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This form should be used to seek SUNY’s approval and New York State Education Department’s (SED) registration of a proposed new academic program leading to master’s or doctoral degree. Approval and registration are both required before a proposed program can be promoted or advertised, or can enroll students. The campus Chief Executive or Chief Academic Officer should send a signed cover letter and this completed form (unless a different form applies1), which should include appended items that may be required for Sections 1 through 6, 9 and 10 and MPA-1 of this form, to the SUNY Provost at program.review@suny.edu. The completed form and appended items should be sent as a single, continuously paginated document.2    If Sections 7 and 8 of this form apply, External Evaluation Reports and a single Institutional Response should also be sent, but in a separate electronic document. Guidance on academic program planning is available here.
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	Section 1. General Information

	a) Institutional Information
	Date of Proposal:
	

	
	Institution’s 6-digit SED Code:
	

	
	Institution’s Name:
	

	
	Address:
	

	
	Dept of Labor/Regent’s Region:
	

	b) Program Locations
	List each campus where the entire program will be offered (with each institutional or branch campus
6-digit SED Code):

	
	List the name and address of off-campus locations (i.e., extension sites or extension centers) where courses will offered, or check here [	] if not applicable:

	c) Proposed Program Information
	Program Title:
	

	
	Award(s) (e.g., M.A., Ph.D.):
	

	
	Number of Required Credits:
	Minimum [	]  If tracks or options, largest minimum [	]

	
	Proposed HEGIS Code:
	

	
	Proposed 6-digit CIP 2010 Code:
	

	
	If the program will be accredited, list the accrediting agency and expected date of accreditation:

	
	If applicable, list the SED professional licensure title(s)3 to which the program leads:

	d) Campus Contact
	Name and title:

Telephone:	E-mail:

	e)
Chief Executive or Chief Academic Officer Approval
	Signature affirms that the proposal has met all applicable campus administrative and shared governance procedures for consultation, and the institution’s commitment to support the proposed program.
E-signatures are acceptable.

Name and title: Signature and date:

	
	If the program will be registered jointly4 with one or more other institutions, provide the following information for each institution:

	
	Partner institution’s name and 6-digit SED Code:

Name, title, and signature of partner institution’s CEO (or append a signed letter indicating approval of this proposal):









3 If the proposed program leads to a professional license, a  specialized form for the specific profession may need to accompany this proposal.
4 If the partner institution is non-degree-granting, see SED’s  CEO Memo 94-04.

Attestation and Assurances

On behalf of the institution, I hereby attest to the following:

That all educational activities offered as part of this proposed curriculum are aligned with the institutions’ goals and objectives and meet all statutory and regulatory requirements, including but not limited to Parts 50, 52, 53 and 54 of the Rules of the Board of Regents and the  following specific requirements:

That credit for study in the proposed program will be granted consistent with the requirements in
§50.1(o).

That, consistent with §52.1(b)(3), a reviewing system has been devised to estimate the success of students and faculty in achieving the goals and objectives of the program, including the use of data to inform program improvements.5

That, consistent with §52.2(a), the institution possesses the financial resources necessary to accomplish its mission and the purposes of each registered program, provides classrooms and other necessary facilities and equipment as described in §52.2(a)(2) and (3), sufficient for the programs dependent on their use, and provides libraries and library resources and maintains collections sufficient to support the institution and each registered curriculum as provided in §52.2(a)(4), including for the program proposed in this application.

That, consistent with 52.2(b), the information provided in this application demonstrates that the institution is in compliance with the requirements of §52.2(b), relating to faculty.

That all curriculum and courses are offered and all credits are awarded, consistent with the requirements of §52.2(c).

That admissions decisions are made consistent with the requirements of §52.2(d)(1) and (2) of the Regulations of the Commissioner of Education.

That, consistent with §52.2(e) of the Regulations of the Commissioner of Education:  overall educational policy and its implementation are the responsibility of the institution’s faculty and academic officers,  that  the  institution  establishes,  publishes  and  enforces  explicit  policies  as  required  by
§52.2(e)(3), that academic policies applicable to each course as required by §52.2(e)(4), including learning objectives and methods of assessing student achievement, are made explicit by the instructor
at the beginning of each term; that the institution provides academic advice to students as required by
§52.2(e)(5), that the institution maintains and provides student records as required by §52.2(e)(6).

[image: ]That, consistent with §52.2(f)(2) of the Regulations of the Commissioner of Education, the institution provides adequate academic support services and that all educational activities offered as part of a registered curriculum meet the requirements established by state, the Rules of the Board of Regents and Part 52 of the Commissioner’s regulations.


CHIEF ADMINISTRATIVE or ACADEMIC OFFICER/ PROVOST

Signature	Date


Type or print the name and title of signatory	Phone Number








5 The NY State Education Department reserves the right to request this data at any time and to use such data as part of its evaluation of future program registration applications submitted by the institution.

Section 2. Program Information

2.1. Program Format

Check all SED-defined formats, mode and other program features that apply to the entire program.

a)   Format(s): [ ]Day  [  ]Evening	[  ]Weekend	[  ]Evening/Weekend	[  ]Not Full-Time

b)   Modes:   [ ]Standard  [  ]Independent Study   [  ]External   [ ]Accelerated   [ ]Distance Education
NOTE: If the program is designed to enable students to complete 50% or more of the course requirements through distance education, check Distance Education, see Section 10, and append a Distance Education Format Proposal.

c)   Other: [ ] Bilingual [ ] Language Other Than English [  ] Upper Division [ ] Cooperative [  ] 4.5 year [  ] 5 year

2.2. Related Degree Program

NOTE: This section is not applicable to a program leading to a graduate degree.

2.3. Program Description, Purposes and Planning

a)   What is the description of the program as it will appear in the institution’s catalog?

b)   What are the program’s educational and, if appropriate, career objectives, and the program’s primary student
learning outcomes (SLOs)? NOTE: SLOs are defined by the Middle States Commission on Higher Education in the Characteristics of Excellence in Higher Education (2006) as “clearly articulated written statements, expressed in observable terms, of key learning outcomes: the knowledge, skills and competencies that students are expected to exhibit upon completion of the program.”

c)   How does the program relate to the institution’s and SUNY’s mission and strategic goals and priorities? What is the program’s importance to the institution, and its relationship to existing and/or projected programs and its expected impact on them? As applicable, how does the program reflect diversity and/or international perspectives? For doctoral programs, what is this program’s potential to achieve national and/or international prominence and distinction?

d)   How were faculty involved in the program’s design? Describe input by external partners, if any (e.g., employers and institutions offering further education?

e)   How did input, if any, from external partners (e.g., educational institutions and employers) or standards influence the program’s design? If the program is designed to meet specialized accreditation or other external standards, such as the educational requirements in Commissioner’s Regulations for the profession, append a side-by-side chart to show how the program’s components meet those external standards. If SED’s Office of the Professions requires a specialized form for the profession to which the proposed program leads, append a completed form at the end of this document.

f)	Enter anticipated enrollments for Years 1 through 5 in the table below. How were they determined, and what assumptions were used? What contingencies exist if anticipated enrollments are not achieved?

	
Year
	Anticipated Headcount Enrollment
	Estimated
FTE

	
	Full-time
	Part-time
	Total
	

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
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g)   Outline all curricular requirements for the proposed program, including prerequisite, core, specialization (track, concentration), internship, capstone, and any other relevant component requirements, but do not list each General Education course.

	Course Title
	Credits
	
	Course Title
	Credits

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total required credits:



h)   Program Impact on SUNY and New York State

h)(1)    Need: What is the need for the proposed program in terms of the clientele it will serve and the educational and/or economic needs of the area and New York State? How was need determined?  Why are similar programs, if any, not meeting the need?

h)(2)	Employment: For programs designed to prepare graduates for immediate employment, use the table below to list potential employers of graduates that have requested establishment of the program and state their specific number of positions needed. If letters from employers support the program, they may be appended at the end of this form.
	
Employer
	Need:  Projected positions

	
	In initial year
	In fifth year

	
	
	

	
	
	

	
	
	



h)(3)	Similar Programs: Use the table below to list similar programs at other institutions, public and independent, in the service area, region and state, as appropriate.  Expand the table as needed. NOTE:  Detailed program-level information for SUNY institutions is available in the  Academic Program Enterprise System (APES) or  Academic Program Dashboards.  Institutional research and information security officers at your campus should be able to help provide access to these password-protected sites. For non-SUNY programs, program titles and degree information – but no enrollment data – is available from  SED’ s  I nve nt ory of  Regist er ed  Programs  .
	Institution
	Program Title
	Degree
	Enrollment

	
	
	
	

	
	
	
	

	
	
	
	



h)(4)	Collaboration:  Did this program’s design benefit from consultation with other SUNY campuses?  If so, what was that consultation and its result?

h)(5)	Concerns or Objections: If concerns and/or objections were raised by other SUNY campuses, how were they resolved?

2.4. Admissions

a)   What are all admission requirements for students in this program? Please note those that differ from the institution’s minimum admissions requirements and explain why they differ.

b)   What is the process for evaluating exceptions to those requirements?

c)   How will the institution encourage enrollment in this program by persons from groups historically underrepresented in the institution, discipline or occupation?

d)   What is the expected student body in terms of geographic origins (i.e., same county, same Regents Region, New York State, and out-of-state); academic origins; proportions of women and minority group members; and students for whom English is a second language?

2.5. Academic and Other Support Services

a)   Summarize the academic advising and support services available to help students succeed in the program.

b)   Describe types, amounts and sources of student financial support anticipated. Indicate the proportion of the student body receiving each type of support, including those receiving no support.

2.6. Prior Learning Assessment

If this program will grant credit based on Prior Learning Assessment, describe the methods of evaluating the learning and the maximum number of credits allowed, or check here [	] if not applicable.

2.7. Program Assessment and Improvement

Describe how this program’s achievement of its objectives will be assessed, in accordance with SUNY policy, including the date of the program’s initial assessment and the length (in years) of the assessment cycle. Explain plans for assessing achievement of students learning outcomes during the program and success after completion of the program. Append at the end of this form, a plan or curriculum map showing the courses in which the program’s educational and, if appropriate, career objectives – from Item 2.3(b) of this form – will be taught and assessed. NOTE: The University Faculty Senate’s Guide for the Evaluation of Undergraduate Programs is a helpful reference.

Section 3. Program Schedule and Curriculum

Complete the SUNY Graduate Program Schedule to show how a typical student may progress through the program. This is the registered curriculum, so please be precise. Enter required courses where applicable, and enter generic course types for electives or options.  Either complete the blank Schedule that appears in this section, or complete an Excel equivalent that computes all sums for you, found here. Rows for terms that are not required can be deleted.

NOTES:  The Graduate Schedule must include all curriculum requirements and demonstrate that expectations from in
Regulation 52.2 http://www.highered.nysed.gov/ocue/lrp/rules.htm are met.

Special Cases for the Program Schedules:
	For a program with multiple tracks, or with multiple schedule options (such as full-time and part-time options), use one Program Schedule for each track or schedule option.  Note that licensure qualifying and non-licensure qualifying
options cannot be tracks; they must be separate programs.
	When this form is used for a multi-award and/or multi-institution program that is not based entirely on existing programs, use the schedule to show how a sample student can complete the proposed program.  NOTE: Form 3A, Changes to an Existing Program, should be used for new multi-award and/or multi-institution programs that are based entirely on existing programs.  SUNY policy governs the awarding of two degrees at the same level.

a)   If the program will be offered through a nontraditional schedule (i.e., not on a semester calendar), what is the schedule and how does it impact financial aid eligibility? NOTE: Consult with your campus financial aid administrator for information about nontraditional schedules and financial aid eligibility.

b)   For each existing course that is part of the proposed graduate program, append a catalog description at the end of this document.

c)   For each new course in the graduate program, append a syllabus at the end of this document. NOTE: Syllabi for all courses should be available upon request. Each syllabus should show that all work for credit is graduate level and of the appropriate rigor. Syllabi generally include a course description, prerequisites and corequisites, the number of lecture and/or other contact hours per week, credits allocated (consistent with SUNY policy on credit/contact hours), general course requirements, and expected student learning outcomes.

d)   If the program requires external instruction, such as clinical or field experience, agency placement, an internship, fieldwork, or cooperative education, append a completed External Instruction form at the end of this document

SUNY Graduate Program Schedule (OPTION: You can insert an  Excel version of this schedule AFTER this line, and delete the rest of this page.)
Program/Track Title and Award: 	
a)   Indicate academic calendar type: [  ] Semester  [  ] Quarter  [ ] Trimester  [  ] Other (describe):
b)  Label each term in sequence, consistent with the institution’s academic calendar (e.g., Fall 1, Spring 1, Fall 2)
c)   Use the table to show how a typical student may progress through the program; copy/expand the table as needed.
d)  Complete the last row to show program totals and comprehensive, culminating elements. Complete all columns that apply to a course.
	Term 1:
	
	Term 2:

	
	
	

	Course Number & Title
	Credits
	New
	Co/Prerequisites
	
	Course Number & Title
	Credits
	New
	Co/Prerequisites

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Term credit total:
	
	
	
	Term credit total:
	
	

	Term 3:
	
	Term 4:

	Course Number & Title
	Credits
	New
	Co/Prerequisites
	
	Course Number & Title
	Credits
	New
	Co/Prerequisites

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Term credit total:
	
	
	
	Term credit total:
	
	

	Term 5:
	
	Term 6:

	Course Number & Title
	Credits
	New
	Co/Prerequisites
	
	Course Number & Title
	Credits
	New
	Co/Prerequisites

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Term credit total:
	
	
	
	Term credit total:
	
	

	Term 7:
	
	Term 8:

	Course Number & Title
	Credits
	New
	Co/Prerequisites
	
	Course Number & Title
	Credits
	New
	Co/Prerequisites)

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Term credit total:
	
	
	
	Term credit total:
	
	

	
Program Total:
	Total
Credits:
	Identify the required comprehensive, culminating element(s), such as a thesis or examination, including course number(s), if applicable:



New: X if new course	Prerequisite(s): list prerequisite(s) for the listed courses
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Section 4. Faculty

a)   Complete the SUNY Faculty Table on the next page to describe current faculty and to-be-hired (TBH) faculty.

b)   Append at the end of this document position descriptions or announcements for each to-be-hired faculty member.

NOTE: CVs for all faculty should be available upon request. Faculty CVs should include rank and employment status, educational and employment background, professional affiliations and activities, important awards and recognition, publications (noting refereed journal articles), and brief descriptions of research and other externally funded projects. New York State’s requirements for faculty qualifications are in in Regulation 52.2 http://www.highered.nysed.gov/ocue/lrp/rules.htm

c)   What is the institution’s definition of “full-time” faculty?
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SUNY Faculty Table
Provide information on current and prospective faculty members (identifying those at off-campus locations) who will be expected to teach any course in the graduate program. Expand the table as needed. Use a separate Faculty Table for each institution if the program is a multi-institution program.

	(a)
	(b)
	(c)
	(d)
	(e)
	(f)

	

Faculty Member Name and
Title/Rank
(Include and identify Program
Director with an asterisk)
	

% of Time Dedicated to This Program
	Program
Courses Which May Be Taught (Number and Title)
	
Highest and Other Applicable Earned Degrees (include College or University)
	

Discipline(s) of Highest and Other Applicable Earned Degrees
	


Additional Qualifications: List related certifications, licenses and professional experience in field

	PART 1. Full-Time Faculty
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Part 2. Part-Time Faculty
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Part 3. Faculty To-Be-Hired (List as
TBH1, TBH2, etc., and provide title/rank and expected hiring date)
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Section 5. Financial Resources and Instructional Facilities

a)   What is the resource plan for ensuring the success of the proposed program over time?  Summarize the instructional facilities and equipment committed to ensure the success of the program.  Please explain new and/or reallocated resources over the first five years for operations, including faculty and other personnel, the library, equipment, laboratories, and supplies.  Also include resources for capital projects and other expenses.

b)  Complete the five-year SUNY Program Expenses Table, below, consistent with the resource plan summary.   Enter the anticipated academic years in the top row of this table.  List all resources that will be engaged specifically as a result of the proposed program (e.g., a new faculty position or additional library resources). If they represent a continuing cost, new resources for a given year should be included in the subsequent year(s), with adjustments for inflation or negotiated compensation.   Include explanatory notes as needed.

SUNY Program Expenses Table
(OPTION: You can paste an  Excel version of this schedule AFTER this sentence, and delete the table below.)

Expenses (in dollars)


 (
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Program Expense Categories

Before
Start

Academic
Year 1:

Academic
Year 2:

Academic
Year 3:

Academic
Year 4:

Academic
Year 5:



(a)  Personnel (including faculty and all others)

(b)  Library

(c)  Equipment

(d)  Laboratories

(e)  Supplies

(f)   Capital Expenses

(g)  Other (Specify):

(h)  Sum of Rows Above




Section 6. Library Resources

a)	Summarize the analysis of library collection resources and needs for this program by the collection librarian and program faculty.  Include an assessment of existing library resources and accessibility to those resources for students enrolled in the program in all formats, including the institution’s implementation of SUNY Connect, the SUNY-wide electronic library program.

b)	Describe the institution’s response to identified collection needs and its plan for library development.

Section 7.  External Evaluation

SUNY and SED require external evaluation of all proposed graduate degree programs.  List below all SUNY- approved evaluators who conducted evaluations (adding rows as needed), and append at the end of this document each original, signed External Evaluation Report.  NOTE:  To select external evaluators, a campus sends 3-5 proposed evaluators’ names, titles and CVs to the assigned SUNY Program Reviewer, expresses its preferences and requests approval.


Evaluator #1
Name:
Title: Institution:

Evaluator #2
Name:
Title: Institution:


Section 8. Institutional Response to External Evaluator Reports

Append at the end of this document a single Institutional Response to all External Evaluation Reports.

Section 9. SUNY Undergraduate Transfer

NOTE: SUNY Undergraduate Transfer policy does not apply to graduate programs.

Section 10. Application for Distance Education

a)  Does the program’s design enable students to complete 50% or more of the course requirements through distance education?  [  ] No    [  ] Yes.  If yes, append a completed SUNY  Distance Education Format Proposal at the end of this proposal to apply for the program to be registered for the distance education format.

b)  Does the program’s design enable students to complete 100% of the course requirements through distance education? [  ] No   [ ] Yes

Section MPA-1. Need for Master Plan Amendment and/or Degree Authorization

a)   Based on guidance on Master Plan Amendments, please indicate if this proposal requires a Master Plan
Amendment.
[  ] No	[ ] Yes, a completed Master Plan Amendment Form is appended at the end of this proposal.

b)  Based on SUNY Guidance on Degree Authorizations (below), please indicate if this proposal requires degree authorization.

[  ] No	[ ] Yes, once the program is approved by the SUNY Provost, the campus will work with its Campus Reviewer to draft a resolution that the SUNY Chancellor will recommend to the SUNY Board of Trustees.

SUNY Guidance on Degree Authorization.  Degree authorization is required when a proposed program will lead to a  new degree (e.g., B.F.A., M.P.H.) at an existing level of study (i.e., associate, baccalaureate, first-professional, master’s, and doctoral) in an existing disciplinary area at an institution.  Disciplinary areas are defined by the  New York State Taxonomy of Academic Programs.  Degree authorization requires approval by the SUNY Provost, the SUNY Board of Trustees and the Board of Regents.

List of Appended Items

Appended Items: Materials required in selected items in Sections 1 through 10 and MPA-1 of this form should be appended after this page, with continued pagination. In the first column of the chart below, please number the appended items, and append them in number order.

	Number
	Appended Items
	Reference Items

	
	For multi-institution programs, a letter of approval from partner
institution(s)
	
Section 1, Item (e)

	
	For programs leading to professional licensure, a side-by-side chart
showing how the program’s components meet the requirements of specialized accreditation,  Commissioner’s Regulations for the
Profession, or other applicable external standards
	

Section 2.3, Item (e)

	
	For programs leading to licensure in selected professions for which
the SED Office of Professions (OP) requires a specialized form, a completed version of that form
	
Section 2.3, Item (e)

	
	OPTIONAL: For programs leading directly to employment, letters of
support from employers, if available
	
Section 2, Item 2.3 (h)(2)

	
	For all programs, a plan or curriculum map showing the courses in
which the program’s educational and (if appropriate) career objectives will be taught and assessed
	
Section 2, Item 7

	
	For all programs, a catalog description for each existing course that is
part of the proposed graduate major program
	
Section 3, Item (b)

	
	For all programs with new courses, syllabi for all new courses in a
proposed graduate program
	
Section 3, Item (c)

	
	For programs requiring external instruction, a completed  External
Instruction Form and documentation required on that form
	
Section 3, Item (d)

	
	For programs that will depend on new faculty, position descriptions or
announcements for faculty to-be-hired
	
Section 4, Item (b)

	
	For all programs, original, signed External Evaluation Reports from
SUNY-approved evaluators
	
Section 7

	
	For all programs, a single Institutional Response to External
Evaluators’ Reports
	
Section 8

	
	For programs designed to enable students to complete at least 50% of
the course requirements at a distance, a  Distance Education Format
Proposal
	
Section 10

	
	For programs requiring an MPA, a Master Plan Amendment form
	Section MPA-1
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