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SACS Reaffirmation Process
SFASU Editorial Style Requirements
for Writing the Narrative

Please read before writing the narrative!
Formatting
· Software: MS Word 2003 only; MS Word 2007 may be used in writing the narrative, but the document must be saved in the 2003 format.
· Font:  Times New Roman, 12 pt.
· Margins:  1” margins – left, right, top, and bottom

· Spacing:  Single-spaced

· Use the Narrative Template provided (see Appendix A - page 4 )
Referencing Documents
· Documents should be referenced in the body of your narrative AND in a list at the end of the narrative.
· DO NOT USE FOOTNOTES within the body of the narrative; instead, use the name of the referenced document with an imbedded direct link to the actual document. Both internal SFASU documents (i.e., those on the SFASU website) AND external documents (i.e., those on other websites) must contain imbedded links to the actual documents.

e.g., “Stephen F. Austin State University (SFASU) is guided by a clear and comprehensive mission statement . . . “

· Supporting documents that are not on the SFASU website but exist in an electronic format (such as MS Word or WordPerfect) MUST BE CONVERTED to MS Word 20003 and submitted to the SFASU SACS Reaffirmation Review Team along with the corresponding narrative.
· Supporting documents that exist only in hard copy format must be submitted to the SFASU SACS Reaffirmation Review Team to be converted into pdf documents.  IT IS NOT NECESSARY TO CONVERT THE HARD COPY ON YOUR OWN (EVEN IF YOU HAVE EXPERIENCE DOING SO).  The SFASU SACS Review Team has detailed formatting rules for the conversion of documents into pdfs which must be followed in order to maintain uniformity.
Writing the Narrative
· TERMINOLOGY – Write the narrative so it can be understood by someone who is NOT FAMILIAR with SFASU.

· The university name must be addressed initially in the narrative as “Stephen F. Austin State University (SFASU).”   All subsequent references to the university should be addressed as “SFASU.”

· Be consistent in the use of terms.

e.g., avoid calling something a “team” and then later refer to it as a “task force.”

Use the following titles consistently throughout the document:
· SFASU 
· Provost
· Dean
· Department Chair
· School Director
· Division Director

· Address each narrative from a “University” perspective.  In other words, think of yourself as reporting for the University, not a department or unit.

· Every assertion made in the document must be supported by documentation! (See “Referencing Documents” above.)

· Break down the requirement/principle into its essential components and use that as the structure for your narrative response. (See Appendix A – p.4)
Internal Reviews of Documents

· Carefully proofread the documents within your committee.
· Before you submit a draft of your documents, ask an “outside” person, someone on campus whose skills you respect but who is not on a reaffirmation committee, to review your work.

· To read your report with “fresh” eyes
· To critique content and clarity

Submission of Documents

· Progress Report:  Submit an interim progress report to the SFASU SACS Reaffirmation Review Team NO LATER THAN October 1, 2009.
· Final Report:  The final report must be submitted to the SFASU SACS Reaffirmation Review Team NO LATER THAN December 31, 2009.

· The final report will be reviewed by the Reaffirmation Review Team;  the team will look at:
· Content –  to ensure the report is accurate and the case has been made appropriately and convincingly; to check for clarity
· Documentation – to ensure relevancy and accuracy
· Format and links – to ensure proper formatting procedure has been followed, to verify appropriate organization, and to ensure embedded links work properly
· If needed, the Reaffirmation Review Team will return the report for changes and/or corrections.  The report need to be corrected and returned to the Review Team.

Appendix A

SFASU Accreditation Reaffirmation
Narrative Template

2.5 
Institutional Effectiveness 

The institution engages in

· ongoing,

· integrated, and

· institution-wide research-based planning and evaluation processes that

1. incorporate a systematic review of institutional mission, goals, and outcomes;

2. result in continuing improvement in institutional quality; and

3. demonstrate the institution is effectively accomplishing its mission.

Judgment 

_____ Compliant _____ Non-Compliant

Narrative 
· Use the above as the outline for your narrative

· Be explicit by labeling sections of your narrative to correspond with these key elements


· Provide embedded links within your narrative

Sources 

List supporting documents here

Appendix B
SFASU Reaffirmation
Sample Screen Capture
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2.5

Institutional Effectiveness

The institution engages in ongoing, integrated, and institution-wide research-based planning and evaluation processes that (1)
incorporate a systematic review of institutional mission, goals, and outcomes; (2) result in continuing improvement in
institutional quality; and (3) demonstrate the institution is effectively accomplishing its mission.

Judgment
O compliant O Mon-Compliant

Narrative

Sources

Compliance Assist! by Dataliant
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