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Administrative Unit Review Checklist

	Date Completed
	Action

	
	Contact EPA Chair for orientation

	
	Form Administrative Unit Review Team (AURT)

	
	Gather documents (Org Chart/Staffing Profile/AUO Assessment Forms/etc.)

	
	Solicit input from students, faculty, staff, and college community

	
	Determine if additional research is needed

	
	Contact College Research Specialist if necessary

	
	Write Administrative Unit Review report

	
	Submit report to EPA Chair for review

	
	Submit report to Vice President for review and approval

	
	Report submitted to College President 

	
	Report posted to the EPA website

	
	Presentation to the Consultation Council


Section I:  Unit Overview

A. The Mission of the Unit and its Link to the College’s Mission, Vision, and Strategic Directions

B. Historical Background and Unique Characteristics of the Unit
C. Progress Since the Last Administrative Unit Review
D. Discussion of How AUOs Have Been Utilized by the Unit
E. Current Strengths, Opportunities, and Challenges
Section II:  Review Report

A. Staffing and Organizational Structure

B. Programs and Services

C. Student/Constituency Satisfaction

D. Facilities, Technical Infrastructure, and Resources

E. Outreach and Collaboration

Section III:  Needs Assessment and Annual Update

A. Statement of Unit’s Current Situation (maximum of 3-4 sentences)

B. Human Resource Needs

C. Instructional/Service Needs

D. Research Needs

E. Technical, Equipment and Other Resource Needs

F. Facilities Needs

G. Marketing and Outreach Needs

Section IV:  Appendices

A. Unit Organizational Chart

B. Five-Year Program Staffing Profile

C. Supporting Data

D. Others
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