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UNDERGRADUATE PROGRAM ROUTING SHEET

NEW (OR SIGNFICANTLY REVISED) MAJOR or MINOR
School/Department/Program Submitting Proposal _________________________________

Title of Proposed Major/Program ______________________________________________

1. Proposal prepared by ___________________________________             Date ____________

2. Departmental review ___________________________________
  



Approved ____     Not Approved ____
(Chair’s signature)       Date ____________

3. Dean review __________________________________________
  



Supported ____     Not Supported ____
(Dean’s signature)   Date ____________

4.
(4a and 4b occur simultaneously.)


a.  Curriculum Committee review ____________________________  



Approved ____     Not Approved ____
(Chair’s signature)  Date ____________


b.  Council of Academic Deans review ________________________




Supported ____     Not Supported ____               (VPAA’s signature)      Date__________

5.
(5a and 5b occur simultaneously.)


a.  Academic Senate approval _______________________________

Date ____________


b.  Loyola Conference approval (if resources are required) ____________
Date ____________

6.
VP for Academic Affairs review ___________________________  



Supported ____     Not Supported ____               (VPAA’s signature) Date ____________

7.
President approval   _____________________________________

Date ____________

8.
Board of Trustees approval (new programs only)  ________________
Date ____________
9. 
MHEC endorsement (Not required for Minors)

Date ____________

10.
Report approval to appropriate University Departments ____(Asst. VPAA)  Date ________

UNDERGRADUATE COVER SHEET
FOR

NEW (OR SIGNFICANTLY REVISED) MAJOR

NEW (OR SIGNFICANTLY REVISED) MINOR

COURSE CHANGES REQUIRING REVIEW BY CURRICULUM COMMITTEE

Title of Proposed Program or Action: 

School/Department/Program Submitting Proposal: 

Proposed Implementation Date: 

Type of Program or Action (check one):

	_____
New Major

_____
Significantly Revised Major

_____
New Concentration in an existing Major
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	Use the New Majors Guidelines. Complete the Finance Data Form.

Include the Majors Routing Form.

	_____
New Minor

_____
New Interdisciplinary Minor

_____
Significantly Revised Minor
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	Use the New Minors Guidelines.

Include the Minors Routing Form.

	_____
Change in Name only

_____
Change in Core courses, requirements, or prerequisites

_____
Changes in other courses affecting requirements in other departments or interdisciplinary programs cross-listed courses.
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	 No specific form is required.

Include an “Impact Statement” assessing the effects on other departments and written statements of support or non-support from those departments, such as:  Honors program, study-abroad programs, interdisciplinary minors or majors, pre-medical or pre-law students, and majors that require courses outside the department
 Include the Course Changes Routing Form.


I.
Rationale and Need for the Program
A.
Describe the extent to which this program is central to the institutional mission, the planning priorities of the campus, and its relationship to the instructional program emphasis.

B.
Describe how this program meets a critical and compelling regional or statewide need as identified in the Maryland state plan.

C.
State the specific local, State, and/or national needs for graduates of the proposed program.  Describe job opportunities that are available to persons who complete the program.  Provide evidence of market demand through supporting data including results of surveys which have recently been conducted.  Present data showing the current and projected supply of graduates from existing programs in the State, if any.

D.
Provide evidence of student interest in the program.  What are the projections of program majors full-time and part-time for each of the first five years of the program?

E.
Project the number of graduates for the first five years of the program following the first year of awarding the degrees.

F.
If a similar program exists in the State, describe the similarities or differences in the degree to be awarded, the area(s) of specialization, and the specific academic content of the program or course study.
II.
Course of Study Leading to the Proposed Degree


A.
State the educational objectives of the program.

B.
Describe the program, as it would appear in a catalog, including each area of concentration.

C.
List the courses (title, number, semester credit hours, and catalog description) that would constitute the requirements and other components of the proposed program.  Indicate which are currently offered and which will be new (indicate new courses with an X).

D.
If applicable, describe any selective admissions policy or specific criteria for students selecting this major field of study.

E.
Describe expected student learning outcomes for the proposed program and directly relate these to the general curricular requirements of the program.
III.
Faculty

A.
Provide a list of current faculty (and areas of expertise) who will teach in the program.

B.
List faculty by rank required for full implementation of the program.  Indicate which additional faculty members are to be hired and describe their qualifications.

IV.
Accreditation

A.
Does the institution intend to seek accreditation for this program by one of the specialized accrediting bodies recognized by the U.S. Department of Education?

B.
Does the institution intend to seek any State licensure or certification requirements which may be necessary for graduates to be employed in this field of study?

C.
Describe any additional resources, including facilities, required to gain accreditation or licensure.

V.  Cooperative Arrangements

A.
Describe cooperative arrangements with other institutions and organizations that may be used to offer this program.  Specify the nature of such agreements and attach any formal statements of agreement that have been developed.

B.
All public institutions shall show evidence of the development and dissemination of Recommended Transfer Programs (RTPs) in cooperation with sending/receiving institutions.  All institutions shall also provide evidence that the RTPs are available to students through ARTSYS or in written form.  In order to foster articulation with K-12, community colleges will also identify parallel curricula to secondary schools.

VI.
Library Requirements

Provide a brief shelf analysis of existing resources to support the proposed program.  Indicate the need for additional on-site resources and over what time period you expect that they will be acquired.  Discuss additional provisions for access to library holdings –  e.g. inter-library loan, local library holding, the UMS integrated library system, and/or other computerized systems that allow access to library resources housed at other institutions.  Attach letters of agreement if appropriate.

VII.
Facilities and Equipment

A.
How will the proposed program impact on the use of existing facilities and equipment?

B.
Describe additional facilities, facility modifications, and equipment that will be required for use in the proposed program.  Indicate the status of the facility and equipment requests to support your needs.

VIII.
Minority Student Achievement

Identify specific actions and strategies which will be utilized in the recruitment and retention of other-race students.

IX.
Low-Productivity Programs

Those low-productivity programs directly related to the proposed program should be addressed.  Careful review should consider the fiscal resources (faculty, administration, library resources, and general operation expenses) currently devoted to the low-productivity programs and how those resources can be redistributed to help fund the proposed program.

X.
Finance

This information is requested to permit the Secretary to assess the adequacy of resources requested to support this program.  Complete Tables 1 and 2.  Please provide a narrative rationale for each of the resource requirements. 
TABLE 1:  RESOURCES

1.
Reallocated Funds

Data:  Enter the amount of funds for the first five years of implementation that 
will be reallocated from existing campus resources to support the proposed 
program.  This would include funds reallocated from the discontinuance or 
downsizing of academic programs.


Narrative:  Analyze the overall impact that the reallocation will have on the 
institution, particularly on existing programs and organizational units.

2.
Tuition and Fee Revenue
Data:  Enter the estimated tuition and fee revenue that will be directly attributable to students new to the institution enrolled in this program each year.  The revenue should be calculated by multiplying the tuition rate by the projected annual FTE enrollment.


Narrative:  Describe the rationale for the enrollment projections used to calculate 
tuition and fee revenue.

3.
Grants and Contracts

Data:  Enter the amount of grants, contracts or other external funding which will 
become available each of the five years as a direct result of this program.


Narrative:  Provide detailed information on the sources of the funding.  Attach copies of documentation supporting the funding.  Also, describe alternative methods of continuing to finance the program after the outside funds cease to be available.


Conditional approval may be granted to a proposal which is dependent on grant funds which have not been officially awarded at the time of proposal submission, but in which substantial evidence has been provided to indicate a favorable review and an impending grant award is imminent.


Under these conditions, program approval may be granted for a twelve-month 
period. During this period, the program may not be implemented.  Full program 
approval is granted only after funding documentation is accepted.  Under 
extraordinary circumstances, a one-time extension to conditional approval may be 
granted to an institution that provides compelling information to warrant an 
extension.
4.
Other Sources

Data:  Enter any additional funds from sources other than in 1, 2, and 3 that have
been specifically designated for the program.


Narrative:  Provide detailed information on the sources of the funding, including 
supporting documentation.

5.
Total Year

Data:  Total the financial resources that will be available for each year of program 
implementation.  Include cumulative as well as one-time resources.


Narrative:  Additional explanation or comments as needed.

	TABLE 1:  RESOURCES 


	Resources Categories
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5

	1. Reallocated Funds


	
	
	
	
	

	2. Tuition/Fee Revenue

    (c+g below)
	
	
	
	
	

	a.
#F.T Students


	
	
	
	
	

	b.
Annual Tuition/Fee

     Rate
	
	
	
	
	

	c.
Annual Full Time  

     Revenue (a x b)
	
	
	
	
	

	d.
# Part Time Students


	
	
	
	
	

	e.
Credit Hour Rate


	
	
	
	
	

	f.
Annual Credit Hours


	
	
	
	
	

	g.
Total Part Time 

       Revenue (d x e x f)
	
	
	
	
	

	3. Grants, Contracts, &  

    Other External

    Sources

	
	
	
	
	

	4. Other Sources


	
	
	
	
	

	TOTAL (Add 1 – 4)


	
	
	
	
	


TABLE 2:  EXPENDITURES

1.
Faculty (# FTE, Salary, and Benefits):  Enter (a) the cumulative number of new full-time equivalent faculty needed to implement the program each year, (2) the related salary expenditures, and (3) the related fringe benefit expenditures.  (For example, if two new faculty members are needed, one in the first year and one in the second, the full-time equivalency, salary, and benefits for one member should be reported in Year 1, and the same information for both members should be reported in Year 2 and each successive year.)

2.
Administrative Staff (# FTE, Salary, and Benefits):  Enter the cumulative number of new full-time equivalent administrative staff needed to implement the program each year, (2) the related salary expenditures, and (3) the related fringe benefit expenditures.

3.
Support Staff (# FTE, Salary, and Benefits):  Enter the cumulative number of new full-time equivalent support staff needed to implement the program each year, (2) the related salary expenditures, and (3) the related fringe benefits expenditures.

4.
Equipment:  Enter the anticipated expenditures for equipment necessary for the implementation and continuing operation of the program each year.

5.
Library:  Enter the anticipated expenditures for library materials directly attributable to the new program each year.

6.
New and/or Renovated Space:  Enter anticipated expenditures for any special facilities (general classroom, laboratory, office, etc.) that will be required for the new program.  As a footnote to the table or in attached narrative, indicate whether the renovation of existing facilities will be sufficient or new facilities will be necessary.

7.
Other Expenses:  Enter other expenditures required for the new program.  Attach descriptive narrative or provide footnotes on the table.  Included in this category should be allowances for faculty development, travel, memberships, office supplies, communications, data processing, equipment maintenance, rentals, etc.

8.
Total Year:  Add each expenditure (continuing and one-time) to indicate total expenditures for each year of operation. 

TABLE 2:  EXPENDITURES

	Expenditure

Categories
	Year 1
	Year 2
	Year 3
	Year 4
	Year 5

	1.  Faculty

(b + c below)
	
	
	
	
	

	   a. # FTE
	
	
	
	
	

	   b.  Total

Salary
	
	
	
	
	

	   c.  Total

Benefits
	
	
	
	
	

	2.  Admin.

Staff

  (b+c below)
	
	
	
	
	

	   a.  # FTE
	
	
	
	
	

	   b.  Total

Salary
	
	
	
	
	

	   c.  Total

Benefits
	
	
	
	
	

	3.  Support

Staff

 (b+c below)
	
	
	
	
	

	   a.  # FTE
	
	
	
	
	

	   b.  Total

Salary
	
	
	
	
	

	   c.  Total

Benefits
	
	
	
	
	

	4. Equipment
	
	
	
	
	

	5. Library
	
	
	
	
	

	6. New or Renovated Space
	
	
	
	
	

	7. Other Expenses
	
	
	
	
	

	8. TOTAL

(Add 1 – 7)
	
	
	
	
	


� Whenever reallocated funds are included among the resources available to new programs, the following information must be provided in a footnote—origin(s) of reallocated funds, impact of the reallocation on the existing academic program(s), and manner in which the reallocation is consistent with the institution’s strategic plan.


� This figure should be a realistic percentage of tuition and fees which will be used to support the new program.  Factors such as indirect costs linked to new students and the impact of enrolling continuing students in the new program should be considered when determining the percentage.  


� Whenever external funds are included among the resources, the following information must be provided in a footnote


--source of the funding and alternative methods of funding the program after the cessation of external funding.
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