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Academic Program Profiles

Adobe Graphics 
Design & E-Learning Combo 
Course Description

An Adobe Certi�ed Expert (ACE) is a person who 
has demonstrated pro�ciency with one or more 
Adobe so�ware products. To become an ACE, you 
must pass one or more product-speci�c pro�ciency 
exams and agree to the ACE terms and conditions. 
�e course covers Adobe Photoshop, InDesign & 
Dreamweaver & Adobe Captivate

Occupations Graphic Design, Desktop Publisher, Administrator 
e-Learning content developer

Prerequisites Prerequisites Basic MS O�ce skills

Methods & Material Certi�ed instructor-led training, Hands-on Labs, 
Certi�ed Materials (Online Available)

Course Length 24 Weeks/144 Hrs

Cost $8000 (Books and Training Materials are included in 
pricing) 

Certi�cation Goal ACE

Mission Statement

Organization & Administration

To improve the employment opportunties through certi�cation training. Everthing we do is 
designed to help students complete their program, get certi�ed and obtai employment.

Incorporation
Computer Training Institute of Chicago is a ‘for pro�t’ institution of higher learning
incorporated under the State laws of Illinois.
State of Illinois Approval
Computer Training Institute of Chicago is approved by the Division of Private Business
and Vocational Schools of the Illinois Board fo Higher Education. Complaints against this
school may be registered with the Illinois Board of Higher Education
1 N. Old State Capitol Plaza Suite 333 Spring�eld, IL 62701

Computer Training Institute of Chicago is not currently accredited by a US Department of 
Education recognized accrediting body.

#PBSE PG EJSFDUPST

Paul Johnson - President
." .*4� 1.1�4ix 4iHma Black 
Belt Phyllis Barnes - Treasurer 
." '*/�B" "ccountinH 
Cherish Louis - Secretary 
.4 .eEia "rts�B" Business 
"Eministration
Vivian Hollifield - Process Analyst
44.B�.4 B"�64 /aWZ

$POUBDU VT

P 1.312.888.9156 | F 1.312.291.8918 | www.CTIChicago.com | paul.johnson@CTIChicago.com 
200 S Michigan Ave. Chicago Il, 60604 | Mon-Fri 9am - 5pm
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Paul Johnson - Program Director 
." .*4� 1.1�4ix 4iHma Black 
Belt Phyllis Barnes - Accounting 
." '*/�B" "ccountinH 
Rayneal Mitchell - Admissions 
B" Business "Eministration 
Cherish Luis - Mktg/Social Media 
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B"�44BB�e�-earninH
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4ix 4iHma .aster Black Belt 
Grapfic Design � CIristian 
%ia[ B4 (raQIic %esiHn
CTIA\MCSA � .arZ (arcia 
Cisco CCNP � Emin "liZeW 
Telecom 4BC"� .icIael EWans
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Apple iOS & Android 

App Developer
Course Description

Mobile app development is the new frontier of business communica-
tions and marketing. Today more people get information and com-
munications about businesses from mobile apps than from all forms 
of printed media. �is has a created trmendous demand for Ios and 
Java developers.

Occupations iOS & Adroid App Developer

Prerequisites Composite C & Java Programming

Methods & Material Certi�ed instructor-led training, Hands
Labs, Certi�ed Materials (Online Available)

Course Length 24 Weeks/144Hrs

Cost Tuition: 7,000, Books 200, Certification Exams 300,Total: 7,500

Certi�cation Goal Certi�cate of Completion

Business 

Administration 
MS O�ce 2013 & Quick Books 
Combo Course Description

O�ce Specialists use programs such as Word and Excel to 
function e�ectively as administrative assistants, as o�ce manag-
ers, and in many other positions that require day-to-day prob-
lem-solving skills. As more and more employers begin looking 
for veri�cation of employee so�ware skills, you have no better 
way to stand out from the crowd than to show your credentials 
as a specialist in the so�ware that a job requires.

Occupations O�ce Administrator Payroll Specialist

Prerequisites O�ce Administrator Payroll Specialist

Methods & Material Certi�ed instructor-led training, Hands-on Labs, Certi�ed Ma-
terials (Online Available)

Course Length 24 Weeks/144Hrs

Cost Tuition: 5,000, Books 200, Certification Exams 300,Total: 5,500

Certi�cation Goal MOS Quick Books CU

Business Management 
PMP & Six 
Sigma Combo
Course Description

PMP Certi�cation is the profession’s most globally recognized 
and respected certi�cation credential. �e PMP designation fol-
lowing your name tells current and potential employers that you 
have a solid foundation of project management knowledge that 
can be readily applied in the workplace. �e Six Sigma Greenbelt 
is a nationally recognized certi�cation. �e course and training 
program encompasses all aspects of running a Six Sigma proj-
ect. Six Sigma is one of the highest standards for companies and 
individuals to achieve.

Occupations Project Manager, Business Analyst, Quality Lead

Prerequisites Limited Project management experience. High school or GED 
required.

Methods & Material Certi�ed instructor-led training, Hands-on Labs, Certi�ed Ma-
terials (Online Available)

Course Length 24 Weeks/144 Hrs

Cost Tuition: 6,000, Books 200, Certification Exams 800,Total: 6,500

Certi�cation Goal PMP CSSGB
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Cisco CCNA & CCNP Combo
Course Description

�e Cisco Certi�ed Network Associate certi�cation validates 
the ability to install, con�gure, operate, and troubleshoot 
medium-size routed and switched networks, including imple-
mentation and veri�cation of connections to remote sites in a 
WAN. �e Cisco Certi�ed Network Professional certi�cation 
validates a network professional’s ability to install, con�gure 
and troubleshoot converged local and wide area networks. 
Network Professionals who achieve the CCNP have demon-
strated the knowledge and skills required to manage the rout-
ers and switches that form the network core, as well as edge 
applications that integrate voice, wireless, and security into the 
network.

Occupations LAN Administrator, Cisco Engineer

Prerequisites Network+ or equivalent knowledge and skills

Methods & Material Certi�ed instructor-led training, Hands-on Labs, Certi�ed 
Materials (Online Available)

Course Length 24 Weeks/144 Hrs

Cost Tuition: 8,000, Books 200, Certification Exams 300,Total:8,500

Certi�cation Goal CCNA CCNP

CompTIA & MCSA Combo
Course Description

�e Microso� Certi�ed Solutions Expert program is designed 
for professionals who implement, manage, and troubleshoot 
Windows 7 & 8 Professional and Server 2012 systems. Your 
responsibilities will include installing and con�guring the 
components of Windows 2012 systems. Management respon-
sibilities include administering and supporting the systems.

Occupations Network Administrator, System Engineer

Prerequisites Basic typing and computer skills

Methods & Material Certi�ed instructor-led training, Hands-on Labs, Certi�ed 
Materials (Online Available)

Course Length 24 Weeks/144 Hrs

Cost Tuition: 8,000, Books 200, Certification Exams 300,Total:8,500

Certi�cation Goal A+ Network+ MCSA

Miscrosoft Sharepoint & SQL 
Database Combo
Course Description

Demonstrate your essential skills and breakthrough 
insights in developing and maintaining the next 
wave of mission-critical environments Microso� 
Sharepoint & SQL

Occupations Sharepoint Administrator, Systems Engineer, SQL 
Database Administrator

Prerequisites Basic Computer Skills

Methods & Material Certi�ed instructor-led training, Hands-on Labs, 
Certi�ed Materials (Online Available)

Course Length 24 Weeks/144 Hrs

Cost Tuition: 8,000, Books 200, Certification Exams 
300,Total: 8,500

Certi�cation Goal Sharepoint MCSA SQL MCSA
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Social Media 
Administrator
Course Description

�e Google AdWords and Analytics certi�cations are professional 
accreditations that Google o�ers to individuals who demonstrate 
pro�ciency in basic and advanced aspects of AdWords and Analytics. 
Why get certi�ed? An AdWords or Analitics certi�cation allows you 
to demonstrate that Google recognizes you as an online advertising 
and Analytics professional.

Occupations Google Analytics Specialist, Google Adwords Expert & HootSuite 
Administrator

Prerequisites Basic computer skills. High school or GED required.

Methods & Material Certi�ed instructor-led training, Hands-on Labs, Certi�ed Materials 
(Online Available)

Course Length 24 Weeks/144 Hrs

Cost Tuition: 6,000, Books 200, Certification Exams 300,Total: 6,500

Certi�cation Goal Adwords Analytics

Sales Force 
Administrator
Course Description

Become a Salesforce Certi�ed Administrator or Advanced Administrator. 
Learn user management and security, have good experience with work�ow 
and approvals, know how to get the most out of core Sales and Service 
Cloud features, and are a master in reporting, then you may be ready for 
the Administrator exam. Learn how to build advanced analytics, automate, 
and extend using more complex functionality, �en you will be ready for 
the Advanced Administrator exam.

Occupations Sales Force Administrator & Advanced Administrator

Prerequisites High school or GED required. Basic Computer Skills

Methods & Material Certi�ed instructor-led training, Hands-on Labs, Certi�ed Materials
(Online Available)

Course Length 24 Weeks/144 Hrs

Cost Tuition: 6,000, Books 200, Certification Exams 300,Total: 6,500

Certi�cation Goal ADM 201 

Medical Billing 
Health & IT 
Technician
Course Description

�e Healthcare Career Program focuses on the information needs of health 
care. Its graduates are prepared with the knowledge and skills necessary to 
provide medical coding and billing, manage health care data used to sup-
port patient care, and contribute to the development of a computer- based 
patient record. �e profession o�ers career �exibility and a variety of work-
place options. Presently, opportunities for practice are found in numerous 
areas including hospitals, private industry and colleges and universities.

Occupations IT Health Technician, Medical Billing Coder, Insurance Billing Specialist

Prerequisites Basic computer skills. High school or GED required.

Methods & Material Certi�ed instructor-led training, Hands-on Labs, Certi�ed Materials 
(Online Available)

Course Length 24 Weeks/144 Hrs

Cost Tuition: 5,000, Books 600, Certification Exams 300,Total: 5,900

Certi�cation Goal I n s u r a n c e & C o d i n g S p e c i a l i s t 
( N C I C S ) 
NCCT (National Center for Competency Testing)
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Academic Calendar

Class start dates are subjet to change. Contact the CTIC admissions department to con�rm 
start dates. CTIC standard buisness operating hours are M-F 9-5pm; The CTIC office is 
closed on Saturdays and Sundays. CT*C is closeE anE Eoes not IolE classes on feEeral 
IoliEaZs�

&OSPMMNFOU Fall 1SPHSBN 
201�

&OSPMMNFOU Winter 1SPHSBN 
201�

Enrollment Deadline 2nd Mon Sept Enrollment Deadline 1st week Dec
1roHram Begin 2nd Mon Sept Classes Begin 1st week Dec
1roHram EnE 2nd 8eE 'eC 1roHram EnE 2nE 8eE .aZ

'inal (raEe�Certificates 4tI 8eE *n 'eC 'inal (raEe�Certificates 4tI 8eE *n .aZ

&/30--.&/5 Spring 1SPHSBN 
���7

Summer 
1SPHSBN ���7

Enrollment Deadline 2nd Mon April Enrollment Deadline 2nd Mon July

Classes Begin 2nd Mon April Classes Begin 2nd Mon July

1roHram EnE 2nE 8eE 4eQt 1roHram EnE 2nE 8eE %ec

'inal (raEe�Certificates 4tI 8eE *n 4eQt 'inal (raEe�Certificates 4tI 8eE *n %ec

Application Procedure
To apply for admission, prospective students should contact the CTIC admissions department and schedule 
a personal interview. All students are required to complete a registration packet. Proof of a %eHree, High 
school diploma, GED or equivilent. " IiHI scIool EeQloma or (E% are not reRuireE for enrollement, 
IoXeWer tIe reHistrant Xill Ce reRuireE to Qass a T"BE test 	Test of "Eult Basic EEucation
 to RualifZ for 
enrollement

Admissions

Any student who quali�es is welcome to attend the Computer Training Institute of Chicago. To qualify 
students must possess a high school diploma, GED or equalivent.

Tranferability of Certifications

EnterinH stuEents Xill Ce HiWen creEit for current certifications anE oQtions to select excIanHe classes�
ExitinH stuEents should verify that EeHree QroHrams will accept certifications before enrollinH�

Student Evaluations

Each student will receive a personal student evaluation before being admitted to the requested class. 
�e evaluation includes a one-on-one interview. A evaluation exam that veri�es that student meets the basic 
requirements to attend the requested course.

Tuition 
Please contact the CTIC admisssions department for the current Tuition rates. Tuition
rates are subject to change based on factors related to operating cost, the market or other factors. Students are 
garruanteed that the tuition rates for the program that register for, will not change as long as they are enrolled 
in that program. If a student cancels or is removed from a program and they re-apply at a later time, they are 
subject to the current tuition rates at the time that they re-apply.
Tuition at the Computer Training Institute of Chicago provides students with the following beni�ts and 
services:

Live On-line Instructor-led education and training.
Online lab access.
Supplimentary web based training and practice test.
Student services
Career counseling

Academic POLICIES

&/30--.&/5

���� '&D&RAL H0LIDA:S

+"/6"3: �: /eX :ear�s %aZ
+"/6"3: �8: .artin -utIer ,inH %aZ
'EB36"3: �5: 1resiEent�s %aZ
.": 30: .emorial %aZ
+6-: 4: *nEeQenEence %aZ
4E1TE.BE3 5: -aCor %aZ
0CT0BE3 �0: ColumCus %aZ
/07E.BE3 ��: 7eterans %aZ
/07E.BE3 23: TIanksHiWinH %aZ
%ECE.BE3 25: CIristmas %aZ
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Textbooks and other supplies

Textbooks are included in the tuition fees. Notebooks, pencils, paper etc… are the responsibility of the 
student.

Payment Policy

Payments for tuition fees are due 7 days before the class start date. Payments may be made by credit card, 
checks or money orders. Payments should be made out to Computer Training Institute of Chicago. 
A $35 fee will be charged for checks returned for insu�cient funds.

56*5*0/ 015*0/4

CTIC offers several options for financial asistance, student loans and grants. Contact the "EministiWe 
0ffice to discuss your options.

Grading Polices

Policies and Procedures for Student Progress Evaluations: CTIC has instituted a standard grading system to 
ensure that all students are assessed and graded on a consistant and equitable basis. A clear level of 
acheivment will be recorded and reported, along with a calculated GPA (Grade Point Average).

Grading Scale

GRADE Grade Point 
Value

Percentage Definition

A 4.0 100-90 Exceptional Acheivment. �e student has 
demonstrated exceptional mastery over course 
competentcies.

B 3.0 89-80 Commendable Acheivment. �e student has 
demonstrated commendable mastery over course 
competentcies.

C 2.0 79-70 Acceptable Acheivment. �e student has 
demonstrated acceptable mastery over course 
competentcies.

D 1.0 69-60 Minimum Acheivment. �e student has 
demonstrated minimum mastery over course 
competentcies.

F 0.0 59-50 Insu�cient Acheivment. �e student has 
demonstrated insu�cient mastery over course 
competentcies.

Additional Grade Descriptions

IP In Progress: Grade currently not available 

*$ Incomplete: Coursework still remaining to determine grade 

W Withdrawal: Student has withdrawn from the course 

PERCENTAGE AREA

50% Midterm & Final Exams

25% Coursework & Labs 

15% Attendance

10% Class Participation

 Grading Fomula 

 Grade Appeals 

Students have 30 days a�er receiving their grades to appeal.  Appeals must be submitted   in writing, to the 
Administration department. A review board will examine the appeal and  verify that the proper grading 
formulas and assessments were perfomred correctly. If the   review board �nds that there was in fact a error, 
a new grade will be generated and   recorded based on the boards �ndings and reported to the student. 

Satisfactory Academic Progress (SAP)    

Federal and State regulations require that all stuEents anE Hrant recipients maintain 
Satisfactory Academic Standards (SAP). 

To remain in good standing at CTIC. Students are required to make academic progress toward completion 
of the program they enrolled for. Students must satidfy tIree standards  for ‘satisfactory academic progress’ 
by the end of their program in order to graduate. 

1. Achieve a minimun cumulative GPA of 2.0

2. Complete the entire program within a maximum of 150% of its scheduled lenth.

3. Maintain an attendance rate of 75% or above.
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CTIC 4"1 	4BUJTGBDUPSZ "$"%&.*$ 130(3&44
 Policy 

CTIC validates that students meet these internal CTIC SAP requirements. 

Each individual students progress is monitored throughout the program
A SAP report is createE montIlZ for eacI stuEent
Students who meet the standard are considered to be in good standing
Students who do not meet the requirements are placed on probation
Students on probation will be re-evaluated for one montI after QroCation
A student will be remoWeE from tIeir program if tIeZ fail tIe 4"1 reWieX after 50 or 75� of tIe 
QroHram� 'or 7eteran stuEents, 2 montIs after tIe initial QroCation Eate� 4tuEents Xill Ce re�
assesseE anE HiWen tIe oQQortunitZ to take a Eifferent QroHram tIat fits tIeir assessment leWel�

Minimun GPA 

Students whose GPA at the end of any 1roHram is less than 2.0, are considered not to 
be making ‘satisfactory academic progress’ and will be place on probation. Subject to 
the ‘CTIC SAP Policy’.

MaximuN Time Frame 

Students who fail to complete 70% of the assiHnments at 25, 50 � 75� comQletion of tIe 
QroHram are concidered not to be making ‘satisfactory academic progress.’ They will be 
placed on probation and subject to the ‘CTIC SAP Policy’ above.

Attendance Policy 

CT*C Ias a 75� attenEance QolicZ� "ttenEance reQorts are HenerateE montIlZ� 4tuEents XIose attenEance 
is less tIan 75� at 25 or 50� comQletion of tIe QroHram 	montIlZ for Weterans
 are conciEereE not to Ce 
makinH AsatisfactorZ acaEemic QroHress�� TIeZ Xill Ce QlaceE on QroCation anE suCKect to tIe ACT*C 4"1 
1olicZ� aCoWe�

Probation Policy 

Students on probation will receive a written noti�cation of probationary status.
Students are required to schedule a meeting with the Academic Administrator to jointly address 
and overcome any issues that may have lead to the probationary status.
If the students fails to achieve ‘satisfactory academic progress’ for the second 1roHram, the student 
will receive a second notice of probationary status.
The student will be required to schedule a meeting with the Academic Administrator and student               
counselor to jointly address and form a action plan to help address any issues that may have lead to                
the probationary status
Students place on probation remain eligible to cIanHe traininH QroHrams. Students who choose to
change programs will not receive a change in probationary status.

Dismissal
A student will be dismissed from tIe scIool after tXo 4"1 failures anE one attemQt to re�assess 
anE re�assiHneE to a neX QroHram�  (*Please see below for Veternas dismissal policy)

Dismissal Appeals

Students who do not meet CTIC’s internal ‘satisfactory academic progress’ requirements
because of mitigating circumstances may submit an appeal to the Academic Administrator.

         The appeal should include explainations of the circumstances that provented the student from       
         achieving    ‘satisfactory academic progress’.

The Academic Administrator may allow immediate reinstatement or may require that the student be              
         placed on an ‘administrative leave of absence’ uQ to �0 EaZs.

Upon readmissionto the program, the student will remain on academic probation
until they meet the satisfactory progress standards in the CTIC SAP policy.

         Students who still fail to meet the CTIC SAP standards after 50� of tIeir current QroHram are eligible 
         for perminant Eismissal� TIis Eecision is final� 

$0/%*5*0/4 '03 "11&"- PG 4"1 PS $POEVDU SFMBUFE EJTNJTTBM
%ocumenteE stuEent illiness or Qroof of current or Qre�existinH meEical issue 
%ocumenteE immeEiate familZ illiness or Qroof of current or Qre�existinH meEical issue
%ocumenteE Business, emQloment relateE reRuirement or emerHencZ
%ocumenteE Court, -eHal or 1olice relateE matters
Extreme XeatIer or acts of nature

Dismissal Policy for veterans
If a veteran fails to meet SAP at a monthly evaluation, CTIC will either dismiss the veteran or 
extend the veteran’s probation for a second month.  If CTIC grants a veteran a second month 
of probation and they fail to meet SAP at the end of the second month of probation, CTIC will 
dismiss the veteran from the program.  The veteran is elligible to re-enroll in a different 
program,  after an assessment, that better meets the students appitude.



page #20 page #21Computer Training Institute of Chicago Computer Training Institute of Chicago

Leave of Absence

CTIC may approve students for one or more leaves of absence(LOA) in any 12 month period that does not 
exceed 120 days. �e student is not considerd withdrawn during the approved leave of absence.

LOA Procedure

Students must complete and submit a CTIC LOA form. Any documentation that supports
the reason for the LOA should be attached to the form. �e LOA form should be
submitted to the Academic department. �e Academic department must approve the
LOA before the student takes the leave.
In the case of unforeseen circumstances (family emergencies, medical illiness, military
duty etc…) A LOA form may be submitted no later than 2 weeks a�er the last day of
attendance.

Complaints and Grievances

1. Students with a complaint or grievance that is non-academic in nature should attempt to resolve the
matter with the person at the school who is directly responsible for the problem.

2. If the matter cannot be resolved person to person, the student should �le a written complaint with the
administrators o�ce. �e complaint will be reviewed and e�orts to resolve the matter will be taken,
headed by the administrative sta�.

3. If the student has a complaint with the school itself. �e student has the right to �le a complaint with the
appropriate state accrediting and approval bodies for the school.

Student Rights and Responsibilities
Conduct

Students of CTIC are required to conduct themselves in a manner appropriate for an educational institution. 
Students will expose themselves to disciplinary action, deemed appropriate by the schools Administrative 
board on a case by case basis. Disciplinary action may be taken, if students perform actions that fall into the 
following major catagories.

Computer or Software hacking, distributing viruses, trojans or any other forms of illigal 
software exploitation
Theft or damage to property of CTIC
Disruption or obstruction of CTIC activities, classroom, aEministratiWe or Cusiness relateE
Cheating, falsifying documents or dishonest CeIaWior

Dismissal

CTIC reserves the right to dismiss any student whose, conduct, attendance, academic
or �nancial standing does not meet the schools standards as set forth in this catalog.

Appeal Policy

Students of CTIC may appeal a variety of decisions made by the school that directly
impact their academic standing or progress, including but not limited to:

S"1 3equirements 1olicZ 'ailure
Academic 1robation 
4tuEent %ismissal, for 4"1 or ConEuct

Students are encouraged to contact the instructor or person directly involved with the
reason for the appeal. Both parties should work together to try to resolve the situation.
If the matter cannot be resolved, the student should submit a formal appeal to the
administration o�ce. �e folllowing procedure should be followed.

All appeals must be submitted in writing no later than 30 calendar days after the 
decision being appealed XitI EocumenteE or siHneE Xitness eWiEence� 
The appeal should be submitted to the 1roHram %irector to review the
matter and determine if it merits further investigation.

If not, all parties involved will be notified of the decision is writing.
If so, the 1roHram %irector will escalate the matter to the CTIC Appeal Board. (Board of   
Directors)
The CTIC Appeal Board will review the matter and their decision will be final.
(The CTIC Appeal Board is comprised of the 1roHram %irector, "Emissions %irector anE 4ecretarZ. 
Other school staff may be asked to sit in on some  appeal board meetings as needed. *nstructor etc…
This is determined on a case by case basis.)

"CTFODFT
 .",&61 803, � 5"3%*/&44

"B4E/CE4: 4tuEents are reRuireE to comQlete 70� of tIe classroom Iours Qer tIe 
selecteE QroHram� %aZs aCscent Xill acount aHaints tIe 70� attenEance QolicZ�
4tuEents aCscent more tIan 70� at tIe RuarterlZ reWieX cIeck Qoint of tIe QroHram Xill 
Ce suCKect to tIe 4"1 QolicZ�

T"3%*/E44: 4tuEents are reRuireE to comQlete 70� of tIe classroom Iours Qer tIeir 
enrolleE QroHram� CT*C recorEs attenEance in �5 minute increments� 4o altIouHI 
tarEiness is not recoreE as an aCscence, tIe time late or misseE aEEs uQ in �5 min 
increments anE Xill count aHaints tIe 70� attenEance Iours reRuirement� 4tuEents XIo 
are consistantlZ late anE are not Qresent 70� of tIe classroom Iours at RuarterlZ reWieX 
cIeck Qoint, of tIe QroHram Xill Ce suCKect to tIe 4"1 QolicZ�

.",E 614: 4tuEents XIo fail to comQlete 70� of tIe assiHnments at tIe RuarterlZ reWieX 
cIeck Qoint of tIe QroHram are conciEereE not to Ce makinH AsatisfactorZ acaEemic 
QroHress�� TIeZ Xill Ce QlaceE on QroCation anE suCKect to tIe ACT*C 4"1 1olicZ� aCoWe� 
4tuEents are alloXeE to make uQ misseE assiHnments� .isseE assiHnments must Ce 
comQleteE anE turneE in XitIin 2 Xeeks of tIe assiHnment Eate to recieWe creEit for 
comQletion� 
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Refund and Withdrawal Policy

Refund Policy:

"ll tuition anE instructional cIarHes is suCKect to tIe folloXinH Qro�rata refunE QolicZ:
1ercentaHe of EaZs in class comQleteE CZ stuEent              1ercentaHe of tuition anE instructional 
"t notice of cancellation cIarHes tIat scIool maZ retain

*n excess of 5� to �0� �5�
*n excess of �0� to �5� 20�
*n excess of �5� to 20� 25�
*n excess of 20� to 25� 30�
*n excess of 25� to 30� 35�
*n excess of 30� to 35� 40�
*n excess of 35� to 40� 45�
*n excess of 40� to 45� 50�
*n excess of 45� to 50� 55�
*n excess of 50� to 55� 60�
*n excess of 55� to 60� 65�
*n excess of 60� to 65� 70�
*n excess of 65� to 70� 75�
*n excess of 70� to 75� 80�
*n excess of 75� to 80� 85�
*n excess of 80� to 85� �0�
*n excess of 85� to �0� �5�
*n excess of �0� �00�

CT*C Xill not retain more tIan $�0�00 of tIe estaClisIeE reHistration fee if a stuEent, Weteran or 
eliHiCle Qerson fails to enter anE comQlete tIe course�

1) CTIC school shall not receive, demand, or retain any amount in excess of proportions
and dollar amounts disclosed in the enrollment agreement and catalog/bulletin for the
QroHram in which the student is enroll.

2) The student’s total financial obligation for instruction shall not be more than the
total contract price of tIe QroHram in which the student is enrolled.

3) The school shall return that portion of any refunds due to sponsors furnishing grants, loans
or scholarships in conformity with federal and state laws, and regulations and requirements
sponsors. After any disbursements to sponsors, the student shall receive the balance, if any, of
the amount due under the school’s refund policy.

4) �e school shall refund all monies paid to it if the schools fails to conduct classes on days or
times scheduled, detrimentally a�ecting the student.

5) A school that o�ers distance education lessons and is unable to provide them because of a
failure on the part of the school shall be responsible for refunding all monies paid to it.
Student refunds shall be processed promptly�

Withdrawing From a Course:

1) If a letter of withdrawal is submitted, it shall be delivered to the school management. �e date
of withdrawal initiated by a student shall be the date the letter of withdrawal is postmarked or,
when the notice is hand-carried, it shall occur on the date the notice is delivered.
�e school shall provide a receipt for each letter of withdrawal received.

2) CTIC shall inform the student as to his/her contractual home study or distance education
obligation if at any point during the course of instruction it has not received lessons for 60
consecutive calendar days; the date of withdrawal shall be the date of the last lesson received.

3) CTIC may give an home study, or distance education student who has withdrawn the
opportunity to apply for reinstatement in writing and keep his/her enrollment active without
prejudice to the student's refund rights.

4) A school shall notify any agency known to the school to be providing �nancial aid to the
student of any withdrawal within 30 days a�er the date of withdrawal.

5) A school shall maintain accurate current records that make possible prompt return of funds in
the correct amount.

6) In the event a student gives notice of withdrawal, the school is obligated to refund the cost of
only those books and materials purchased for the current or future terms if the books and
materials have been returned to the school unmarked.

7) Charges for books and materials, including so�ware, shall maintain in the student’s �le along
with a receipt with the book title or name of item, amount charged and date purchased.
Charges for books and materials, including so�ware, shall remain on �le for three years, along
with a list for each subject area and the exact charge for each. �e record shall be updated as
changes occur.

8) In the event that a student withdrawing from a course of instruction is less than 18 years of
age on date of withdrawal, notice of cancellation shall be made by the purchaser of the
enrollment agreement.

9) CTIC refunds all monies paid to it if the school did not screen the student, to determine that
the student meets its admission standards prior to the date of the student's acceptance. For
home study or distance education instruction, all references to class attendance or days in
class, shall refer to lessons completed by the student and serviced by the school.
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classroom instruction.

"Live on-Line" Virtual Classrooms
"Live on-Line" Hands on Training Tools
"Live on-Line" Instructors
"Live on-Line" Lectures and Presentations
On-line lab access to practice applications and servers.

Below are the minumun computer requirements to access our online ‘Virtual Classroom’

 80 GB Hard drive
2 MB RAM
2.2 ghz CPU
DSL, Cable or Satalite Hi Speed Internet Connection

‘Live-Online’ 
Computer Requirements

At CTIC, the success of our students is what makes us successful. To that end,

all of our students achieve their academic personal and career goals.

Academic Services

Students should contact the instructor for their program to schedule tutoring sessions.

the areas that our Tutoring Services cover.

Study skills, scheduling and time management.
Tutoring Services

 Mentoring
Assistance for students limited in the english language.

Career Services

CTIC staffs professionals in career management and counseling. 
Make sure you avail yourself to this life changing programs!

Resume Building
Career Counseling

Interview Practice Sessions
Career Fairs

Alumni of CTIC have a lifetime membership in our Career Services Program. Graduates
who successfully complete their programs are contacted every quarter for up to 1 year

still continue to attend CTIC seminars and career fairs for free, for as long as they
desire.

Student Support Services

*Veterans receiving any form of VA Funding for training are not eligible to participate in online
training. �is is includes but is not limited to GI Bill, Post 911, VRAP or Spousal/Depandant VA 
funded training.
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CTIC 
Programs 

Disclosure 
Reporting

Adobe 
Graphics 
Design & 

E-Learning 
Combo

Apple iOS & 
Android App
 Developer 

*New
Program

Business 
Administra-

tion
-MS Office & 
QuickBooks 

Combo

Business 
Manage-

ment PMP 
& Six Sigma 

Combo

CCNA & 
CCNP 

Combo

Enrollment Re-
port

Enrolled on July 1, 
2013

8 0 8 12 8

Enrolled in the 
next 12 months

New Starts 6 0 0 11 10

Re-enrollments

Transfers

Total Number 
of Enrollments

14 0 8 23 18

Number of 
students en-
rolled in the 
program who 
were:

Transferred out of 
the program into a 
new program

0 0 0 0 0

Completed 
program

14 0 8 23 18

Withdrew from the 
school

0 0 0 0 0

Are still enrolled 0 0 0 0 0

Student QMBDFNFOU TUBJTUJDT

Job Placement 
Report

Placed in �eld of 
study

6 0 6 12 9

Placed is related 
�eld

2 0 0 4 3

Placed out of �eld 3 0 0 3 1

Not available for 
placement

1 0 1 2 3

Not employed 2 0 1 2 2

Certification 
Reports

Took certi�cation 
exam

12 0 8 20 16

Passed certi�cation 
exam

10 0 7 18 15

Employment 
Reports

Employed without 
CTIC Job
Placement

6 0 5 10 11

Average Salary 29,000 N/A 24,000 48,000 55,000
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CTIC 
Programs 

Disclosure 
Reporting

CompTIA 
& MCSA 
Combo

Medical 
Billing & 

Coding

Microsoft 
SharePoint & 
SQL Database 

Combo
*New Program

Sales Force 
Administrator
*New Program

Social Media 
Administrator 
*New Program

Enrollment 
Report

Enrolled on July 1, 
2013

10 6 0 0 0

Enrolled in the 
next 12 months

New Starts 7 4 0 11 10

Re-enrollments

Transfers

Total Number 
of Enrollments

17 10 0 0 0

Number of 
students 
enrolled in the 
program who 
were:

Transferred out of 
the program into a 
new program

0 0 0 0 0

Completed 
program

16 10 8 23 18

Withdrew from the 
school

1 0 0 0 0

Are still enrolled 0 0 0 0 0

Job Placement 
Report

Placed in �eld of 
study

10 3 0 0 0

Placed is related 
�eld

2 2 0 0 0

Placed out of �eld 0 2 0 0 0

Not available for 
placement

2 0 0 0 0

Not employed 2 3 0 0 0

Certification 
Reports

Took certi�cation 
exam

12 6 0 0 0

Passed certi�cation 
exam

10 6 0 0 0

Employment 
Reports

Employed without 
CTIC Job
Placement

8 4 0 0 0

Average Salary 33,000 27,000 *New Program *New Program *New Program
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Welcome to CTIC 
“Your Partner for SucceSS!”

We are here to help you reach your goals. 
We welcome your comments and suggestions.

www.CTIChicago.com.

Division of Private Business and Vocational Schools
of the Illinois Board fo Higher Education. 1 N. Old State Capitol Plaza, Suite 333 Springfield, Illinois 

62701- 1377 Complaints and Greivences - (217) 557-7359

http://ctichicago.com/

