
Note:  Instructions are presented in red font.  When a response is entered, delete the instructions.

Letter of Notification (LON)

The most current version of the LON (Sections I-III) must appear as the first section of the NAPP and should be adjusted to align with subsequent sections of the NAPP. Please ensure the LON has been updated (if submitted separately) to address THEC staff questions and comments, as well as any public comments received. Changes should be noted in a crosswalk document and/or by highlighting text.

Reviewer Recommendation 
The campus program liaison will submit the reviewer recommendation worksheet for THEC staff to review in accordance with THEC guidelines. The worksheet should include proposed dates for the external review site visit. These recommendations should be submitted as a separate file via Formstack
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PART I
LETTER OF NOTIFICATION


1. Insert THEC approved Letter of Notification (LON).

2. Insert response to THEC issues and concerns. 

These items will be added at the conclusion of the NAPP review when both parts go to THEC.
3. 
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PART II
NEW ACADEMIC PROGRAM PROPOSAL
Enter degree designation and name of proposed program

Section IV: Implementation Timeline

Implementation Timeline
Provide an implementation timeline for the proposed program that includes: 
· If the proposal is considered substantive change, include accreditation considerations and timelines. If not, please indicate it is not a substantive change.
· Accreditation considerations and timeline for professional disciplinary accreditation organizations. 
· Estimated date of external review site visit.
· Estimated date of submission of the external review report to THEC and the institution (within 30 days after the site visit).
· Estimated date of institution’s response to external review.
· Estimated date of institutional board approval.
· Proposed date of the THEC meeting for the academic program to be considered for Commission approval (if applicable).
· Implementation date (MM/DD/YYYY)

Section V: Student Interest and Community Partnerships

Student Interest

· Provide compelling evidence of student interest in the proposed program. Types of evidence vary and may include enrollment in related concentrations or minors; representative student and alumni surveys; and national, statewide, and professional employment forecasts and surveys.
· Provide a brief narrative concerning projected enrollment, attrition, and graduates. Additionally, using Table 1 – Projected Enrollments and Graduates, provide initial projections for the first five-seven years of enrollment and graduates. Enrollment projections should be realistic and based on demonstrable student demand. 








Table 1 – Projected Enrollments and Graduates Projected Enrollments and Graduates 
	Year
	Academic Year
	Projected Total Fall Enrollment
	Projected Attrition
	Projected Graduates

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6*
	
	
	
	

	7*
	
	
	
	


*Year 6 and 7 projections are only required for doctoral programs. 

Community and Industry Partnerships
· Provide an overview of existing and anticipated community and industry partnerships and how they will support the proposed program.

Section VI: Curriculum
· Provide an adequately structured curriculum that meets the stated objectives of the academic program, and reflects breadth, depth, theory, and practice appropriate to the discipline and the level of the degree. The curriculum should be compatible with disciplinary accreditation and meet the criteria for the general education core, as well as articulation and transfer, where applicable.
· Provide an explanation of the academic program requirements aligned to the program information section of the LON, including the courses (course prefix and number, title, SCH), and any special requirements including thesis, internships, practicum, etc.
Goals and Outcomes
· Program-specific learning outcomes: Provide the program-specific learning outcomes for the proposed program.
· Student learning outcomes: Outline the student learning outcomes for the proposed program. Outcomes should clearly state the specific and measurable outcomes students will display to verify learning has occurred and include information regarding how each student learning outcome will be assessed. 
· Provide the planned schedule for program review and major field test associated with Quality Assurance Funding. When possible, identify the major field test instrument to be utilized for the purposes of QAF.
Existing and New Courses 

List existing and new courses for the proposed academic program including a catalog description and credit hours for each course. Include syllabi for all courses as an Appendix to the NAPP.

Add rows when necessary for existing courses that are part of the major/concentration/guided electives.

	Course Number & Course Title
	Catalog Description
	Credits
	New/Existing

	ABCD 1234 Intro to the Course
	Introduces course concepts.
	3
	Existing

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Program of Study

· Provide a program of study for full-time and part-time (if applicable) students enrolled in the program. The program of study should include all courses listed by semester necessary for students to complete the proposed program.
· If applicable, provide a program of study for targeted transfer students, including potential TTPs that would be accepted.

Academic Program Requirements

Include the required number of semester credit hours (SCH), courses, (course prefix and number, title, SCH) and any special requirements including thesis, internships, practicum, etc.

a. Summary (choose appropriate table; delete other)	

For Undergraduate
	Component
	Required Credits

	General Education
	40-43

	Major
	

	Concentrations
	

	Guided Electives
	

	General Electives 
	

	Capstone 
	

	Total
	120



	For Graduate
	Component
	Required Credits

	Major
	

	Concentrations
	

	Guided Electives
	

	General Electives 
	

	Culminating Experience
	

	Total
	



b. General Education (40-43 credits) Identify if there are any specific general education courses within the categories/add rows when necessary. Only add if an undergraduate program is proposed; delete is it is a graduate program.)

	Category 
	Credits
	Specified Course within Category 
	Credits

	
	
	Rubric-number-title
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



c. Major Core (for UG) or major (for Grad) (XX credits)
add rows when necessary

	Course
	Title
	Credits

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



d. Concentration(s) (XX credits) or (X-X credits)
add rows when necessary; do one set per proposed concentration

	Course
	Title
	Credits

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



e. Guided Electives (XX credits) or (X-X credits)
add chart as above if specific courses or make statement such as “Chosen in consultation with advisor.”
add or delete rows when necessary
	Course
	Title
	Credits

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	









Section VII: Projected Costs to Deliver the Proposed Program
Provide a narrative related to all projected costs necessary to deliver the proposed program for both one-time and recurring expenditures for each category below. These costs should be reflected on the THEC Financial Projections Form.

Student Costs
Provide the estimated average annual costs for students in the degree program. Averages from similar programs or disciplines, or even institutional averages, may be used if no other information is available. All required fees, course materials costs, and special charges must be included.

Costs
Provide an overview of anticipated costs for the proposed program, and submit a financial projections form.

Tuition Revenue
· Provide an overview of anticipated tuition revenue which aligns with enrollment and graduation projections.
· The narrative should account for in-state, out-of-state, and international enrollment, with full-time and part-time distinctions included.

Grants
If applicable, identify any grants that will be used to support the proposed program. 
Grant funds should only be included if funds have been secured or an application has been submitted.

Section VIII: Institutional Resources

Faculty Resources
· Current faculty: Provide a list of current faculty, including primary department, highest degree earned, and describe how they will support the proposed program (time devoted to the program, administrative responsibilities, etc.),
· Anticipated new faculty and instructional staff: Provide a list of anticipated new faculty and instructional staff positions required along with a narrative of how these positions will support the new program.  

Non-Instructional staff
Provide a list of anticipated non-instructional staff positions required along with a narrative of how these positions will support the new program.

Student support services
If specialized support services will be offered that have added costs, please provide an explanation and cost estimate.


Equipment
Assess the adequacy of the existing equipment available for the proposed academic program. If additional equipment is needed, please provide an explanation and cost estimate.

Information technology
If additional information technology resources are needed, please provide an explanation and cost estimate.

Library resources
Provide a summary of the current library resources available to support the proposed program. If additional library resources are needed, please provide an explanation and cost estimate.

Facilities
· Describe facilities that will support the proposed program. For existing space and facilities, briefly describe the type(s) of space and facilities (e.g., a listing of the number and types of classrooms or labs, student offices or spaces, etc.).
· If facility construction and/or renovation will be necessary, please provide an explanation and cost estimate.

Other resources
Describe other support resources available to support the program.


Section IX:  NAPP Appendices
The NAPP must be accompanied by several required Appendices, which are outlined below. Additional appendices can be included as the proposal requires. Campuses are not expected to include institutional strategic plans or the THEC Master Plan for Higher Education in the NAPP.

Appendix A- Letters of Support
Provide any additional letters of support from regional, community, and/or workforce partners in the LON Appendix A. Letters should be dated and appear on letterhead and address how the partner will support the proposed program (job placements, internships, advisory board, etc.).

Appendix B – Updated THEC Financial Projections Form
The THEC Financial Projections Form must be completed with all anticipated new costs and revenues, as well as student cost estimates.

Appendix C – Marketing and Recruitment Plan
Provide a general marketing and recruitment plan that identifies the target audience, outlines specific marketing channels, describes recruitment event plans, and details how the institution will attract qualified students to the proposed program.

Appendix D – Faculty CVs (if requested by reviewer)
If requested by the external reviewer, a CV must be included for each faculty member who will participate in the delivery of the proposed program. Each CV must not extend more than three pages.


Appendix E – Course Syllabi (if requested by reviewer)
If requested by the external reviewer, syllabi for all existing courses must be included.

Appendix F – Artificial Intelligence Disclosure (if applicable)
Any content that is substantially generated, drafted, or edited using Artificial Intelligence (AI) tools must include a clear disclosure statement. The disclosure should: 
· Identify the AI tool used (e.g. Microsoft CoPilot, Chat GPT).
· Describe the nature of the AI’s contribution (e.g. summarization, drafting, formatting)
· Affirm that the content has been reviewed and approved by a human prior to submission.
· Example disclosure statement: “This document includes content generated with the assistance of artificial intelligence (AI) tools. All AI-assisted content has been reviewed and approved by institutional personnel.
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