Format for All Program Proposals (New Program, Modification, and Centers, Bureaus, and Institutes) 
The proposal must contain the following elements: 

Cover Page 
Name of the proposing institution 
Program Title including options, concentrations, tracks 
Date of submission
 Signature of the chief executive officer of the institution or system 

Program contact name and contact information 

Classification 
Program Title
Degree Designation

List of Emphases, if applicable 

Academic unit involved 

Designation, type, and level of degree (if a baccalaureate, please specify 4- or 5-year) 

Proposed date of implementation 

CIP code from the current USDOE's Classification of Instructional Programs 

Identification of Program as New or Modification 

Site 

Program qualifies for supplemental Palmetto Fellows Scholarship and LIFE Scholarship awards: Yes _____ No:______ 

Delivery mode
Justification 
This section must contain at least the following: 

Program Purposes:  A statement of the purposes and objectives of the program 

Program Need and Demand:  A discussion of the need for the program in the state, including but not limited to student demand or interest, anticipated employment opportunities for graduates, or demand for services, which must be quantified to the maximum extent possible, cover a reasonable period in the future beyond the anticipated date of graduation of the first classes, and must include sources of data. 

Program Relationship to Mission:  A discussion of the centrality of the program to the mission of the institution as that mission is currently defined by the Commission. 

Relationship of Proposed Program to Other Institutional Programs:  A discussion of the relationship of the proposed program to other related programs within the institution, including, if possible, description of strengths and weaknesses of the related programs as documented by evaluative reports of institutional and/or Commission consultants. 

Relationship of Proposed Program to other Similar Programs in South Carolina:  A description of similarities or differences between the proposed program and those with similar objectives offered at other institutions including discussion of similar programs within the state, and especially for graduate programs, the region, and the nation. The discussion should include reference to programs offered by independent institutions headquartered in South Carolina, the Academic Common Market, and web-based institutions. 

Enrollment 
This section must contain at least the following information: 

Admissions Criteria:  A discussion of admissions criteria specific to the program; 
A table showing projected total student enrollment in each term for at least the first three years for associate degree programs or the first five years for all other proposed programs. These figures should enumerate all students, including those who are already enrolled at the institution, those who transfer into the new program from other majors, and those who are new to the institution and to the program; 

	PROJECTED TOTAL ENROLLMENT 

	YEAR 
	FALL 
	SPRING 
	SUMMER 

	Headcount 
	Credit Hours 
	Headcount 
	Credit Hours 
	Headcount 
	Credit Hours 

	20xx – xx 

	20xx – xx 

	20xx – xx 

	20xx – xx 

	20xx-xx


A discussion of the process by which these estimates were made, including the pool or pools of students to be served; and 

º 

A table showing the estimated new student enrollments, by headcount and credit hours generated. This table is different from the one above in that the enrollments projected represent only new enrollments at the institution as opposed to students enrolled in other programs who change their majors (i.e., students already enrolled at the institution who transfer to the program must be excluded from this table). Use this table to figure new costs and revenues attributed to the proposed new program. 

	ESTIMATED NEW ENROLLMENT 

	YEAR 
	FALL 
	SPRING 
	SUMMER 

	Headcount 
	Credit Hours 
	Headcount 
	Credit Hours 
	Headcount 
	Credit Hours 

	20xx – xx 

	20xx – xx 

	20xx – xx 

	20xx – xx 

	20xx – xx 


Curriculum 
This section should contain at least the following: 

A sample curriculum for undergraduate programs and for graduate programs that will use a required core of courses; 

A brief explanation of the assessments of student learning outcome that will be used. 

A list, with catalog type descriptions, of all new courses that are to be added to the catalog within three years for associate degree programs or five years for all other degree programs. New courses should be clearly identified as such. 

Faculty 
This section should contain at least the following: 

A table detailing the rank (not name) and academic qualifications of each staff member who will be involved in the program (see below). 

	List Staff by Rank (e.g. Professor #1, Professor #2, Associate Professor #1, etc) 
	Highest Degree Earned 
	Field of Study 
	Teaching in Field (Yes/No) 


Enumeration and discussion of the necessary qualifications of new faculty (and staff) who will be added in support of the proposed program; 

In the case of currently-employed faculty or administrators, an explanation of proposed changes in assignment and of the extent to which each new assignment may require the addition of new positions to fulfill the former assignment; 

A statement of the institutional plan for faculty development as it may relate specifically to the proposed program, including but not limited to released time for research, consulting, conferences, or curriculum development; 

The institutional definition of the full-time equivalents (FTE); 

A table showing for at least the first three years (for associate degree programs) or five years (for all others), the number (headcount) and the full-time equivalent (FTE) of faculty, administrators, and/or staff to be used in the program, listing new and currently-employed faculty, administrators, and staff separately. An example for “Faculty” is shown below: 

	UNIT ADMINISTRATION/FACULTY/STAFF SUPPORT 

	YEAR 
	NEW 
	EXISTING 
	TOTAL 

	Headcount 
	FTE 
	Headcount 
	FTE 
	Headcount 
	FTE 

	Faculty 

	20xx – xx 
	2 
	.75 
	3 
	1.5 
	5 
	2.25 

	20xx – xx 
	5 
	2.25 
	5 
	2.25 

	20xx – xx 
	2 
	1.0 
	5 
	2.25 
	7 
	3.25 

	20xx – xx 
	1 
	.75 
	7 
	3.25 
	8 
	4.00 

	20xx – xx 
	8 
	4.00 
	8 
	4.00 

	TOTAL 
	5 
	2.5 
	3 
	1.5 
	8 
	4.00 


The format for the full table is on the following page:
	UNIT ADMINISTRATION/FACULTY/STAFF SUPPORT 

	YEAR 
	NEW 
	EXISTING 
	TOTAL 

	Headcount 
	FTE 
	Headcount 
	FTE 
	Headcount 
	FTE 

	Administration 

	20xx – xx 

	20xx – xx 

	20xx – xx 

	20xx – xx 

	20xx – xx 

	Faculty 

	20xx – xx 

	20xx – xx 

	20xx – xx 

	20xx – xx 

	20xx – xx 

	Staff 

	20xx – xx 

	20xx – xx 

	20xx – xx 

	20xx – xx 

	20xx – xx 


Physical Plant 
This section should contain at least the following: 
An explanation of whether, or to what extent, the existing physical plant will be adequate to provide space for the program for at least the first five years (three years for two-year colleges); 

A discussion of any additional physical plant requirements during the foreseeable future, including any modifications to existing facilities and an explanation of how these are to be financed. 

Equipment 
This section should contain at least the following: 

A brief discussion and identification of major equipment items that may be needed for at least the first five years (three years for two-year colleges). Normal acquisitions of commonly used items for instruction and research may be excluded. 

Library Resources 
This section should contain at least the following: 

A quantitative comparison of the institution's current holdings with a standard guide (such as the ALA Standards for College Libraries) in relationship to the new program being proposed; 

A qualitative assessment of current holdings in view of the new program being proposed; 

A quantitative estimate of acquisitions that may be needed annually for at least the first five years (three years for the two-year colleges) and the estimated additional cost of these; 

The statewide higher education electronic library may be included as part of the library’s resource base when making calculations of need for library resources for a new or modified program proposal. Although this resource brings substantial resources to bear, it does not obviate the need or desirability of all other additional library resources for a new program. 

Accreditation, Approval, Licensure, or Certification
This section should contain at least the following: 

If the proposed program is subject to specialized or professional accreditation or approval by any state agency other than the Commission, a brief description of the accreditation or approval process, a statement as to whether such accreditation or approval will be sought, and when that accreditation or approval may be reasonably expected ; 

If graduates of the proposed program are subject to licensure or certification by any public or private agency, a brief description of that process and of the ways in which the proposed program will ensure that such certification or licensure, if obligatory, can reasonably be expected to be achieved by graduates. 

Proposed education programs should also contain the following: 

For programs that lead to initial teacher certification or to licensure/certification of other school personnel (e.g., principals, superintendents, counselors), a concise but complete description of how the proposed program addresses national Specialty Professional Association standards and State Content Standards; and 

For programs at the graduate level that focus directly on teacher education (not educational leadership, etc.), a concise but complete description of how the proposed program addresses the core propositions of the National Board for Professional Teaching Standards. 

Articulation 
This section should contain a description of the institution’s efforts to link the proposed program to similar programs offered by other South Carolina institutions. 

Proposed associate level programs should show a path for graduates to move into a related baccalaureate program, as appropriate. 

Proposed baccalaureate-level programs should show an entry path for students from two-year institutions, as appropriate. 

If the proposed program leads to a degree that is normally considered to be a terminal degree, the institution should so state in this section. 

Institutions should highlight collaboration with other state institutions in this section. 

If a program cannot show progress towards articulation agreements or inter-institutional collaboration, it should explain the lack thereof in this section. 

New Program Cost and Funding Display Model

Estimated Costs and Sources of Funding

This section should contain at least the following: 

A table showing estimated annual costs for at least the first three years for associate degree programs and for the first five years for all others (see Table E, next page);

Information regarding how estimated program costs will be covered. In this section, institutions should estimate tuition funding generated by students in the program; "Other State Funding," meaning special legislative appropriations; reallocation of existing funds from within the institution, to include sources of the reallocated funds; federal funding; other funding; and

A statement as to whether or not "unique cost" or other special state appropriations will be required or requested. 

Table E - Costs to the Institution and Sources of Financing

	ESTIMATED COSTS BY YEAR

	CATEGORY
	1st
	2nd 
	3rd 
	4th 
	5th 
	TOTALS

	Program Administration
	
	
	
	
	
	

	Faculty Salaries
	
	
	
	
	
	

	Graduate Assistants
	
	
	
	
	
	

	Clerical/Support Personnel
	
	
	
	
	
	

	Supplies and Materials
	
	
	
	
	
	

	Library Resources
	
	
	
	
	
	

	Equipment
	
	
	
	
	
	

	Facilities
	
	
	
	
	
	

	Other (Identify)
	
	
	
	
	
	

	TOTALS
	
	
	
	
	
	

	SOURCES OF FINANCING BY YEAR

	Tuition Funding
	 
	 
	 
	 
	 
	 

	Program-Specific Fees
	 
	 
	 
	 
	 
	 

	State Funding 
	 
	 
	 
	 
	 
	 

	Reallocation of Existing Funds*
	 
	 
	 
	 
	 
	 

	Federal Funding
	 
	 
	 
	 
	 
	 

	Other Funding (Specify)
	 
	 
	 
	 
	 
	 

	TOTALS
	 
	 
	 
	 
	 
	 


*Specify significant internal sources of reallocated funds. Add additional rows as necessary.)
Institutional Approval 
This section must include a list of titles of all internal institutional bodies of which approval was required, such as faculty committees and the institutional governing board, and the dates on which each body approved the program. Such approval is required prior to the submission of program proposals to the Commission. 

