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Before submitting an Out-of-State Program Proposal for 50% or more of an academic program to be delivered at an out-of-state location, a SUNY campus must submit a Letter of Intent (LI) for graduate programs or a Program Announcement (PA) for all other programs with a cover letter to the Executive Vice Chancellor and Provost (Provost) at: program.review@sysadm.suny.edu.  The process is described at the end of this form. 

	[bookmark: _Toc403736819]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)
Program Locations 
	List each out-of-state location where the program will be offered by partner institution name (if applicable), address, and state or country:

	c)
Proposed Program Information 

	Program Title:
	

	
	Award(s) (e.g., A.A., B.S.): 
	

	
	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)[footnoteRef:1] to which the program leads: [1:  If the proposed program leads to a professional license, a specialized form for the specific profession may need to accompany this proposal.  ] 


	d)
Campus Contact
	Name and title:
Telephone and email:

	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 jointly[footnoteRef:2] with one or more other institutions, provide the following information for each institution: [2:  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:  Program Identify and Abstract   



In no more than 300 words, describe the proposed program, including its purpose, academic content, structure, and duration.   


	Section 3:  Institutional Mission and Planning  



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

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

c) Summarize proposed arrangements for required external instruction (e.g., clinical instruction, agency placement, practice teaching, internships) and how those arrangements would affect other programs in the same facilities.  Attest to the sufficiency of proposed off-campus external instruction locations for projected enrollment.

d) What authorizations are necessary to offer academic programs at the proposed out-of-state location?
	Section 4:  Market Need and Demand    



a) Identify the need for the proposed program within the SUNY system in terms of the availability and capacity of similar programs offered by other SUNY campuses at the out-of-state location. If there could be a reasonable perception of duplication or redundancy, please provide the rationale for adding this program.

b) Identify similar programs at non-SUNY U.S. institutions, public and private, offered at the international location and, where appropriate, the potential impact on them.

c) Identify the potential need for this program in terms of the economy and/or educational needs of the area in which it is to be located.

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

	Section 5:  Resources and Projected Enrollment 



a) Will faculty from the home campus teach in the program or will additional faculty be hired?

b) What are the costs associated with the program and how will existing/anticipated resources address these costs?

c) Complete the table below and explain how projected 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
	
	

	No. of students enrolled at the main campus going to the out-of-state location
	
	



For other SUNY campuses responding to the Letter of Intent or Program Announcement
Do you have a similar or related program in the location proposed for this program? ● What has been your experience with the program and/or location? ● Would the introduction of this program have any effect, positive or negative, on your institution?   If so, please specify.  ● Do you perceive a need for this kind of program? ● Is there opportunity for articulation or inter-institutional cooperation?  Your response should be addressed to the President of the proposing campus with a copy to the Provost at program.review@sysadm.suny.edu. 

Letter of Intent/Program Announcement Process

· A campus must submit a LI or PA before submitting an Out-of-State Program Proposal for 50% or more of a credit-bearing program to be offered at an out-of-state location. 
 
· It is the responsibility of the proposing campus, by means of the LI or PA, to seek substantive information from other SUNY campuses (particularly those with experience with related programs) and to use this information to construct a sound program proposal that fully addresses any suggestions, concerns or objections expressed by other institutions or the office of the SUNY Provost.  

· The SUNY Provost reviews each LI or PA for accuracy and completeness as well as for substantive issues, such as alignment with campus mission, and requests changes when needed. 

· Once an LI or PA is acceptable, the SUNY Provost’s office circulates it in a weekly Program Review Update, which starts a 30-day comment period.  The Update is sent to all campus presidents, chief academic officers, and others who have requested to be on the SUNY Program Review listserv.  

· Within 30 days, the President of each interested campus should send comments to the President of the proposing campus, with a copy to the Provost at program.review@sysadm.suny.edu.  The comments may include advice and suggestions about articulation opportunities, enrollment trends in related programs, opportunities for cooperation, as well as concerns about potential competition with existing programs at similar locations, or other issues. 

· The proposing campus shall address any matters or concerns expressed by other SUNY institutions in response to the LI or PA before submitting its Out-of-State Program Proposal.

· Once the 30-day comment period is over and any objections have been resolved, the campus submitting the PA may proceed to develop and submit the proposal.  For a LI, the Provost’s office will send a written response to the proposing campus that may authorize the campus to proceed with the program proposal.


· A PA is valid for one year and a LI is valid for two years from the date of the Provost’s approval letter, which means that an Out-of-State Program Proposal must be submitted within the respective period.  If the LI or PA expires, the campus is required to submit another LI or PA to start the cycle again.  
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