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Purpose

The purpose of this procedure is to establish the process for handling official requests of the College by
external agency representatives for the purpose of visitation, evaluation or audit of College programs and
services.

Procedure

A. Procedures for representative(s) or teams visiting the College for an official institutional purpose to
evaluate or audit educational/instructional programs or services are as follows:

1. Arrangements for such official visits shall be made by the external agency representative with
the College President, or designee. Any College employee, receiving a direct communication or
information regarding such a proposed visit, will connect the appropriate Executive Leadership
Team (ELT) member and the external agency representative for approval of the visit.

2. The appropriate Vice President, in concert with other appropriate ELT member(s), determines
whether approval by the College President is necessary in that such proposed visits will require
significant use of, or impact upon, institutional resources or changes or exceptions to existing
rules or procedures.

3. The appropriate Vice President acts upon each external request or administrative
recommendation, as needed, after consultation with those administrators who will be asked to
plan and coordinate the visit regarding the institutional impact.

4. The appropriate Vice President works with staff as appropriate, for planning and coordinating
and/or delegating such a visit to a College employee (project officer), who will usually be
associated with the functional or operational area being evaluated or audited.

5. The project officer shall submit a memorandum, setting forth plans for the visit, to the
appropriate Vice President and other appropriate staff.

6. The project officer will submit an after-action report on the visit to the appropriate Vice
President and other impacted ELT members.
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