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Before submitting a proposal for a new program leading to a graduate degree, a SUNY campus must submit a cover letter signed by the Chief Executive or Chief Academic Officer and a completed Letter of Intent (LI) form to the SUNY Provost at program.review@.suny.edu.  The LI procedure is described at the end of this form.
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Section 1.  General Information  

	Item
	Response (type in the requested information)

	a) 
Institutional Information
	List each campus (and its 6-digit SED Institution Code) where the entire program will be offered:

	b) 
Program Locations

	List the name and address of each off-campus location (e.g., extension site or extension center) where courses (but not an entire program) will offered, or check here [     ] if not applicable. 



	
	Will 50% or more of the program be offered via distance education?    [    ] Yes    [    ] No

	c)
Proposed
Program Information 

	Program Title:
	

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

	
	Minimum Number of Credits:
	

	
	Proposed Program Codes:  
	HEGIS Code   [             ]        6-digit CIP 2020 Code   [                 ]

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

	
	If applicable, list the New York State certificate title(s) and type(s) to which the program leads:

	
	If applicable, list the New York State professional licensure title(s) 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 intended program will be offered jointly 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):




	
Section 2.  Program Summary



In 300 or fewer words, describe the proposed program, including its purpose, content, structure, and duration.    

	Section 3.  Institutional Mission and Planning  



a) Explain the program’s relationship to the strategic plan of the institution and of SUNY.

b) Describe the program’s relationship to existing or planned programs in the same or related disciplines and expected impact on them.  

c) Summarize proposed arrangements for required external instruction (e.g., clinical instruction, agency placement, internships) and how those arrangements would affect other programs in the same facilities.  Attest to the sufficiency of proposed off-campus external instruction for anticipated enrollment.
	Section 4.  Market Need and Demand    



a) Explain the potential need for this program in terms of the educational and/or economic needs of the area(s) in which it is to be located, New York State at large and, particularly for doctoral programs, the nation. 

b) Explain the need for the program in terms of the availability and capacity of similar programs offered by other SUNY campuses.  If there could be a reasonable perception of duplication or redundancy, explain the rationale for adding this program.

c) Identify similar programs at non-SUNY institutions, public and private, and what might be the potential impact on them.

d) If the program is designed to prepare graduates for immediate employment, estimate employment opportunities and explain how the estimates were made.  

	Section 5.  Resources and Enrollment



a) Does the institution have existing faculty qualified for this program?  Explain what additional faculty will be hired?

b) What costs (in detail) are estimated for the program, including financial assistance for students?  How will existing and/or anticipated resources address the costs?

c) Complete the table below and explain how expected enrollments were determined.  Since expected enrollment may affect the future campus enrollment composition and totals, estimate the impact of the program on total campus enrollment.
	Expected Enrollment
	When Program Begins
	In Year 5

	Full-time students
	
	

	Part-time students
	
	






	Section 6.  Curriculum  


 
Provide a list of all courses in the curriculum to show the entire structure and content of the program. Expand or duplicate this table as needed for tracks, concentrations and specializations.

	Course Title
	Credits
	
	Course Title
	Credits

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total required credits:







Letter of Intent (LI) Process

1. SCOPE: An LI is required for a new graduate degree program. Unless otherwise requested by the SUNY Provost, an LI is not required for a program leading to a Advanced Certificate or for a degree program created through the ‘new from existing’ process, such as creating a new multi-award program from existing standalone programs or disaggregating a track from an existing program to create a standalone program that mirrors the curriculum of the track.

2. PROVOST REVIEW: The SUNY Provost’s Office reviews each LI for accuracy and completeness as well as for substantive issues, such as alignment with campus mission and SUNY policy, and requests changes when needed. 

3. ANNOUNCEMENT: Upon announcement (which is included in the weekly Academic Programs Update typically distributed each Friday to campus Presidents, Provosts, and others who have requested to receive this update), other SUNY campuses will have 10 calendar days to submit an intent to comment on the LI of another campus; this intent to comment is to be sent from the commenting campus President or Provost to the proposing campus President or Provost with a cc to program.review@suny.edu.

· If no intent to comment is received within 10 calendar days, the LI is automatically approved and the campus may immediately proceed to the full proposal; in these instances, a formal approval memo will not be issued for the LI.
· If a campus submits an intent to comment, they must submit the full comment within an additional 20 calendar days; this comment is to be sent from the commenting campus President or Provost to the proposing campus President or Provost with a cc to program.review@suny.edu.
· The proposing campus President or Provost must reply within 30 days of receiving the full comment, by sending a response to the commenting campus President or Provost with a cc to program.review@suny.edu. 
· It is highly encouraged for campuses to communicate directly with each other prior to sending comments that include an objection and/or as part of the process after an objection has been issued; the goal is for campuses to arrive at a mutual understanding rather than exercise objections; if the campuses are able to arrive at a mutual understanding, the proposing campus may withdraw the LI or the commenting campus may withdraw the objection.
· If the campuses are unable to arrive at a mutual understanding, the SUNY Provost will adjudicate the situation and render a decision as to whether the proposing campus may proceed; in these instances, the SUNY Provost will issue a formal decision memo.
· Campuses are reminded of the following:
i. Comments that include an objection and responses to such comments should be accompanied by data related to the argument presented
ii. Insufficient grounds for objection include, but are not limited to, the following: unsupported claims, future intent to develop a similar program, historical prominence in the proposed program area, or a singular focus on competition for enrollment
4. EXPIRATION.  An LI expires two years after its announcement or, in instances when an objection is issued, two years after the LI is approved by the SUNY Provost.  If the proposing campus does not submit a program proposal to the SUNY Provost before the LI expires, the campus must submit another LI to start the process again.  
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