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close an external site Request Form

This is a copy of questions from the official form on the USG Academic Proposals Smartsheet Submission Portal, which is accessible only to the Provost’s designees.  Institutions may use this for internal purposes to seek answers to form questions before submitting.  Institutions may also tweak this document for institutional use; e.g., to conform with institutional visual identity standards or to add questions relevant for institutional-level review.

Note: Some questions may only appear in certain circumstances.  Italicized parenthetical comments explain under what conditions such questions will appear.  If there is no parenthetical comment, the question appears in all cases.
Form Guidance
USG Procedure
The USG maintains two relevant databases to this subject:
· the Catalog of Authorized Academic Programs, which includes a listing of all locations where programs are taught including if it is available at an external site.
· the External Site Database, which includes a list of all active sites an institution uses.

The CAAP database is used to generate the Georgia Degrees Pay Academic Program Finder, where we advertise all programs offered by institutions by location.

In the event that an external site closes, it is up to institutions to notify the USG to ensure these databases remain accurate.

SACSCOC Policy
Closing an Off-Campus Instructional Site (which an external site may be classified as) is considered a substantive change. Be sure to review the SACSCOC Substantive Change Policies and Procedures (link below) and follow any institutional processes related to substantive changes so that your institution can also submit the request to SACSCOC. https://sacscoc.org/accrediting-standards/substantive-changes/
Form Questions
Institution Name: ______________________________________________________________________________________________________________

I certify that this proposal has already received all appropriate institutional approvals and that the proposal is being submitted with the knowledge and approval of the Provost/VPAA.

External Site Code 
Please provide the external site code associated with this site, as listed in the External Site Code database,
____________________________________________________________________________________________________________________________________
External Site Name  
Please specify the name of the site, as listed in the External Site Code database. 
____________________________________________________________________________________________________________________________________

Are any academic programs affiliated with this site on the CAAP?
· Yes, there are programs in the CAAP with this location listed.
· No, there are no programs affiliated with this location.

(If there are programs in the CAAP with this location listed)
List all academic programs at this site. * 
Include the Degree Acronym, Program Name, and CIP Code, as listed on the CAAP.
Please also specify if this site is still available at other external sites or if this is the only external site for this program. We will remove "Other External Site" from programs in the CAAP where applicable.
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

How will students be able to complete their programs that were offered at these sites? * 
In other words, what is your teach-out plan?
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Please specify the last term in which this site was used.
____________________________________________________________________________________________________________________________________

Effective Term for this Proposed Site Closure
Specify the first (future) term in which the institution will not be using the site.
· Fall
· Spring
· Summer

Effective Year for this Proposed Site Closure  
Please specify the calendar year associated with the term selected above.
#__________________________________________________________________________________________________________________________________

File Upload (Optional)


Points of Contact
Main Point of Contact (if questions)  
Please insert the full name and title of the individual who should be contacted in case of any questions.

Main Point of Contact Email  
Must be a valid email address.

Approval Emails 
Insert the email address for your Provost, SACSCOC Liaison, Admissions Director, Dean, Department Chair and anyone else who should be notified upon approval. Use a semicolon to separate email addresses.

Notification Emails 
Insert the email address for your Registrar and anyone else who should be notified once this request has been fully processed. Use a semicolon to separate email addresses.
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