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GUIDELINES FOR ELECTRONIC SUBMISSION
DEAC requests that all institutions follow these guidelines for electronic submission to facilitate an efficient process for collecting and disseminating institutional information. Incomplete submissions may be returned to the institution for correction and resubmission, which could delay the accreditation process and subject the institution to late fees.

For Dropbox submissions, keep the longest file path in the submission to 100 characters maximum. See page 2 for more information.

Why it Matters: File Storage systems (such as Dropbox and SharePoint) have file path character limits. File paths that include long file names, deeply nested folders, and excessive spaces may result in upload errors and broken links once added to DEAC’s existing file structures, leading to delays in DEAC file processing.


[bookmark: _Toc227139762]Submission Format Requirements
Submission Method:
1. Institutions must submit documents via email if files are under 2GB and use a Dropbox link if files are over 2GB. 
2. Each individual submission must include an accompanying email, to the appropriate staff member(s), explaining the contents and identifying the appropriate contact personnel. Submissions via Dropbox must be accompanied by email directly from the institution (e.g. not only an auto-generated Dropbox share notification).

File Type Requirements: 
1. All exhibits must be submitted in PDF, Microsoft Word, or Microsoft Excel format.
a. Institutions must submit one Microsoft Word and one Portable Document File (PDF) version of their report or application (not just SER’s, this includes Educational Offerings Reports, Substantive Change Applications, etc.). 
b. Electronic bookmarks must be placed within the PDF document and should be completed in a manner that facilitates easy and intuitive navigation and review of the file.
2. DEAC will not accept files submitted in Google Doc, Google Sheet, or via web link. 



Privacy and Security
1. Personal or confidential student or staff information (e.g., Social Security numbers or dates of birth) should be removed or redacted as appropriate.
2. Whenever possible, disable PDF security restrictions.


[bookmark: _Toc227139763]File Naming Requirements
Institutions must keep file names (paths) short and meaningful, using a maximum of 100 characters, especially when nesting files and folders. All characters in a pathway count towards the total limit. 
For example: XYZ_Institution_Exhibits\EX_18\18.3_Fac_Qual_Equiv_Policy.pdf is 61 characters including spaces.

Best Practices:
1. Use underscores and dashes instead of spaces where possible (spaces are often counted as three characters by file storage systems, web browsers, and servers).
2. Avoid versioning words like “final”, repeated dates, and special characters.
3. Abbreviate where possible:
a. ✅ RidgewayCV
b. ❌ Exhibit-17-FacultyFiles-RidgewayNanette-CurriculumVitae2026

See DEAC’s recommended file and folder structure:
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