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A. Procedures Requiring TSU Approval Only   
 

 The following curriculum requests require only the four levels of approval within Tennessee State University 

(departmental, college, graduate council and academic affairs).  These actions require the submission of a CARF 

form and supporting documents (such as syllabus, faculty vitae, documentation of online training, etc.) .  Proposals 

for graduate programs are reviewed and approved by the Graduate Council.  Proposals for undergraduate programs 

are reviewed by the Faculty Senate Curriculum Committee. 

 Program Changes Requiring Internal TSU Approvals Only 

 Establish a New Course 

 Discontinue a Course 

 Change Number/ Title of Course 

 Change Course Description or Prerequisites 

 Change Course Credit Hours 

 Establish Alternative Delivery System for a course 

 Cross Listing of a course  

All proposals requiring internal approval only will originate with academic department, follow the 

approval process outlined in the Levels of Review diagram with final approval of the VPAA.  
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Course Action Request Form (CARF-Page One) 
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Course Action Request Form (CARF-Page Two) 
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Course Action Request Form (CARF-Page Three)  

  

The CARF form can be accessed at the Graduate School’s website under Faculty Resources.  

http://www.tnstate.edu/graduate/facultyresources.aspx  

http://www.tnstate.edu/graduate/facultyresources.aspx
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B. Procedures for Proposals Requiring TSU Approvals & TBR Notification 
 

 Certain actions require TSU approvals and subsequent notification to the Tennessee Board of Regents. All 

proposals will be submitted in both written and electronic formats. Proposals for graduate programs ate reviewed and 

approved by the Graduate Council. All other proposals in this category are reviewed by the Faculty Senate 

Curriculum Committee. 

Program Changes Requiring TSU approval and TBR Notification 

 Revise Admission, Graduation or Retention Standards  

 Minor Curriculum Modification in an Existing Program 

 Modify Title of a program, Minor, Concentration, or Administrative Unit 

 Consolidation of Existing Academic Administrative Units  

 Establishing an alternative delivery system( adding an online delivery component to an existing major 

concentration, etc.). 

Upon all TSU approvals of these actions, the VPAA will notify the TBR in writing and electronically of 

the approved change. 

Forms for Academic Program Approval 

 The Tennessee Board of Regents also has designated forms to be used the universities within its system.  

Forms vary depending on the purpose of the curriculum proposal. All proposals sent to TBR require a Cover Page.   

 Cover Page  

 Request for 30 Day Review Action Form 

 Name/Title Change Form 

 

 

Forms requiring TBR notification and approvals  can be accessed on the Tennessee Board of Regents website under 

Academic Program and Off-Campus Site Approvals. https://www.tbr.edu/academics/academic-program-and-campus-

site-approvals  

https://www.tbr.edu/academics/academic-program-and-campus-site-approvals
https://www.tbr.edu/academics/academic-program-and-campus-site-approvals
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Cover Page Required for All Proposals Sent to TBR** 

 

**This cover page is not required for internal TSU proposals/CARFS. 
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Form for Request for 30 Day Review Process (Page One) 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Forms requiring TBR notification and approvals  can be accessed on the Tennessee Board of Regents website under 

Academic Program and Off-Campus Site Approvals. https://www.tbr.edu/academics/academic-program-and-campus-

site-approvals  

 

https://www.tbr.edu/academics/academic-program-and-campus-site-approvals
https://www.tbr.edu/academics/academic-program-and-campus-site-approvals
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Request for 30 Day Review Process (Page Two) 
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Request for 30 Day Review Process (Page Three) 
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Request for 30 Day Review Process (Page Four) 
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C. Procedures for Proposals Requiring TBR Approvals 

Preliminary proposals for the establishment of new programs or substantive modifications to existing 

programs are sent to the Office of the Vice President for Academic Affairs by the academic department 

through the dean of the college/school. The following actions require a preliminary proposal** prior to 

developing a full proposal using the TBR format required by TBR Policy.  These actions require a 

preliminary proposal or Letter of Intent.  

 Establish a New Academic Degree 

 Establish a New Certificate of Credit Program: 

 Establish a New Minor 

 Establish a New Concentration 

 Consolidate an Existing Academic Program 

 Substantive Curriculum Modification:   

 Termination, Inactivation, or Reactivation  

 Extending an Academic Degree to an Off-Campus Site 

 Reorganization resulting in a new academic unit (i.e., department, school, on campus center, institute, 

or college)  

**The required preliminary proposal must provide the following information: 

i. A brief description of the proposed program or modification. 

ii. A brief description of the relation of the program or modification to existing programs in the 

department. 

iii. A brief description of the relation of the program or modification to other programs in the 

college/school and to other TSU programs outside the college/school. 

iv. A brief description of how the need for the program will be assessed. 

v. A brief description of how the proposed program or modification is related to the mission of 

the University, as well as the missions of the department and the college/school. 

vi. An indication of whether or not the proposed program or modification may constitute a 

substantive change as defined in the “General Substantive Change Policy for Accredited 

Institutions of the Commission on Colleges.”  

vii. The projected date for submission of the full proposal and targeted date of TBR approval. 



16 
 

viii. The projected date for implementation of the proposed program 

ix.  A brief description of the resources that will be required to establish or modify the program. 

(A statement of total estimated cost for the first year and anticipated source of funding over a 

five year period.) 

The preliminary proposal should be submitted in hard and electronic format to the Office of VPAA. 

 

After discussions with the department and the dean, if the Vice President for Academic Affairs approves the 

preliminary proposal for establishing new programs and certificates of credit for more that 24 hours, the 

academic unit will prepare a formal Letter of Intent for the VPAA's approval, the President’s approval 

and signature for submission to the Tennessee Board of Regents.  

 

For all other actions listed above that do not require a Letter of Intent, the VPAA will review and discuss the 

preliminary proposal with the Dean. If the preliminary proposal is accepted/ approved, the VPAA will advise 

the dean of the college/ school to proceed with a full proposal. 

 

 

 

Forms for Academic Program Approval 

 The Tennessee Board of Regents has designated forms to be used by the universities within its system.  

Forms vary depending on the purpose of the curriculum proposal. All proposals sent to TBR require a Cover Page.   

 Cover Page  

 Letter of Application Form 

 Implementation Portfolio Form 

 THEC Financial Estimate Form:  this THEC form is required for any proposal with new costs.   

Forms requiring TBR notification and approvals  can be accessed on the Tennessee Board of Regents website under 

Academic Program and Off-Campus Site Approvals. https://www.tbr.edu/academics/academic-program-and-campus-

site-approvals  

 

 

https://www.tbr.edu/academics/academic-program-and-campus-site-approvals
https://www.tbr.edu/academics/academic-program-and-campus-site-approvals
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CONTACT INFORMATION  
 

Alex Sekwat, Ph.D.  

Interim Dean 

Tennessee State University – Graduate School 

asekwat@ tnstate.edu   

615-963-7371 

http://www.tnstate.edu/graduate/contact.aspx  

 

 

 
Pamela Knox,  Ph.D. 

Associate Vice Chancellor for Academic Affairs 

Tennessee Board of Regents 

Pamela.Knox@tbr.edu 

615-366-3975 

https://www.tbr.edu/academics/staff 

 

 

Linda Guthrie, Ph.D.  

Graduate  Council – Former Course Program Review Committee Chair 

Tennessee State University  

lguthrie@tnstate.edu  

615-963-2920 

 

 

Iris Johnson Arnold, Ph.D.  

Graduate  Council – Former Course Program Review Committee Chair 

Tennessee State University   

ijohnson@tnstate.edu  

615-963-7030 
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