General Formatting for Submissions.

 All submissions must be written in a formal style, using third person.

All submissions must be sent to the Office of the Commissioner as an electronic document, in Microsoft Word format.

All submissions must use Arial Narrow 12-point font, single-spaced. Remove italics when using templates.

All submissions must have 1” margins.

9.2.2. Template for Submission of Proposals for New Programs.]

Section I: The Request

Name of Institution requests approval to offer Name of Degree effective Semester and Year. This program has been approved by the institutional Board of Trustees on Date.

Section II: Program Description

Complete Program Description

Present the complete, formal program description. For a General Studies program, also discuss the value of the degree to graduates of this program. Remove italics when using template.

Purpose of Degree

State why your institution should offer this degree and the expected outcomes. For a General Studies program, also define the audiences for this degree including types and needs of students. Remove italics when using template.

Institutional Readiness

Describe how the existing administrative structures support the proposed program and identify new organizational structures that may be needed to deliver the program. Describe how the proposed program will or will not impact the delivery of either undergraduate or lower-division education. Remove italics when using template.

Faculty

Identify the need for additional faculty required in each of the first five years of the program. State the level of preparedness of current faculty and the level of preparedness that will be needed by the fifth year. Clearly state the proportion of regular full-time, tenure track faculty to part-time and non-tenure contract faculty. Describe the faculty development processes that will support this program. See Requirements in the Institutional Readiness Section. Remove italics when using template.

Staff

List all additional staff needed to support the program in each of the first five years; e.g., administrative, secretarial, clerical, laboratory aides/ instructors, advisors, teaching/graduate assistants. See Requirements in the Institutional Readiness Section. Remove italics when using template.

Library and Information Resources

Describe library resources required to offer the proposed program. Does the institution currently have the needed library resources? See Requirements in the Institutional Readiness Section. Remove italics when using template.

Admission Requirements

List admission requirements specific to the proposed program. For a General Studies program, also require students to petition for admission by explaining why they want the degree and what they intend to study; require a curricular concentration. Remove italics when using template.

Student Advisement

Describe the advising process for students in the proposed program. For a General Studies program, also clarify how academic oversight will be provided by faculty. Remove italics when using template.

Justification for Gradation Standards and Number of Credits

Provide graduation standards. Provide justification if number of credit or clock hours exceeds 63 for AA or AS, 69 for AAS, 2070 clock hours for AAT, 126 credit hours for BA or BS; and 36 beyond the baccalaureate for MS. Remove italics when using template.

External Review and Accreditation

Indicate whether any external consultants, either in- or out-of-state, were involved in the development of the proposed program, and describe the nature of that involvement. For a career and technical education program, list the members and describe the activities of the program advisory committee. Indicate any special professional accreditation which will be sought and how that accreditation will impact the program. Project a future date for a possible accreditation review; indicate how close the institution is to achieving the requirements, and what the costs will be to achieve them. Remove italics when using template.

Projected Enrollment

For credit programs, fill out the following table.

	Year
	Student FTE
	# of Faculty
	Mean FTE-to-Faculty Ratio
	Accreditation Req’d Ratio

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	


For non-credit programs, fill out the following table.

	Year
	Student Headcount
	# of Faculty
	Mean Student-to-Faculty Ratio
	Accreditation Req’d Ratio

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	


Expansion of Existing Program

If the proposed program is an expansion or extension of an existing program, present enrollment trends by headcount and by student credit hours (if appropriate) produced in the current program for each of the past five years for each area of emphasis or concentration. Remove italics when using template.

Section III: Need

Program Need

Clearly indicate why such a program should be initiated. Remove italics when using template.

Labor Market Demand

Include local, state, and national data, and job placement information, the types of jobs graduates have obtained from similar programs. Indicate future impact on the program should market demand change. Remove italics when using template.

Student Demand

Describe evidence of student interest and demand that supports potential program enrollment. Remove italics when using template.

Similar Programs

Are similar programs offered elsewhere in the state or Intermountain Region? If yes, cite justifications for why the Regents should approve another program. How does the proposed program differ from similar program(s)? Be specific. For a General Studies program, explain how the proposed degree differs from other multidisciplinary degrees (such as university studies, integrated studies, etc.) that may be offered by the institution. Also, compare the General Studies program to others around the country. Remove italics when using template.

Collaboration with and Impact on Other USHE Institutions

Describe discussions with other USHE institutions that are already offering the program that have occurred regarding your institution's intent to offer the proposed program. Include any collaborative efforts that may have been proposed. Analyze the impact that the new program would have on other USHE institutions. Remove italics when using template.

Benefits

State how the institution and the USHE benefit by offering the proposed program. Remove italics when using template.

Consistency with Institutional Mission

Explain how the program is consistent with and appropriate to the institution's Board-approved mission, roles, and goals. Remove italics when using template.

Section IV: Program and Student Assessment

Program Assessment

State the goals for the program and the measures that will be used in the program assessment process to determine if goals are being met. For a General Studies program, also show how the proposed degree will require and evaluate curricular coherence; show how the degree program will require and facilitate student intellectual engagement with relevant academic content; state the institution’s process for incorporating learning goals with demonstrable learning outcomes. Remove italics when using template.

Expected Standards of Performance

List the standards and competencies that the student will have met and achieved at the time of graduation. How or why were these standards and competencies chosen? Include formative and summative assessment measures you will use to determine student learning. For a General Studies program, also provide evidence that intentionality of student learning is expected and built into the course of study; show how students will demonstrate integration of content and learning experiences through reflective activities, such as capstones, research projects, responding to critical questions, and/or portfolios, during their programs. Remove italics when using template.

Section V: Finance

Budget

Include the Financial Analysis form.

	Financial Analysis Form for All R401 Documents

	
	
	 
	 
	 
	 
	 

	 
	 
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5

	Students
	 
	 
	 
	 
	 

	
	Projected FTE Enrollment
	 
	 
	 
	 
	 

	
	Cost Per FTE
	
	
	
	
	

	
	Student/Faculty Ratio
	 
	 
	 
	 
	 

	
	Projected Headcount
	 
	 
	 
	 
	 

	
	
	 
	 
	 
	 
	 

	Projected Tuition
	 
	 
	 
	 
	 

	
	Gross Tuition
	 
	 
	 
	 
	 

	
	Tuition to Program
	 
	 
	 
	 
	 

	
	
	 
	 
	 
	 
	 

	5 Year Budget Projection

	 
	 
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5

	Expense
	 
	 
	 
	 
	 

	
	Salaries & Wages
	 
	 
	 
	 
	 

	
	Benefits
	 
	 
	 
	 
	 

	
	Total Personnel
	 
	 
	 
	 
	 

	
	Current Expense
	 
	 
	 
	 
	 

	
	Travel
	 
	 
	 
	 
	 

	
	Capital
	 
	 
	 
	 
	 

	
	Library Expense
	 
	 
	 
	 
	 

	Total Expense
	 $              -   
	 $              -   
	 $              -   
	 $              -   
	 $              -   

	
	
	 
	 
	 
	 
	 

	Revenue
	 
	 
	 
	 
	 

	
	Legislative Appropriation
	 
	 
	 
	 
	 

	
	Grants
	 
	 
	 
	 
	 

	
	Reallocation
	 
	 
	 
	 
	 

	
	Tuition to Program
	 $              -   
	 $              -   
	 $              -   
	 $              -   
	 $              -   

	Total Revenue
	 $              -   
	 $              -   
	 $              -   
	 $              -   
	 $              -   

	
	
	 
	 
	 
	 
	 

	Difference
	 
	 
	 
	 
	 

	 
	Revenue-Expense
	 $              -   
	 $              -   
	 $              -   
	 $              -   
	 $              -   

	
	
	 
	 
	 
	 
	 

	Comments

	


Funding Sources

Describe how the program will be funded, i.e. new state appropriation, tuition, reallocation, enrollment growth, grants etc. Remove italics when using template.

Reallocation

If program is to be supported through internal reallocation, describe in specific terms the sources of the funds. Remove italics when using template.

Impact on Existing Budgets

If program costs are to be absorbed within current base budgets, what other programs will be affected and to what extent? Provide detailed information. Confidential information may be sent to the Commissioner under seal. Remove italics when using template.

Appendix A: Program Curriculum

New Courses to be Added in the Next Five Years

List all new courses to be developed in the next five years by prefix, number, title, and credit hours. Use the following format: 

	Course Number
	Title
	Credit Hours

	
	
	


All Program Courses

List all courses, including new courses, to be offered in the proposed program by prefix, number, title, credit hours, or credit equivalences. Use the following format: (please include all course descriptions in appendix.)

	Course Number
	Title
	Credit Hours

	General Education 
	
	

	
	Sub-Total 
	

	Core Courses 
	
	

	
	Sub-Total 
	

	Elective Courses 
	
	

	
	Sub-Total 
	

	Track/Options (if applicable)
	
	

	
	Sub-Total
	

	
	Total Number of Credits
	


Appendix B: Program Schedule

For each level of program completion, present, by semester, a suggested class schedule—by prefix, number, title, and semester hours. Remove italics when using template.

Appendix C: Faculty

List current faculty within the institution, with their qualifications, to be used in support of the program.

9.2.3. Signature Page to Accompany Action and Consent Proposals. This signature page, with all appropriate signatures included, should be sent to the Commissioner's Office and kept on file at the proposing institution.
Institution Submitting Proposal:

College, School or Division in Which Program/Administrative Unit Will Be Located:

Department(s) or Area(s) in Which Program/Administrative Unit Will Be Located:

Program/Administrative Unit Title:

Recommended Classification of Instructional Programs (CIP) Code: __ __ . __ __ __ __

Certificate, Diploma and/or Degree(s) to be Awarded:

Proposed Beginning Date:

Institutional Signatures (as appropriate):

Department Chair
Dean or Division Chair

Career and Technical Education Director
Graduate School Dean

Chief Academic Officer
President

Date:

