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ew School/College,
or School/College
Name Change

ew Branch or
Extension

VCAA creates new memo on
letterhead from Chancellor for
Chancellor, Purdue provost
and Board of Trustees to sign
and mails memo to Purdue

Dean notifies VCAA of
intention to create
new structure
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Dean creates/updates
school memo on
letterhead from Dean
for Dean, VCAA, and
Chancellor to sign and
sends to VCAA

VCAA creates new memo on
letterhead from Chancellor
for Chancellor, Purdue
provost and Board of
Trustees to sign and mails
memo with school memo as
an attachment to Purdue,
signed copies are sent to
VCAA and Dean
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New Department,
Department Name
Change, or Transfer
Department

Dept notifies VCAA of
intention to create
new structure
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Dept creates/updates
school memo on
letterhead from dean
for Chair, Dean, VCAA,
and Chancellor to sign
and sends to VCAA

VCAA creates new memo on
letterhead from Chancellor
for Chancellor, Purdue
provost and Board of
Trustees to sign and mails
memo with dept memo as
an attachment to Purdue,
signed copies are sent to
VCAA and Dean

ew Center or
Center Name
Change

Dept notifies VCAA of
intention to create
new structure

Dept creates/
updates school
memo on letterhead
from dean for Chair,
Dean, VCAA, RESP,
and Chancellor to
sign and sends to
VCAA

VCAA creates new
memo on letterhead
from Chancellor for
Chancellor, Purdue
provost and Board of
Trustees to sign and

mails memo with dept
memo as an
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Purdue
Approval
Needed
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See New Structures Approval Process Matrix

attachment to Purdue,
signed copies are sent
to VCAA and Dean
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