INFORMATION FOR INSTITUTION CONTACT PERSON:
The institution contact person should develop a tentative schedule of the visit to serve as a discussion document with the team chair in the development of a final schedule of activities and interviews.

The institution contact person should arrange hotel accommodations, transportation from and to the airport, from and to the hotel and college; and any other logistical needs.  The institution has two options regarding hotel arrangements; direct billing or having the evaluators pay the hotel expenses with a personal credit card and receive reimbursement through the ACBSP $3,000.00 site visit deposit.  Please notify the team chair if the team will be responsible for paying with a personal credit card. Depending on the location of the institution, transportation from and to the airport can be provided by faculty or by shuttle, rental car, etc. 
The institutional coordinator should arrange for a room in which the team can do its work on campus.  The room normally includes all necessary exhibits, a computer and printer and/or secretarial support, a telephone, and other items as specified by the chair – this includes documentation as needed to validate the self-study.  (It is understood that confidentiality of certain records may necessitate team members observing faculty and student file in appropriate offices).  Coffee, water and juice are appreciated.

The institutional contact person should not include social events in the planning because of the labor and time intensive assignments of the evaluation team.  However, this is not to preclude receptions or meals with the business community, former or present students, and faculty when the team agrees that this would be profitable.

SUGGESTED GUIDE FOR TEAM VISIT 

SUNDAY (Upon arriving, the team will hold a strategy session to go over the self-study and identify those standards that need further clarification.)

MONDAY

· Schedule meeting with the president and the chief academic officer.

· Team will discuss any questions/problems with Dean or Department head early so that he/she can provide information.

· Make sure there are periodic check points with the team to see that the work is progressing and to address any potential concerns.

TUESDAY

· Follow-up on concern areas.

· Team will conduct interviews with appropriate administrators, faculty and students. 

WEDNESDAY:

· Schedule exit interview with team prior to their departure.

