Ohio Board of Regents

TEMPLATE

FOR DEVELOPING A PROGRESS REPORT

· FOLLOW THE TEMPLATE INSTRUCTIONS CAREFULLY! 

· Use Bookman Old Style Font, 11pt.  Alignment is to the left.

· Read instructions/directives carefully and insert appropriate information where requested.

· Do not delete directives after inserting information unless instructed to do so.

· Do not write into areas titled “Consultant Comments.”

· First, you must list all Suggestions and Recommendations from the original Consultants’ Report of your review along with your original responses that were submitted with the Institutional Response to the Consultants’ Report. 

· The institution originally responded to each Suggestion by either describing how the Suggestion would be accepted or was accepted, or by providing a clear rationale why the Suggestion would not be accepted. 

· The institution originally responded to each Recommendation by demonstrating how the institution would comply with the Recommendation, or how the institution had already complied with the Recommendation. 

· Second, you must provide an “Updated Progress Report Response” below each of your original responses to the Suggestions and Recommendations that can be found in the original Institutional Response.

· Third you will provide additional “Program Viability” information.

· Fourth, you will submit electronic copies of your draft prior to finalizing the document, and the Template will provide you directions on that process. Include enclosures with preliminary submission if they are available electronically. If not, advise they are not available in electronic format, but will be submitted with the hard copy.

· Your finalized draft will be submitted both electronically and in hard copy. 

· You will submit a check for $800 to the Ohio Board of Regents for the external review of your Progress Report. 

The Progress Report Template begins on the next page. 

Print out the above directions/information and then delete this page.

(OVERWRITE THIS DIRECTIVE BY INSERTING THE NAME OF THE INSTITUTION IN THIS SPACE AND USE UPPERCASE.  BE SURE TO LEAVE A SPACE BETWEEN THE LAST LINE OF THE NAME OF THE INSTITUTION AND THE WORDS, “PROGRESS REPORT.” THEN, DELETE THIS DIRECTIVE.)

PROGRESS REPORT

On

Overwrite This Directive By Inserting Name Of Program In This Space, Maintain Title Case And Bold Format, Then Delete This Directive.)

Submitted to the Ohio Board of Regents
Date Submitted: (Overwrite This Directive By Inserting Date In This Space. Maintain Title Case, Leave A Triple Space After Your Last Response, Then Delete This Directive.)

(Overwrite the example below by inserting the name of President or Academic VP and their address in this space, delete this directive.)

Alice Smith, President

New University

2222 New Road

New Town, Ohio  44444

(Leave a double space after the address and delete this directive)

Dear Interim Chancellor Walters:

This communication constitutes (Overwrite this directive by inserting name of institution in this space, e.g., New University’s, and then delete this directive) Institutional Response to the Consultants’ Report, dated (Overwrite this directive by inserting date and then delete this directive) on the review of the (Overwrite this directive by inserting name of program under review, e.g., Master of Business Administration degree program, and delete this directive). Leave a double space after the last response and delete this directive)

Institutional Responses to the Suggestions of the Consultants Report dated:  (Overwrite this directive by inserting date here)

1. (Copy and/paste into this space the first Suggestion and the institution’s Response to the Suggestion exactly as they were written in the Institutional Response to the Consultant Report that was submitted to the Regents during the original authorization process. Be sure your numbers correspond with the Suggestions as they were numbered in the original Report. All Suggestions should be copied in Bold font, but all Responses should not. If you’re copying from the original Institutional Response, simply copy and paste the first Suggestion and Response into this section—the formatting of the original Institutional Response should be the same. Otherwise, follow the format that is provided, i.e., list a number followed by the Suggestion in Bold font, then go to the next heading below titled “Response” and insert the original Response. Only the word “Response” below should be in Bold Font. The text inserted under the word “Response” should not be in Bold Font. Leave a single space between the last line of this section and the word “Response” below. Overwrite this directive, and/or delete this directive.)

Response: 

(If you have copied and pasted the original Suggestion and Response into this template, then delete the sections of this template that are repetitive and/or unnecessary and go on to the next section heading “Updated Progress Report Response.”  Otherwise, insert in this space your response to the first Suggestion. Only the word Response above should be in Bold Font. The text you insert in this space should not be in Bold Font. Include supporting documentation/evidence of original Response. When you have finished go to the next section Re: “Updated Progress Report Response.” Leave a single space after the last line of this response and delete this directive)

Updated Progress Report Response: 

(Insert in this space an updated response to the first Suggestion and then continue with this format in responding to all Suggestions. Only the words Updated Progress Report Response above should be in Bold Font. The text in this space should not be in Bold font. Do not forget to include supporting evidence as Appendix items! Follow the above directions for listing all Suggestions, Responses and Updated Progress Report Responses. Leave a double space between sections; however, after the last line of the last Updated Progress Report Response for Suggestions, leave a triple space and then delete this directive. )

Consultant’s Comments:

Determination:

Request for Revision:

Submit a draft of the sections above to Malissa Holmes at <mholmes@regents.state.oh.us> and to Shane DeGarmo at <sdegarmo@regents.state.oh.us> for preliminary review and comments before going on to the next sections. Then, delete this directive.
Institutional Responses to the Recommendations of the Consultants Report dated: (insert date here)

1. Copy and/or paste into this space the first Recommendation and the institution’s Response to the Recommendation exactly as they were written in the Institutional Response to the Consultant Report that was submitted during the original authorization process. Be sure your numbers correspond with the Recommendations as they were numbered in the original Report. All Recommendations should be copied in Bold Font, but all Responses should not. If you’re copying from the original Institutional Response, simply copy and paste the first Recommendation and Response into this section—the formatting of the Institution Response should be the same.  Otherwise, follow the format that is provide, i.e., list a number followed by the Recommendation, and then go to the next heading below titled “Response” and insert the original Response. Only the word “Response” below should be in Bold Font. Text inserted below the word “Response” should not be in Bold Font. Leave a space between the last line of this section and the word “Response” below. Overwrite this directive, and/or delete this directive.)

Response: 

(If you have copied and pasted the original Recommendation and Response into this template, then delete the sections of this template that are repetitive and/or unnecessary and go on to the next section heading “Updated Progress Report Response.”  Otherwise, insert in this space your response to the first Recommendation. Only the word Response above should be in Bold font. The text you insert in this space should not be in Bold font. Include supporting documentation in original response. When you have finished go to the next section Re: Updated Progress Report Response. Leave a single space after the last line of this response and delete this directive)

Updated Progress Report Response: 

(Insert in this space insert an updated response to the first Recommendation and then continue with this format in responding to all Recommendations. Only the words Updated Progress Report Response above should be in Bold font. The text in this space should not be in Bold font. Do not forget to include supporting evidence as Appendix items! Follow the above directions and this format for listing all Recommendations, Responses and Updated Progress Report Responses for Recommendations. Delete this directive when finished.) 

Consultant’s Comments:

Determination:

Request for Revision:

Submit a draft of the sections above to Malissa Holmes at <mholmes@regents.state.oh.us> and to Shane DeGarmo at <sdegarmo@regents.state.oh.us> for preliminary review and comments before going on to the next sections. Then, delete this directive.
PROGRAM VIABILITY:

Enrollment Data:

(List total program enrollments since program startup and per academic year. For out of state institutions, list total enrollments and then list Ohio enrollments per academic year since program startup.)

Academic Year:


Total Enrollments:

Academic Year:


Ohio Enrollments: 

Consultant’s Comments: 
Determination:

Request for Revision:

CURRICULUM:

(List any programmatic changes since original authorization. Submit supporting documentation as Appendix items. If none, simply state that.)

Consultant’s Comments: 

Determination:

Request for Revision:

FACULTY:

(List all program full-time/full-time equivalent faculty by number, and submit faculty CVs/resumes as Appendix items.)

(List all program part-time faculty by number, and submit faculty CVs/resumes as Appendix items.)

1. 

(List all other program faculty by number, and submit faculty CVs/resumes as Appendix items.)

1. 

Faculty Matrix: 

(Insert names and requested information of program faculty in the appropriate cells of the matrix below. Examples of information requested are provided below. After reviewing examples, delete examples and insert appropriate information in the cells below.)

	NAME OF INSTRUCTOR   
	RANK

OR TITLE
	FULL-TIME

OR

PART-TIME 

(OR?)
	DEGREE TITLES, 

INSTITUTION,

YEAR

Be sure to include the discipline/field as listed on the diploma
	YEARS OF TEACH-ING EXPERI-ENCE

AND/OR EXPERT-ISE IN THE FIELD/ DISCI-PLINE
	NAME THE COURSE(S) 

THIS INSTRUCTOR WILL

TEACH IN THE PROPOSED PROGRAM
	INSTRUCT-OR’S CREDIT HOUR ATTAIN-MENT IN COURSE CONTENT AREA THAT MAKES THIS INSTRUCTOR APPROPRIATE TO TEACH THIS COURSE 

 (GRADUATE FOR GRADUATE CREDIT HOURS) AND/OR

EXPERTISE IN THE FIELD


	CREDIT HOURS OF THIS COURSE

	Jill Smith
	Associate

Professor
	FT
	Ph.D., Clinical Psychology, Penn State, 1990
	12
	Introduction to Theories of Personality 
	21


	3

	
	
	
	
	
	Introduction to Abnormal Psychology
	21
	3

	John Doe
	Professor
	FT
	Ph.D., Social Psychology, San Diego State, 1999
	3
	Techniques of Research


	18 (2 years research for US Dept of Ed.)


	3

	
	
	
	
	
	Introduction to Qualitative Methods
	18
	3

	Judy

Sebastapole 
	Adjunct
	PT
	Ph.D., Organizational Psychology University of California Berkeley, 1980
	1
	Introduction to Assessment of Intelligence
	15

(14 years experience intelligence testing)


	3

	Barry Schwartz
	Adjunct
	Adj
	JD, Stanford, 1970
	0
	Ethics and Law and Psychology
	Law Degree, Federal Appeals Court Judge for 15 years
	3

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


(Rows may be added by placing the cursor in a cell in the Table—each square above is a cell. Then go to menu bar at top of screen and click on Table, then click on Insert, then click on either Rows Above or Rows Below. If you need a new row above the cell where the cursor was placed, then click on Rows Above. If you need a new row below the cell where the cursor was placed, then click on Rows Below. To delete a row, highlight the row and then either select the delete key on your keyboard or go to your toolbar above and click on Table and then click on Delete cell. This is a Microsoft Word document.)

Consultant’s Comments:

Determination:

Request for Revision:

SUPPORT SERVICES:

(List any Support Services changes since program startup by number and description. Provide documentation as Appendix items.)

Consultant’s Comments:

Determination:

Request for Revision:

BUDGET/FINANCIAL PLAN:

(Overview of the institution's financial status and financial planning historically and currently. Submit most current external audit and other pertinent documentation as Appendix items.)

(Description of financial plan/budget for proposed program in real costs to date. Describe sources/resources for financing of program development. Insert data in Matrix below. If this is a request for a program currently offered at the institution, insert appropriate information for startup in Ohio. Provide documentation as Appendix items.)

Budget:

	Financial Resources for New Program
	
	$

	Development Costs To Date
	
	$

	
	Administrative Line Items (List)
	$

	
	Curriculum Planning Line Items (List)


	$

	
	Faculty/Instruction

Planning Line Items (List)
	$

	
	Support Services Line Items (List)
	$

	
	Other Line Items

(List)
	$

	
	Total 
	$


(If necessary, rows may be added by placing the cursor in a cell in the Table—each square above is a cell. Then go to menu bar at top of screen and click on Table, then click on Insert, then click on either Rows Above or Rows Below. If you need a new row above the cell where the cursor was placed, then click on Rows Above. If you need a new row below the cell where the cursor was placed, then click on Rows Below. This is a Microsoft Word document.)

(Description of financial plan/budget for proposed program in real costs for the next 2 years. Describe sources/resources for financing of program. Insert data in the matrices below. Provide documentation as Appendix items)

Year 1: 
	Projected Enroll-ments
	Instruction-

al Fees/

Tuition
	Expected Costs
	
	
	Other 

Resources 

(List)

	
	$
	$
	Instruction-al Personnel
	$
	$

	
	
	
	Support Personnel
	$
	$

	
	
	
	Library Resources
	$
	$

	
	
	
	Space
	$
	$

	
	
	
	Student Services
	$
	

	
	
	
	Other
	$
	$

	
	
	
	Total
	$
	Total $


Year 2: 

	Projected Enroll-ments
	Instruction-

al Fees/

Tuition
	Expected Costs
	
	
	Other 

Resources 

(List)

	
	$
	$
	Instruction-al Personnel
	$
	$

	
	
	
	Support Personnel
	$
	$

	
	
	
	Library Resources
	$
	$

	
	
	
	Space
	$
	$

	
	
	
	Student Services
	$
	

	
	
	
	Other
	$
	$

	
	
	
	Total
	$
	Total $


(If necessary, rows may be added by placing the cursor in a cell in the Table—each square above is a cell. Then go to menu bar at top of screen and click on Table, then click on Insert, then click on either Rows Above or Rows Below. If you need a new row above the cell where the cursor was placed, then click on Rows Above. If you need a new row below the cell where the cursor was placed, then click on Rows Below. This is a Microsoft Word document.)

Consultant’s Comments: 

Determination:

Request for Revision:

ACCREDITATION INFORMATION:

(List all accreditation agency activities since program startup, e.g., all focused visits and/or initial or follow-up reviews. Identify each agency, the purpose of the activity, and the results of any activity. Submit all self-studies and/or reports as Appendix items.)

Consultant’s Comments:  
Determination:

Request for Revision:

Respectfully,

(Overwrite this directive by inserting name of President or Academic VP in this space and delete this directive)

Appendix Items:

(Number and list enclosures submitted with this response and delete this directive)
Consultants’ Comments: Progress Report:

Recommendation:

Submit a draft of the sections above to Malissa Holmes at <mholmes@regents.state.oh.us> and to Shane DeGarmo at <sdegarmo@regents.state.oh.us> for preliminary review and comments, and for direction on the next steps in the process.  Then, delete this directive.
General Information

· Staff will inform you when the final draft is appropriate for review.

· The final draft of the Progress Report will be reviewed by an External Consultant.  

· The Progress Report will be sent to the External Consultant in both electronic (i.e., as much as possible), and in hard copy format.

· The institution will send the Progress Report materials directly to the Consultant.  Consultant contact information will be provided at the appropriate time by staff. 

· After Consultant review, Consultant determinations will be submitted to the institution, and the institution will be directed how to proceed at that time (e.g., make revisions, or finalize and submit).
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