Page 3. 0

Support Unit Review- Phase 3

Executive Summary Checklist

___
1.
Review external review report and respond, if appropriate. (Due by April 15)


Following receipt of the final report of the review team, the unit being reviewed may provide the vice president with a written response to the review team’s report findings and recommendations.
___
2.
Preliminary draft.  Use form on page 3.2. (Due April 30)


A preliminary draft of the strategic implementation plan and executive summary (see Executive Summary Instructions, page 3.1) should be submitted to the vice president no later than April 30.  For report continuity between division a template has been provided on page 3.2 and can be obtained electronically at http://web.csustan.edu/OAQA/


If a unit is identified as co-curricular on the Support Unit Review calendar (see front of binder) they will also need to draft a co-curricular report (see page 3.3).  Electronic copies of this are also available on the OAQA website.

___   3.
Final Executive Summary and Implementation Plan. (Due June 15)



In accordance with the SUR Policy, Section V, the vice president and unit administrator jointly approve a strategic implementation plan for agreed-upon actions. 
___
4.
Submit SUR documents to the Office of the Provost. (Due by June 15)


The unit administrator submits an electronic copy of the executive summary to the provost’s executive assistant for posting to the website.  They also forward hard copies of the self-study, external review report, and executive summary, which will be housed for accreditation purposes.


Co-curricular units will need to submit an electronic copy of the co-curricular report with their executive summary to the provost’s executive assistant and a hard copy should be included with copies of the SUR.
___ 
5.
Vice President archives a copy of the SUR. (By June 30) 


The vice president is responsible for maintain an archive of all support unit reviews that occur in their division.  The archived copy includes copies of the self-study report, external review report, executive summary (with implementation plan), and the co-curricular report (if appropriate).  These must be housed for a minimum of 10 years.
___
6.
Executive summary posted on the web. (By June 30)


The provost’s executive assistant will submit an electronic copy of the executive summary, without the implementation plan, to be posted on the Office of Assessment and Quality Assurance website.

