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P6Hx23-1.902
PROCEDURE:  ADMINISTRATION AND ORGANIZATION:  PLANNING - EXTERNAL REPORTING (MANAGEMENT INFORMATION SYSTEM - MIS)

PURPOSE AND INTENT:

To provide a means for the timely collection, storage and retrieval, and release of college information to community, state, federal, and other official agencies.

PROCEDURE:

I.
REPORTS CONTACT PERSON

The institutional research officer serves as the reports contact person for all external reports, and in this capacity coordinates and documents all state and federal reports required of the college.  The person responsible for filing the report is to coordinate all efforts required to compile the report, and see that the report is filed in time to reach the reporting agency on or before the established due date.

II.
AD HOC REPORTS

Offices receiving requests for college information from outside sources refer those requests to the institutional research officer through the vice president for institutional and program planning with a note indicating recommended action and name of person who received request.  The institutional research officer coordinates reporting if request is accepted, reviewing completed reports for consistency and validity, or notifies requesting agency in writing if request is rejected.

III.
SCHEDULED REPORTS

The institutional research officer in the department of institutional and program planning coordinates the regularly scheduled 
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reports to state and federal agencies by maintaining and monitoring a yearly reporting calendar and by assisting other offices to complete required reports.

IV.
FILE COPIES

The vice president for business services maintains an archival file of all reports to state, federal, and accrediting agencies.  Offices submitting either scheduled or ad hoc reports are to forward a file copy to the vice president for business services for archival purposes.  An information file copy is also maintained by the institutional research officer.
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