CHECKLIST OF REQUIRED DOCUMENTATION

FOR LETTERS OF INTENT AND NEW PROGRAM PROPOSALS

(other than those for programs leading to certification in teacher education*)

I. LETTERS OF INTENT

	ITEM
	REQUIRED

	Cover Page with the Program Title and Date of College Governance Approval 
	Yes

	Table of Contents
	Optional

	Course Scheduling
	No

	Faculty Teaching Assignments (Fulltime & Part-time)
	No

	Revenue & Expenditures
	CUNY form optional at this stage; information may be provided as part of the narrative. 

	New Resources
	Yes SED form required

	Course Descriptions for Existing Courses and Syllabi for New Courses
	Course Descriptions Required.

	Survey Instrument and Results
	If a survey was conducted include the results and a copy of the survey instrument.

	Articulation Agreement(s)
	LOI should refer to steps taken towards developing an articulation agreement. 

	Affiliation Agreement(s)
	No, not at the LOI stage. Will be required by the proposal if necessary.

	External Evaluations
	No, not at the LOI stage. Graduate level programs require two reports by outside evaluators. Optional for other programs. 


______________________

*Please note: Proposals for Teacher Education programs require a special set of SED forms, specific to each program type.  Please consult the documents “Registrations of Programs Preparing Classroom Teachers” and “Registration of Programs Leading to Certification” at http://www.highered.nysed.gov/ocue/aipr/register.html.

 In addition, the SED Budget Forms are also required for presentation of the proposal to the Board of   Trustees.
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II. FULL PROPOSAL

	Item
	REQUIRED

	Cover Page with the Program Title, all dates of College Governance Approval, and signature of the Provost
	Yes. (SED cover page is optional)



	Table of Contents
	Yes.

	Course Scheduling
	Yes. SED form required.

	Faculty Teaching Assignments (Full-time & Part-time)
	Yes. SED form required.

	Faculty to be hired
	Yes.  SED form required.

	Budget Projected Resources, and Expenditures
	Yes. CUNY form required.

	New Resources
	Yes. SED form required.

	Course Descriptions for Existing Courses and Syllabi for New Courses
	Yes. Please note that after the program has been approved by the Board of Trustees, new course descriptions must be submitted the following month for approval via the Chancellor’s University Report. 

	Survey Instrument and Results
	Optional. If the college conducted a survey to determine the need for the program, the actual survey form should be appended, as well as a summary of the findings.

	Articulation Agreement(s)
	Required for all undergraduate programs, except for A.A.S. programs if there is no relevant program at the bachelor’s level.  Not required for graduate and certificate programs.

	Affiliation Agreement(s)
	Required only if the program involves cooperative arrangements, e.g., with hospitals or agencies that provide opportunities for clinical training.

	External Evaluations
	Graduate level programs require two reports by outside evaluators. Optional for other programs.


