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Template for Program Deactivation MemoInstructions: If you would like to use this template to submit a program deactivation memo, copy/paste the content of this template into the Dean’s letterhead template, replace the yellow text with your information, and email the completed memo to the Office of the Vice Provost. 



Date:  Date
To:  Office of The Vice Provost
From:  Dean Name, College/Degree-Granting Unit Name
CC:  Program Faculty, if applicable
RE: Deactivation of Program Title(s) and Award(s)

I am writing to formally request the deactivation of the program title(s) and award(s) program(s) for the next two years.  After two years, we will review the program(s) to determine if it will move to formal discontinuance and be removed from the NYSED Inventory of Registered Programs. 

Please deactivate the following program(s) effective deactivation date, or as soon as possible. I anticipate that all currently enrolled students will complete the program by completion date. Existing students will be able to complete their program of study on time and without hardship.

Complete the following section for each program that is being deactivated in this memo:
· Program Title and Award:  provide rationale for deactivation. Students currently enrolled in the program title and award program will be able to complete their program of study on time without hardship. If applicable, identify an alternative program title and award that students will be given the option to transfer to another program.

If any dual degree programs will be impacted, include the following section: 
The following related dual degree program(s) will also be deactivated:
· Dual degree title(s) and award(s)

The deactivation(s) will not result in the termination of tenured or tenure-track program faculty. 

The deactivation(s) are not expected to have an adverse effect on enrollment and student placement because rationale.

I’ve discussed the situation with Enrollment Management and they support the current action. A letter of support from Enrollment Management is attached.

If you have any questions, or if we need to do anything further, please let me know.


Enclosure: Letter of support from Enrollment Management
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