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Instructions:  Please submit one form for each Inquiry Brief or Inquiry Brief Proposal you are preparing for audit (see “What is a Program” in the Guide to Accreditation, page 7, to determine whether you should plan to submit a single Brief or multiple Briefs).  Fill out all of the information you have at this time, and TEAC staff will revisit this form with you periodically to update as appropriate.

When you have completed this form, email it as an attachment to Christine Carrino Gorowara, Vice President for Audits and Research (christine@teac.org).

I.  Program name and location(s)
Institution Name:



Program Name:



	Campus location(s) at which program is delivered—list city and state (tab from last row to add more rows if needed):

	

	




II.  Contact information
Please let us know whom to contact at your institution.  The first three rows ask for specific types of contacts.  List also any additional individuals who should be included in TEAC communications to the campus—note that you can tab from the last row to add more rows for additional contacts if needed.
One Dupont Circle ■ Suite 320 ■ Washington, DC ■ 20036 ■ 202/466-7236 ■ www.teac.org


	Program Contacts (tab from last row to add more rows if needed):

	
	Name
	Title
	Email address

	Primary Program Contact
	
	
	

	Program Head
	
	
	

	Billing Contact
	
	
	

	Additional Contact
	
	
	






III.  Program type

Our claims are aligned with the TEAC Quality Principles for (check one):

   		Teacher Education

   		Educational Leadership

See the Guide to Accreditation, pages 12-31, for more information about these options.


We plan to write (check one):

   		an Inquiry Brief

   		an Inquiry Brief Proposal

See the Guide to Accreditation, pages 34-35, for more information about these options.



IV.  Program structure

	Program Options (tab from last row to add more rows if needed):

	Option Name
(usually these will be licensure areas)
	Level
(UG, grad, post-bacc)
	Number of completers in previous academic year (specify year)
	Number of students enrolled in current academic year (specify year)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	





V.  Planning the audit

	Will the audit visit be coordinated with a state visit?

	
	Yes
	Semester and year of next state review:
	

	
	No
	




	Requested semester and year of the audit:

	Semester and year (e.g., Spring 2011):
	

	First day of classes:
	

	Last day of classes:
	

	Semester break dates (e.g., spring break dates):
	

	Other dates to avoid in scheduling an audit during this semester:
	

	Preferred weeks for scheduling an audit during this semester:
	




	Tentative audit dates (to be chosen in conjunction with TEAC staff):

	Travel date:
	
	First day on campus:
	
	Last day on campus:
	




TEAC recommends that the first complete draft of the Brief should be submitted at least six months before the audit visit in order to take full advantage of the formative feedback provided, and that the final draft of the Brief be submitted three months prior to the audit.  Working backwards from the tentative audit dates, we get the following targets:

	Formative timeline:

	First complete draft of the Brief submitted by:
	

	Final draft of the Brief submitted by:
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