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New Program Process Narrative 

Office of Graduate Programs 

 

The following process should be used to propose and implement a new residential graduate program or offering. 

This includes a new program with or without substantive changes, tracks, and certificates. To see a visualization 

of this process, please reference the new program process map. Please note that the timeframe for this process is 

12-24 months for a new program proposal that is a substantive change. 

 
Order Step Description 

1 Idea Database 

The idea database is an ongoing repository of prospective residential 

graduate programs. ACU constituents from across the university can submit 

their program ideas to the Office of Graduate Programs (OGP) for 

consideration. This database is an evolving work to which administrators 

can refer often. 

2 Proposal 

The idea originator, with feedback from her/his dean, begins the new 

program proposal process by completing and submitting the New Program 

Pro Forma Development Fact Sheet to the OGP.  

 

This form identifies possible audiences for the degree, internet search terms, 

hours required, possible course titles, secondary accreditation needs, a 

program champion, etc.   

3 
Provost’s Office 

Review 

The OGP schedules a meeting with the Provost’s Office team (Provost, 

Vice Provost, Assistant Provost for Graduate Programs, Assistant 

Provost/SACSCOC Liaison) to review the New Program Pro Forma 

Development Fact Sheet and approve to continue to the next step.  

4 Deans’ Group Review 

The Deans’ Group, including deans on campus and the Dean of the College 

of Graduate and Professional Studies, reviews the New Program Pro Forma 

Development Fact Sheet and provides feedback. 

5 
Determination of 

Strategic Fit 

Based on feedback and documents submitted and in consultation with the 

Provost and deans, the Assistant Provost for Graduate Programs will 

determine the strategic fit of the proposed program. The Assistant Provost 

for Graduate Programs will convey the decision and rationale to the faculty 

champion. If viable, the next phase of study begins.  

6 
Consultation with 

OGP 

The OGP, in consultation with the program champion, develops a timeline 

for the next phase of study. 

7 

Develop Budget Plan, 

Prelim. Market Study, 

etc.  

The champion and OGP define a budget (quick pro forma), field RFPs for a 

market study, and develop plans to engage finance, the registrar, financial 

aid, the library, and the Center for International Education to execute the 

program.  

8 

Approval to advance 

and funding of next 

steps 

Once a plan is created, the Provost grants approval and determines funding 

for a formal viability study. If funding is granted, the President is notified 

about the proposed program and its potential. 

9 

Pro forma and market 

study conducted, 

marketing strategy 

formalized (OGP) 

The OGP begins formal work creating a financial pro forma, obtaining a 

market study, formalizing a marketing and recruiting strategy, etc.  

 

If any of these elements show the program is not viable, then work ceases 

on the proposal and the idea returns to the idea database for later 

consideration.  
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10 
Final Review by 

Provost’s Office 

At the request of the OGP, the Provost’s Office reviews all related 

documentation, identifies funding sources for program development, and 

gives approval to proceed to governance.  

11 
Office of Institutional 

Effectiveness Notified 

The program champion consults with SACSCOC liaison for review and 

feedback during the engagement phase to determine whether the proposed 

program is a substantive change. 

 

Note that SACS has recently imposed new dates for Substantive Change 

proposals due to the volume of submitted proposals. Programs that include 

a substantive change need to be submitted to SACS by January 1 for a Fall 

start and July 1 for a Spring start.  

12 
New Program App 

completed 

The program champion takes the lead in completing the New Program 

Application, including any required supporting documentation. If the new 

program is a substantive change, then a prospectus should accompany the 

new program application. If it is not a substantive change, then the rationale 

for this decision must be documented at this stage. 

13 Governance Process 

The program champion takes the application and other required 

documentation (including new courses) through the appropriate councils. 

 

After the program passes councils, the Provost, faculty, and President give 

final approval to proceed to implementation. 

14 

Office of Institutional 

Effectiveness gains 

SACS approval 

As implementation begins, but before marketing and recruiting the program, 

the new offering must receive a letter of approval from SACS. This can take 

up to six months. 

15 Implementation 

The OGP and program champion create a timeline to ensure all aspects of 

the program launch are satisfied. These include, but are not limited to, 

marketing, recruiting, finance, financial aid, course development, and 

textbooks. Submit request for Department of Homeland Security approval 

to the Center for International Education. 


