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Before submitting a proposal for a new program leading to a degree, a SUNY campus must submit a cover letter signed by the Chief Executive or Chief Academic Officer and a completed Program Announcement (PA) for an undergraduate proposal or a Letter of Intent (LI) for a graduate proposal leading to a degree.[footnoteRef:1] These should be submitted as one PDF file to the SUNY Provost at program.review@.suny.edu.   [1:  Neither a PA or an LI is generally required for programs leading to certificates or advanced certificates.] 

	[bookmark: _Toc347399857]
Section 1. General Information  

	Item
	Response (type in the requested information)

	a)  Institutional Information

	Campus(es) name and address where the entire program will be offered
	SED Institution Code

	b) 
	
	

	c) Program Locations

	List the name and address of each extension site or extension center where courses, not the entire program, will be offered, or check here [     ] if not applicable. SUNY policy on off-campus locations

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

	d) Proposed
Program Information 

	Program Title:
	

	
	Award(s) (e.g., BA, MS, MAT): 
	

	
	Total Program Credits:[footnoteRef:2] [2:  SED requires that all advanced certificate programs leading to a base teaching certificate for teachers already holding initial certification must include at least 15 credits. ] 

	

	
	Proposed Program Codes:  
	HEGIS Code   [                         ]      CIP 2010 Code   [                          ]

	
	Expected date of next CAEP accreditation visit:

	
	New York State certificate title(s) and level to which the program leads

	
	Certificate Title(s)
	Initial, Professional, Initial/Prof

	
	
	

	d) Contact  Person for Proposal 
	Name and title:
Telephone:	                           		        E-mail:

	e) Chief Executive or Chief Academic 
Officer Approval 

	Name and title:
Email for receiving comments:  
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, CEO’s name and title:


	
Section 2.  Program Summary



In 300 or fewer words, describe the proposed program, including its purpose, content, structure, and whether part-time (PT) and/or full-time (FT).

	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 or leading to the same certifications and the expected impact on them.  

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



a) Focusing on each certification title, 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 the nation. 

b) Focusing on each certification title, 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 explain the potential impact on them.

d) Estimate employment opportunities in the area of preparation and explain how the estimates were made.  

	Section 5.  Resources and Enrollment



a) Does the institution have existing faculty qualified for this program?  If applicable, explain what additional faculty will be hired and when.

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  


 
List all courses in the curriculum to show the entire structure and content of the program. Expand or duplicate the table as needed.
Will a Seamless Transfer Waiver Request (Form EPP P) be requested for this program:  ____Yes    ____No

	Course Title
	Credits
	
	Course Title
	Credits

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total required credits:
	
	
	
	







Procedure for Program Announcements (PA)

1. A SUNY campus must send a PA to the SUNY Provost at program.review@suny.edu before submitting a proposal for a new program leading to an undergraduate degree.  Unless requested by the SUNY Provost, a PA is not required for a program leading to an undergraduate certificate, for a new program being created by combining existing registered programs (e.g., multi-award programs and/or multi-institution programs), or for a new program being created from a track, specialization, or concentration in a registered program. 

2. The SUNY Provost’s Office reviews each PA 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. Once a PA is acceptable to the SUNY Provost, it is announced on the SUNY Program Review listserv in a weekly Program Review Update, which starts a 30-day intra-SUNY comment period.  The listserv includes all campus presidents, chief academic officers, and others upon request.  The PA enables other SUNY campuses – particularly those with experience with related programs – to provide information to the proposing campus that can be used to construct a sound program proposal.  

4. The President of each interested campus must send comments within 30 days of a PA’s publication in the Program Review Update to the President of the proposing campus, with a copy to the Provost at program.review@suny.edu.  Comments may include advice and suggestions about possible articulation opportunities, enrollment trends in related programs, and opportunities for cooperation, as well as concerns or objections.  

5. Once the 30-day comment period for a PA ends, and any concerns and/or objections have been resolved, the campus may prepare a full proposal for the SUNY Provost and, when required, begin the external evaluation process (See External Evaluation Report, Form EPP 2D). Note that the campus will not necessarily receive an approval letter from SUNY for a PA following the comment period.

6. A PA expires one year after its publication in the Program Review Update.   If the proposing campus does not submit a program proposal to the SUNY Provost before a PA expires, the campus must submit another PA to start the process again.  

Optional, Illustrative Questions to Consider
for SUNY campuses responding to the Program Announcement

● Do you have a similar or related program?   ●What has been your experience with the program?    ●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?   ●Does the program offer an opportunity for articulation or inter-institutional cooperation?  
Your response must be in writing, from your President, and addressed to the President of the proposing campus, with a copy to the SUNY Provost at program.review@suny.edu. 



Procedure for Letters of Intent (LI)

7. A SUNY campus must send an LI to the SUNY Provost at program.review@suny.edu before submitting a proposal for a new program leading to a graduate degree.  Confirmation of submission will be an automated response that it has been received.  Unless requested by the SUNY Provost, an LI is not required for a program leading to a graduate-level advanced certificate (also called a certificate of advanced study), for a new program being created from existing registered programs (e.g., multi-award programs and/or multi-institution programs), or for a new program being created from a track, specialization, or concentration in a registered program. 

8. 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. 

9. Once an LI is acceptable to the SUNY Provost, it is announced on the SUNY Program Review listserv in a weekly Program Review Update, which starts a 30-day intra-SUNY comment period.  The listserv includes all campus presidents, chief academic officers, and others upon request.  The LI enables other SUNY campuses – particularly those with experience with related programs – to provide information to the proposing campus that can be used to construct a sound program proposal.  

10. The President of each interested campus must send comments within 30 days of an LI’s publication in the Program Review Update to the President of the proposing campus, with a copy to the Provost at program.review@suny.edu.  Comments may include advice and suggestions about possible articulation opportunities, enrollment trends in related programs, and opportunities for cooperation, as well as concerns or objections.  

11. Once the 30-day comment period for an LI ends, and any concerns and/or objections have been resolved, the campus must wait to receive a written approval letter from the SUNY Provost (or a designee) that also explains the selection process for external evaluators (See External Evaluation Report, Form EPP 2D) and/or other next steps.  

12. An LI expires two years after the date of the approval letter from the SUNY Provost’s office.  If the proposing campus does not submit a program proposal to the SUNY Provost before an LI expires, the campus must submit another LI to start the process again.  


Optional, Illustrative Questions to Consider:
For other SUNY campuses responding to the Letter of Intent 

● Do you have a similar or related program?   ●What has been your experience with the program?    ●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?   ●Does the program offer an opportunity for articulation or inter-institutional cooperation?  

Your response must be in writing, from your President, and addressed to the President of the proposing campus, with a copy to the SUNY Provost at program.review@suny.edu. 
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