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	PROGRAM PROPOSAL



	Save this blank document to your hard drive and complete it electronically. To enter content for a field, click inside the shaded area or box for that field. Include only one program per proposal form and save often. Answer Yes/No questions by placing an “x” in the appropriate box. NOTE: Processing instructions are at the end of this document. Please do not remove items from the form.


	Dept.:
	
	Contact Person:
	

	Phone:
	
	Email:
	

	BLANK CELL

	1. Clearly state your proposal. If you are proposing a new course, please attach the course syllabus in a separate file when submitting your electronic proposal. You do not need to submit a hard copy of the course syllabus. (The box below will automatically expand as needed to accommodate content. All content visible in this electronic version will appear in hard copies.)

	

	BLANK CELL

	2. Rationale for your proposal (The box below will automatically expand as needed to accommodate content. All content visible in this electronic version will appear in hard copies.)

	

	BLANK CELL

	3. Department Vote
	For:
	
	Against:
	
	Abstain:
	


	Approval Signatures (required)

	

	

	Department Chair:
	
	Date:
	

	


BLANK LINE
	

	

	Dean:
	
	Date:
	

	


BLANK LINE

	NOTE: Allow 48 Hours for Registrar’s Approval. Failure to do so will prevent proposal from being placed on the agenda.

	

	

	Registrar:
	
	Date:
	

	


BLANK LINE

	

	

	Provost:
	
	Date:
	

	


BLANK LINE

	Approval Signatures (as needed)

	

	

	Teacher Ed Chair:
	
	Date:
	

	


BLANK LINE

	

	

	Graduate Council Chair:
	
	Date:
	

	


BLANK LINE
	

	

	Other (e.g., ext. agency):
	
	Date:
	

	


BLANK LINE

	4. Does this proposal affect any other departments?
	Yes:
	
	No:
	
	

	BLANK CELL

	If yes, which one(s) and how?

	

	BLANK CELL

	Affected Department Chair: 
	Agree:
	
	Disagree:
	
	

	BLANK CELL

	

	

	Chair’s Signature: 
	
	Date:
	

	


BLANK LINE
	5. Does this proposal involve the creation of new courses and/or revisions to existing courses?
	
	
	
	
	

	
	Yes:
	
	No:
	
	

	

	If yes, attach a course proposal form for each course being revised.


	6. Does this proposal require any additional resources?
	Yes:
	
	No:
	
	

	If yes, be specific:

	


BLANK LINE

	7. Does this proposal affect your department’s Degree Pathway?
	Yes:
	
	No:
	

	
	
	
	
	

	8. Does this proposal affect your department’s CAA Baccalaureate Degree Plan?
	
	
	
	

	
	Yes:
	
	No:
	


9. Email the completed form to the Subcommittee chair (jaime.martinez@uncp.edu) and the Assoc. VC for Planning and Accreditation (elizabeth.normandy@uncp.edu). For new programs, attach as a separate document to the email a copy of your program proposal as you want it to look in the catalog. For program revisions, attach a file containing the existing catalog information and the revised version you would like to see in the catalog. 
10. Print all pages of this form including the Committee Use Only page. Deliver the signed hard copy to the office of the Subcommittee Chair (Dial, Room 209). 

	Committee Use Only:

	Dept.:
	
	Contact Person:
	

	BLANK CELL

	Program Proposal File Name: 
	

	BLANK CELL

	Curriculum Subcommittee Action:

	BLANK CELL

	The subcommittee considers this proposal to be (e.g., minor revisions, new course, etc.):

	

	BLANK CELL

	Provisions to be met (if any):

	

	BLANK CELL

	Votes

	BLANK CELL

	Curriculum Subcommittee Vote 
	For:
	
	Against:
	
	Abstain:
	
	

	BLANK CELL

	

	

	Curriculum SC Chair:
	
	Date:
	

	

	

	Academic Affairs Vote
	For:
	
	Against:
	
	Abstain:
	
	

	

	

	

	Academic Affairs Chair:
	
	Date:
	

	

	

	Faculty Senate Vote
	For:
	
	Against:
	
	Abstain:
	
	

	

	

	

	Faculty Senate Chair:
	
	Date:
	

	


Instructions for Program Proposal Forms
General Instructions: Proposing Departments/Schools are to consult the Faculty

Handbook (Section II, Chapter 5 on Curriculum Development and Revision Process at http://www.uncp.edu/aa/handbook) with regard to proposal construction and process.  

Curriculum Forms can be found at:

http://www.uncp.edu/aa/resources/forms/index.htm
An electronic version of the proposal (without signatures) must reach the Chair, Subcommittee on Curriculum, at least ten days prior to a meeting. This will be used to construct the Agenda.

A completed hard copy of the proposal (with all signatures) must reach the Chair, Subcommittee on Curriculum, on the Monday prior to a meeting.  Failure to meet the deadlines for electronic and hard copy forms will result in the exclusion of proposals from the agenda. 

Program Proposal Form: This form is used for creating, deleting, or modifying a program (i.e., a major, minor, or a degree program e.g., MS in Physics).
a. Step One: Complete sections #1-8.

b. Step Two: Print all pages of this document except Instructions for Program Proposal Forms.
c. Step Three: Save the electronic copy to your hard drive.

d. Step Four: Create an email and attach the document, as well as the catalogue description, add the Chair of Curriculum and the Associate Vice Chancellor of Planning and Accreditation to the recipient list, and click send.

e. Step Five: Submit signed, hard copy forms along with catalogue description (as a Word document) attached, and deliver to the Chair of Curriculum by 5 p.m. on the Monday prior to a meeting.

If the proposal needs approval from a body outside UNC-Pembroke (e.g. Office of the President, etc.), then it is the responsibility of the proposing department to monitor and obtain that approval. Approval or failure to obtain approval by the end of the academic year must be communicated to the Faculty Senate by the proposing department for forwarding to Registrar or recall of the proposal. Proposing department must also arrange to update the catalog when approval is received.

It is the responsibility of the proposing department to obtain all required signatures prior to submission to the Subcommittee on Curriculum. This also includes signatures from Chairs of other Departments or other programs that may be affected by the change.
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