PROCEDURE FOR PLANNING, ESTABLISHING, OR REVISING A NON-CURRICULAR, , UNIVERISTY-WIDE ACADEMIC INITIATIVE
1. This procedure is to be used for all non-curricular, university-wide academic initiatives.

2. The applicant/department prepares and approves a proposal and uses the proper cover routing sheet from the Faculty Handbook. The proposal should include the following:

a. Rationale for the initiative.

b. How does proposed initiative meet the University strategic planning objectives?

c. Detailed budget including 1st year start-up costs and subsequent maintenance costs.

d. Equipment needs.

e. Staffing needs (over a 4-year period, including release time, clerical time, etc.).

f. Any special room, facility, transportation needs.

g. How much library material is already available on campus; how much more library material would be needed?

h. Plans for program assessment and time schedule.

3. For all proposals:
a. 1 copy, via email attachment in Word and/or Excel format, sent to the UPBC Chair.

b. All materials, including appropriate signed cover sheet, should be routed from the applicant/department chair to UPBC. Relevant department chair signatures indicate that all other affected departments have been notified.

4. UPBC reviews the proposal to determine whether it fits into the strategic planning of the university and to assess the possibilities for staff, equipment, facilities, etc. If approved, the proposal is sent to the President (or designee) with simultaneous copy to the applicant/department chair(s). If disapproved, the proposal, with reasons, comments, or recommendations, is returned to the applicant/department chair(s). UPBC may consult with applicant and/or department(s) for clarification throughout the process.

5. After administrative review, the President (or designee) will simultaneously inform the applicant/department Chair(s), the UPBC Chair, and the appropriate Dean of administrative approval and anticipated starting date or of administrative disapproval with reasons, comments, or recommendations.
6. All records will be maintained in the Office of the Provost.

PROCEDURE FOR PLANNING, ESTABLISHING,OR REVISING NON-CURRICULAR, UNIVERSITY-WIDE ACADEMIC INITIATIVES*
PROPOSAL to Plan, Establish, Revise**​​___________________________________

NAME/CONTACT INFO OF APPLICANT:_________________________________

University Phone Number:___________________________  email:_________________

1. Relevant Department Signatures (Chair’s signature required, if departmental resources, including release time, are involved in request)

  
______________________________________________  Date:______________


  
______________________________________________  Date:______________


  
______________________________________________  Date:______________


2. University Planning and Budgeting Committee (Chair’s signature)


Approval________________________________________  Date:_____________


Disapproval (reasons, comments, recommendations)***____________________



__________________________________________________________________


__________________________________________________________________

3. Administrative Review (President’s (or designee’s) signature)


Approval________________________________________  Date:_____________


Disapproval (reasons, comments, recommendations)***____________________



__________________________________________________________________


__________________________________________________________________

4. Date returned to Chair of UPBC, applicant/department chair, & appropriate Dean:_______________________________________


All records will be maintained in the Office of the Provost.

*For example, initiatives that do not originate in a “home department,” but rather from across the university and serving a broader group.
**Attach all relevant information, including budget requests

***Use additional sheets if necessary
