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After consulting with other SUNY campuses in its region, as required by SUNY policy on off-campus instruction, and resolving any objections or concerns, a campus should use this form to seek SUNY’s approval and the State Education Department’s (SED) registration of a proposed off-campus location that meets SED’s definition of an Extension Center (which may be an Inter-Institutional Center).  SUNY approval and SED registration are both required before the Extension Center can be promoted or advertised as such.  The campus Chief Executive Officer or Chief Academic Officer should send a signed cover letter with this completed form and all appended items to the SUNY Provost at program.review@suny.edu.  Guidance is available here. 

	[bookmark: _Toc363729721]Section 1. General Information 

	a)
Institutional
Information
	Institution’s 6-digit SED Code:  
	

	a) 
	Institution’s Name: 
	

	b) 
	Address: 
	

	c) 
	Dept of Labor/Regent’s Region:
	

	b)
Campus Contact
	Name and title:
	
Telephone:	                           E-mail:

	c) 
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 Extension Center will be registered jointly[footnoteRef:1] with one or more other institutions, provide the following information for each institution: [1:  If the partner institution is non-degree-granting, see SED’s CEO Memo 94-04.  



] 


	
	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:  General Information	



a) What is the address of the proposed Center?

b) What is the proposed name of the Center?

c) What is the proposed Center’s days and hours of operation?

d) What is the road mileage from the Center to the principal campus of the institution?

e) What is the number of credit-bearing courses at the proposed Extension Center’s location?

Offered during the last academic year:

 Offered and projected for the current academic year:

Projected for the next academic year:

NOTE:  Do not count multiple sections of a single course as separate courses.  For SUNY, an academic year is defined as a period from July 1 of one year through June 30 of the following year.  

f) What is the number of course registrations in credit-bearing courses at the proposed Extension Center’s location?

a. In the last academic year:

b. In the current academic year:

c. Projected for the next academic year:

NOTE:  This is not a headcount of students enrolled at the Center’s location, but a cumulative total of course registrations in all courses at the proposed Center during the academic year.

g) Please describe how the institution will assure that no complete programs will be offered at the Center.

h) What is the date when courses began or will begin to be offered at the Center’s location?

	
Section 3:  Academic Information	



A. Resources

a) Describe the facility overall, including the number, condition, and accessibility of classrooms, faculty offices, and administrative offices at the proposed Center.

b) If science, computer science, art, or other courses normally requiring laboratories, studios, and /or special equipment are offered, describe the facilities provided at the proposed Center.  If no such courses will be offered, please state this.

c) Describe how students at the proposed Center will have access to traditional and electronic library resources and describe the nature of these resources.  If there is an on-site library, describe staffing for the library (number of staff and their credentials) and the library’s days and hours of operation



B.   Curriculum

a) Append at the end of this document:  

i. Marked pages from a current catalog (including an online catalog) that indicate all credit courses that have been offered at, or are projected to be offered at, the proposed Center. 
ii. If applicable, a course description of each credit-bearing course that is unique to this proposed Center.
iii. If applicable, a list of any credit courses to be offered at this proposed Center which will not be accepted toward the completion of any degree offered by the institution.

b) Indicate the maximum percentage of a degree or certificate program a student may complete at the proposed Center.

C. 	Faculty

a) Complete the SUNY Faculty Table on the next page to describe current faculty and to-be-hired (TBH) faculty.   NOTE:  Regular full-time faculty members at the institution who teach at the proposed Center on overload are considered full-time. Full-time administrators at the institution who regularly teach at least one course per year are considered full-time faculty.  For each faculty member offering courses at the proposed Center in areas for which he/she does not possess a graduate degree, describe the degrees, teaching experience, and pertinent professional experience of that faculty member.

b) Append at the end of this document position descriptions or announcements for each to-be-hired faculty member. 
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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 major.  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 (Name as TBH1, TBH2, etc., and Provide title/rank and expected hiring date.)
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	




D. 	Administration

a) Describe the administrative organization of the proposed Center, noting specifically the name(s) and role(s) of the Center’s administrator(s) and the relationships, including lines of responsibility, to the administration at the principal campus.  Indicate which administrators will be assigned full-time to the proposed Center.

b) Describe the admissions procedures and criteria, diagnostic testing, remediation services, and academic advising at the proposed Center.

	
Section 4:  Planning Information	



A. Financial Implications

a) EXPENSES:  Enter estimates of expenditures over the first five years of the proposed Center in Table 1, below. 

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

Program Expense Categories
	Expenses (in dollars)

	
	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
	
	
	
	
	
	




b) REVENUE:  Enter estimates of revenue over the first five years of the proposed Center in Table 2, below.  Enter expected academic years in the shaded row.

i. If any outside funding (e.g., foundation support) is anticipated, please indicate how the costs of the Center will be covered should such funds not be available.
ii. Describe financial agreements with other institutions for joint operation of the Center (e.g., contracts, MOUs, etc.) and append copies of them.


	Table 2.  Estimated Revenues

	
Revenue Categories
	Revenue (in dollars)

	
	Before
Start
	Academic 
Year 1
	Academic 
Year 2
	Academic 
Year 3
	Academic 
Year 4
	Academic 
Year 5

	Academic Year:
	
	
	
	
	
	

	(a) Tuition Income
	
	
	
	
	
	

	(b) Public Funding
Federal
State
Local
	
	
	
	
	
	

	(c) Foundation Support
	
	
	
	
	
	

	(d) Other 
	
	
	
	
	
	

	(e) Sum of Rows Above
	
	
	
	
	
	



B. 	Need Implications

a) List the names of other SUNY institutions in the region whose presidents were consulted about this proposed Extension Center, as required by SUNY policy on off-campus instruction, and describe the results of that consultation.

b) Justify, briefly but convincingly, the need for the proposed Center, making sure to respond to the following questions.

i. What is the population to be served?

ii. Why is the need not now being met by other institutions?

iii. How will the need be met by establishment of the Center?

iv. How was need estimated?  Explain: 
· the methodology used in collecting and analyzing data related to need; 
· if applicable, consultation with potential employers of students to be enrolled at the proposed Center; and
· if applicable, numbers of students, or special groups of students, who may have requested establishment of the Center.

v. Explain briefly how the operation of the Center will affect the proposing institution, and how the courses to be offered at the Center are related to the overall mission of the institution.



	
Section 4:  Abstract for an Extension Center	



Append at the end of this document in a separate document a one- or two-page abstract summarizing this application for an Extension Center.  The abstract should summarize information from all of the sections of the application.  NOTE:  SED will send the abstract to other New York colleges and universities in the region of the proposed Extension Center to solicit their comments and advice on the need and demand for the proposed Extension Center and its potential impact on other institutions and programs.


	[bookmark: _Toc403736837]List of Appended and/or Accompanying Items



For appended items listed in the chart below that apply to this proposal, append them at the end of this document, after this page, with continued pagination.  In the first column of the chart, number the appended items contained in this proposal, and append them in number order.   Expand the chart as needed.  

	 Number 
	Appended Items
	Reference Items

	
	For all proposals, append marked pages from a current catalog (including an online catalog) that indicate all credit courses that have been offered or are projected to be offered at the Extension Center. 
	Section 2, Item (B)(a)(i)

	
	If applicable, append course descriptions of any credit-bearing courses that are unique to this proposed Extension Center.
	Section 2, Item (B)(a)(ii)

	
	If applicable, append a list of any credit courses to be offered at this proposed Extension Center which will not be accepted toward the completion of any degree offered by the institution. 
	Section 2, Item (B)(a)(iii)

	
	If applicable, append position descriptions or announcements for each to-be-hired faculty member.
	Section 3, Item (C)(b)

	
	If applicable, append written financial agreements with other institutions for joint operation of the proposed Center (e.g., contracts, MOUs, etc.).
	Section 3, Item (A)(b)(ii)

	
	For all proposals, append a one- or two-page abstract summarizing this application for an Extension Center.
	Section 4
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