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

Purpose of Degree

Institutional Readiness

Faculty

Staff

Library and Information Resources

Admission Requirements

Student Advisement

Justification for Gradation Standards and Number of Credits

External Review and Accreditation

Projected Enrollment

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

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	


Expansion of Existing Program

Section III: Need

Program Need

Labor Market Demand

Student Demand

Similar Programs

Collaboration with and Impact on Other USHE Institutions

Benefits

Consistency with Institutional Mission

Section IV: Program and Student Assessment

Program Assessment

Expected Standards of Performance

Section V: Finance

Budget

	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

Reallocation

Impact on Existing Budgets

Appendix A: Program Curriculum

New Courses to be Added in the Next Five Years

	Course Number
	Title
	Credit Hours

	
	
	


All Program Courses

	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

Appendix C: Faculty

Signature Page to Accompany Action and Consent Proposals. 
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:

