
 

Drafting Preliminary Team Report Narrative Guide 
Background and Purpose 
Team members are encouraged to begin making rough drafts of their individual sections of the 
preliminary team report prior to the visit, using the institutional report including supporting materials. 
Preliminary findings and conclusions are not to be written at this point. Team members will send their 
sections to the assistant chair. The assistant chair will consolidate them all into one document for review 
by the team in advance of the visit. The potential benefits of this procedure include efficiently identifying 
any issues related to compliance with the Standards or that arise in the review of the institutional report, 
targeting the additional evidence needed, helping the team to formulate good lines of questioning, 
determining the potential scope of the visit, and reducing the amount that has to be written during the 
visit. 

How it Works 
• Team members prepare and submit their draft narratives to the team’s assistant chair by the 

specified deadline. 
• The assistant chair will compile them into a preliminary report and provide this document to the 

team to read in advance of the visit. 

Do’s and Don’ts 
• Be sure to read all the material provided by WSCUC and the institution before beginning to write. 
• Be sure you are clear about your assignment and what sections of the report you are 

supposed to write. 
• Use the compiled team worksheets to identify areas for exploration.  Building on this information, 

begin to draft, articulating the area you are writing about and writing up the evidence about it. 
• Consider the review of the institutional report and supporting materials as the initial stage of 

evidence collection and analysis, and the visit as the final stage of evidence collection and analysis. 
• Do a preliminary analysis, but do not draw conclusions or draft recommendations. 
• Remember that you must remain open to all the evidence that you obtain during the visit. 
• Think of the questions that you need to get answered; also think about the evidence you will need 

in advance of the visit in order to complete your analysis. Include these questions in your 
narrative. They may help the team to develop productive lines of questioning. 

• Review the composite draft narrative with the team to examine the institution holistically and 
refine the scope of the visit; identify issues related to compliance with the Standards; develop 
major areas of exploration, and identify what evidence is still needed. 

• Think of the draft narrative as a way to organize all of the team members’ preliminary thoughts 
after reviewing the institution’s evidence collection and analysis. 

• Be sure to consult the WSCUC Style Guide before you start writing (available on the WSCUC 
website). 
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