Section 1
Please read these directions as it will become very evident to staff if you haven’t read these directions when you’re submitting your sections for staff review!

The Ohio Board Of Regents

PROPOSAL TEMPLATE

Specific Directions

For Writing and Submitting a Request for Authorization



Please read these directives and information carefully before writing your proposal. The information contained below will eliminate many questions as well as revisions.



Deadlines for Submission of a Proposal:

	Fall Startup
	Prior to June 1 of that year

	Spring Startup
	Prior to October 1 of the previous year

	Summer Startup
	Prior to February 1 of that year




· All proposals must be request-specific i.e., specific to a degree or certificate program and/or collection of courses, and site-specific e.g., location(s) where program will be delivered in Ohio. If you intend to request authorization for more than one program, you must submit a separate proposal for each request. Multiple program requests can be coordinated and reviewed simultaneously. If you intend to request authorization for multiple sites, you must list all sites in your proposal and provide appropriate information for each. You do not need to submit a separate proposal for each site.

· Proposals requesting delivery of a collection of courses may be submitted (e.g., general education offerings, workshops, special offerings, etc.), but such a proposal must also specify the delivery site(s) for such a request.  For such requests, staff will determine the type of the review e.g., a site review or a paper review. Paper reviews are accomplished without going to the site e.g., via mail and/or electronically. 



· All proposals must be reviewed and granted authorization by the Ohio Board of Regents before an institution may engage in any activities in Ohio associated with the request. All reviews will be accomplished by staff and external consultants (i.e., consultants external to Ohio and/or the home state of the institution). Individuals originally from Ohio or having worked in Ohio, but not currently living in Ohio, may be identified as external consultants for participation in a review. 

· Significant changes to originally authorized programming must also be approved by the Ohio Board of Regents (e.g., new concentration areas, curricular changes, degree program titles, delivery methods, and the addition of new sites). A Change Request Form and format have been developed for that purpose. See information related to the Change Request Form on the Regents website.


· Before beginning the development of a proposal, please consult with Regents staff first. 
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Telephone: 614-466-0965 or 614-8-387-1215
Email:

Malissa Holmes: mholmes@regents.state.oh.us
or

Shane DeGarmo: sdegarmo@regents.state.oh.us


· Print out a copy of the Proposal Template to use as a reference (especially the initial pages that contain General Information and Basic Directions).

· Make an electronic copy of the template and save it in a Microsoft Word file to use as your template for writing your proposal. Throughout the development of your proposal you will be sending sections of your draft to staff as attachments to email for review. The template will direct you in that process. 

· Remember, all proposals must be submitted in Microsoft Word.

· You must use the Proposal Template, and you must follow the directions as written in the template. 

· Please consult with Regents staff before making any changes to the template. 

· It is important that you maintain the integrity of the Proposal Template as it also serves as the template for the Consultants’ Report (i.e., the report that will be submitted after review of the proposal by external consultants).

· (You’ll note that all directives/requests for information in the Template are contained within sections enclosed by parentheses like this italicized directive.)

· Maintain the formatting of the template:

· Use 11 pt except where the template is formatted with a different font size. 

· If section title or directive is in uppercase and/or in bold type, then use uppercase and/or bold type in the requested information. 

· Do not delete any directions within parentheses unless you’re directed to do so. 

· Your responses should not be italicized, although you may italicize a word or sentence in your narrative, if desired.

· Spaces between the sections should be maintained unless you’re directed to do otherwise. If you insert your responses in the sections as directed, the template should automatically maintain the spacing for you.

· Please respond to each request for information by inserting the response on the next line, not on the same line as the request for information.


· The template requests information that is pertinent to meeting the standards in Ohio as specified in the Ohio Administrative Code: Rule 3333-1-08: Standards for Issuing Certificates of Authorization under Chapter 1713 of the Ohio Revised Code. If you have a question about the relevance of a directive/request for information, please go to the Rule (commonly referred to as Rule 8) to better understand why the information is requested by the template. For the most part, the template moves sequentially through the standards as listed in the Rule in terms of the requests for information. The template was developed to standardize the proposal process as well as to make it easier to identify institutional practices that are relevant to the standards.

· As stated previously, the template consistently identifies for the proposal writer the criteria/standards listed in Rule 3333-1-08, and then requests information directly related to meeting each of the standards of the Rule. Since the template moves systematically through the Rule 8 criteria, it eliminates the possibility that any required standards will not be addressed.

· Insert the requested information immediately under each heading, unless directed to do otherwise. It is also important to note that the review consultants value clear, succinct writing with few repetitious sections. 

· If a directive requests information that has already been provided previously, simply direct the reader to the section and page number of the proposal where that information may be found, and/or where the information may be found in the appendices. 

· Extraneous or irrelevant information that does not inform the proposal should not be included.

· Please refrain from using personal pronouns in your writing, and from making subjective statements. This is a document of fact, and it will be the responsibility of the external reviewer(s) to make any subjective determinations about the institution and the proposal.

· If any directive or area is not applicable to your request, simply list “NA” below the request for information; however, please read the directive carefully and then consult with Regents staff before making that determination. 

· Be sure to submit all relevant and substantive evidence/ documentation as appendix items. Whenever you make a factual statement or identify anything by name, consider whether there is something available to submit as an appendix item that can support what you have written. Always point the reader to the location of the items in the appendices (e.g., Appendix A, B, C). It is possible to use the same appendix items for more than one response to a directive.

· As you complete each major section of the proposal, the template will direct you to submit an electronic copy/draft of each section to a staff member of the Ohio Board of Regents as an attachment to an email message. Staff will respond by making comments/edits to your draft and providing additional directions before you develop the next section. 
· It is imperative that you follow these directions!
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· A staff member will review the section drafts for completeness of content, make formatting recommendations, and make suggestions for appendix items. The staff member cannot advise you as to the appropriateness of the content, only whether all content areas have been addressed. The appropriateness of the content will be determined through external review.

· As you work through each section, staff comments/directions will inform you on the writing of the next sections. Through years of experience, staff has learned that this prescribed process is the most efficient method for an institution to develop a proposal for the Ohio Board of Regents. Therefore, staff will guide you through every step of the process.

· DO NOT SUBMIT A COMPLETE DRAFT OF THE ENTIRE PROPOSAL WITHOUT STAFF GUIDANCE, AS IT WILL BE RETURNED TO YOU WITH INSTRUCTIONS TO SUBMIT ONE SECTION AT A TIME!
· Remember, do not delete any directions or sections until you are either requested to do so, or until staff does that for you!
THE PROPOSAL TEMPLATE’S EXECUTIVE SUMMARY PAGE BEGINS ON THE NEXT PAGE
When you begin writing into the Template, please be sure you have printed out the pages that contain all general information and directions (i.e., this page and the previous pages), then delete all of the initial pages of general information/ directions so that the first line of wording on the Template below is on the first line of the first page of your Proposal. For example, the words below “A REQUEST FOR AUTHORIZATION TO” should comprise the first line of the first page of your Proposal.

A REQUEST FOR AUTHORIZATION TO

THE OHIO BOARD OF REGENTS

From
(Overwrite name of requesting institution in this pace by using Title Case) 

(Overwrite name of city and state of the institution’s main campus or administrative headquarters in this space by using Title Case.)

Institutional Request

 (Overwrite by inserting name of degree program request by using UPPERCASE.)

(Overwrite by inserting locations of all delivery sites by using Title Case. For more than one delivery site, list using bullets.)

(Overwrite by inserting date of submission.) 

(Remember, none of your responses should be italicized. Do not change italicized status of any words/sections of the Template. Delete this directive after reading and be sure there is a double space between your last response (date) and the next heading below, “Executive Summary.” Also, please do not change the format or spacing below unless you are directed to do so. The font in the Executive Summary section is 10pt for this section only.  None of the responses in the Executive Summary should be in Bold font. You may note that this Executive Summary section veers from the 11pt font format. This section immediately below is in 10pt font. The 11pt font format will continue in the next section.)

Executive Summary

(Please insert information directly beneath heading. Please delete this directive after reading.)

Request:

(Insert name of proposed program in the line directly below the word “Request” and delete this directive. Be sure to leave a single space between your response and the next directive below. Do not use Bold font for responses, only the headings should be in Bold font.)

(Insert location(s) of proposed program on the first line after the open single space. There should be a single space between your response and the next heading below, “Request for Authorization Letter.” Then delete this directive.)

Request for Authorization Letter from the Institution's Presiding Officer Submitted to the Regents:

Date: (Only insert date letter was sent to the right of the word “Date”. Be sure to leave a single space between your response and the next heading below, “Institutional Type.” Then, delete this directive.)

Institutional Type:

(Insert type of institution and affiliation, if applicable, e.g., private/independent, religiously affiliated, etc., directly under “Institutional Type.” Be sure to leave a single space between your response and the next heading below, “Institution Established.” Then delete this directive)

Institution Established:

Date: (Insert date only to the right of the word “Date.” Be sure to leave a single space between your response and the next heading below, “Institution’s Programs.” Then delete this directive)

Institution’s Programs:

(Insert below the heading “Institution’s Programs,” levels of programming offered by the institution overall, e.g., Associate, Baccalaureate, Master’s, Doctorate. Do not list individual programs such as BA, BS, MA, MBA, PhD, etc.—just list the level of degrees offered at the institution. Be sure to leave a single space between your response and the next heading below, “Institution’s Regional Accreditation.” Then delete this directive.)

Institution’s Regional Accreditation:

(Insert name of regional accreditation agency only on this line directly under the heading, and then delete this directive.)

Dates:  (List the dates of accreditation after the word “Dates.” Only list year of original candidacy and the year when the next accreditation visit will occur, e.g., from XXXX to XXXX. Be sure to leave a single space between your response and the next heading below, “Ohio Board of Regents Authorization.” Then delete this directive.)




Ohio Board of Regents Authorization:

(On this line, insert date of initial authorization to present only, or insert that this is a first request. Be sure to leave a single space between your response and the next heading below, “Institution’s Current Total Enrollment.” Then delete this directive.)

Institution’s Current Total Enrollment:

(Insert the information requested below. List academic year for data, then insert total number of undergraduate enrollments and graduate enrollments where requested. If you are an Ohio-based institution, delete the headings, “Ohio Undergraduate” and “Ohio Graduate.” The information requested is for total enrollments; not FTE numbers for the identified academic year. When finished, delete this directive and move the heading “Academic Year” to the line just below “Institution’s Current Total Enrollment.”)

Academic Year:

Undergraduate:

Graduate:

Ohio Undergraduate:
Ohio Graduate:


Review Consultant(s):

Coordinating Consultant:

External Consultant(s):

(Do not write in the spaces below the heading: Review Consultant(s). Coordinating consultant will provide appropriate information after review)

(This concludes the request for information for the Executive Summary page. At this stage of the development of your proposal, do not be concerned if the Executive Summary is not all on one page. The formatting will be corrected later. Delete this directive after reading. ) 

Copy what you’ve written above and submit to Regents staff as an attachment to an email for comments/edits before developing the next section of the Proposal. 

Send to: mholmes@regents.state.oh.us    

Send to: sdegarmo@regents.state.oh.us
Then delete this directive.

SUMMARY OF BASIC DIRECTIONS FOR WRITING THE REST OF THE PROPOSAL

· Remember, insert your response directly below the request for information. 

· Remember, if the font style in the directive is Bold, Title Case or Upper Case/Lower Case then maintain that style in your response (i.e., maintain the style of the directive section requesting information). 

· Remember, when a directive includes words like “(list/describe)” in parentheses, delete those words and insert requested information. If the words of any directive are underlined, do not delete.

· Remember, provide documentation as appendix items to any section below where appropriate/applicable. If there is anything printed or printable that can support anything you’ve identified in your writing, submit that documentation as appendix items. Documentation and supporting evidence are very important to a reader and bring more clarity and understanding to the narrative of a proposal. It is important that your narrative can be supported by documentation/evidence to eliminate as many reviewer questions and concerns as possible, and to make the review process more efficient.

· Remember, in the case of documentation/evidence, more is better than less as long as the submissions are substantive and relevant. With every response, make a determination if your response can be supported with documentation/evidence, and then determine the factual nature of the document or some of its pages and relevance as supporting documentation before including in the appendices. For example, if you reference a report, form or anything else, submit the item referenced in the appendices and be sure to direct the reader to the submission and to a specific page/pages in the submission where they may find the information they seek. When you’ve finished your proposal, the collected appendices should be much larger than the narrative of your proposal. As you craft your proposal, keep the appendices separate from the proposal. At the end of this template, you will be directed as to the appropriate forms for assembling the proposal and appendices.

· Remember, you may not necessarily have submissions as appendix items to all areas. However, if you can find documentation/supporting evidence—even anything printed for any section i.e., anything that is relevant and substantive, find it and include it as an appendix item. Any information you can provide up front will eliminate having to search, copy and submit information/documentation later. If such information is available in a web document, identify the URL and download the page(s) and submit as an appendix item(s).

· Remember, in some areas you may list documentation/evidence that was previously identified as an appendix item in an earlier part of the proposal. If this is the case, merely direct the reader to the location of the previous appendix item and identify relevant pages, if appropriate.

· Remember, include charts, graphs, tables, matrices, etc. where at all possible, both in the proposal and appendices. These visual/ informative aids provide clarity and enhance reviewer understanding.

· Remember, you will notice that some requests for information may seem redundant, and that is to be expected as each section must stand alone. If you’ve already supplied the information requested in another response, simply provide a brief overview and tell the reader where to find the more specific information/response for the directive in question by identifying the section and the page number for the reader where the information was provided previously.  

· Remember, some sections may not be applicable to your request. Therefore, insert “NA” under those sections as directed; however read carefully and consult with Regents staff before making that determination. 

· Remember, do not delete any italicized lines/sections/directives until directed to do so.

· Remember, the purpose of the template is to provide a comprehensive framework for developing a proposal to the Ohio Board of Regents, in that it seeks to eliminate as much ambiguity and mystery as possible in the process of demonstrating your proposal can meet:
1) the standards outlined in the statutory language contained in the rule (Rule 3333-1-08, the Standards for Issuing Certificates of Authorization under Chapter 1713 of the Ohio Revised Code), and 
2) Regents current policy that is structured within the statutory boundaries of the Rule.
· Remember, when reading through the rule (commonly referred to as Rule 8), you’ll note that the template attempts to move systematically and sequentially through each standard of the rule as it is written i.e., with one very notable exception. You’ll note that the Library Sections of the template are not contained within the Support Services Sections, but follow the Curriculum Sections. Since the library information is so intimately related with curriculum, it was determined that moving the library section to that placement in the template was advisable. With that one notable and significant exception, the template attempts to maintain a sequential uniformity with the Rule. 
The writing of your proposal should begin on a new page after the Executive Summary page. Therefore, the first two pages of the final draft of your proposal will be the executive summary page followed by the first page of the proposal that you’ll begin writing below.

IF YOU HAVEN’T ALREADY DONE SO, PLEASE PRINT OUT THE ABOVE INFORMATION FOR FUTURE REFERENCE BEFORE PROCEEDING. WHEN FINISHED, REMEMBER TO DELETE ALL THE BASIC DIRECTIONS ABOVE INCLUDING THIS ONE. THE WORDS BELOW, “A REQUEST FOR AUTHORIZATION TO THE OHIO BOARD OF REGENTS,” SHOULD BE ON THE FIRST LINE OF THE BEGINNING PAGE OF YOUR PROPOSAL. LEAVE A BLANK PAGE PRIOR TO THIS PAGE FOR THE TABLE OF CONTENTS

A Request For Authorization 

to the 

Ohio Board Of Regents

From

 (Overwrite by inserting name of requesting institution and use UPPERCASE) 

(Overwrite by inserting name of city and state on this line and use Title Case) 

(Overwrite by inserting name of proposed program and use UPPERCASE) 

To be Delivered: 

(Overwrite by inserting site location(s) or delivery format if for a distance education program by using Title Case. If more than one site, list by using bullets) 
(Overwrite by inserting date of submission and use Title Case)
 

The proposal begins with the “PROFILE” section below—DO NOT DELETE DIRECTIVES BELOW UNLESS YOU ARE DIRECTED TO DO SO! However, please delete this directive after reading. 

If you list more than 3 items, you must list them in either bullet or number format, or use formats provided. Please delete this directive after reading.

If you reference anything factual or a specific document, you must include evidence of the factual information or the referenced document as an appendix item by noting the appendix item of the referenced item(s) appropriately in the Proposal Template. Please delete this directive after reading. 

When you have completed the writing of this proposal, the appendices will be much larger than this proposal. You will assemble the proposal and the appendices separately (e.g., in separate notebooks or any other form you wish). Please note appendix items in this proposal template where appropriate. You may submit the appendices in an electronic format (e.g., on a CD; however, please consult with staff before doing so). Please delete this directive after reading. 

Please note that “Consultant Comment” sections below are for reviewer comments. Do not write in those spaces and do not delete those sections from your proposal. Please delete this directive after reading.

There should be a triple space between your last response (date of submission) and the box below titled “PROFILE.” Obviously, you may have to wait until completion of the Proposal before you can insert the correct date in your last response.)

The information requested below is directly related to and reflective of Ohio statutory language as can be found in Chapter 1713 (Certificates of Authorization) of the Ohio Revised Code and Chapter 3333-1-08 (Standards for Issuing Certificates of Authorization) of the Ohio Administrative Code. 

PROFILE—EDUCATIONAL CORPORATION/CORPORATION

(Insert requested information BENEATH EACH HEADING and each underlined or italicized request. Also, please insert information so that it is aligned with the marginal or tab setting of the request for information. Do not align with a number or bullet--align with the first letter of each word. In the case of numbered or bulleted lists, the template should make the appropriate alignment automatically.)

(Insert Corporation’s Name in space below, e.g., name used in corporate filings.)

Insert requested information BENEATH EACH HEADING and each underlined or italicized request. Then delete this directive.
Corporate Name:
(Submit copies of Corporation’s Articles of Incorporation documents as filed in accordance with the laws of the institution’s administrative headquarters home state.)

Insert requested information BENEATH EACH HEADING and each underlined or italicized request, and do the same throughout.. Then delete this directive.
Copies of institution’s Articles of Incorporation as filed in (insert name of state and office where filed here) may be found in appendix item(s): 

(Submit copies of Corporation’s Articles of Incorporation documents as filed in accordance with the laws of the State of Ohio. If same as answer above, state that.  If institution has not filed with the Office of the Secretary State of Ohio, please state that here.)
Copies of institution’s Articles of Incorporation as filed in Ohio may be found in appendix item(s): 

(Insert Corporation’s Operating Name in space below, e.g., name used normally, licensing name, and the name typically identified with the institution) 
Operating Name:

(Submit the names and addresses of the current Board of Trustees or equivalent, as appendix items.)

For list and addresses of current Board of Trustees, see appendix item(s): 

(Description of the founding and founding location of the institution. Insert information in space directly below headings:)
Date of Original Founding:

Founding Description/Location (provide a little history of the institution):

Location Change/Date (if applicable):
Current Administrative Headquarters of Institution:
(Description of the corporation's original and current purpose. Use format below.)
Founding Purpose:

Current Purpose (if same, state that):
(Description of type of institution, e.g., non-profit, for-profit, liberal arts, comprehensive university, coed, religiously affiliated, single purpose, etc. Use format below.)
Founding Type:

Current Type:

(Other relevant information. Be sure to submit institution Bulletin/Catalogue and other related materials as appendix items. Leave a triple space between the last line of your answer, and the next section  heading.)

Consultant(s) Comments: Profile:

Strengths:

Weaknesses:

ACCREDITATION 

(List national/regional accreditation, if applicable, from inception to present, and a brief description of the results of the last review, if applicable. If not regionally accredited, describe why institution is not regionally accredited, or describe intent to seek accreditation and a projected timeline. If regionally accredited, provide last Self-Study and last accreditation Review Report, and other relevant materials as appendix items. These materials must be submitted as requested. These types of appendix items that contain large amounts of data may be submitted electronically on a CD. If submitting on a CD, please provide the reader with key information on how to use the CD. If not applicable, list NA beneath heading below and go to next.)
Status of National/Regional Accreditation:

Appendix Location of Most Recent National/Regional Agency Self Study:

Date of Submission to National/Regional Agency:

Appendix Location of the National/Regional Agency Report for Above:

Date of Report:

(Insert a statement that the national/regional accreditation agency has been notified of the institution’s request for authorization of this new Proposal, if applicable. Provide documentation as appendix items.)
Date of Notification:

Describe Notification:

Copy of Notification Document/Or:

(List all professional/specialized accreditation agencies accreditation. Provide documentation of accreditation and last review report of each and list as appendix items, if applicable. These materials must be submitted as requested, and may be submitted electronically on a CD.)
1. Name of Professional/Specialized Agency:
· Date of Last Self-Study/Report:

· Available in Appendix Items:

· Results of Review (e.g., continued accreditation, etc. Identify significant concerns found by agency):

(Continue with this format if more need to be identified, or delete unused items.)

(Statement that the appropriate professional/specialized accreditation agency(ies) has been notified of the institution’s request for authorization of this new Proposal from the Ohio Board of Regents, i.e., if this is a requirement of any professional/specialized agency. Provide documentation as appendix items. Otherwise, list NA.) 

1. Name of Professional/Specialized Agency:

· Date of Notification:

· Describe Notification:

· Copy of Notification Document/Or:
(Continue with this format if more need to be identified, or delete unused items.)

OHIO AUTHORIZATION (Ohio Board of Regents or State Board of Career Colleges & Schools)

(List initial date and expiration date only, or state that this is an initial request for authorization. Leave a triple space between the last line of your answer and the next heading.)
Name of Ohio Agency(ies):
Date (to-from), or:

(List all current authorizations for Ohio delivery by the institution in the table below. Only list academic credit-bearing work. Course work and/or workshop listing is for those institutions only authorized to deliver specific course work and/or workshops in Ohio—typically, out-of-state institutions. Utilize table below. See examples provided. Please leave a blank row between each insertion. Rows may be added to the table or deleted.  Submit most recent copy of Ohio Certificate of Authorization as an Appendix item.)

	Name of Agency
	Date of Original Authorization
	Degree Program
	Certificate Program
	Licensure

Program
	Collection of Courses or Workshop

	Ohio Board of Regents
	Curriculum & Instruction
	Bachelor of Arts in Education
	
	Early Childhood
	

	
	
	
	
	
	

	Ohio Board of Regents
	Educational Foundations
	Master of Higher Education
	Certificate of Higher Education Administration
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


(Add more rows if needed, or delete unused rows.)
 (Describe any other relevant information here.)

Copy of Current Certificate of Authorization from Ohio and Other States Documentation (if applicable) May be Found in Appendix Item:

Consultant(s) Comments: Accreditation/Authorization:

Strengths:

Weaknesses:

INSTITUTIONAL MISSION/PURPOSE 

(Insert as written and/or describe. Direct reader to written mission statement in submitted materials, e.g., in the institution’s Bulletin/Catalogue and the page number(s) where it may be found, etc.)
Insert/Describe:

Appendix Item(s):

If the institution has a strategic plan, describe briefly the main points, and submit the plan as an appendix item.)
Describe:

Appendix Item(s):

(Copy the section above and submit to Regents staff as an attachment to an email for comments/edits before developing the next section of the Proposal. Send to: 

<mholmes@regents.state.oh.us> 

or to 

<sdegarmo@regents.state.oh.us>.

Please note that Consultant Comment sections below are for reviewer comments. Do not write in those spaces, but go to the next heading: Academic Control—Institution Governance Structures. Then delete this entire directive.)

Consultant(s) Comments: Mission/Purpose:

Strengths:

Weaknesses:
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