 Data Collection

Schedule for the 2024-25 Data Collection: https://surveys.nces.ed.gov/ipeds/public/data-collection-schedule 
Changes to the 2024-25 Survey Components: https://surveys.nces.ed.gov/ipeds/ViewIPEDSChangesToTheCurrentYear.aspx. For more information, use the Help menu in the data collection system.

A quick overview of the 2024-25 IPEDS data collection is provided below:

IMPORTANT NOTE: There are significant changes to the survey forms for this collection year. Please review these changes at https://surveys.nces.ed.gov/ipeds/ViewIPEDSChangesToTheCurrentYear.aspx before completing the survey components. Please also review the survey materials at https://surveys.nces.ed.gov/ipeds/VisIndex.aspx to view these changes.

Registration Period 2024-25 (Registration, Institution Mapping, Institution Identification, Institutional Characteristics)
During the registration period (August 7, 2024 -August 28, 2024), institutions are encouraged to complete the Institution Identification page, the Institution Mapping (if applicable), and the Institutional Characteristics questions. These three items must be completed before the Fall survey components can be started. Institution Identification is available through Spring.

Fall 2024 (Cost Section 1, Completions, and 12-month Enrollment):
Opens September 4, 2024
Closes October 16, 2024 for Keyholders

Winter 2024-25 (Student Financial Aid, Cost Sections 2 & 3, Graduation Rates, Graduation Rates 200, Admissions, and Outcome Measures):
Opens December 4, 2024
Closes February 5, 2025 for Keyholders

Spring 2025 (Fall Enrollment, Finance, Human Resources, Academic Libraries):
Opens December 4, 2024
Closes April 2, 2025 for Keyholders

For your convenience in preparing for the upcoming collections, ALL survey forms, instructions, file import specifications, and FAQs for the 2024-25 surveys are available through the data collection system (select Help, then Survey Materials). A New Keyholder Handbook is also available in the Help menu; even though you are a veteran IPEDS keyholder, this resource may be useful to you.

Data Availability for 2023-24 Collection:
Data submitted by institutions during the 2023-24 IPEDS Fall, Winter, and Spring collections are currently available through the IPEDS Use the Data tools (at the Collection level).     Additionally, we continue to update the College Navigator website with new data as they become available. These tools can be accessed from the IPEDS homepage at: http://nces.ed.gov/ipeds.

We hope you enjoy the rest of the summer and thank you in advance for your assistance in making IPEDS a success. If you need additional information, please call the Help Desk at 1-877-225-2568 or email them at ipedshelp@rti.org.

Best regards,


Aida Ali Akreyi
Operations Lead, Integrated Postsecondary Education Data System
Administrative Data Division
National Center for Education Statistics
[bookmark: _Toc392676137][bookmark: _Toc392676460][bookmark: _Toc443575750]
[bookmark: _Toc166750398]Exhibit 11. Password Email to Coordinators
Subject: IPEDS Temporary Password

Previously, you were emailed registration information for the 2024-25 IPEDS Data Collection, including your UserID. For security purposes, your password is now being emailed separately.

Your password for registering in the IPEDS Data Collection System is listed below. This is a temporary password and you will need to create a new password when logging in.

Password: <Password>

If you need assistance logging in, or if you did not receive the email containing your UserID, please contact the Help Desk by replying to this email or by calling 1-877-225-2568.

The IPEDS data collection system is located at: https://surveys.nces.ed.gov/ipeds/

IPEDS Help Desk
Toll Free 1-877-225-2568
ipedshelp@rti.org
[bookmark: _Toc443574736][bookmark: _Toc443575751]

[bookmark: _Toc166750399]Exhibit 12.  Vendor Notification of Survey Materials Updates
Subject: IPEDS Information for Software Providers

August 7, 2024

The 2024-25 IPEDS survey materials are now available from the IPEDS Report Your Data website at https://nces.ed.gov/ipeds/report-your-data.  These include blank forms, instructions, import specifications, and Frequently Asked Questions for each IPEDS survey component.

Also, under the “About the Data Collection” heading on the Report Your Data website is a tutorial on “Using the Data Collection System,” which includes information on how uploaded data are processed by the system.

Aida Ali Akreyi
Operations Lead, Integrated Postsecondary Education Data System
Administrative Data Division
National Center for Education Statistics

**Note: You are receiving this email because you registered your email address on the IPEDS "Resources for Software Providers" page, at: https://nces.ed.gov/ipeds/report-your-data/resource-software-providers

[bookmark: _Toc166750400]Exhibit 13. New Keyholder Welcome Package/Email
Subject: IPEDS Information for New Keyholders
<No specific date—Will be sent automatically as new Keyholders register>

Dear IPEDS Keyholder:

Welcome to IPEDS! As a new IPEDS Keyholder, you have an important job. The quality and accuracy of your institution’s IPEDS data depend on you.

IPEDS data are a public face of your institution, and are widely used. They are used by students and parents, through the College Navigator website, the College Scorecard, and on the FAFSA form, to aid in the college search process; by federal, state, and local governments for policy analysis and development; by institutions for benchmarking and peer analysis; and by professional associations, private businesses, and the media. In a minute we’ll talk about how you can access the IPEDS data you submit for use at your campus.

Resources:
The Report Your Data website, at, https://nces.ed.gov/ipeds/report-your-data has all the information you’ll need to submit your IPEDS data. This information can also be found from the Help menu in the Data Collection System.

The IPEDS New Keyholder Handbook provides an easy way to get oriented to IPEDS. This manual includes a lot of useful information, including information on keyholder responsibilities, how to submit and lock your data, where to get help and training, and tips from veteran keyholders and the Help Desk, all collected in one place for easy reference.

The first thing we suggest you do to get ready to submit IPEDS data is to familiarize yourself with the data collection schedule for the year. The 2024-25 data collection schedule is shown below. Also, attached to this email is a calendar that you can print out and post on your bulletin board for easy reference, and forward to others in your institution who help with IPEDS data submission. Please remember that deadline extensions are NOT available.
	Fall 2024: 		September 4, 2024 – October 16, 2024
	Winter 2024-25:	December 4, 2024 – February 5, 2025
	Spring 2025:		December 4, 2024 – April 2, 2025

Next, you’ll probably want to familiarize yourself with the data you’ll need to submit. Using the Survey Materials option, you can access blank survey forms, instructions, FAQs, and edit and import specifications, so that you can prepare your data for submission, and alert others at your institution to the data you’ll need them to provide to you for submission.

IMPORTANT NOTE: While there are no significant changes to the survey forms for this collection year, there are several clarifications to instructions and FAQs.  Please review these changes at https://surveys.nces.ed.gov/ipeds/ViewIPEDSChangesToTheCurrentYear.aspx before completing the survey components. Please also review the survey materials at https://surveys.nces.ed.gov/ipeds/VisIndex.aspx to view these changes.

Seasoned keyholders will tell you that it’s best to start early so that you aren’t trying to find and report all the data in a last-minute crunch. Also, if you submit your data prior to the last three weeks before data collection closes, we’ll send an email to your president or CEO alerting them to your accomplishment.

Finally, the most important resource will be the IPEDS Help Desk, which can be reached at 1-877-225-2568, or ipedshelp@rti.org. If you have any questions about IPEDS, please contact them for assistance. They’re there to help you get your IPEDS data submitted accurately and on time.

Training opportunities:
There are free, specialized training materials to assist you with your IPEDS reporting responsibilities. There is an online tutorial specifically for new keyholders that provides an overview of keyholder responsibilities and how the IPEDS data submission process works. There are other online tutorials that will assist you in understanding the key concepts you need to know in order to accurately submit data for the different survey forms. We encourage you to check out the one specifically designed for new keyholders now, and to view the key concepts tutorials as you prepare to report the different surveys. Follow the link from https://nces.ed.gov/transfer.asp?location=www.airweb.org/collaborate-learn/ipeds-training-center, then click on “Video Tutorials.”

Free face-to-face workshops are also held in various parts of the country throughout the year. Watch for special email announcements.

Data Dissemination:
The data you submit to IPEDS are made available to the public through the IPEDS online data use tools:
· Your institution will be included on the College Navigator website (http://collegenavigator.ed.gov), a college search tool designed for parents, prospective students, and high school counselors.
· The IPEDS Data Feedback Report (DFR), produced annually, compares your institution to a group of similar institutions on a number of indicators. This report is sent to you and your institution’s CEO, but is available to anyone through the Use the Data website http://nces.ed.gov/ipeds/Home/UseTheData).
· IPEDS data are tabulated at the national, state, and sector level; tables are available through the Tables Library (http://nces.ed.gov/datalab/tableslibrary/home.aspx).
· And you can access data for your institution and all other IPEDS-participating institutions at the IPEDS Use the Data website (http://nces.ed.gov/ipeds/Home/UseTheData), where you can compare institutional data, create reports, download data files, and more!

The IPEDS Data Tools Help Desk is available to answer questions about all these tools, and can be reached at 1-866-558-0658 or ipedstools@rti.org.

Finally, thank you in advance for your work during the 2024-25 IPEDS Data Collection. If you need additional information, please call the Help Desk at 1-877-225-2568 or email them at ipedshelp@rti.org .

Best regards,

Aida Ali Akreyi
Operations Lead, Integrated Postsecondary Education Data System
Administrative Data Division
National Center for Education Statistics

[bookmark: _Toc443575752][bookmark: _Toc166750401]
Exhibit 14. Registration +2 Weeks Keyholder Reminder Email
Subject: IPEDS Reminder- Keyholder Registration Required – <UnitID>

August 21, 2024

Dear Keyholder:

As of this morning, you have not registered as Keyholder for the upcoming 2024-25 IPEDS collection. Please remember that all Keyholders must register by August 28 in order to avoid a reminder letter being sent to the institution’s Chief Executive. For your convenience, a copy of the email that was sent to you on August 7, which contains your registration information, is included below. If you will not be the keyholder for this collection year, please forward this email to the appropriate person(s). Thank you for your prompt attention to this matter.

The registration site is available at: http://surveys.nces.ed.gov/ipeds/

Once you have registered, all 2024-25 survey forms, instructions, upload specifications, and other information can be accessed through the Help menu (click on Survey Materials) in the data collection system.

The Fall data collection will open on September 4, 2024.

IPEDS Help Desk
Toll Free 1-877-225-2568
ipedshelp@rti.org


**NOTE: A copy of the original registration email will be attached below.**




[bookmark: _Toc94513478]

[bookmark: _Toc166750402]Section 2: Communications sent after collection opening
Exhibit 1 outlines the overall schedule of our planned coordination and collection communications throughout the collection cycle, and was also included in Deliverable 11a.  Exhibits 2 through 39 include the draft text for (a) collection opening announcements, (b) reminder emails and letters to keyholders of non-registered users, (c) reminder emails to keyholders of non-respondent institutions, (d) thank-you emails to CEOS of early-completing institutions, (e) phone scripts to be used when calling CEOs and keyholders of non-respondent institutions, and (f) email communication regarding changes in the Prior Year Revision (PYR) system..


[bookmark: _Toc166750403]Exhibit 1. IPEDS 2024-25 Data Collection Communications and Follow-Up Schedule


	Collection
	Date
	Correspondence Type
	Scheduled Time
	Recipient(s)
	Communication Criteria

	Pre-registration
	Prior to 8/7/24
	Coordination tree update email
	May 2024
	Coordinators
	All

	Registration Period
	8/7/24
	Letter w/keyholder registration letter and registration certificate
	Registration opening
	CEO
	No previous keyholder

	
	8/7/24
	Registration email w/User ID
	Registration opening
	Keyholders/Coordinators
	All

	
	8/7/24
	Password email
	Registration opening
	Keyholders/Coordinators
	All

	
	8/7/24
	Notification of survey materials update
	Registration opening
	Software vendors
	All registered

	
	Ongoing
	New Keyholder Welcome Package
	At time of registration
	New Keyholders
	All registered

	
	 8/21/24
	Prompting registration email
	2 weeks following registration opening
	Keyholders
	Not registered

	
	 8/28/24
	Prompting registration letter
	3 weeks following registration opening
	CEOs
	No keyholder registered




	Collection
	Date
	Correspondence Type
	Scheduled Time
	Recipient(s)
	Communication Criteria

	Fall 2024
	 9/4/24
	Opening announcement
	Collection opening 
	Keyholders/Coordinators
	All

	
	Ongoing
	Thank you email
	At time of survey locking
	Keyholders/Coordinators
	All locked surveys

	
	9/11/24
	Email regarding changes in the PYR
	PYR collection opening 
	Keyholders/Coordinators
	Identified during previous year QC process

	
	 9/11/24
	One Last Chance Reminder
	1 week following collection opening
	CEOs/Keyholders
	CEOs of schools having already used OLC

	
	9/11/24
	Annual update email
	3 weeks following registration opening
	CEOs/coordinators
	All CEOs, all coordinators

	
	9/18/24
	Prompting email
	4 weeks prior to collection closing
	Keyholders
	No data entered

	
	9/18/24
	Prompting email
	4 weeks prior to collection closing
	New Keyholders
	All required surveys not locked

	
	 9/25/24
	Thank You email
	3 weeks prior to collection closing
	CEOs/Keyholders
	All surveys completed

	
	9/18/24
	Prompting phone call
	4 weeks prior to collection closing
	CEOs
	No keyholder registered

	
	10/2/24
	Prompting phone call
	2 weeks prior to collection closing
	Keyholders/CEOs
	No data entered

	
	10/2/24
	Prompting email
	2 weeks prior to collection closing
	Keyholders
	No data entered

	
	10/2/24
	Prompting email
	2 weeks prior to collection closing
	Keyholders
	All required surveys not locked

	
	10/2/24
	Prompting phone call
	2 weeks prior to collection closing
	New Keyholders
	All required surveys not locked

	
	 10/9/24
	Prompting email
	1 week prior to collection closing
	Keyholders
	No data entered

	
	 10/9/24
	Prompting email
	1 week prior to collection closing
	Keyholders
	All required surveys not locked



[bookmark: _Toc13818477][bookmark: _Toc74899902][bookmark: _Toc105150387][bookmark: _Toc166750404]
Exhibit 1. IPEDS 2024-25 Data Collection Communications and Follow-Up Schedule (cont.)
	Winter 
2024-25
	12/4/24 
	Opening announcement 
	Collection opening
	Keyholders/Coordinators
	All

	
	12/4/24
	Email regarding changes in the PYR
	PYR collection opening 
	Keyholders/Coordinators
	Identified during previous year QC process

	
	 1/8/25

	Prompting registration letter
	4 weeks prior to collection closing
	CEOs
	No keyholder registered

	
	 1/8/25

	Prompting email
	4 weeks prior to collection closing
	Keyholders
	No data entered

	
	 1/8/25

	Prompting email
	4 weeks prior to collection closing
	New Keyholders
	All required surveys not locked

	
	 1/15/25

	Thank You email
	3 weeks prior to collection closing
	CEOs/Keyholders
	All surveys completed

	
	 1/15/25

	Prompting phone call
	3 weeks prior to collection closing
	CEOs
	No Keyholder registered

	
	1/22/25
	Prompting phone call
	2 weeks prior to collection closing
	Keyholders/CEOs
	No data entered

	
	1/22/25
	Prompting email
	2 weeks prior to collection closing
	Keyholders
	No data entered

	
	1/22/25
	Prompting email
	2 weeks prior to collection closing
	Keyholders
	All required surveys not locked

	
	1/22/25

	Prompting phone call
	2 weeks prior to collection closing
	New Keyholders
	All required surveys not locked

	
	 1/29/25

	Prompting email
	1 week prior to collection closing
	Keyholders
	No data entered

	
	 1/29/25

	Prompting email
	1 week prior to collection closing
	Keyholders
	All required surveys not locked

	Spring 2025
	 12/4/24
	Opening announcement 
	Collection opening
	Keyholders/Coordinators
	All

	
	12/4/24
	Email regarding changes in the PYR
	PYR collection opening 
	Keyholders/Coordinators
	Identified during previous year QC process

	
	 2/5/25

	Prompting emails (included in TWII)
	8 weeks prior to collection closing
	Keyholders
	No data entered

	
	 2/19/25
	Prompting emails (included in TWII)
	6 weeks prior to collection closing
	Keyholders
	No data entered

	
	3/5/25

	Prompting registration letter
	4 weeks prior to collection closing
	CEOs
	No keyholder registered

	
	 3/5/25

	Prompting email
	4 weeks prior to collection closing
	Keyholders
	No data entered

	
	 3/5/25

	Prompting email
	4 weeks prior to collection closing
	New Keyholders
	All required surveys not locked

	
	3/12/25

	Thank You email
	3 weeks prior to collection closing
	CEOs/Keyholders
	All surveys completed

	
	3/12/25

	Prompting phone call
	3 weeks prior to collection closing
	CEOs
	No Keyholder registered

	
	3/12/25

	Prompting email
	3 weeks prior to collection closing
	Keyholders
	No data entered since Winter

	
	3/19/25

	Prompting phone call
	2 weeks prior to collection closing
	Keyholders/CEOs
	No data entered since Winter

	
	3/19/25

	Prompting phone call
	2 weeks prior to collection closing
	Keyholders/CEOs
	No data entered 

	
	3/19/25

	Prompting email
	2 weeks prior to collection closing
	Keyholders
	No data entered 

	
	3/19/25

	Prompting email
	2 weeks prior to collection closing
	Keyholders
	All required surveys not locked

	
	 3/19/25

	Prompting phone call
	2 weeks prior to collection closing
	New Keyholders
	All required surveys not locked

	
	 3/26/25

	Email to keyholder
	1 week prior to collection closing
	Keyholders
	No data entered

	
	 3/26/25

	Prompting email
	1 week prior to collection closing
	Keyholders
	All required surveys not locked


[bookmark: _Toc518385014]


Exhibit 2. Fall Opening Announcement Email
Subject: IPEDS Fall Data Collection Now Open

September 4, 2024

The Fall 2024 IPEDS web-based data collection is now open, and will remain open to Keyholders through October 16, 2024.

You can access the collection site at: http://surveys.nces.ed.gov/ipeds OR you may use the main IPEDS website at http://nces.ed.gov/ipeds and follow the links to “Report Your Data.”

· Use your 2024-25 UserID and password (emailed to you, or mailed to your institution's CEO, in early August). Keyholder UserIDs begin with “P” or “88G.”
· If you have a keyholder change, be sure to change the contact information in the registration screen, which can be found under the Tools menu.
· All institutions MUST complete and lock the Cost (CST) Section 1 component, the Completions (C) component, and 12-month Enrollment (E12) component. The Institutional Characteristics component must be locked before you can begin submitting data for the Fall components.

Note that the collection will close on October 16, 2024. You will not be able to submit, edit, or lock data after those dates and NO extensions can be granted.

The following assistance is available to you as you prepare your institution’s data submissions:

· The IPEDS Help Desk is available to assist you at any time during the collection cycle. Please contact the Help Desk at 1-877-225-2568 or ipedshelp@rti.org if you have any questions about the IPEDS system.
· Copies of the survey forms, instructions, file upload specifications, and frequently asked questions are available in the collection system under the Help menu, click on Survey Materials.
· The Association for Institutional Research (AIR) has free IPEDS training tutorials available. Follow the link from https://nces.ed.gov/transfer.asp?location=www.airweb.org/collaborate-learn/ipeds-training-center, then click on “Video Tutorials.”

Remember that the completion of all IPEDS surveys, in a timely and accurate manner, is mandatory for all institutions that participate in or are applicants for participation in any Federal financial assistance program authorized by Title IV of the Higher Education Act (HEA) of 1965, as amended. IPEDS surveys are mandated by 20 U.S.C. 1094(a)(17). Institutions have been fined for failing to submit complete surveys on time. Title IV, HEA program regulations 34 CFR 668.84, 668.85, and 668.86 permit a fine of up to $67,544 for each violation.

To assist you in meeting this requirement, NCES has established a rigorous follow-up schedule. PLEASE DO NOT IGNORE EMAIL CORRESPONDENCE. You will be prompted ONLY IF YOUR SURVEY SUBMISSIONS ARE NOT COMPLETE.

In order to complete all requirements for data submission, keyholders must LOCK each survey.
· Under "Steps to Locking," be sure to run "Perform Edits" and resolve any errors.
· When activated (underlined), click "Lock" and follow the instructions.
· Please be sure to check your Survey status to make sure that it reads Locked or Complete after you have locked your data.
· Use the "Am I Done" feature to ensure that you have completed all required surveys.

Please be sure to provide a current email address for your institution’s Chief Executive (CEO) on your Institution Identification page, as it may be necessary to send IPEDS-related information to your CEO. Keyholders will always be copied on any such email correspondence. For example, NCES will send an email acknowledgement to the Chief Executive Officer (CEO) of those institutions that lock all of their required survey components prior to the final three weeks of the collection. Although we realize that it is not always possible for the IPEDS data to be submitted this early, we do appreciate the efforts of those individuals who can, and do, complete their data entry early in the collection. As such, we want to recognize the efforts of those individuals.

You can also correct or update any data that were submitted during last year’s collection using the IPEDS Prior Year Data Revision (PYR) system at http://surveys.nces.ed.gov/ipeds_py/. Use your current UserID and password for access. The PYR will open on September 11, 2024.

Finally, please note that Keyholders may “opt out” of receiving some of the scheduled IPEDS reminders during the collection. To participate in the “opt out” opportunity, login to the collection system, go to the Tools menu and select “Follow-up Opt Out”. After reading the instructions, choose the radio button as appropriate. This action must be repeated for EACH collection period, if you choose to continue opting out. Note that new Keyholders cannot opt out, and all IPEDS compliance requirements still apply (e.g., institutions will not be granted extensions for failure to meet the reporting deadline).

Remember, if you have any questions or need help at any time during the collection cycle, you can contact the Help Desk at 1-877-225-2568, or send them an email at ipedshelp@rti.org.

Best regards,

Aida Ali Akreyi
Operations Lead, Integrated Postsecondary Education Data System
Administrative Data Division
National Center for Education Statistics


[bookmark: _Toc443575758][bookmark: _Toc166750406]
Exhibit 3. One Last Chance Reminder Email to CEOs
Subject: IPEDS Notification Regarding Late Submission of Data - [unitid]

 September 11, 2024
RE: <institution_name> - <UnitID>

Dear Chief Executive Officer:

As you know, completion of the Integrated Postsecondary Education Data System (IPEDS) survey components is a requirement of your institution’s continued participation in Title IV Federal student financial aid programs. The National Center for Education Statistics (NCES) is charged with conducting the IPEDS data collection, and provides support to participating institutions in this effort. Toward this end, NCES grants every institution ONE (and only one) opportunity to submit survey data beyond the specified deadline for any of the three annual IPEDS data collection periods.

Your institution, <institution_name>, benefitted from this “one opportunity” during the <period_year> data collection. During that collection period, the IPEDS Help Desk accepted post-deadline data and entered it into the IPEDS data collection system on behalf of your institution. This letter serves as a reminder that NCES will not again accept late data during this, the 2024-25 data collection year, or future data collection years. We are copying your institution’s IPEDS keyholder, <KH_name>, on this letter so that he or she is also aware of this notification.

The importance of your institution’s compliance with this reporting responsibility cannot be overstated. Please be aware that responses to the IPEDS surveys are mandated for those institutions that participate or expect to participate in Title IV federal financial aid programs under Section 487(a)(17) of the Higher Education Act of 1965, as amended (HEA), 20 U.S.C. §1094(a)(17) and the Department of Education’s regulations at 34 C.F.R. §668.14(b)(19). As a condition of continued participation in the federal student aid programs, all institutions must complete, in a timely manner and to the satisfaction of the Secretary, all surveys conducted as a part of the IPEDS. Title IV, HEA program regulations 34 CFR 668.84, 668.85, and 668.86 permit a fine of up to $67,544 for each violation. According to the Office of Federal Student Aid (FSA), an institution’s failure to complete and submit these surveys is a serious violation of its obligations under the HEA and the regulations, and appropriate action will be taken by FSA.

If you have any questions about this issue, please feel free to contact the IPEDS Help Desk at 1-877-225-2568 or ipedshelp@rti.org for further information or clarification.

Sincerely,

Tara Lawley
Program Director, Integrated Postsecondary Education Data System
Postsecondary Branch, Administrative Data Division
National Center for Education Statistics

[bookmark: _Toc443575759]CC: Keyholder_Name


[bookmark: _Toc166750407]Exhibit 4. Annual Update Email to CEOs of IPEDS Institutions

*Note: Keyholders and Coordinators will be copied

Subject: Integrated Postsecondary Education Data System (IPEDS) - <UnitID>

August 28, 2024

Dear Chief Executive Officer –
Please read this email. It has important implications for your institution and its responsibilities related to awarding federal student aid. It covers the following topics:

· Importance of timely and accurate data
· Where and how IPEDS data are used
· The role of the institutional Keyholder
· How you can help

The annual Integrated Postsecondary Education Data System (IPEDS) data collection for 2024-25 has begun. Thank you in advance for your assistance in this important data collection effort. This letter serves to inform or remind you about some important aspects of the IPEDS program.

Importance of submitting accurate and timely IPEDS data
The completion of all IPEDS surveys in a timely and accurate manner is mandatory for all institutions that participate in or are applicants for participation in any federal financial assistance program authorized by Title IV of the Higher Education Act of 1965, as amended. Submitting IPEDS data accurately and on time is required by your Program Participation Agreement for Title IV federal student financial aid programs with the U.S. Department of Education. In this way, your institution will avoid fines and other possible penalties for noncompliance with IPEDS reporting requirements.

Additionally, IPEDS data are a public face of your institution.
· IPEDS data are used in the College Navigator (http://nces.ed.gov/collegenavigator/) consumer information and college search tool, designed to help college students, prospective students, and their parents understand the differences between colleges and how much it costs to attend college. 
· IPEDS data are displayed on the FAFSA online form. As potential students apply for financial aid, they can see the tuition and fees, average net price, graduation rates, retention rates, and transfer rates for schools as reported through IPEDS.
· [bookmark: _Hlk74832062]IPEDS data are used, in conjunction with other federal data sources, in the College Scorecard (https://collegescorecard.ed.gov/). This consumer tool provides information on colleges including average annual cost to attend, fields of study offered, earnings of graduates, and more.
· IPEDS data are also used for the College Affordability and Transparency Center (http://collegecost.ed.gov), which lists institutions with the highest and lowest tuition and fees as well as highest and lowest net prices (the price of attendance minus grant and scholarship aid). It also shows institutions where tuition and fees and net prices are increasing at the highest rates; institutions on these lists are subject to additional reporting to the US Department of Education. The lists are made from the IPEDS data your institution submits.
· The IPEDS Data Feedback Report provides each institution a context for examining the data they submitted to IPEDS. The goal is to produce an annual report that is useful to institutional executives and institutions for benchmarking and peer analysis, and that can help improve the quality and comparability of IPEDS data. The report is mailed to Chief Executive Officers each fall. PDF versions of the reports are available to institutions and the public from the IPEDS Use the Data website (http://nces.ed.gov/ipeds/Home/UseTheData).

The role of the IPEDS Keyholder
Each institution has an IPEDS Keyholder, who was appointed by you or your predecessor. This is the person who is responsible for making sure all IPEDS data are submitted accurately and on time. In fact, the success of the IPEDS data collection and quality of the IPEDS data depend, in large part, on the efforts of your institution’s Keyholder. Many different offices and records systems are typically involved in IPEDS reporting (institutional research, registrar, admissions, financial aid, business, personnel, information technology), so the Keyholder is often called on to act as a data coordinator in order to make sure all IPEDS reporting requirements are met. IPEDS data are submitted throughout the year, during the Fall, Winter, and Spring data collection periods.
How you can help
[bookmark: _Hlk74832287][bookmark: _Hlk74832271]You can support your Keyholder by helping to make sure all offices involved in IPEDS reporting are aware of the importance of data quality and timeliness. You should also know that it requires a significant amount of time to complete your institution’s IPEDS submissions; you can view the IPEDS reporting burden estimates at https://surveys.nces.ed.gov/ipeds/public/institutional-burden.


Finally, it might be important to make sure the Keyholder has time to attend IPEDS training through online tutorials, webinars, and face-to-face workshops; the training provided through our contractor, the Association for Institutional Research, is free (https://www.airweb.org/collaborate-learn/ipeds-training).

If you have questions
Thank you for your attention to this message. If you have questions, please contact Aida Ali Akreyi, Team Lead, IPEDS Operations, at Aida.Ali-Akreyi@ed.gov.mailto:
Sincerely,

Aida Ali Akreyi
Operations Lead, Integrated Postsecondary Education Data System
Administrative Data Division
National Center for Education Statistics

[bookmark: _Toc166750408]Exhibit 5.  Annual Update Email to IPEDS Coordinators
Subject: IPEDS Update - Important Information for Coordinators

August 28, 2024

Dear IPEDS Coordinator:

Welcome back to IPEDS! The 2024-25 data collection year is now underway, and the Fall collection opens next week. As we begin this collection year, we’d like to thank you for your continued support of IPEDS. We are well aware of the many contributions, and long hours of work, that go into making sure the data provided by your institutions are timely and accurate.

[bookmark: _Hlk514681192]IMPORTANT NOTE: There are significant changes to the survey forms for this collection year. Please review these changes at https://surveys.nces.ed.gov/ipeds/ViewIPEDSChangesToTheCurrentYear.aspx before completing the survey components. Please also review the survey materials at https://surveys.nces.ed.gov/ipeds/VisIndex.aspx to view these changes.


Details on all changes implemented in 2024-25 are available at: https://surveys.nces.ed.gov/ipeds/ViewIPEDSChangesToTheCurrentYear.aspx 
The data collection periods are scheduled as follows:

	Fall 2024: 		September 4, 2024 – October 16, 2024
	Winter 2024-25:	December 4, 2024 – February 5, 2025
	Spring 2025:		December 4, 2024 – April 2, 2025

Reminder regarding the Net Price Calculator: Section 132 of the Higher Education Act of 1965 (P.L. 110-315), as amended, requires that every institution’s Net Price Calculator be updated annually. Please work with your institutions to ensure that this happens. The IPEDS template, including the most recent aid data information, is available at: https://nces.ed.gov/ipeds/report-your-data/resource-center-net-price

State coordinators should view the report (within the collection system, accessible at https://surveys.nces.ed.gov/IPEDS/) entitled “State List of Institutions not Coordinated by Your Office” in order to determine if there are any institutions new to IPEDS that need to be added to your coordination list.

Much more information is available in the Coordinator Manual, which is located within the Data Collection System under the Tools menu. We encourage you to take a look!
As always, please contact the IPEDS Help Desk at 1-877-225-2568, or ipedshelp@rti.org, if you need to add or delete institutions in your coordination list, or need to modify locking orders for any of your institutions.

Thanks again, and we look forward to another year of working with you.

Aida Ali Akreyi
Operations Lead, Integrated Postsecondary Education Data System
Administrative Data Division
National Center for Education Statistics

[bookmark: _Toc166750409]Exhibit 6. Fall Registration Close -4 Weeks Reminder Letter to CEOs

<NCES Letterhead>

 September 18, 2024
ceo_name
ceo_title
institution_name
addr1_txt
city_txt, state_cd zip_text

Dear Chief Executive Officer:

Your institution currently does not have a designated keyholder for the 2024-25 IPEDS data collection cycle; please appoint one at this time, and forward the enclosed materials to that individual. The success of the IPEDS data collection and quality of the IPEDS data depend, in large part, on the efforts of your institution’s keyholder.

The keyholder is responsible for your institution’s data submission and should be someone who is familiar with the IPEDS data collection. This person is responsible for all three collections— Fall 2024, Winter 2024-25, and Spring 2025. The enclosed materials provide the information your appointed keyholder will need to register prior to entering data into the system. Once your keyholder registers, all future correspondence will go directly to him or her.

The importance of your institution’s compliance with this reporting responsibility cannot be overstated. Please be aware that responses to the IPEDS surveys are mandated for those institutions that participate or expect to participate in Title IV federal financial aid programs under Section 487(a)(17) of the Higher Education Act of 1965, as amended (HEA), 20 U.S.C. §1094(a)(17) and the Department of Education’s regulations at 34 C.F.R. §668.14(b)(19). As a condition of continued participation in the federal student aid programs, all institutions must complete, in a timely manner and to the satisfaction of the Secretary, all surveys conducted as a part of the Integrated Postsecondary Education Data System. According to the Office of Federal Student Aid (FSA), an institution’s failure to complete and submit these surveys is a serious violation of its obligations under the HEA and the regulations, and appropriate action will be taken by FSA.

Registration is currently open, and the data collection periods are scheduled as follows:
		
		 Fall 2024: 		September 4, 2024 – October 16, 2024
		Winter 2024-25:	December 4, 2024 – February 5, 2025
		Spring 2025:		December 4, 2024 – April 2, 2025

The results of the 2023-24 Integrated Postsecondary Education Data System (IPEDS) web-based data collections are currently available through the IPEDS Use the Data tools (at the collection level) and the College Navigator website. Links to all of these data tools are on the IPEDS web site at http://nces.ed.gov/ipeds.

There is no need for you to respond to this letter. However, if you need any additional information or have any questions, please contact the IPEDS Help Desk toll free at 1-877-225-2568 (or send an email to ipedshelp@rti.org). Thank you in advance for your assistance in this important project.

				Sincerely,

Tara Lawley
Program Director, Integrated Postsecondary Education Data System
Postsecondary Branch, Administrative Data Division
National Center for Education Statistics

Attachments
unitid
*Includes Keyholder Letter and Registration Certificate

[bookmark: _Toc443575760][bookmark: _Toc166750410]Exhibit 7. Fall Close -4 Weeks Reminder Email to Keyholders
Subject: IPEDS Reminder – Fall Collection Closes in Four Weeks

[bookmark: _Hlk19705046]September 18, 2024 
Dear IPEDS Keyholder:

Although there are four weeks remaining in the Fall 2024 IPEDS data collection, please be aware that we are scheduled to close promptly on October 16, 2024. Currently, our records indicate that you have not begun to enter information for the Fall surveys that are required of your institution . All institutions are required to complete the Cost Section 1, Completions, and 12-Month Enrollment survey components. The Institutional Characteristics component must be locked before you can begin submitting data for the Fall components.

While we understand that you are busy with many other responsibilities, we would strongly encourage you to enter and lock your data as soon as possible. As you know, under Section 487(a)(17) of the Higher Education Act of 1965, as amended, completion of the IPEDS surveys is an integral part of your institution's Program Participation Agreement (PPA) with the Department of Education.

We will be sending additional email reminders on October 2 and October 9. Also on October 2, we will begin calling the CEOs of institutions where keyholders have not begun entering data.

The IPEDS web-based collection system is located at: http://surveys.nces.ed.gov/ipeds and if you have questions concerning accessing the system, or entering, editing, or locking your data, please contact the Help Desk at 1-877-225-2568, or ipedshelp@rti.org.

Please do not disregard this email! If you believe that you have received this message in error, please contact the Help Desk. Thank you in advance for your assistance in this important project.

Best regards,

Aida Ali Akreyi
Operations Lead, Integrated Postsecondary Education Data System
Administrative Data Division
National Center for Education Statistics
[bookmark: Exhibit6][bookmark: _Toc443575761][bookmark: _Toc166750411]
Exhibit 8. Fall Close -4 Weeks Reminder Email to NEW Keyholders
Subject: IPEDS Reminder – Fall Collection Closes in Four Weeks

[bookmark: _Hlk19705000]September 18, 2024

Dear New IPEDS Keyholder:

Although there are four weeks remaining in the Fall 2024 IPEDS data collection, please be aware that we are scheduled to close promptly on October 16, 2024. Currently, our records indicate that you have not completed and locked all surveys that are required of your institution for this Fall collection. While you still have 4 weeks to complete them, we know you are busy with many other responsibilities, and we wanted to contact you so this important task doesn’t slip your mind. All institutions are required to complete the Institutional Characteristics, Cost Section 1, the Completions, and the 12-Month Enrollment survey components. The Institutional Characteristics component must be locked before you can begin submitting data for the Fall components.


When you registered in the IPEDS Data Collection System (DCS), you identified yourself as a new keyholder. As such, we wanted to be sure to highlight a few things:
· If you have not yet located and reviewed the blank forms and instructions for completing the surveys, please do so as soon as possible. They are available at https://surveys.nces.ed.gov/ipeds/VisIndex.aspx, Contact the IPEDS Help Desk if you need assistance with finding the correct forms.
· If you will have assistance from others at your institution in completing the Fall surveys, please contact those individuals and provide them with the blank forms, instructions, and due date. Also, consider generating and assigning additional UserID and passwords so that these individuals can access the Data Collection System directly. The Help Desk can assist you with this.
· We strongly encourage you to enter and lock your data as soon as possible. The Help Desk gets very busy toward the end of the collection, especially during the last few days, and it is harder to reach them. In order that they can answer any questions that you have, please do not wait until the last minute.

As you know, under Section 487(a)(17) of the Higher Education Act of 1965, as amended, completion of the IPEDS surveys is an integral part of your institution's Program Participation Agreement (PPA) with the Department of Education.

We will be sending additional email reminders on October 2 and October 9. Also on October 2, we will begin calling the CEOs of institutions where keyholders have not begun entering data.

The IPEDS web-based collection system is located at: http://surveys.nces.ed.gov/ipeds and if you have questions concerning accessing the system, or entering, editing, or locking your data, please contact the Help Desk at 1-877-225-2568, or ipedshelp@rti.org.

Please do not disregard this email! If you believe that you have received this message in error, please contact the Help Desk. Thank you in advance for your assistance in this important project.

Best regards,

Aida Ali Akreyi
Operations Lead, Integrated Postsecondary Education Data System
Administrative Data Division
National Center for Education Statistics
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Exhibit 9. Fall CEO Close -3 Weeks Early-Completer Thank-You Email
Subject: IPEDS Thanks You for Early Response - <UnitID>

September 25, 2024

RE: <institution_name> - <UnitID>

Dear Chief Executive:

The National Center of Education Statistics, part of the U.S. Department of Education, would like to extend its appreciation to your institution, and especially to your IPEDS Keyholder, <keyholder_name>. As of today (three weeks prior to the close of the Fall data collection), all of the required IPEDS surveys for your institution, <institution name>, have been entered, edited, and locked.

Because IPEDS is a very large data collection involving a large number of institutions, completing the surveys and locking them early during the collection period is extremely helpful. Providing IPEDS data is a major undertaking, and we want you to know that we truly appreciate the timely response. We hope that you will pass along our word of gratitude to your Keyholder, as he or she is the one who is typically charged with overseeing the successful data entry and completion of the mandatory IPEDS surveys.

Again, please accept our thanks to you and your staff for your important contributions to the success of IPEDS.

Sincerely,


Aida Ali Akreyi
Operations Lead, Integrated Postsecondary Education Data System
Administrative Data Division
National Center for Education Statistics

CC: Keyholder


[bookmark: Exhibit8]
Exhibit 10. Fall CEO Call Script for No Registered Keyholder

CEO Calls to Title IV Institutions - No Registered Keyholder
Guidelines and Script
Fall 2024

In an effort to get the remaining Title IV schools to register for IPEDS, beginning September 18th, we will be making calls to those schools who have not registered. We have outlined some guidelines to follow when making these calls. Each of you will be getting a list of schools to work sorted by sector.

Goals of these calls:
1. Get the school to register for IPEDS as soon as possible and remind them of the deadline for IPEDS submission of October 16th; or
2. Get a good reason for why the school should not be included in IPEDS

List of Sectors:
(0) Central Office Administrative Unit
(1) 4-year public
(2) 4-year private, not-for-profit
(3) 4-year private, for-profit
(4) 2-year public
(5) 2-year private, not-for-profit
(6) 2-year private, for-profit
(7) Less than 2-year public
(8) Less than 2- year private, not-for-profit
(9) Less than 2-year private, for-profit
(99)	New Institution

Guidelines to follow for contacting CEOs:

· Check Status of the school to see if it is still showing up as not registered. If they have registered since the list was generated, you do not need to call, but be sure to document why the call was NOT made.
· CHECK COMMENTS THOROUGHLY to see if there is any reason for the school not being registered. If a reason is given, you may not need to call them. For example, if they called us and said that they are no longer Title-IV, and the incident is pending review by project staff, you do not need to make the call.
· When you call the school, you will first ask to speak with the CEO (get his/her name from the Institution Identification page). If you cannot reach the CEO, please leave him/her a message but ALSO try to reach the Keyholder from last year (if there was one). Be sure to introduce yourself as being from the IPEDS help desk and state that you are following up regarding registration for the IPEDS data collection. An example script is shown below.
· In rare cases, the CEO may give you a reason why they do not think they need to register or participate in IPEDS. Keep good notes and document them in the Help Desk Application (HDA) thoroughly, then contact a project staff person.
· You MAY also get some schools that submit combined data. All schools need to submit their own IC, but other surveys can be combined, in specific situations. If the school is part of a parent-child relationship, but does not appear that way in the system, get the details of the arrangement so that we can set them up properly in the system.

Example script for contacting CEOs:
Hello, my name is ________, calling on behalf of the U.S. Department of Education concerning the IPEDS Fall Data Collection. May I speak with Dr./Mr./Ms. (CEO NAME)?

IF CEO IS UNAVAILABLE:
May I leave a message for Dr./Mr./Ms. (CEO NAME), or can you suggest a time at which I should call back?

LEAVE A MESSAGE THAT YOU CALLED AND ASK THAT THE CEO CALL THE IPEDS HOTLINE (877-225-2568) OR SET AN APPOINTMENT TO CALL BACK.

IF CEO IS AVAILABLE:
Hello Dr./Mr./Ms. (CEO NAME), I am calling concerning the IPEDS Fall Data Collection. In August and September, we sent letters to you requesting that you appoint a keyholder for IPEDS (Integrated Postsecondary Education Data System). Your keyholder has not registered for the Fall data collection which opened on September 4th . IF there is an unregistered keyholder in the system, tell the CEO who that person is. If not, ask: Have you appointed a keyholder?

IF YES:
We need for the keyholder to register and begin data collection immediately in order to meet the October 16th deadline for the data collection. Would you be able to follow-up with the keyholder? Or if you prefer, you can give me the name and phone number of the keyholder and I will be happy to call them.

IF NO:
We need for you to appoint a keyholder immediately so they can register and begin data collection. The deadline for the collection is October 16th. If you could give me the name and phone number of that person now, I will be happy to call them and provide them with the ID and password necessary for them to register and begin data collection.

OBTAIN KEYHOLDER NAME AND PHONE NUMBER IF POSSIBLE AND FOLLOWUP WITH THAT PERSON.



ADDITIONAL INFORMATION IF NECESSARY:

According to Section 490 of the Higher Education Amendments of 1992, completion of the IPEDS surveys is an important part of your institution’s Program Participation Agreement (PPA) with the Department of Education and is mandatory for participation in federal student financial assistance programs.

Thank you very much for your time and cooperation.
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Exhibit 11. Fall Keyholder/CEO Call Script for No Data Entered

“NO DATA” Script: Keyholder/CEO Calls to Registered
Title IV Institutions with no survey data entered
Fall 2024 Collection

Guidelines and Script

In an effort to get the remaining Title IV schools to enter their IPEDS data, beginning October 2nd, we will be making calls to those schools that have not entered any survey data for their required surveys. I have outlined some guidelines to follow when making these calls. Each of you will be getting a list of schools assigned to you in the Help Desk Application (HDA).

Goals of these calls:
1) Get the school to begin data entry as soon as possible and remind them of the deadline for Fall IPEDS submission of October 16th; or
2) Get a good reason for why the school should not be included in IPEDS.

ALL calls must be thoroughly documented in the call log in the HDA.

Guidelines to follow for contacting keyholder and/or CEOs:

· Check Status of the school in the Data Collection System (DCS) to determine if the school is still showing up as not having data entered (i.e. status of “NO DATA”) for the Cost (CST) Section 1 , 12-Month Enrollment (E12), and Completions (C) surveys.
· There is a feature in HDA which automatically takes schools off your list as the schools start entering data, but you should still check the status in the DCS before making the call.
· If they have begun entering data (i.e. “No Data,” “has data,” “edited,” “clean,” “locked,” or “complete” as the status of ANY of the surveys) since the time that list was generated they do NOT need to be called (but document this reason in the call log when resolving the incident).

· CHECK HDA COMMENTS THOROUGHLY to see if there is any reason for the school not making progress. If a valid reason is given, you do not need to call them (e.g. we are determining if they are still Title-IV eligible). However, enter a comment explaining that you reviewed the comments and explaining WHY you are not calling.

· When you call the school, you will ask to speak FIRST with the keyholder (KH). If the keyholder is no longer employed there, or is unavailable, then you will ask to speak with the CEO.
· The Keyholder name and phone number can be located in the HDA (contacts screen) or in the collection system (DCS) in the “user” screen,
· The CEO name and phone number is located in the DCS in the “Institution Identification” screen.

· Be sure to introduce yourself as being from the IPEDS helpdesk and state that you are following up regarding data entry for the IPEDS Fall data collection. An example script is shown below.

· The keyholder or CEO may give you a reason why they do not think they need to participate in IPEDS. There should, however, be VERY few acceptable reasons. If they try to give you such a reason, please keep good notes and CONTACT Project Staff.

· If the KH or CEO says that the data are being combined with another school, or that the school has closed, seek help from supervisor or Project Staff to determine how to handle the specific situation.

· Although you will only be calling schools with Keyholders, you should note that there are also users called “coordinators” and they have a later deadline of October 30th. If someone tells you that their deadline is October 30th, seek help from a colleague to determine if the user is actually a coordinator.
· Keyholder UserIDs start with “P” or “88G.” Any other IDs (starting with a 2-digit number) are “coordinator” users.

Example script for contacting Keyholders and CEOs:

First, try to contact the Keyholder:

Hello, my name is ________, calling on behalf of the U.S. Department of Education concerning the IPEDS Fall Data Collection. May I speak with Dr./Mr./Ms. (Keyholder NAME)?

IF keyholder IS UNAVAILABLE:
May I leave a message for Dr./Mr./Ms. (NAME), or can you suggest a time at which I should call back? (Or if you have already made 2-3 call attempts:) Is there someone else I can talk to about the IPEDS Fall data collection?

LEAVE A MESSAGE THAT YOU CALLED AND ASK THAT THE Keyholder/CEO CALL THE IPEDS Help Desk (877-225-2568) OR SET AN APPOINTMENT TO CALL BACK.

IF Keyholder is available:
Hello Dr./Mr./Ms. (KH NAME), I am calling concerning the IPEDS Fall Data Collection. ***Please note that all calls from the Help Desk may be monitored for quality control purposes*** As of today, we see that you have not yet begun entering data. We wanted to make sure you were aware of the October 16th deadline. Is there anything I can help you with to assure that you are able to meet this deadline?

(If “NO”): Please remember that the deadline for the study is October 16th and that participation is mandatory for schools that participate in Title IV student financial aid programs. The IPEDS Help Desk will be open Oct. 7th - Oct. 16thfrom 8:30am-8pm weekdays, 9:30am-6pm Saturday Oct. 12th & 1:30pm-6pm Sunday Oct. 13th. Thank you very much and have a nice day.
(If “YES”) Answer any questions they may have.

If keyholder is unavailable, try to contact the CEO.
Hello, my name is ________, calling for the U.S. Department of Education concerning the IPEDS Fall Data Collection. May I speak with Dr./Mr./Ms. (CEO NAME)?


IF CEO IS UNAVAILABLE:
May I leave a message for Dr./Mr./Ms. (NAME), or can you suggest a time at which I should call back? Or is there someone else I can talk to about the Fall data collection?

LEAVE A MESSAGE THAT YOU CALLED AND ASK THAT THE CEO CALL THE IPEDS HOTLINE (877-225-2568) OR SET AN APPOINTMENT TO CALL BACK.


IF CEO IS AVAILABLE:
Hello Dr./Mr./Ms. (CEO NAME), I am calling concerning the IPEDS Fall Data Collection. ****Please note that all calls from the Help Desk may be monitored for quality control purposes.****As of today, your school has not yet begun entering data. We wanted to make sure you are aware of the October 16th deadline. I tried contacting your keyholder, Dr/Mr./Ms. (KH Name), but was unable to reach him/her.
We would very much appreciate your help because the surveys must be completed by October 16th and they are mandatory for schools that participate in Title IV student financial aid programs.
Is there anything I can help you with to assure that you are able to meet the October 16th deadline?
(If “NO”): Then thank you very much for reminding your keyholder, and have a nice day.
(If “YES”) Answer any questions they may have.

*** A checkbox has been added in HDA. Once the script has been read, indicating that the call may be monitored for quality control purposes, the box should be checked, and this part of the script does not need to be read during future calls to the school.

IF CEO THINKS SCHOOL IS OUT OF SCOPE FOR IPEDS, OBTAIN REASON AND RECORD DETAILS. Contact Project Staff with this information.

ADDITIONAL INFORMATION IF NECESSARY:

According to Section 490 of the Higher Education Amendments of 1992, completion of the IPEDS surveys is an important part of your institution’s Program Participation Agreement (PPA) with the Department of Education and is mandatory for participation in federal student financial assistance programs.

Thank you very much for your time and cooperation.
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Exhibit 12. Fall Close -2 Weeks Reminder Email to Keyholder for “No Data Entered” or “All Required Surveys Not Locked”

Subject: IPEDS Reminder – Fall Collection Closes in Two Weeks

October 2, 2024

Dear IPEDS Keyholder:

The Fall 2024 IPEDS data collection is scheduled to close in just two weeks, on October 16th. Currently, our records indicate that you have not yet locked the required surveys that are being conducted this Fall.

All institutions are required to complete the  Institutional Characteristics (IC), Cost (CST) Section 1, Completions (C), and 12-Month Enrollment (E12) components. The Institutional Characteristics component must be locked before you can begin submitting data for the Fall components.

Please remember that you must lock each survey for it to be considered a response. Use the "Am I Done?" feature to confirm that all of your required surveys are locked.

While we understand that you are busy with many other responsibilities, we would strongly encourage you to enter and lock your data as soon as possible. Section 487(a)(17) of the Higher Education Act of 1965, as amended, requires that, as a condition of continued participation in the federal student aid programs, all institutions must complete the IPEDS surveys.

The office of Federal Student Aid has provided the following warning to institutions that did not provide data during recent IPEDS collections: "We want to stress that compliance with these reporting requirements is an important obligation for all schools that participate in the federal student aid programs... An institution's failure to complete and submit these surveys is considered a serious violation of its obligations under the HEA and the regulations."

At this time, the Help Desk is beginning to call the CEOs of Title IV institutions that have not yet begun entering any data. In order to avoid receiving such a call, please begin entering your data as soon as possible. Following today's email reminder, we will send one additional email reminder, on October 9th, to ensure your compliance with the collection deadline date of October 16th, 2024.

The data collection website is located at http://surveys.nces.ed.gov/ipeds. If you have questions concerning accessing the system, or entering, editing, or locking your data, please contact the Help Desk at 1-877-225-2568, or ipedshelp@rti.org. The help desk will operate extended hours starting October 7th and continuing through the end of the collection on October 16th: Weekdays 8:30am to 8:00pm, Saturday (October 12) 9:30am to 6:00pm, and Sunday (October 13) 1:00pm to 6:00pm, all times are Eastern.

Thank you in advance for your assistance in this important project.

Sincerely,


Aida Ali Akreyi
Operations Lead, Integrated Postsecondary Education Data System
Administrative Data Division
National Center for Education Statistics
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Exhibit 13. Fall Keyholder Call Script for Institutions with NEW Keyholder and All Required Surveys Not Yet Locked

New Keyholder Script: Keyholder Calls to Registered
Title IV Institutions with a new Keyholder and all surveys not locked
Fall 2024 Collection

Guidelines and Script

In recent years, new keyholders have been most at risk for failing to complete all required surveys by the collection deadline. To better target these less experienced keyholders, we will be contacting them if all required surveys are not locked as of two weeks remaining in the collection.

Note: New keyholders are self-identified by selecting the “New Keyholder” radio button at the time of their registration in the IPEDS collection system.

Beginning October 2nd, we will be making calls to new keyholders if they haven’t yet locked all surveys. Guidelines for conducting these calls are outlined below. Call assignments will be made within the Help Desk Application (HDA).

Goals of these calls:
· Confirm that the new keyholder is aware of the Fall IPEDS submission of October 16th
· Confirm that the new keyholder is aware of all surveys required during the fall collection;
· Offer assistance, if needed, to assist the keyholder in completing and locking the surveys.

ALL calls must be thoroughly documented in the call log in the HDA.

Guidelines to follow for contacting the keyholder:
· Check Status of the school in the Data Collection System (DCS) to determine if the school is still not yet complete (i.e. status other than “locked” or “complete” for the Cost (CST) Section 1, 12-Month Enrollment (E12), and Completions (C) surveys).
· If they have completed entering data (i.e. “locked,” or “complete” as the status for ALL of the above surveys) since the time that list was generated they do NOT need to be called, but document this reason in the call log when resolving the incident.
· CHECK HDA COMMENTS THOROUGHLY to see if there is any reason for the school not making progress, or if the Keyholder has already been in contact with the help desk to seek assistance.
· When you call the school, you will ask to speak with the keyholder (KH). If the keyholder is no longer employed there, or is unavailable, then you will ask to speak with the CEO.
· The Keyholder name and phone number can be located in the HDA (contacts screen) or in the collection system (DCS) on the “user” screen,
· Be sure to introduce yourself as being from the IPEDS helpdesk and state that you are following up regarding data entry for the IPEDS Fall data collection. An example script is included below.
· Although you will only be calling schools with Keyholders, you should note that there are also users called “coordinators” and they have a later deadline of October 30th. If someone tells you that their deadline is October 30thseek help from a colleague to determine if the user is actually a coordinator. Keyholder UserIDs start with “P” or “88G.” Any other IDs (starting with a 2-digit number) are “coordinator” users.

Example script for contacting Keyholders:

Hello, my name is ________, calling on behalf of the U.S. Department of Education concerning the IPEDS Fall Data Collection. May I speak with Dr./Mr./Ms. (Keyholder NAME)?

IF keyholder IS UNAVAILABLE:
May I leave a message for Dr./Mr./Ms. (NAME), or can you suggest a time at which I should call back?

LEAVE A MESSAGE THAT YOU CALLED AND ASK THAT THE KEYHOLDER CALL THE IPEDS Help Desk (877-225-2568) OR SET AN APPOINTMENT TO CALL BACK.

IF Keyholder is available:
Hello Dr./Mr./Ms. (KH NAME), I am calling concerning the IPEDS Fall Data Collection. ***Please note that all calls from the Help Desk may be monitored for quality control purposes*** Because you have identified yourself as a new keyholder, we are contacting you as a courtesy to make sure you are aware of the October 16th deadline for submitting Fall data.
Are you aware that your institution has surveys due by October 16th, which includesCost Section 1, , Completions, and 12-Month Enrollment?
Are you the individual who will be completing the Fall surveys?
(If NO: Have you contacted the individuals responsible for those surveys and provided the blank forms, instructions, and due dates?)
(If YES: Have you located the blank forms and instructions for completing the surveys?)
Is there anything I can help you with to assure that you are able to meet this deadline? (If “YES”) Answer any questions they may have.
Please keep the Help Desk phone number handy in case you have questions that we can assist you with. Do you need the phone number?
(If “YES”) Provide phone number and email address.
We also wanted to encourage you to complete the surveys as soon as possible. Just to let you know, the Help Desk tends to get very busy toward the end of the collection, especially the last few days, and it is harder to reach us. In order that we can answer any questions that you have, please do not wait until the last minute.
Thank you for your time, and have a nice day.
*** A checkbox has been added in HDA. Once the script has been read, indicating that the call may be monitored for quality control purposes, the box should be checked, and this part of the script does not need to be read during future calls to the school.
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Exhibit 14. Fall Close -1 Week Reminder Email to Keyholder for “No Data Entered” or “All Required Surveys are Not Locked”

**Note: The CEO will be copied on this email IF the institution is on the “special call” list having missed a collection deadline during the prior 2 collection years.

Subject: IPEDS Reminder – Fall Collection Closes in One Week

October 9, 2024

Dear IPEDS Keyholder:

As of today, your institution had not completed its required IPEDS Fall 2024 survey components. The Institutional Characteristics (IC), Cost (CST) Section 1, Completions (C) and 12-Month Enrollment (E12) components are required for all institutions. The Institutional Characteristics component must be locked before you can begin submitting data for the Fall components.

You can access the data collection site at: http://surveys.nces.ed.gov/ipeds. Log into the system and click on the "Am I Done?" link at the top of your institution's survey list to see which surveys you need to complete.

Please do NOT ignore this email but if you feel you have received it in error, call the Help Desk at 1-877-225-2568.

The Fall 2024 data collection will close to keyholders on Wednesday, October 16, 2024, at midnight Pacific Time. You will not be able to submit, edit, or lock data after that date and NO extensions can be granted. Please remember that each survey component must be locked to be considered a response. If you have not locked the required IPEDS survey components by October 16, your institution will be referred to the office of Federal Student Aid for appropriate action.

Section 487(a)(17) of the Higher Education Act of 1965, as amended, requires that, as a condition of continued participation in the federal student aid programs, all institutions must complete the IPEDS surveys. Title IV, HEA program regulations 34 CFR 668.84, 668.85, and 668.86 permit a fine of up to $67,544 for each violation.

If you have questions concerning accessing the system, or entering, editing, or locking your data, please contact the Help Desk at 1-877-225-2568, or ipedshelp@rti.org. The help desk will be operating extended hours through the end of the collection on October 16 as follows: Weekdays 8:30am to 8:00pm, Saturday (October 12) 9:30am to 6:00pm and Sunday (October 13) 1:00pm to 6:00pm, all times are Eastern.

Thank you in advance for your assistance in this important project.

Sincerely,

Tara Lawley
Program Director, Integrated Postsecondary Education Data System
Postsecondary Branch, Administrative Data Division
National Center for Education Statistics
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Exhibit 15. Winter/Spring Opening Announcement Email

Subject: IPEDS Winter AND Spring Data Collections Now Open

December 4, 2024

Dear IPEDS Keyholder:

Both the Winter 2024-25 and Spring 2025 web-based data collections are now open. The Winter collection will remain open through February 5, 2025, and the Spring collection will remain open through April 2, 2025.

You can access the collection site at: http://surveys.nces.ed.gov/IPEDS

IMPORTANT NOTE: When you log in, you will need to choose a new password, because your current password has expired.

For the Winter collection:
· All institutions MUST complete the Student Financial Aid (SFA) component and the Cost (CST) Sections 2 &3. Most institutions must complete Graduation Rates (GR), Graduation Rates 200 (GR200), Admissions (ADM) and Outcome Measures (OM) components. These survey components must be completed by February 5, 2025.

For the Spring collection:
· All institutions MUST complete the Human Resources (HR), Finance (F), Fall Enrollment (EF), and Academic Libraries (AL) components by April 2, 2025.

Please make a note of the reporting deadlines for these survey components. You will not be able to submit, edit, or lock data after those dates and NO extensions can be granted.

The following assistance is available to you as you prepare your institution’s data submissions:
· The IPEDS Help Desk is available to assist you at any time during the collection cycle. Please contact the Help Desk at 1-877-225-2568 or ipedshelp@rti.org if you have any questions about the IPEDS system.
· Copies of the survey forms, instructions, file upload specifications, and frequently asked questions are available in the collection system under the Help menu.
· The Association for Institutional Research (AIR) has free IPEDS online tutorials available at https://nces.ed.gov/transfer.asp?location=www.airweb.org/collaborate-learn/ipeds-training-center, click on Video Tutorials. Select Tutorials from the Learn menu to access overviews and key reporting concepts and tips for completing IPEDS surveys.

Remember that the completion of all IPEDS surveys, in a timely and accurate manner, is mandatory for all institutions that participate or are applicants for participation in any Federal financial assistance program authorized by Title IV of the Higher Education Act (HEA) of 1965, as amended. IPEDS surveys are mandated by 20 U.S.C. 1094(a)(17). Institutions have been fined for failing to submit complete surveys on time.

To assist you in meeting this requirement, NCES has established a rigorous follow-up schedule. PLEASE DO NOT IGNORE EMAIL CORRESPONDENCE. You will be prompted ONLY IF YOUR SURVEY SUBMISSION IS NOT COMPLETE.

In order to complete all requirements for data submission, keyholders must LOCK each survey.
· Under "Steps to Locking," be sure to run "Perform Edits" and resolve any errors.
· When activated (underlined), click "Lock" and follow the instructions.
· Please be sure to check your Survey status to make sure that it reads Locked or Complete after you have locked your data.
· Use the "Am I Done" feature to ensure that you have completed all required surveys.

NCES will send an email acknowledgement to the Chief Executive Officer (CEO) of those institutions that lock all of their required survey components prior to the final three weeks of the collection. Although we realize that it is not always possible for the IPEDS data to be submitted this early, we do appreciate the efforts of those individuals who can, and do, complete their data entry early in the collection. As such, we want to recognize the efforts of those individuals. If your institution changes keyholders at any time during the year, be sure to change the contact information on the registration screen, which can be found under "Tools."

You can correct or update any data that were submitted during last year’s collection using the IPEDS Prior Year Data Revision system at http://surveys.nces.ed.gov/ipeds_py/. Survey components will be open for revision during their regular data collection period. For example, revisions to the Completions component can be made during the Fall data collection period. Use your current UserID and password for access.

Finally, please note that Keyholders may “opt-out” of receiving some of the scheduled IPEDS reminders during the collection. To participate in the “opt-out” opportunity, login to the collection system, go to the Tools menu and select “Follow-up Opt Out”. After reading the instructions, choose the radio button as appropriate. This action must be repeated for EACH collection period, if you choose to continue opting-out. Note that new Keyholders cannot opt-out, and all IPEDS compliance requirements still apply (e.g. institutions will not be granted extensions for failure to meet the reporting deadline).

Best regards,


Aida Ali Akreyi
Operations Lead, Integrated Postsecondary Education Data System
Administrative Data Division
National Center for Education Statistics
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Exhibit 16. Winter Registration Close -4 Weeks Reminder Letter to CEOs

<NCES Letterhead>

January 8, 2025

ceo_name
ceo_title
institution_name
addr1_txt
city_txt, state_cd zip_text

Dear Chief Executive Officer:

Your institution currently does not have a designated keyholder for the 2024-25 collection cycle. So that your institution does not miss any additional reporting deadlines, it is essential that you appoint one at this time, and forward the enclosed materials to that individual. The success of the IPEDS data collection and quality of the IPEDS data depend, in large part, on the efforts of your institution’s keyholder.

The keyholder is responsible for your institution’s data submission and should be someone who is familiar with the IPEDS data collection. This person is responsible for all three collections— Fall 2024, Winter 2024-25, and Spring 2025. The enclosed materials provide the information your appointed keyholder will need to register prior to entering data into the system. Once your keyholder registers, all future correspondence will go directly to him or her.

The importance of your institution’s compliance with this reporting responsibility cannot be overstated. Please be aware that responses to the IPEDS surveys are mandated for those institutions that participate or expect to participate in Title IV federal financial aid programs under Section 487(a)(17) of the Higher Education Act of 1965, as amended (HEA), 20 U.S.C. §1094(a)(17) and the Department of Education’s regulations at 34 C.F.R. §668.14(b)(19). As a condition of continued participation in the federal student aid programs, all institutions must complete, in a timely manner and to the satisfaction of the Secretary, all surveys conducted as a part of the Integrated Postsecondary Education Data System. According to the Office of Federal Student Aid (FSA), an institution’s failure to complete and submit these surveys is a serious violation of its obligations under the HEA and the regulations, and appropriate action will be taken by FSA. Title IV, HEA program regulations 34 CFR 668.84, 668.85, and 668.86 permit a fine of up to $67,544 for each violation.

The data collection periods for the 2024-25 IPEDS collection year are scheduled as follows:
		
			Fall 2024: 		September 4, 2024 – October 16, 2024
			Winter 2024-25:	December 4, 2024 – February 5, 2025
			Spring 2025:		December 4, 2024 – April 2, 2025

The results of the 2023-24 Integrated Postsecondary Education Data System (IPEDS) web-based data collections are currently available through the IPEDS Use the Data tools and the College Navigator website. Links to all of these data tools are on the IPEDS web site at http://nces.ed.gov/ipeds.

There is no need for you to respond to this letter. However, if you need any additional information or have any questions, please contact the IPEDS Help Desk toll free at 1-877-225-2568 (or send an email to ipedshelp@rti.org). Thank you in advance for your assistance in this important project.

	Sincerely,

Tara Lawley
Program Director, Integrated Postsecondary Education Data System
Postsecondary Branch, Administrative Data Division
					National Center for Education Statistics

Attachments
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[bookmark: _Hlk29979732]Exhibit 17. Winter Close -4 Weeks Reminder Email to Keyholders


Subject: IPEDS Reminder – Winter Collection Closes in Four Weeks

[bookmark: _Hlk29979271]January 8, 2025

Dear IPEDS Keyholder:

There are four weeks remaining in the Winter 2024-25 IPEDS data collection, and we are scheduled to close promptly on February 5, 2025. Currently, our records indicate that you have not begun to enter information for the survey components which are required of your institution. All institutions are required to complete the Student Financial Aid (SFA) survey component and the Cost (CST) Sections 2 & 3, , while most institutions are also required to complete Graduation Rates (GR) Graduation Rates 200 (GR200), Admissions (ADM) and Outcome Measures (OM) components. You will not be able to submit, edit, or lock data after the due date and NO extensions can be granted.

While we understand that you are busy with many other responsibilities, we would strongly encourage you to enter and lock your data as soon as possible. As you know, under Section 487(a)(17) of the Higher Education Act of 1965, as amended, completion of the IPEDS surveys is an integral part of your institution's Program Participation Agreement (PPA) with the Department of Education.

We will be sending additional email reminders on January 22nd and January 29th. Also on January 22nd, we will begin calling the CEOs of institutions where keyholders have not begun entering data.

The IPEDS web-based collection system is located at: http://surveys.nces.ed.gov/ipeds. If you have questions concerning accessing the system, or entering, editing, or locking your data, please contact the Help Desk at 1-877-225-2568, or ipedshelp@rti.org.

Please do not disregard this email! If you believe that you have received this message in error, please contact the Help Desk. Thank you in advance for your assistance in this important project.

Best regards,

Aida Ali Akreyi
Operations Lead, Integrated Postsecondary Education Data System
Administrative Data Division
National Center for Education Statistics
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Exhibit 18. Winter Close -4 Weeks Reminder Email to NEW Keyholders
Subject: IPEDS Reminder – Winter Collection Closes in Four Weeks

January 8, 2025

Dear IPEDS Keyholder:

Although there are four weeks remaining in the Winter 2024-25 IPEDS data collection, please be aware that we are scheduled to close promptly on February 5, 2025. Currently, our records indicate that you have not completed and locked all surveys that are required of your institution for this Winter collection. All institutions are required to complete the Student Financial Aid (SFA), Cost (CST) Sections 2 & 3, Graduation Rates (GR), Graduation Rates 200 (GR200), Admissions (ADM) and Outcome Measures (OM) survey components, if applicable to the institution.

When you registered in the IPEDS Data Collection System (DCS), you identified yourself as a new keyholder. As such, we wanted to be sure to highlight a few things:
· If you have not yet located and reviewed the blank forms and instructions for completing the survey components, please do so as soon as possible. Contact the IPEDS Help Desk if you need assistance with finding the correct forms.
· If you are not the individual who will be completing the Winter surveys, please contact the individuals responsible for those surveys and provide them with the blank forms, instructions, and due date. Also, consider generating and assigning “proxy UserIDs” so that these individuals can access the DCS directly.
· While we understand that you are busy with many other responsibilities, we would strongly encourage you to enter and lock your data as soon as possible. Just to let you know, the Help Desk tends to get very busy toward the end of the collection, especially the last few days, and it is harder to reach them. In order that they can answer any questions that you have, please do not wait until the last minute.

As you know, under Section 487(a)(17) of the Higher Education Act of 1965, as amended, completion of the IPEDS surveys is an integral part of your institution's Program Participation Agreement (PPA) with the Department of Education.

We will be sending additional email reminders on January 22nd and January 29th. Also on January 22nd, we will begin calling the CEOs of institutions where keyholders have not begun entering data.

The IPEDS web-based collection system is located at: http://surveys.nces.ed.gov/ipeds and if you have questions concerning accessing the system, or entering, editing, or locking your data, please contact the Help Desk at 1-877-225-2568, or ipedshelp@rti.org.

Please do not disregard this email! If you believe that you have received this message in error, please contact the Help Desk. Thank you in advance for your assistance in this important project.

Best regards,

Aida Ali Akreyi
Operations Lead, Integrated Postsecondary Education Data System
Administrative Data Division
National Center for Education Statistics

[bookmark: Exhibit17]

Exhibit 19. Winter CEO Close -3 Weeks Early-Completer Thank-You Email

Subject: IPEDS Thanks You for Early Response - <UnitID>

RE: <institution_name> - <UnitID>

January 15, 2025
Dear Chief Executive:

The National Center of Education Statistics, part of the U.S. Department of Education, would like to extend its appreciation to your institution, and especially to your IPEDS Keyholder, <keyholder name>. As of today (three weeks prior to the close of the Winter data collection), the required IPEDS survey components for your institution, <institution name>, have been entered, edited, and locked.

Because IPEDS is a very large data collection involving a large number of institutions, completing the surveys and locking them early during the collection period is extremely helpful. Providing IPEDS data is a major undertaking, and we want you to know that we truly appreciate the timely response. We hope that you will pass along our word of gratitude to your Keyholder, as he or she is the one who is typically charged with overseeing the successful data entry and completion of the mandatory IPEDS surveys.

Again, please accept our thanks to you and your staff for your important contributions to the success of IPEDS.

Sincerely,


Aida Ali Akreyi
Operations Lead, Integrated Postsecondary Education Data System
Administrative Data Division
National Center for Education Statistics

CC: Keyholder
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Exhibit 20. Winter CEO Call Script for No Registered Keyholder

CEO Calls to Title IV Institutions - No Registered Keyholder
Guidelines and Script
Winter 2024-25

In an effort to get the remaining Title IV schools to register for IPEDS, beginning on January 15th, we will be making calls to those schools who have not registered. We have outlined some guidelines to follow when making these calls. Each of you will be getting a list of schools to work sorted by sector.

Goals of these calls:
1) Get the school to register for IPEDS as soon as possible and remind them of the deadline for IPEDS submission of February 5th or
2) Get a good reason for why the school should not be included in IPEDS

List of Sectors:
(0) Central Office Administrative Unit
(1) 4-year public
(2) 4-year private, not-for-profit
(3) 4-year private, for-profit
(4) 2-year public
(5) 2-year private, not-for-profit
(6) 2-year private, for-profit
(7) Less than 2-year public
(8) Less than 2- year private, not-for-profit
(9) Less than 2-year private, for-profit
(99)	New Institution

Guidelines to follow for contacting CEOs:

· Check Status of the school to see if it is still showing up as not registered. If they have registered since the list was generated, you do not need to call, but be sure to document why the call was NOT made.
· CHECK COMMENTS THOROUGHLY to see if there is any reason for the school not being registered. If a reason is given, you may not need to call them. For example, if they called us and said that they are no longer Title-IV, and the incident is pending review by project staff, you do not need to make the call.
· When you call the school, you will first ask to speak with the CEO (get his/her name from the Institution Identification page). If you cannot reach the CEO, please leave him/her a message but ALSO try to reach the Keyholder from last year (if there was one). Be sure to introduce yourself as being from the IPEDS help desk and state that you are following up regarding registration for the IPEDS data collection. An example script is shown below.
· In rare cases, the CEO may give you a reason why they do not think they need to register or participate in IPEDS. Keep good notes and document them in the Help Desk Application (HDA) thoroughly, then contact a project staff person.
· You MAY also get some schools that submit combined data. All schools need to submit their own IC, but other surveys can be combined, in specific situations. If the school is part of a parent-child relationship, but does not appear that way in the system, get the details of the arrangement so that we can set them up properly in the system.

Example script for contacting CEOs:
Hello, my name is ________, calling on behalf of the U.S. Department of Education concerning the IPEDS Winter Data Collection. May I speak with Dr./Mr./Ms. (CEO NAME)?

IF CEO IS UNAVAILABLE:
May I leave a message for Dr./Mr./Ms. (CEO NAME), or can you suggest a time at which I should call back?

LEAVE A MESSAGE THAT YOU CALLED AND ASK THAT THE CEO CALL THE IPEDS HOTLINE (877-225-2568) OR SET APPOINTMENT TO CALL BACK.

IF CEO IS AVAILABLE:
Hello Dr./Mr./Ms. (CEO NAME), I am calling concerning the IPEDS Winter Data Collection. In August and September, we sent letters to you requesting that you appoint a keyholder for IPEDS (Integrated Postsecondary Education Data System). Your keyholder has not registered for the current data collection year, which opened in September. [IF there is an unregistered keyholder in the system, tell the CEO who that person is. If not, ask:] Have you appointed a keyholder?

IF YES:
We need for the keyholder to register and begin data collection immediately in order to meet the February 5th deadline for the Winter data collection. Would you be able to follow-up with the keyholder? Or if you prefer, you can give me the name and phone number of the keyholder and I will be happy to call them.

IF NO:
We need for you to appoint a keyholder immediately so they can register and begin data collection. The deadline for the collection is February 5th. If you could give me the name and phone number of that person now, I will be happy to call them and provide them with the ID and password necessary for them to register and begin data collection.

OBTAIN KEYHOLDER NAME AND PHONE NUMBER IF POSSIBLE AND FOLLOWUP WITH THAT PERSON.


ADDITIONAL INFORMATION IF NECESSARY:

According to Section 490 of the Higher Education Amendments of 1992, completion of the IPEDS surveys is an important part of your institution’s Program Participation Agreement (PPA) with the Department of Education and is mandatory for participation in federal student financial assistance programs.


Thank you very much for your time and cooperation.


[bookmark: Exhibit19]
Exhibit 21. Winter Keyholder/CEO Call Script for No Data Entered

“NO DATA” Script: Keyholder/CEO Calls to Registered
Title IV Institutions with no survey data entered
Winter 2024-25 Collection

Guidelines and Script

In an effort to get the remaining Title IV schools to enter their IPEDS data, beginning January 22nd, we will be making calls to those schools that have not entered any survey data for their required surveys. Outlined below are guidelines to follow when making these calls. Each of you will be getting a list of schools assigned to you in the Help Desk Application (HDA).

Goals of these calls:
1) Get the school to begin data entry as soon as possible and remind them of the deadline for Winter IPEDS submission of February 5th; or
2) Get a good reason for why the school should not be included in IPEDS.

ALL calls must be thoroughly documented in the call log in the HDA.

Guidelines to follow for contacting keyholder and/or CEOs:

· Institutions will be assigned in the HDA, thus any institution showing up in the call list currently has not begun entering data for their SFA, CST Sections 2 & 3, GR, GR200, ADM or OM surveys (i.e. status of “NO DATA” or “No-Data”). Schools will automatically be removed from the list once they have started entering SFA, CST Sections 2& 3, GR, GR200, ADM and/or OM data. These reminder calls apply ONLY to schools that have not started the Winter surveys. For the purpose of these calls, we do NOT consider the status of any other surveys, thus you may be told that the institution HAS started, but in those cases they have likely started on the HR, EF, F, and/or AL surveys, but NOT the SFA, CST Sections 2 & 3, GR, GR200, ADM or OM surveys.

· CHECK HDA COMMENTS THOROUGHLY to see if there is any reason for the school not making progress. If a valid reason is given, you do not need to call them (e.g. we are determining if they are still Title-IV eligible). However, enter a comment explaining that you reviewed the comments and explaining WHY you are not calling.

· When you call the school, you will ask to speak FIRST with the keyholder (KH). If the keyholder is no longer employed there, or is unavailable, then you will ask to speak with the CEO.
· The Keyholder name and phone number can be located in the HDA (contacts screen) or in the collection system (DCS) on the “user” screen,
· The CEO name and phone number is located in the DCS in the “Institution Identification” screen.

· Be sure to introduce yourself as being from the IPEDS helpdesk and state that you are following up regarding data entry for the IPEDS Winter data collection. An example script is shown below.

· The keyholder or CEO may give you a reason why they do not think they need to participate in IPEDS. There should, however, be VERY few acceptable reasons. If they try to give you such a reason, please keep good notes and CONTACT Project Staff.

· If the KH or CEO says that the data are being combined with another school, or that the school has closed, seek help from a Supervisor or Project Staff to determine how to handle the specific situation.
· Although you will only be calling schools with Keyholders, you should note that there are also users called “coordinators” and they have a later deadline of February 19th. If someone tells you that their deadline is February 19th, seek help from a colleague to determine if the user is actually a coordinator Keyholder UserIDs start with “P” or “88G.” Any other IDs (starting with a 2-digit number) are “coordinator” users.
Example script for contacting Keyholders and CEOs:

First, try to contact the Keyholder:

Hello, my name is ________, calling on behalf of the U.S. Department of Education concerning the IPEDS Winter Data Collection. May I speak with Dr./Mr./Ms. (Keyholder NAME)?

IF keyholder IS UNAVAILABLE:
May I leave a message for Dr./Mr./Ms. (NAME), or can you suggest a time at which I should call back? (Or if you have already made 2-3 call attempts:) Is there someone else I can talk to about the IPEDS Winter data collection?

LEAVE A MESSAGE THAT YOU CALLED AND ASK THAT THE Keyholder/CEO CALL THE IPEDS Help Desk (877-225-2568) OR SET AN APPOINTMENT TO CALL BACK.

IF Keyholder is available:
Hello Dr./Mr./Ms. (KH NAME), I am calling concerning the IPEDS Winter Data Collection. As of today, we see that you have not yet begun entering data for the required Winter surveys. We wanted to make sure you were aware of the February 5th deadline. Is there anything I can help you with to assure that you are able to meet this deadline?
(If “NO”): Please remember that the deadline for entering your data is February 5th and that participation is mandatory for schools that participate in Title IV student financial aid programs. Thank you very much and have a nice day.
(If “YES”) Answer any questions they may have.

If keyholder is unavailable, try to contact the CEO.
Hello, my name is ________, calling for the U.S. Department of Education concerning the IPEDS Winter Data Collection. May I speak with Dr./Mr./Ms. (CEO NAME)?

IF CEO IS UNAVAILABLE:
May I leave a message for Dr./Mr./Ms. (NAME), or can you suggest a time at which I should call back? Or is there someone else I can talk to about the Winter data collection?

LEAVE A MESSAGE THAT YOU CALLED AND ASK THAT THE CEO CALL THE IPEDS Help Desk (877-225-2568) OR SET AN APPOINTMENT TO CALL BACK.

IF CEO IS AVAILABLE:
Hello Dr./Mr./Ms. (CEO NAME), I am calling concerning the IPEDS Winter Data Collection. As of today, your school has not yet begun entering data for the required surveys. We wanted to make sure you are aware of the February 5th deadline. I tried contacting your keyholder, Dr/Mr./Ms. (KH Name), but was unable to reach him/her.
We would very much appreciate your help because the Winter surveys must be completed by February 5th and is mandatory for schools that participate in Title IV student financial aid programs.
Is there anything I can help you with to assure that you are able to meet the February 5th deadline?
(If “NO”): Then thank you very much for reminding your keyholder, and have a nice day.
(If “YES”) Answer any questions they may have.

IF CEO THINKS SCHOOL IS OUT OF SCOPE FOR IPEDS, OBTAIN REASON AND RECORD DETAILS. Contact Project Staff with this information.

ADDITIONAL INFORMATION IF NECESSARY:

According to Section 490 of the Higher Education Amendments of 1992, completion of the IPEDS surveys is an important part of your institution’s Program Participation Agreement (PPA) with the Department of Education and is mandatory for participation in federal student financial assistance programs.

Thank you very much for your time and cooperation.
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Exhibit 22. Winter Close -2 Weeks Reminder Email to Keyholder for “No Data Entered” or “All Required Surveys Not Locked”

[bookmark: _Hlk31187820]Subject: IPEDS Reminder – Winter Collection Closes in Two Weeks

January 22, 2025

Dear IPEDS Keyholder:

The Winter 2024-25 IPEDS data collection is scheduled to close to Keyholders in just two weeks, on February 5th. Currently, our records indicate that you have not yet locked the required surveys that are being conducted during the Winter collection. You will not be able to submit, edit, or lock data after the due date and NO extensions can be granted.

All institutions MUST complete the Student Financial Aid (SFA) component and most institutions must complete the Cost (CST) Sections 2 & 3, Graduation Rates (GR), Graduation Rates 200 (GR200), Admissions (ADM) and Outcome Measures (OM) components. These survey components must be completed by February 5, 2025. Although the Human Resources (HR), Finance (F), Fall Enrollment (EF), and Academic Libraries (AL) components are currently available, they are not required to be locked until Spring.

Please remember that you must lock each survey for it to be considered a response. Use the "Am I Done?" feature to confirm that your required surveys are locked.

While we understand that you are busy with many other responsibilities, we would strongly encourage you to enter and lock your data as soon as possible. Section 487(a)(17) of the Higher Education Act of 1965, as amended, requires that, as a condition of continued participation in the federal student aid programs, all institutions must complete the IPEDS surveys.

The office of Federal Student Aid has provided the following warning to institutions that did not provide data during recent IPEDS collections: "We want to stress that compliance with these reporting requirements is an important obligation for all schools that participate in the federal student aid programs... An institution's failure to complete and submit these surveys is considered a serious violation of its obligations under the HEA and the regulations."

At this time, the Help Desk is beginning to call the CEOs of Title IV institutions that have not yet begun entering any data for the SFA, CST Sections 2 & 3, GR, GR200, ADM and OM survey components. In order to avoid receiving such a call, please begin entering your data as soon as possible. Following today's email reminder, we will send one additional email reminder, on January 29th, to ensure your compliance with the collection deadline date of February 5th.

The data collection website is located at http://surveys.nces.ed.gov/ipeds. If you have questions concerning accessing the system, or entering, editing, or locking your data, please contact the Help Desk at 1-877-225-2568, or ipedshelp@rti.org. The help desk will operate extended hours starting January 27th and continuing through the end of the collection on February 5th as follows: Weekdays 8:30am to 8:00pm, Saturday (February 1) 9:30am to 6:00pm, and Sunday (February 2) 1:00pm to 6:00pm (all times are Eastern).

Thank you in advance for your assistance in this important project.

Sincerely,

Aida Ali Akreyi
Operations Lead, Integrated Postsecondary Education Data System
Administrative Data Division
National Center for Education Statistics
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Exhibit 23. Winter Keyholder Call Script for Institutions with NEW Keyholder and All Required Surveys Not Yet Locked

New Keyholder Script: Keyholder Calls to Registered
Title IV Institutions with a new Keyholder and all surveys not locked
Winter 2024-25 Collection

Guidelines and Script

In recent years, new* keyholders have been most at risk for failing to complete all required surveys by the collection deadline. To better target these less experienced keyholders, we will be contacting them if all required surveys are not locked as of two weeks remaining in the collection.

*New keyholders are self-identified by selecting the “New Keyholder” radio button at the time of their registration in the IPEDS collection system.

Beginning January 22nd, we will be making calls to new keyholders if they haven’t yet locked all surveys. Guidelines for conducting these calls are outlined below. Call assignments will be made within the Help Desk Application (HDA).

Goals of these calls:
· Confirm that the new keyholder is aware of the Winter IPEDS submission of February 5th;
· Confirm that the new keyholder is aware of all surveys required during the Winter collection;
· Offer assistance, if needed, to assist the keyholder in completing and locking the surveys.

ALL calls must be thoroughly documented in the call log in the HDA.

Guidelines to follow for contacting the keyholder:
· Check Status of the school in the Data Collection System (DCS) to determine if the school is still not yet complete (i.e. status other than “locked” or “complete” for the Student Financial Aid (SFA), Cost (CST) Sections 2 & 3, Graduation Rates (GR), Graduation Rates 200 (GR200), Admissions (ADM) and Outcome Measures (OM).
· If they have completed entering data (i.e. “locked,” or “complete” as the status for ALL of the above surveys) since the time that list was generated they do NOT need to be called, but document this reason in the call log when resolving the incident.
· CHECK HDA COMMENTS THOROUGHLY to see if there is any reason for the school not making progress, or if the Keyholder has already been in contact with the help desk to seek assistance.
· When you call the school, you will ask to speak with the keyholder (KH). If the keyholder is no longer employed there, or is unavailable, then you will ask to speak with the CEO.
· The Keyholder name and phone number can be located in the HDA (contacts screen) or in the collection system (DCS) in the “user” screen,
· Be sure to introduce yourself as being from the IPEDS helpdesk and state that you are following up regarding data entry for the IPEDS Winter data collection. An example script is included below.
· Although you will only be calling schools with Keyholders, you should note that there are also users called “coordinators” and they have a later deadline of February 19th. If someone tells you that their deadline is February 19th, seek help from a colleague to determine if the user is actually a coordinator. Keyholder UserIDs start with “P” or “88G.” Any other IDs (starting with a 2-digit number) are “coordinator” users.

Example script for contacting Keyholders:

Hello, my name is ________, calling on behalf of the U.S. Department of Education concerning the IPEDS Winter Data Collection. May I speak with Dr./Mr./Ms. (Keyholder NAME)?

IF keyholder IS UNAVAILABLE:
May I leave a message for Dr./Mr./Ms. (NAME), or can you suggest a time at which I should call back?

LEAVE A MESSAGE THAT YOU CALLED AND ASK THAT THE Keyholder CALL THE IPEDS Help Desk (877-225-2568) OR SET AN APPOINTMENT TO CALL BACK.
IF Keyholder is available:
Hello Dr./Mr./Ms. (KH NAME), I am calling concerning the IPEDS Winter Data Collection. ***Please note that all calls from the Help Desk may be monitored for quality control purposes*** Because you have identified yourself as a new keyholder, we are contacting you as a courtesy to make sure you are aware of the February 5th deadline for submitting Winter data.
Are you aware that your institution’s Student Financial Aid, Cost Sections 2 & 3, Graduation Rates, Graduation Rates 200, Admissions and Outcome Measures surveys must be completed by February 5th?
Are you the individual who will be completing the surveys?
(If NO: Have you contacted the individuals responsible for the surveys and provided the blank forms, instructions, and due dates?)
(If YES: Have you located the blank forms and instructions for completing the surveys?)
Is there anything I can help you with to assure that you are able to meet this deadline? (If “YES”) Answer any questions they may have.
Please keep the Help Desk phone number handy in case you have questions that we can assist you with. Do you need the phone number?
(If “YES”) Provide phone number and email address: 1-877-225-2568, ipedshelp@rti.org
We also wanted to encourage you to complete the survey as soon as possible. Just to let you know, the Help Desk tends to get very busy toward the end of the collection, especially the last few days, and it is harder to reach us. In order that we can answer any questions that you have, please do not wait until the last minute.
Thank you for your time, and have a nice day.
*** A checkbox has been added in HDA. Once the script has been read, indicating that the call may be monitored for quality control purposes, the box should be checked, and this part of the script does not need to be read during future calls to the school.
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Exhibit 24. Winter Close -1 Week Reminder Email to Keyholder for “No Data Entered” or “All Required Surveys Not Locked”


**Note: The CEO will be copied on this email IF the institution is on the “special call” list having missed a collection deadline during the prior 2 collection years.

Subject: IPEDS Reminder – Winter Collection Closes in One Week

January 29, 2025

Dear IPEDS Keyholder:

The Winter 2024-25 IPEDS data collection will close in one week, on February 5, 2025. As of today, your institution has not completed all of the surveys that are required this Winter.

Please do NOT ignore this email but if you feel you have received it in error, call the Help Desk at 1-877-225-2568.

Once the collection closes to keyholders on Wednesday, February 5, 2025, at midnight Pacific Time, you will not be able to submit, edit, or lock data and NO extensions can be granted. Please remember that each survey component must be locked to be considered a response.

If you have not locked the required IPEDS survey components by February 5, your institution will be referred to the office of Federal Student Aid for appropriate action. Section 487(a)(17) of the Higher Education Act of 1965, as amended, requires that, as a condition of continued participation in the federal student aid programs, all institutions must complete the IPEDS surveys. Title IV, HEA program regulations 34 CFR 668.84, 668.85, and 668.86 permit a fine of up to $67,544 for each violation.

The data collection website is located at: http://surveys.nces.ed.gov/ipeds. If you have questions concerning accessing the system, or entering, editing, or locking your data, please contact the Help Desk at 1-877-225-2568, or ipedshelp@rti.org. The help desk will be operating extended hours through the end of the collection on February 5 as follows: Weekdays 8:30am to 8:00pm, Saturday (February 1) 9:30am to 6:00pm and Sunday (February 2) 1:00pm to 6:00pm (all times are Eastern).


Thank you in advance for your assistance in this important project.

Sincerely,

Tara Lawley
Program Director, Integrated Postsecondary Education Data System
Postsecondary Branch, Administrative Data Division
National Center for Education Statistics
[bookmark: _Toc166750428]Exhibit 25. Spring Reminder to Include in This Week in IPEDS

**The following note will be included in regularly-scheduled “This Week in IPEDS” announcements during the Spring collection period, at approximately “Close -8” weeks and “Close -6” weeks.


Spring 2025 Data Collection Deadline Reminder

As a reminder to those institutions that did not complete them prior to the Winter collection deadline, the following survey components (if applicable) remain open, with the Keyholder deadline of April 2, 2025: Human Resources (HR), Fall Enrollment (EF), Finance (F), and Academic Libraries (AL).



Exhibit 26. Spring Close -4 Weeks Registration Reminder Letter to CEOs

<NCES Letterhead>

March 5, 2025

ceo_name
ceo_title
institution_name
addr1_txt
city_txt, state_cd zip_text

Dear Chief Executive Officer:

Your institution currently does not have a designated keyholder for the 2024-25 collection cycle. So that your institution does not miss any additional reporting deadlines, it is essential that you appoint one at this time, and forward the enclosed materials to that individual. The success of the IPEDS data collection and quality of the IPEDS data depend, in large part, on the efforts of your institution’s keyholder.

The keyholder is responsible for your institution’s data submission and should be someone who is familiar with the IPEDS data collection. This person is responsible for all three collections— Fall 2024, Winter 2024-25, and Spring 2025. The enclosed materials provide the information your appointed keyholder will need to register prior to entering data into the system. Once your keyholder registers, all future correspondence will go directly to him or her.

The importance of your institution’s compliance with this reporting responsibility cannot be overstated. Please be aware that responses to the IPEDS surveys are mandated for those institutions that participate or expect to participate in Title IV federal financial aid programs under Section 487(a)(17) of the Higher Education Act of 1965, as amended (HEA), 20 U.S.C. §1094(a)(17) and the Department of Education’s regulations at 34 C.F.R. §668.14(b)(19). As a condition of continued participation in the federal student aid programs, all institutions must complete, in a timely manner and to the satisfaction of the Secretary, all surveys conducted as a part of the Integrated Postsecondary Education Data System. According to the Office of Federal Student Aid (FSA), an institution’s failure to complete and submit these surveys is a serious violation of its obligations under the HEA and the regulations, and appropriate action will be taken by FSA.

The data collection periods for the 2024-25 IPEDS collection year are scheduled as follows:

		
			Fall 2024: 		September 4, 2024 – October 16, 2024
			Winter 2024-25:	December 4, 2024 – February 5, 2025
			Spring 2025:		December 4, 2024 – April 2, 2025

There is no need for you to respond to this letter. However, if you need any additional information or have any questions, please contact the IPEDS Help Desk toll free at 1-877-225-2568 (or send an email to ipedshelp@rti.org). Thank you in advance for your assistance in this important project.

	Sincerely,

Tara Lawley
Program Director, Integrated Postsecondary Education Data System
Postsecondary Branch, Administrative Data Division
National Center for Education Statistics

Attachments
unitid
[bookmark: _Toc443575780][bookmark: _Toc166750430]Exhibit 27. Spring Close -4 Weeks Reminder Email to Keyholders for “No Data Entered”

[bookmark: _Hlk34828380]Subject: IPEDS Reminder – Spring Collection Closes in Four Weeks

March 5, 2025

Dear IPEDS Keyholder:

There are four weeks remaining in the Spring 2025 IPEDS data collection, and we are scheduled to close to Keyholders promptly on April 2, 2025. Currently, our records indicate that you have not begun to enter information for the survey components which are required of your institution. All institutions are required to complete the Human Resources (HR), Fall Enrollment (EF), and Finance (F) components; most institutions are required to complete the Academic Libraries (AL) component as well.

While we understand that you are busy with many other responsibilities, we would strongly encourage you to enter and lock your data as soon as possible. As you know, under Section 487(a)(17) of the Higher Education Act of 1965, as amended, completion of the IPEDS surveys is an integral part of your institution's Program Participation Agreement (PPA) with the Department of Education.

We will be sending additional email reminders on March 19th and March 26th. Also on March 19th, we will begin calling the CEOs of institutions where keyholders have not begun entering data.

The IPEDS web-based collection system is located at: http://surveys.nces.ed.gov/ipeds. If you have questions concerning accessing the system, or entering, editing, or locking your data, please contact the Help Desk at 1-877-225-2568, or ipedshelp@rti.org.

Please do not disregard this email! If you believe that you have received this message in error, please contact the Help Desk. Thank you in advance for your assistance in this important project.

Best regards,

Aida Ali Akreyi
Operations Lead, Integrated Postsecondary Education Data System
Administrative Data Division
National Center for Education Statistics
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Exhibit 28. Spring Close -4 Weeks Reminder Email to NEW Keyholders
Subject: IPEDS Reminder – Spring Collection Closes in Four Weeks

March 5, 2025

Dear IPEDS Keyholder:
Although there are four weeks remaining in the Spring 2025 IPEDS data collection, please be aware that we are scheduled to close to Keyholders promptly on April 2, 2025. Currently, our records indicate that you have not completed and locked all surveys that are required of your institution for this Spring collection. All institutions are required to complete the Human Resources, Fall Enrollment, and Finance survey components; most institutions are required to complete the Academic Libraries component as well.
When you registered in the IPEDS Data Collection System (DCS), you identified yourself as a new keyholder. As such, we wanted to be sure to highlight a few things:
· If you have not yet located and reviewed the blank forms and instructions for completing the surveys, please do so as soon as possible. Contact the IPEDS Help Desk if you need assistance with finding the correct forms.
· If you are not the individual who will be completing the Spring surveys, please contact the individuals responsible for those surveys and provide them with the blank forms, instructions, and due date. Also, consider generating and assigning “proxy UserIDs” so that these individuals can access the DCS directly.
· While we understand that you are busy with many other responsibilities, we would strongly encourage you to enter and lock your data as soon as possible. Just to let you know, the Help Desk tends to get very busy toward the end of the collection, especially the last few days, and it is harder to reach them. In order that they can answer any questions that you have, please do not wait until the last minute.
As you know, under Section 487(a)(17) of the Higher Education Act of 1965, as amended, completion of the IPEDS surveys is an integral part of your institution's Program Participation Agreement (PPA) with the Department of Education.
We will be sending additional email reminders on March 19th and March 26th. Also on March 19th, we will begin calling the CEOs of institutions where keyholders have not begun entering data.
The IPEDS web-based collection system is located at: http://surveys.nces.ed.gov/ipeds and if you have questions concerning accessing the system, or entering, editing, or locking your data, please contact the Help Desk at 1-877-225-2568, or ipedshelp@rti.org.
Please do not disregard this email! If you believe that you have received this message in error, please contact the Help Desk. Thank you in advance for your assistance in this important project.

Best regards,
Aida Ali Akreyi
Operations Lead, Integrated Postsecondary Education Data System
Administrative Data Division
National Center for Education Statistics
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Exhibit 29. Spring CEO Close -3 Weeks Early-Completer Thank-You Email
Subject: IPEDS Thanks You for Early Response - <UnitID>

March 12, 2025

RE: <institution_name> - <UnitID>

Dear Chief Executive:

The National Center of Education Statistics, part of the U.S. Department of Education, would like to extend its appreciation to your institution, and especially to your IPEDS Keyholder, <Keyholder name>. As of today (three weeks prior to the close of the Spring data collection), the required survey components for your institution, <Institution Name>, have been entered, edited, and locked.

Because IPEDS is a very large data collection involving a large number of institutions, completing the surveys and locking them early during the collection period is extremely helpful. Providing IPEDS data is a major undertaking, and we want you to know that we truly appreciate the timely response. We hope that you will pass along our word of gratitude to your Keyholder, as he or she is the one who is typically charged with overseeing the successful data entry and completion of the mandatory IPEDS surveys.

Again, please accept our thanks to you and your staff for your important contributions to the success of IPEDS.

Sincerely,


Aida Ali Akreyi
Operations Lead, Integrated Postsecondary Education Data System
Administrative Data Division
National Center for Education Statistics

CC: <Keyholder Name>
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Exhibit 30. Spring CEO Call Script for No Registered Keyholder

CEO Calls to Title IV Institutions - No Registered Keyholder
Guidelines and Script
Spring 2025

In an effort to get the remaining Title IV schools to register for IPEDS, beginning March 12, we will be making calls to those schools who have not registered. We have outlined some guidelines to follow when making these calls. Each of you will be getting a list of schools to work sorted by sector.

Goals of these calls:
1) Get the school to register for IPEDS as soon as possible and remind them of the deadline for IPEDS submission of April 2nd; or
2) Get a good reason for why the school should not be included in IPEDS

List of Sectors:
(0) Central Office Administrative Unit
(1) 4-year public
(2) 4-year private, not-for-profit
(3) 4-year private, for-profit
(4) 2-year public
(5) 2-year private, not-for-profit
(6) 2-year private, for-profit
(7) Less than 2-year public
(8) Less than 2- year private, not-for-profit
(9) Less than 2-year private, for-profit
(99)	New Institution

Guidelines to follow for contacting CEOs:

· Check Status of the school to see if it is still showing up as not registered. If they have registered since the list was generated, you do not need to call, but be sure to document why the call was NOT made.
· CHECK COMMENTS THOROUGHLY to see if there is any reason for the school not being registered. If a reason is given, you may not need to call them. For example, if they called us and said that they are no longer Title-IV, and the incident is pending review by project staff, you do not need to make the call.
· When you call the school, you will first ask to speak with the CEO (get his/her name from the Institution Identification page). If you cannot reach the CEO, please leave him/her a message but ALSO try to reach the Keyholder from last year (if there was one). Be sure to introduce yourself as being from the IPEDS help desk and state that you are following up regarding registration for the IPEDS data collection. An example script is shown below.
· In rare cases, the CEO may give you a reason why they do not think they need to register or participate in IPEDS. Keep good notes and document them in the Help Desk Application (HDA) thoroughly, then contact a project staff person.
· You MAY also get some schools that submit combined data. All schools need to submit their own IC, but other surveys can be combined, in specific situations. If the school is part of a parent-child relationship, but does not appear that way in the system, get the details of the arrangement so that we can set them up properly in the system.

Example script for contacting CEOs:
Hello, my name is ________, calling on behalf of the U.S. Department of Education concerning the IPEDS Spring Data Collection. May I speak with Dr./Mr./Ms. (CEO NAME)?

IF CEO IS UNAVAILABLE:
May I leave a message for Dr./Mr./Ms. (CEO NAME), or can you suggest a time at which I should call back?

LEAVE A MESSAGE THAT YOU CALLED AND ASK THAT THE CEO CALL THE IPEDS HOTLINE (877-225-2568) OR SET AN APPOINTMENT TO CALL BACK.

IF CEO IS AVAILABLE:
Hello Dr./Mr./Ms. (CEO NAME), I am calling concerning the IPEDS Spring Data Collection. In August and September, we sent letters to you requesting that you appoint a keyholder for IPEDS (Integrated Postsecondary Education Data System). Your keyholder has not registered for the current data collection, which opened in December. [IF there is an unregistered keyholder in the system, tell the CEO who that person is. If not, ask: Have you appointed a keyholder?]

IF YES:
We need for the keyholder to register and begin data collection immediately in order to meet the April 2nd  deadline for the Spring data collection. Would you be able to follow-up with the keyholder? Or if you prefer, you can give me the name and phone number of the keyholder and I will be happy to call them.

IF NO:
We need for you to appoint a keyholder immediately so they can register and begin data collection. The deadline for the collection is April 2nd . If you could give me the name and phone number of that person now, I will be happy to call them and provide them with the ID and password necessary for them to register and begin data collection.

OBTAIN KEYHOLDER NAME AND PHONE NUMBER IF POSSIBLE AND FOLLOWUP WITH THAT PERSON.



ADDITIONAL INFORMATION IF NECESSARY:

According to Section 490 of the Higher Education Amendments of 1992, completion of the IPEDS surveys is an important part of your institution’s Program Participation Agreement (PPA) with the Department of Education and is mandatory for participation in federal student financial assistance programs.

Thank you very much for your time and cooperation.
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Exhibit 31. Spring Close -3 Weeks Reminder Email No Data Since Winter

Subject: IPEDS Reminder – Spring Collection Closes in Three Weeks

March 12, 2025

Dear IPEDS Keyholder:

There are three weeks remaining in the Spring data collection, and we are scheduled to close promptly on April 2, 2025. During the Winter collection period you began (or completed) Human Resources (HR), Fall Enrollment (EF), Finance (F), and/or Academic Libraries (AL) components. However, our records indicate that you have not entered any information recently, and that you have not locked all the required surveys that are being conducted this Spring. All four survey components, if applicable to your institution, are required to be completed and locked prior to the end of the Spring collection.

While we understand that you are busy with many other responsibilities, we would strongly encourage you to enter and lock your data as soon as possible. As you know, under Section 487(a)(17) of the Higher Education Act of 1965, as amended, completion of the IPEDS surveys is an integral part of your institution's Program Participation Agreement (PPA) with the Department of Education.

We will be sending additional email reminders on March 19th and March 26th. Also on March 19th, we will begin calling the CEOs of institutions where keyholders have not yet begun entering data.

The IPEDS web-based collection system is located at: http://surveys.nces.ed.gov/ipeds and if you have questions concerning accessing the system, or entering, editing, or locking your data, please contact the Help Desk at 1-877-225-2568, or ipedshelp@rti.org.

Please do not disregard this email! If you believe that you have received this message in error, please contact the Help Desk. Thank you in advance for your assistance in this important project.

Best regards,


Aida Ali Akreyi
Operations Lead, Integrated Postsecondary Education Data System
Administrative Data Division
National Center for Education Statistics
[bookmark: Exhibit30]


Exhibit 32. Spring Keyholder/CEO Call Script for No Data Entered

“NO DATA” Script: Keyholder/CEO Calls to Registered
Title IV Institutions with no survey data entered
Spring 2025 Collection

Guidelines and Script

In an effort to get the remaining Title IV schools to enter their IPEDS data, beginning March 19th we will be making calls to those schools that have not entered any survey data for their required Spring surveys: Human Resources (HR), Enrollment (EF), Finance (F), and Academic Libraries (AL). Outlined below are guidelines to follow when making these calls. Each of you will be getting a list of schools assigned to you in the Help Desk Application (HDA).

Goals of these calls:
1) Get the school to begin data entry as soon as possible and remind them of the deadline for Spring IPEDS submission of April 2nd; or
2) Get a good reason for why the school should not be included in IPEDS.

ALL calls must be thoroughly documented in the call log in the HDA.

Guidelines to follow for contacting keyholder and/or CEOs:

· Institutions will be assigned in the HDA, thus any institution showing up in the call list currently has not begun entering data for their surveys (i.e. status of “NO DATA” or “No-Data”). Schools will automatically be removed from the list once they have started entering data.

· The first round of reminder calls apply ONLY to schools that have not started ANY of their Spring surveys. A second round of calls will be assigned later for institutions that may have started (or completed) HR, EF, F, or AL during the Winter, but have not done any data entry during the Spring collection.

· CHECK HDA COMMENTS THOROUGHLY to see if there is any reason for the school not making progress. If a valid reason is given, you do not need to call them (e.g. we are determining if they are still Title-IV eligible). However, enter a comment explaining that you reviewed the comments and explaining WHY you are not calling.

· When you call the school, you will ask to speak FIRST with the keyholder (KH). If the keyholder is no longer employed there, or is unavailable, then you will ask to speak with the CEO.
· The Keyholder name and phone number can be located in the HDA (contacts screen) or in the collection system (DCS) on the “user” screen,
· The CEO name and phone number is located in the DCS in the “Institution Identification” screen.

· Be sure to introduce yourself as being from the IPEDS helpdesk and state that you are following up regarding data entry for the IPEDS Spring data collection. An example script is included below.

· The keyholder or CEO may give you a reason why they do not think they need to participate in IPEDS. There should, however, be VERY few acceptable reasons. If they try to give you such a reason, please keep good notes and CONTACT Project Staff with this information.

· If the KH or CEO says that the data are being combined with another school, or that the school has closed, seek help from a Team Leader or Project Staff to determine how to handle the specific situation.

· Although you will only be calling schools with Keyholders, you should note that there are also users called “coordinators” and they have a later deadline of April16th. If someone tells you that their deadline is April16th, seek help from a colleague to make sure the user is really a coordinator.
· Keyholder UserIDs start with “P” or “88G.” Any other IDs (starting with a 2-digit number) are “coordinator” users.

Example script for contacting Keyholders and CEOs:

First, try to contact the Keyholder:

Hello, my name is ________, calling on behalf of the U.S. Department of Education concerning the IPEDS Spring Data Collection. May I speak with Dr./Mr./Ms. (Keyholder NAME)?

IF keyholder IS UNAVAILABLE:
May I leave a message for Dr./Mr./Ms. (NAME), or can you suggest a time at which I should call back? (Or if you have already made 2-3 call attempts:) Is there someone else I can talk to about the IPEDS Spring data collection?

LEAVE A MESSAGE THAT YOU CALLED AND ASK THAT THE Keyholder/CEO CALL THE IPEDS Help Desk (877-225-2568) OR SET AN APPOINTMENT TO CALL BACK.

IF Keyholder is available:
Hello Dr./Mr./Ms. (KH NAME), I am calling concerning the IPEDS Spring Data Collection. As of today, we see that you have not yet begun entering data for the required Spring surveys. We wanted to make sure you were aware of the April 2nddeadline. Is there anything I can help you with to assure that you are able to meet this deadline?
(If “NO”): Please remember that the deadline for entering your data is April 2nd and that participation is mandatory for schools that participate in Title IV student financial aid programs. Thank you very much and have a nice day.
(If “YES”) Answer any questions they may have.


If keyholder is unavailable, try to contact the CEO.
Hello, my name is ________, calling for the U.S. Department of Education concerning the IPEDS Spring Data Collection. May I speak with Dr./Mr./Ms. (CEO NAME)?


IF CEO IS UNAVAILABLE:
May I leave a message for Dr./Mr./Ms. (NAME), or can you suggest a time at which I should call back? (Or if you have already made 2-3 call attempts:) Or is there someone else I can talk to about the Spring data collection?

LEAVE A MESSAGE THAT YOU CALLED AND ASK THAT THE CEO CALL THE IPEDS Help Desk (877-225-2568) OR SET AN APPOINTMENT TO CALL BACK.


IF CEO IS AVAILABLE:
Hello Dr./Mr./Ms. (CEO NAME), I am calling concerning the IPEDS Spring Data Collection. As of today, your school has not yet begun entering data for the required surveys. We wanted to make sure you are aware of the April 2nd  deadline. I tried contacting your keyholder, Dr/Mr./Ms. (KH Name), but was unable to reach him/her.
We would very much appreciate your help because the surveys must be completed by April 2nd  and are mandatory for schools that participate in Title IV student financial aid programs.
Is there anything I can help you with to assure that you are able to meet the April 2nd  deadline?
(If “NO”): Then thank you very much for reminding your keyholder, and have a nice day.
(If “YES”) Answer any questions they may have.


IF CEO THINKS SCHOOL IS OUT OF SCOPE FOR IPEDS, OBTAIN REASON AND RECORD DETAILS. Contact Project Staff with this information.

ADDITIONAL INFORMATION IF NECESSARY:

According to Section 490 of the Higher Education Amendments of 1992, completion of the IPEDS surveys is an important part of your institution’s Program Participation Agreement (PPA) with the Department of Education and is mandatory for participation in federal student financial assistance programs.

Thank you very much for your time and cooperation.
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Exhibit 33. Spring Close -2 Weeks Reminder Email to Keyholder for “No Data Entered” or “All Required Surveys Not Locked”

Subject: IPEDS Reminder – Spring Collection Closes in Two Weeks

March 19, 2025

Dear IPEDS Keyholder:

The Spring 2025 IPEDS data collection is scheduled to close in just two weeks, on April 2. Currently, our records indicate that you have not yet locked the required surveys that are being conducted this Spring.

All institutions are required to complete the Human Resources (HR), Enrollment (EF) Finance (F), and Academic Libraries (AL) components.

Please remember that you must lock each survey component for it to be considered a response. Use the "Am I Done?" feature to confirm that your required surveys are locked.

While we understand that you are busy with many other responsibilities, we would strongly encourage you to enter and lock your data as soon as possible. Section 487(a)(17) of the Higher Education Act of 1965, as amended, requires that, as a condition of continued participation in the federal student aid programs, all institutions must complete the IPEDS surveys.

The office of Federal Student Aid has provided the following warning to institutions that did not provide data during recent IPEDS collections: "We want to stress that compliance with these reporting requirements is an important obligation for all schools that participate in the federal student aid programs... An institution's failure to complete and submit these surveys is considered a serious violation of its obligations under the HEA and the regulations." 

At this time, the Help Desk is beginning to call the CEOs of Title IV institutions that have not yet begun entering any data. In order to avoid receiving such a call, please begin entering your data as soon as possible. Following today's email reminder, we will send one additional email reminder, on March 26, to ensure your compliance with the collection deadline date of April 2, 2025.

The data collection website is located at http://surveys.nces.ed.gov/ipeds. If you have questions concerning accessing the system, or entering, editing, or locking your data, please contact the Help Desk at 1-877-225-2568, or ipedshelp@rti.org. The help desk will operate extended hours starting March 24 and continuing through the end of the collection on April 2 as follows: Weekdays 8:30am to 8:00pm, and Saturday (March 29) 9:30am to 6:00pm and Sunday (March 30) 1:00pm to 6:00pm, all times are Eastern.

Thank you in advance for your assistance in this important project.

Sincerely,


Aida Ali Akreyi
Operations Lead, Integrated Postsecondary Education Data System
Administrative Data Division
National Center for Education Statistics
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Exhibit 34. Spring Keyholder Call Script for Institutions with NEW Keyholder and All Required Surveys Not Yet Locked

New Keyholder Script: Keyholder Calls to Registered
Title IV Institutions with a new Keyholder and all surveys not locked
Spring 2025 Collection

Guidelines and Script

In recent years, new* keyholders have been most at risk for failing to complete all required surveys by the collection deadline. To better target these less experienced keyholders, we will be contacting them if all required surveys are not locked as of two weeks remaining in the collection.

*New keyholders are self-identified by selecting the “New Keyholder” radio button at the time of their registration in the IPEDS collection system.

Beginning March 19th, we will be making calls to new keyholders if they haven’t yet locked all surveys. Guidelines for conducting these calls are outlined below. Call assignments will be made within the Help Desk Application (HDA).

Goals of these calls:
· Confirm that the new keyholder is aware of the Spring IPEDS submission of April 2nd ;
· Confirm that the new keyholder is aware of all surveys required during the Spring collection;
· Offer assistance, if needed, to assist the keyholder in completing and locking the surveys.

ALL calls must be thoroughly documented in the call log in the HDA.

Guidelines to follow for contacting the keyholder:
· Check Status of the school in the Data Collection System (DCS) to determine if the school is still not yet complete (i.e. status other than “locked” or “complete” for the Human Resources (HR), Enrollment (EF), Finance (F), and Academic Libraries (AL) surveys).
· If they have completed entering data (i.e. “locked,” or “complete” as the status for ALL of the above surveys) since the time that list was generated they do NOT need to be called, but document this reason in the call log when resolving the incident.
· CHECK HDA COMMENTS THOROUGHLY to see if there is any reason for the school not making progress, or if the Keyholder has already been in contact with the help desk to seek assistance.
· When you call the school, you will ask to speak with the keyholder (KH). If the keyholder is no longer employed there, or is unavailable, then you will ask to speak with the CEO.
· The Keyholder name and phone number can be located in the HDA (contacts screen) or in the collection system (DCS) on the “user” screen,
· Be sure to introduce yourself as being from the IPEDS helpdesk and state that you are following up regarding data entry for the IPEDS Spring data collection. An example script is included below.
· Although you will only be calling schools with Keyholders, you should note that there are also users called “coordinators” and they have a later deadline of April 16th. If someone tells you that their deadline is April 16th, seek help from a colleague to determine if the user is actually a coordinator. Keyholder UserIDs start with “P” or “88G.” Any other IDs (starting with a 2-digit number) are “coordinator” users.

Example script for contacting Keyholders:

Hello, my name is ________, calling on behalf of the U.S. Department of Education concerning the IPEDS Spring Data Collection. May I speak with Dr./Mr./Ms. (Keyholder NAME)?

IF keyholder IS UNAVAILABLE:
May I leave a message for Dr./Mr./Ms. (NAME), or can you suggest a time at which I should call back?

LEAVE A MESSAGE THAT YOU CALLED AND ASK THAT THE Keyholder CALL THE IPEDS Help Desk (877-225-2568) OR SET AN APPOINTMENT TO CALL BACK.

IF Keyholder is available:
Hello Dr./Mr./Ms. (KH NAME), I am calling concerning the IPEDS Spring Data Collection. ***Please note that all calls from the Help Desk may be monitored for quality control purposes*** Because you have identified yourself as a new keyholder, we are contacting you as a courtesy to make sure you are aware of the April 2nd  deadline for submitting Spring data.
Are you aware that your institution has surveys due by April 2nd , which includes Human Resources (HR), Enrollment (EF), Finance (F), and Academic Libraries (AL)?
Are you the individual who will be completing the Spring surveys?
(If NO: Have you contacted the individuals responsible for those surveys and provided the blank forms, instructions, and due dates?)
(If YES: Have you located the blank forms and instructions for completing the surveys?)
Is there anything I can help you with to assure that you are able to meet this deadline? (If “YES”) Answer any questions they may have.
Please keep the Help Desk phone number handy in case you have questions that we can assist you with. Do you need the phone number?
(If “YES”) Provide phone number and email address.
We also wanted to encourage you to complete the surveys as soon as possible. Just to let you know, the Help Desk tends to get very busy toward the end of the collection, especially the last few days, and it is harder to reach us. In order that we can answer any questions that you have, please do not wait until the last minute.
Thank you for your time, and have a nice day.

*** A checkbox has been added in HDA. Once the script has been read, indicating that the call may be monitored for quality control purposes, the box should be checked, and this part of the script does not need to be read during future calls to the school.
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Exhibit 35. Spring Close -1 Week Reminder Email to Keyholder for “No Data Entered” or “All Required Surveys Not Locked”


**Note: The CEO will be copied on this email IF the institution is on the “special call” list having missed a collection deadline during the prior 2 collection years.

Subject: IPEDS Reminder – Spring Collection Closes in One Week

March 26, 2025

Dear IPEDS Keyholder:

The Spring 2025 IPEDS data collection will close in one week, on April 2, 2025. As of today, your institution has not completed all surveys that are required this Spring.

Please do NOT ignore this email but if you feel you have received it in error, call the Help Desk at 1-877-225-2568.

Once the collection closes to keyholders on Wednesday, April 2, 2025, at midnight Pacific Time, you will not be able to submit, edit, or lock data and NO extensions can be granted. Please remember that each survey component must be locked to be considered a response.

If you have not locked the required IPEDS survey components by April 2, your institution will be referred to the office of Federal Student Aid for appropriate action. Section 487(a)(17) of the Higher Education Act of 1965, as amended, requires that, as a condition of continued participation in the federal student aid programs, all institutions must complete the IPEDS surveys. Title IV, HEA program regulations 34 CFR 668.84, 668.85, and 668.86 permit a fine of up to $67,544 for each violation.

The data collection system is located at: http://surveys.nces.ed.gov/ipeds. If you have questions concerning accessing the system, or entering, editing, or locking your data, please contact the Help Desk at 1-877-225-2568, or ipedshelp@rti.org. The help desk will operate extended hours through the end of the collection on April 2as follows: Weekdays 8:30am to 8:00pm, and Saturday (March 29) 9:30am to 6:00pm and Sunday (March 30) 1:00pm to 6:00pm, all times are Eastern.

Thank you in advance for your assistance in this important project.

Sincerely,

Tara Lawley
Program Director, Integrated Postsecondary Education Data System
Postsecondary Branch, Administrative Data Division
National Center for Education Statistics
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Exhibit 36. Registration Confirmation Email

Subject: IPEDS Registration Confirmation - <UnitID>

User name: <UserName>
User ID: <UserID>
Institution name: <institution_name>

Thank you for completing the registration process for the IPEDS 2024-25 data collection.

The schedule for the 2024-25 data collection is as follows:

		
			Fall 2024: 		September 4, 2024 – October 16, 2024
			Winter 2024-25:	December 4, 2024 – February 5, 2025
			Spring 2025:		December 4, 2024 – April 2, 2025


You can get more information about the data collection at http://nces.ed.gov/ipeds, including survey forms, instructions, import specifications, and more. Please call the Help Desk if you have questions or problems.

IPEDS Help Desk
Toll Free 1-877-225-2568
ipedshelp@rti.org



[bookmark: _Toc443575790][bookmark: _Toc166750440]Exhibit 37. Locking Confirmation Email to Keyholders


Subject: IPEDS Locking Confirmation for <survey name> – <UnitID>

The survey component data for <survey name> for INSTITUTION: <UnitID> - <institution name> was locked on <date>. Please note that locking your data does not equal compliance. The data will be reviewed by NCES, and any inaccuracies will need to be addressed before your data are accepted.

These data are now read-only. If you need to make any changes, you can call the IPEDS Help Desk at 1-877-225-2568.

Use the Print Data/Get PDF option on the Surveys page if you wish to print out a copy of your submission.

The Department of Education's National Center for Education Statistics would like to thank you for your participation in the. Please be sure that you have locked ALL applicable surveys for this collection period.

IPEDS Help Desk
Toll Free 1-877-225-2568
ipedshelp@rti.org
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Exhibit 38. Ready-to-Lock Email to Coordinators

Subject: IPEDS Survey Ready to be Locked: <Survey_Name> - <UnitID>

Dear IPEDS Coordinator: You now have lock access to <survey_name> for the institution: <Inst_name> (<UnitID>).

IPEDS Help Desk
Toll Free 1-877-225-2568
ipedshelp@rti.org




[bookmark: _Toc443575792][bookmark: _Toc166750442]Exhibit 39. UserID Confirmation Email

Subject: IPEDS UserID Reminder

Your User ID for the IPEDS Data Collection System is listed below. Please keep it in a secure place. If you also requested your password, for security purposes it will be sent in a separate email.

User ID: <UserID>

The IPEDS data collection system is located at: https://surveys.nces.ed.gov/ipeds/

IPEDS Help Desk
Toll Free 1-877-225-2568
ipedshelp@rti.org
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Subject: IPEDS Password Reminder

Your Password for the IPEDS Data Collection System is listed below. Please keep it in a secure place.
If you also requested your UserID, for security purposes it will be sent in a separate email.

Password: <Password>

The IPEDS data collection system is located at: https://surveys.nces.ed.gov/ipeds/

IPEDS Help Desk
Toll Free 1-877-225-2568
ipedshelp@rti.org


Exhibit 41. Email Communication Regarding Changes in the Prior Year Revision (PYR) System

Subject: [Institution] – [UnitID]

Dear IPEDS Respondent:
This email is being sent to remind you that you may still need update one or more prior year IPEDS survey components using the IPEDS Prior Year Data Revision (PYR) system.  The update(s) are necessary due to potential errors or oversights identified during our [2023-24] Quality Review processes.  
Based on conversations with the Help Desk (or edit explanations that you provided) updates are needed in this PYR component:  [survey_name]
If you have not already updated the affected component in the PYR system, we ask that you please do so.
If applicable, the following note was made by our Help Desk last year when this issue was identified: [reminder_note] 
When you are ready to provide the updates, please respond to this email, or contact the Help Desk, requesting to have the survey component unlocked. Prior Year components are available for update concurrently with the current year components:
· Fall components are available for revision within the PYR from September 11, 2024 through October 30, 2024. 
· Winter components are available for revision within the PYR from December 4, 2024 through February 19, 2025. 
· Spring components are available for revision within the PYR from December 4, 2024 through April 16, 2025. 
If your institution has a locking coordinator (system or state agency), please be sure to seek permission, or include the coordinator in your request so that they are aware of the updates being made.  When updates are completed, please re-lock the survey component.
If you have questions about the reason that the updates may be needed, please contact the IPEDS Help Desk. Thank you for your assistance.
IPEDS Help Desk
1-877-225-2568
ipedshelp@rti.org



[bookmark: _Toc166750445]Section 3: Additional communications
Exhibit 1 outlines the schedule of additional coordination and collection communications throughout the collection cycle, and is divided into those communications that fall into the “pre-collection opening” and “post-collection opening” time periods.  Exhibits 2 and 3 include the draft text of (a) an update email; (b) a letter notifying institutions of SPD-15 race/ethnicity guidance, and (c) updates to make sure institutions are aware of 2025-26 changes to admissions and that institutions are reporting admissions considerations, especially legacy status, correctly.
[bookmark: _Toc166750446]Exhibit 1. Additional Communications on SPD 15 and Admissions
	Collection
	Date
	Correspondence Type
	Scheduled Time
	Recipient(s)
	Communication Criteria

	Registration Period
	8/7/24
	Notification of release of race/ethnicity changes through SPD 15
	Registration opening
	CEOs/Keyholders/Coordinators
	All

	Winter 2024-25
	12/4/24
	Upcoming Admissions changes and important information on legacy status reporting
	Winter opening
	CEOs/Keyholders/Coordinators
	All undergraduate institutions



[bookmark: _Toc166750447]Exhibit 2. Notification of Release of Race/Ethnicity Changes Through Statistical Policy Directive No. 15 (SPD 15)

August 7, 2024

Dear CEO/Keyholder/Coordinator:

On March 28, 2024, the Office of Management and Budget (OMB) published a set of revisions to Statistical Policy Directive No. 15 (Directive No. 15): Standards for Maintaining, Collecting, and Presenting Federal Data on Race and Ethnicity (SPD 15). This marks the first update since 1997, following a rigorous process initiated in June 2022. The updated standards released by OMB today closely follow the Working Group’s evidence-based recommendations and make key revisions to questions used to collect information on race and ethnicity. Key changes include:
· Using one combined question for race and ethnicity and encouraging respondents to select as many options as apply to how they identify.
· Adding Middle Eastern or North African as a new minimum category, alongside the existing race and ethnicity categories:
· American Indian or Alaska Native
· Asian
· Black or African American
· Hispanic or Latino
· Middle Eastern or North African
· Native Hawaiian or Pacific Islander
· White
· Requiring the collection of additional detail beyond the minimum required race and ethnicity categories for most situations, to ensure further disaggregation in the collection, tabulation, and presentation of data when useful and appropriate.
The updated standards also include several additional updates to definitions, terminology, and guidance to agencies regarding data collection and presentation.

The standards instruct federal agencies to begin updating their surveys and administrative forms as quickly as possible and submit an Agency Action Plan for complete compliance within 18 months. This plan will be publicly available. Agencies must also bring all data collections and programs into compliance with the updated standards within five years of March 28, 2024.

NCES is currently working with the Department of Education on the Agency Action plan. The IPEDS team has started to develop changes based on the standards, with implementation scheduled to commence during the 2027-28 data collection. The IPEDS National Postsecondary Education Cooperative (NPEC) has commissioned background research to help guide the implementation of the standards and provide communication/guidance about the change to both data providers and data users. We will make sure to communicate changes as soon as possible once we have a clear plan for implementing the new standards in IPEDS.

In the interim, NCES recommends that institutions start to plan how they will implement the required changes based on the Federal Register Notice, which provides detailed information about how to collect the data.  

Best Regards, 

Aida Ali Akreyi
Operations Lead, Integrated Postsecondary Education Data System
Administrative Data Division
National Center for Education Statistics


[bookmark: _Toc166750448]Exhibit 3. Upcoming Admissions Changes and Important Information on Legacy Status Reporting

December 4, 2024

Dear CEO/Keyholder/Coordinator:

The National Center for Education Statistics (NCES) would like to make you aware of changes to the current Admissions (ADM) data collection and forthcoming changes for the 2025-26 ADM data collection, which were approved through the Office of Management and Budget (OMB) on <July XX, 2024>. 

NCES is concerned that some institutions are incorrectly reporting that they consider legacy status in admissions decisions. To address this, NCES has clarified the 2024-25 collection of information on legacy status, including updates to the related FAQ and a definition of the term “considered.” These updates are detailed in the changes document available at https://surveys.nces.ed.gov/ipeds/public/changes-to-the-current-year.

For the upcoming 2025-26 data collection (covering fall 2025 admissions), several significant changes will occur:
· Implementation of a minimum data collection for open admission institutions.
· Inclusion of data collection for transfer-in students.
· Collection of race/ethnicity data for applicants, admitted students, and enrolled students.
· Collection of data on waitlists, early admission, and early decision policies. 
To preview materials for the 2025-26 changes, relevant materials are available via the Survey Materials under the Help Menu in the Data Collection System or at https://surveys.nces.ed.gov/ipeds/public/survey-materials/results.

If you need assistance in understanding these reporting changes, please contact the Help Desk by replying to this email or by calling 1-877-225-2568.


Best regards,


Aida Ali Akreyi
Operations Lead, Integrated Postsecondary Education Data System
Administrative Data Division
National Center for Education Statistics
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Section 4: Communication Package for the 2025-26 Admissions and Consumer Transparency Supplement (ACTS)
Survey Component Data Collection 
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Exhibit 1. 2025-26 ACTS Data Collection Communications and Follow-Up Schedule

	Collection
	Date
	Correspondence Type
	Scheduled Time
	Recipient(s)
	Communication Criteria

	2025-26
	12/18/2025
	Opening announcement
	Collection opening 
	Keyholders/Coordinators
	All

	
	Ongoing
	Thank you email
	At time of survey locking
	Keyholders/Coordinators
	All locked surveys

	
	12/18/2025
	CEO update email
	At time of ACTS opening
	CEOs of eligible institutions
	All CEO

	
	12/18/2025
	Coordinator update email
	At time of ACTS opening
	All Coordinators
	All Coordinators

	
	02/18/2026
	Prompting email
	4 weeks prior to collection closing
	Keyholders
	No data entered

	
	03/04/2026
	Prompting phone call
	2 weeks prior to collection closing
	Keyholders/CEOs
	No data entered

	
	03/04/2026
	Prompting email
	2 weeks prior to collection closing
	Keyholders
	No data entered, or survey not locked

	
	03/11/2026
	Prompting email
	1 week prior to collection closing
	Keyholders and CEOs
	No data entered, or survey not locked

	
	Ongoing
	Locking Confirmation Email
	At time of locking
	Keyholders
	When locked

	
	Ongoing
	Ready-to-Lock email to Coordinators
	At time of locking
	Locking Coordinator
	When locked






Exhibit 2. ACTS Opening Announcement Email

Subject: Admissions and Consumer Transparency Survey (ACTS) 

[Date]

The 2025-26 Admissions and Consumer Transparency Supplement (ACTS) survey component is now open within the IPEDS web-based data collection system and will remain open to Keyholders through March 18, 2026.

The ACTS requirement is applicable to your institution.  This component is applicable to all 4-year public, private for-profit, and private not-for-profit institutions that primarily award bachelor’s degrees seeking or above (inclusive of institutions that award graduate level degrees only), including your institution. Eligible institutions may be exempted from completing ACTS in a survey year if they (1) did not award non-need-based aid and (2) were open admission of admitted 100 percent of applicants in that year.

The ACTS component collects data separately for undergraduate and graduate students. For undergraduate students, the component collects data by race-sex pair on: (1) the count of institutions’ applied, admitted, and enrolled cohorts, both overall and further disaggregated by admission test score quintiles, GPA quintiles, ranges of family income, Pell Grant eligibility, and parental education; (2) the average high school grade point average and admission test score quintiles for institutions’ applied, admitted, and enrolled cohorts; (3) the count of students admitted via early action, early decision, or regular admissions.

Among newly enrolled undergraduate students the ACTS component collects data by race-sex pair on both the count and average amount of students receiving: (1) any institutional grant aid, (2) merit-based institutional grant aid, (3) need-based institutional grant aid and (4) any local, state, or federal government aid overall, and further disaggregated by admission test score quintiles, GPA quintiles, ranges of family income, and enrollment via early action, early decision, or regular admissions.

The ACTS component also collects data overall and by race-sex pair on (1) students’ average cumulative GPA at the end of the academic year; (2) the average cost of attendance, and further disaggregated by admission test score quintiles, ranges of high school grade point average, ranges of family income, and enrollment via early action, early decision, or regular admissions. (3) graduation rates further disaggregated by admission test score quintiles and ranges of high school grade point average; and (4) graduates’ final cumulative grade point average. 

For graduate students, many of the same data elements will also be collected. Graduate students are further disaggregated by broad fields of study.

In the 2025-26 survey only, the new component will capture data not only from the 2025-26 academic year but also from the five prior academic years. As such, in the 2025-26 survey, institutions will provide admissions data for the 2020-21 through 2025-26 academic years. Similarly, graduation rates reported in the 2025-26 survey will cover not only academic year 2024-25, but also academic years 2019-20 through 2023-24. This retrospective collection will allow data users to explore changes in reported data over time.  

You can access the collection site at: http://surveys.nces.ed.gov/ipeds OR you may use the main IPEDS website at http://nces.ed.gov/ipeds and follow the links to “Report Your Data.”

Use your 2025-26 UserID and password (emailed to you, or mailed to your institution's CEO, in early August). Keyholder UserIDs begin with “P” or “88G.”

Once logged in to the Data Collection System, you will have access to survey materials and instructions for submitting data.  To submit data for the ACTS, data files must be formatted to the specifications provided and then uploaded to the secure ACTS platform for processing.  As described in the instructions, uploaded files must pass validation checks in order to be successfully submitted. Data is subject to additional quality control review processes and error reports will be populated to the DCS for review and explanation prior to a data submission being considered finalized.

Note that the collection will close on March 18, 2026. You will not be able to submit, edit, or lock data after those dates and NO extensions can be granted.

The following assistance is available to you as you prepare your institution’s data submissions:

· The IPEDS Help Desk is available to assist you at any time during the collection cycle. Please contact the Help Desk at 1-877-225-2568 or ipedshelp@rti.org if you have any questions about the IPEDS system.
· Copies of the survey forms, instructions, file upload specifications, and frequently asked questions are available in the collection system under the Help menu, click on Survey Materials.

Remember that the completion of all IPEDS surveys, in a timely and accurate manner, is mandatory for all institutions that participate in or are applicants for participation in any Federal financial assistance program authorized by Title IV of the Higher Education Act (HEA) of 1965, as amended. IPEDS surveys are mandated by 20 U.S.C. 1094(a)(17). Institutions have been fined for failing to submit complete surveys on time. Title IV, HEA program regulations 34 CFR 668.84, 668.85, and 668.86 permit a fine of up to $71,545 for each violation.

To assist you in meeting this requirement, NCES will send reminder communications. PLEASE DO NOT IGNORE EMAIL CORRESPONDENCE. You will be prompted ONLY IF YOUR SURVEY SUBMISSIONS ARE NOT COMPLETE.

To complete all requirements for data submission, keyholders must LOCK the survey.
· The survey status will be indicated in the data collection system, and edit error reports, if any, must be completed before the lock option is active.
· When activated (underlined), click "Lock" and follow the instructions.
· Please be sure to check your Survey status to make sure that it reads Locked or Complete after you have locked your data.
· Use the "Am I Done" feature to ensure that you have completed the required survey.

Remember, if you have any questions or need help at any time during the collection cycle, you can contact the Help Desk at 1-877-225-2568, or send them an email at ipedshelp@rti.org.

Best regards,

IPEDS Help Desk 
1-877-225-2568
ipedshelp@rti.org




[bookmark: _Toc206601159]Exhibit 3. Update Email to CEOs of ACTS-eligible Institutions

*Note: Keyholders will be copied

Subject: Admissions and Consumer Transparency Supplement (ACTS) Survey Component being collected through IPEDS – [UnitID]

[date]

Dear Chief Executive Officer –
Please read this email. It has important implications for your institution and its responsibilities related to awarding federal student aid. It explains the new Admissions and Consumer Transparency (ACTS) survey component being collected through the Integrated Postsecondary Education Data System (IPEDS). Thank you in advance for your assistance in this important data collection effort. This letter serves to inform or remind you about some important aspects of the IPEDS program.

Importance of submitting accurate and timely IPEDS data
The completion of all IPEDS surveys in a timely and accurate manner is mandatory for all institutions that participate in or are applicants for participation in any federal financial assistance program authorized by Title IV of the Higher Education Act of 1965, as amended. Submitting IPEDS data accurately and on time is required by your Program Participation Agreement for Title IV federal student financial aid programs with the U.S. Department of Education. In this way, your institution will avoid fines and other possible penalties for noncompliance with IPEDS reporting requirements.

Applicability of the ACTS survey component
This component is applicable to all four-year public, private for-profit, and private not-for-profit institutions that primarily award bachelor’s degrees seeking or above (inclusive of institutions that award graduate level degrees only), including your institution.  The ACTS component collects data separately for undergraduate and graduate students. 

Undergraduate student data being collected 
For undergraduate students, the component collects data by race-sex pair on: (1) the count of institutions’ applied, admitted, and enrolled cohorts, both overall and further disaggregated by admission test score quintiles, GPA quintiles, ranges of family income, Pell Grant eligibility, and parental education; (2) the average high school grade point average and admission test score quintiles for institutions’ applied, admitted, and enrolled cohorts; (3) the count of students admitted via early action, early decision, or regular admissions.

Among newly enrolled undergraduate students the ACTS component collects data by race-sex pair on both the count and average amount of students receiving: (1) any institutional grant aid, (2) merit-based institutional grant aid, (3) need-based institutional grant aid and (4) any local, state, or federal government aid overall, and further disaggregated by admission test score quintiles, GPA quintiles, ranges of family income, and enrollment via early action, early decision, or regular admissions.

The ACTS component also collects data overall and by race-sex pair on (1) students’ average cumulative GPA at the end of the academic year; (2) the average cost of attendance, and further disaggregated by admission test score quintiles, ranges of high school grade point average, ranges of family income, and enrollment via early action, early decision, or regular admissions. (3) graduation rates further disaggregated by admission test score quintiles and ranges of high school grade point average; and (4) graduates’ final cumulative grade point average. 

For graduate students (if applicable), many of the same data elements will also be collected. Graduate students are further disaggregated by broad fields of study.

Timeframe for data being collected
In the 2025-26 survey only, the new component will capture data not only from the 2025-26 academic year but also from prior academic years. As such, in the 2025-26 survey, institutions will provide admissions data for the 2020-21 through 2025-26 academic years. Similarly, graduation rates reported in the 2025-26 survey will cover not only academic year 2024-25, but also academic years 2019-20 through 2023-24. This retrospective collection will allow data users to explore changes in reported data over time.  

The role of the IPEDS Keyholder
Each institution has an IPEDS Keyholder, who was appointed by you or your predecessor. This is the person who is responsible for making sure all IPEDS data are submitted accurately and on time. In fact, the success of the IPEDS data collection and quality of the IPEDS data depend, in large part, on the efforts of your institution’s Keyholder. Many different offices and records systems are typically involved in IPEDS reporting (institutional research, registrar, admissions, financial aid), so the Keyholder is often called on to act as a data coordinator in order to make sure all IPEDS reporting requirements are met. 
How you can help
You can support your Keyholder by helping to make sure all offices involved in IPEDS reporting are aware of the importance of data quality and timeliness. You should also know that it requires a significant amount of time to complete your institution’s IPEDS submissions; you can view the IPEDS reporting burden estimates at https://surveys.nces.ed.gov/ipeds/public/institutional-burden.

If you have questions
Thank you for your attention to this message. If you have questions, please contact the IPEDS Help Desk, at ipedshelp@rti.org.

Sincerely,

[signature bloc]

[bookmark: _Toc206601160]

Exhibit 4.  Update Email to IPEDS Coordinators

Subject: Admissions and Consumer Transparency Survey (ACTS) 

[Date]

The 2025-26 Admissions and Consumer Transparency Supplement (ACTS) survey component is now open within the IPEDS web-based data collection system and will remain open to Keyholders through March 18, 2026. As an IPEDS coordinator, you may have institutions within your coordination tree that are required to complete the survey component.  To determine what institutions are eligible, please use the Reports menu within the Data Collection System (https://surveys.nces.ed.gov/) and select “Institution Reporting Status” with the ACTS component selected.

This component is applicable to all four-year public, private for-profit, and private not-for-profit institutions that primarily award bachelor’s degrees seeking or above (inclusive of institutions that award graduate level degrees only), including your institution.  The ACTS component collects data separately for undergraduate and graduate students. For undergraduate students, the component collects data by race-sex pair on: (1) the count of institutions’ applied, admitted, and enrolled cohorts, both overall and further disaggregated by admission test score quintiles, GPA quintiles, ranges of family income, Pell Grant eligibility, and parental education; (2) the average high school grade point average and admission test score quintiles for institutions’ applied, admitted, and enrolled cohorts; (3) the count of students admitted via early action, early decision, or regular admissions.

Among newly enrolled undergraduate students the ACTS component collects data by race-sex pair on both the count and average amount of students receiving: (1) any institutional grant aid, (2) merit-based institutional grant aid, (3) need-based institutional grant aid and (4) any local, state, or federal government aid overall, and further disaggregated by admission test score quintiles, GPA quintiles, ranges of family income, and enrollment via early action, early decision, or regular admissions.

The ACTS component also collects data overall and by race-sex pair on (1) students’ average cumulative GPA at the end of the academic year; (2) the average cost of attendance, and further disaggregated by admission test score quintiles, ranges of high school grade point average, ranges of family income, and enrollment via early action, early decision, or regular admissions. (3) graduation rates further disaggregated by admission test score quintiles and ranges of high school grade point average; and (4) graduates’ final cumulative grade point average. 

For graduate students, many of the same data elements will also be collected. Graduate students are further disaggregated by broad fields of study.

In the 2025-26 survey only, the new component will capture data not only from the 2025-26 academic year but also from prior academic years. As such, in the 2025-26 survey, institutions will provide admissions data for the 2020-21 through 2025-26 academic years. Similarly, graduation rates reported in the 2025-26 survey will cover not only academic year 2024-25, but also academic years 2019-20 through 2023-24. This retrospective collection will allow data users to explore changes in reported data over time.  
You can access the collection site at: http://surveys.nces.ed.gov/ipeds OR you may use the main IPEDS website at http://nces.ed.gov/ipeds and follow the links to “Report Your Data.”

Use your 2025-26 UserID and password (emailed to you in early August). 

Data are expected to be provided by institutional respondents.  If needed, please communicate with the institutional keyolder(s) to discuss any Coordinator responsibilities related to the data submission.  Institutional keyholders will have access to survey materials and instructions for submitting data.  To submit data for the ACTS, data files must be formatted to the specifications provided and then uploaded to the secure ACTS platform for processing.  As described in the instructions, uploaded files must pass validation checks in order to be successfully submitted. Data is subject to additional quality control review processes and error reports will be populated to the DCS for review and explanation prior to a data submission being considered finalized. Throughout the data collection process, Coordinators will have access to view the status of their coordinated institutions and to view the data files (summaries) generated during the file upload process.

If you are a locking coordinator, you will have the opportunity to provide your lock once the component has been locked by the keyholder (or first locking user). Note that the collection will close to Keyholders on March 18, 2026. If you are a locking Coordinator, you will have continued view access but cannot submit data on behalf of the institution.  NO extensions can be granted beyond the scheduled deadline(s).

The following assistance is available to you as you prepare your institution’s data submissions:

· The IPEDS Help Desk is available to assist you at any time during the collection cycle. Please contact the Help Desk at 1-877-225-2568 or ipedshelp@rti.org if you have any questions about the IPEDS system.
· Copies of the survey forms, instructions, file upload specifications, and frequently asked questions are available in the collection system under the Help menu, click on Survey Materials.

Remember that the completion of all IPEDS surveys, in a timely and accurate manner, is mandatory for all institutions that participate in or are applicants for participation in any Federal financial assistance program authorized by Title IV of the Higher Education Act (HEA) of 1965, as amended. IPEDS surveys are mandated by 20 U.S.C. 1094(a)(17). Institutions have been fined for failing to submit complete surveys on time. Title IV, HEA program regulations 34 CFR 668.84, 668.85, and 668.86 permit a fine of up to $71,545 for each violation.

Remember, if you have any questions or need help at any time during the collection cycle, you can contact the Help Desk at 1-877-225-2568, or send them an email at ipedshelp@rti.org.

Best regards,

IPEDS Help Desk 
1-877-225-2568
ipedshelp@rti.org






Exhibit 5. ACTS Close -4 Weeks Reminder Email to Keyholders
Subject: IPEDS Reminder – ACTS Survey Component Closes in Four Weeks

February 18, 2026

Dear IPEDS Keyholder:

Although there are four weeks remaining in the 2025-26 Admissions and Consumer Transparency Supplement (ACTS) survey component data collection, please be aware that it is scheduled to close promptly on March 18, 2026. Currently, our records indicate that you have not begun to enter information required of your institution.

While we understand that you are busy with many other responsibilities, we would strongly encourage you to begin to enter data as soon as possible. As you know, under Section 487(a)(17) of the Higher Education Act of 1965, as amended, completion of the IPEDS surveys is an integral part of your institution's Program Participation Agreement (PPA) with the Department of Education.

We will be sending additional email reminders on March 4, 2026 and March 22, 1026 Also on March 4, 2026, we will begin calling the CEOs of institutions where keyholders have not begun entering data.

The IPEDS web-based collection system is located at: http://surveys.nces.ed.gov/ipeds and if you have questions concerning accessing the system, or entering, editing, or locking your data, please contact the Help Desk at 1-877-225-2568, or ipedshelp@rti.org.

Please do not disregard this email! If you believe that you have received this message in error, please contact the Help Desk. Thank you in advance for your assistance with this important project.

Best regards,

IPEDS Help Desk 
1-877-225-2568
ipedshelp@rti.org 

Exhibit 6. ACTS Keyholder/CEO Call Script for No Data Entered

“NO DATA” Script: Keyholder/CEO Calls to Registered
Title IV Institutions with no survey data entered
in the ACTS survey component

Guidelines and Script

In an effort to get eligible Title IV schools to begin entering their ACTS data, beginning March 4, 2026, we will be making calls to those schools that have not entered any survey data for the required survey. A list of schools assigned to you in the Help Desk Application (HDA).

Goals of these calls:
3) Encourage the institution to begin data entry as soon as possible and remind them of the deadline for ACTS submission of March 18, 2026; or
4) Determine if there is a reason that the institution believes it is not eligible.

ALL calls must be thoroughly documented in the call log in the HDA.

Guidelines to follow for contacting keyholder and/or CEOs:

· Check Status of the school in the Data Collection System (DCS) to determine if the school is still showing up as not having data entered (i.e. status of “NO DATA”) for the ACTS survey.
· If they have begun entering data (i.e. “No Data,” “has data,” “edited,” “clean,” “locked,” or “complete”) since the time that list was generated they do NOT need to be called (but document this reason in the call log when resolving the incident).

· CHECK HDA COMMENTS THOROUGHLY to see if there is any reason for the school not making progress. If a valid reason is given, you do not need to call them (e.g. we are determining if they are still Title-IV eligible). However, enter a comment explaining that you reviewed the comments and explaining WHY you are not calling.

· When you call the school, you will ask to speak FIRST with the keyholder (KH). If the keyholder is no longer employed there, or is unavailable, then you will ask to speak with the CEO.
· The Keyholder name and phone number can be located in the HDA (contacts screen) or in the collection system (DCS) in the “user” screen.
· The CEO name and phone number is located in the DCS in the “Institution Identification” screen.

· Be sure to introduce yourself as being from the IPEDS helpdesk and state that you are following up regarding data entry for the ACTS data collection. An example script is shown below.

· The keyholder or CEO may give you a reason why they do not think they need to participate in ACTS. There should, however, be VERY few acceptable reasons. If they try to give you such a reason, please keep good notes and CONTACT Project Staff.

· If the KH or CEO says that the data are being combined with another school, or that the school has closed, seek help from supervisor or Project Staff to determine how to handle the specific situation.

· Although you will only be calling schools with Keyholders, you should note that there are also users called “Coordinators” and they have a later deadline of [date]. 
· Keyholder UserIDs start with “P” or “88G.” Any other IDs (starting with a 2-digit number) are “Coordinator” users.

Example script for contacting Keyholders and CEOs:

First, try to contact the Keyholder:

Hello, my name is ________, calling on behalf of the U.S. Department of Education concerning the IPEDS ACTS Data Collection. May I speak with Dr./Mr./Ms. (Keyholder NAME)?

IF keyholder IS UNAVAILABLE:
May I leave a message for Dr./Mr./Ms. (NAME), or can you suggest a time at which I should call back? (Or if you have already made 2-3 call attempts:) Is there someone else I can talk to about the IPEDS ACTS data collection?

LEAVE A MESSAGE THAT YOU CALLED AND ASK THAT THE Keyholder/CEO CALL THE IPEDS Help Desk (877-225-2568) OR SET AN APPOINTMENT TO CALL BACK.

IF Keyholder is available:
Hello Dr./Mr./Ms. (KH NAME), I am calling concerning the IPEDS ACTS Data Collection. ***Please note that all calls from the Help Desk may be monitored for quality control purposes*** As of today, we see that you have not yet begun entering data. We wanted to make sure you were aware of the March 18, 2026 deadline. Is there anything I can help you with to assure that you are able to meet this deadline?

(If “NO”): Please remember that the deadline for the study is March 18, 2026 and that participation is mandatory for schools that participate in Title IV student financial aid programs. The IPEDS Help Desk will be open [insert dates/hours here]. Thank you very much and have a nice day.
(If “YES”) Answer any questions they may have.

If keyholder is unavailable, try to contact the CEO.
Hello, my name is ________, calling for the U.S. Department of Education concerning the IPEDS ACTS Data Collection. May I speak with Dr./Mr./Ms. (CEO NAME)?

IF CEO IS UNAVAILABLE:
May I leave a message for Dr./Mr./Ms. (NAME), or can you suggest a time at which I should call back? Or is there someone else I can talk to about the Fall data collection?

LEAVE A MESSAGE THAT YOU CALLED AND ASK THAT THE CEO CALL THE IPEDS Help Desk (877-225-2568) OR SET AN APPOINTMENT TO CALL BACK.


IF CEO IS AVAILABLE:
Hello Dr./Mr./Ms. (CEO NAME), I am calling concerning the IPEDS ACTS Data Collection. ****Please note that all calls from the Help Desk may be monitored for quality control purposes.****As of today, your institution has not yet begun entering data. We wanted to make sure you are aware of the March 18, 2026 deadline. I tried contacting your keyholder, Dr/Mr./Ms. (KH Name), but was unable to reach him/her.
We would very much appreciate your help because the survey must be completed by March 18, 2026 and it is mandatory for institutions that participate in Title IV student financial aid programs.
Is there anything I can help you with to assure that you are able to meet the March 18, 2026 deadline?
(If “NO”): Then thank you very much for reminding your keyholder, and have a nice day.
(If “YES”) Answer any questions they may have.

IF CEO THINKS SCHOOL IS OUT OF SCOPE, OBTAIN REASON AND RECORD DETAILS. Contact Project Staff with this information.


Exhibit 7. ACTS Close -2 Weeks Reminder Email to Keyholder for “No Data Entered” or “All Required Surveys Not Locked”

Subject: IPEDS Reminder – ACTS Collection Closes in Two Weeks

March 4, 2026

Dear IPEDS Keyholder:

The 2025-26 Admissions and Consumer Transparency Supplement (ACTS) data collection is scheduled to close in just two weeks, on March 18, 2026. Currently, our records indicate that you have not yet locked the required survey.

While we understand that you are busy with many other responsibilities, we would strongly encourage you to enter and lock your data as soon as possible. Section 487(a)(17) of the Higher Education Act of 1965, as amended, requires that, as a condition of continued participation in the federal student aid programs, all institutions must complete the IPEDS surveys.

At this time, the Help Desk is beginning to call the CEOs of Title IV institutions that have not yet begun entering any data. In order to avoid receiving such a call, please begin entering your data as soon as possible. Following today's email reminder, we will send one additional email reminder, on March 11, 2026, to ensure your compliance with the collection deadline date of March 18, 2026.

The data collection website is located at http://surveys.nces.ed.gov/ipeds. If you have questions concerning accessing the system, or entering, editing, or locking your data, please contact the Help Desk at 1-877-225-2568, or ipedshelp@rti.org. The help desk will operate [insert dates/hours], all times are Eastern.

Thank you in advance for your assistance in this important project.

Sincerely,

IPEDS Help Desk 
1-877-225-2568
ipedshelp@rti.org


Exhibit 8. ACTS Close -1 Week Reminder Email to Keyholder for “No Data Entered” or “All Required Surveys are Not Locked”

**Note: The CEO will be copied on this email.”

Subject: IPEDS Reminder – 2025-26 ACTS Collection Closes in One Week

March 11, 2026

Dear IPEDS Keyholder:

As of today, your institution had not completed its required 2025-26 Admissions and Consumer Transparency Supplement (ACTS) survey component. It is scheduled to close in one week, on March 18, 2026. 

You can access the data collection site at: http://surveys.nces.ed.gov/ipeds. 

Please do NOT ignore this email but if you feel you have received it in error, call the Help Desk at 1-877-225-2568.

The 2025-26 ACTS data collection will close to keyholders on March 18, 2026, at midnight Pacific Time. You will not be able to submit, edit, or lock data after that date and NO extensions can be granted. If you have not locked the required survey components by that date, your institution will be referred to the office of Federal Student Aid for appropriate action.

Section 487(a)(17) of the Higher Education Act of 1965, as amended, requires that, as a condition of continued participation in the federal student aid programs, all institutions must complete the IPEDS surveys. Title IV, HEA program regulations 34 CFR 668.84, 668.85, and 668.86 permit a fine of up to $71,545 for each violation.

If you have questions concerning accessing the system, or entering, editing, or locking your data, please contact the Help Desk at 1-877-225-2568, or ipedshelp@rti.org. The help desk will be operating [insert dates/hours], all times are Eastern.

Thank you in advance for your assistance in this important project.

Sincerely,

IPEDS Help Desk 
1-877-225-2568
ipedshelp@rti.org



Exhibit 9. Locking Confirmation Email to Keyholders


Subject: IPEDS Locking Confirmation for ACTS – [UnitID]

The 2025-26 Admissions and Consumer Transparency Supplement (ACTS) for INSTITUTION: [UnitID] – [institution_name] was locked on [date]. Please note that locking your data does not equal compliance. The data will be reviewed by NCES, and any inaccuracies will need to be addressed before your data are accepted.

These data are now read-only. If you need to make any changes, you can call the IPEDS Help Desk at 1-877-225-2568.

Use the Print Data/Get PDF option on the Surveys page if you wish to print out a copy of your submission.

The U.S. Department of Education would like to thank you for your participation in the. Please be sure that you have locked ALL applicable surveys for this collection period.

IPEDS Help Desk
Toll Free 1-877-225-2568
ipedshelp@rti.org



Exhibit 10. Ready-to-Lock Email to Coordinators

Subject: IPEDS ACTS Survey Ready to be Locked: [UnitID]

Dear IPEDS Coordinator: You now have lock access to the 2025-26 Admissions and Consumer Transparency Supplement (ACTS) survey component for the institution: [Institution_name] ([UnitID]).

IPEDS Help Desk
Toll Free 1-877-225-2568
ipedshelp@rti.org
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