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New Course Number/Description Proposal

The Process
· After the Registrar has determined that all necessary information and signatures are included and the form is complete, the proposal is presented to CoAA for review.
· CoAA reviews the proposal and approves or rejects the proposal. Rejected proposals will be returned to faculty to address questions and resubmit.
· After the course is approved, CoAA will notify the proposing faculty member and the Registrar’s Office will enter the course into the PeopleSoft Student Information System.

Course Information

	Instructor:
	
	Department/Program:
	


              
	Status of faculty Member: 
	
	Permanent
	
	
	
	

	
	
	Temporary     -
	Term of appointment: 
	
	to 
	



	Course Subject and Course Number:
	



	Course Title: 
	



	



	Proposed New Subject and Course Number: 
	



Existing Course Description: Please enter the course description as it currently reads in the catalogue.

	









Proposed New Course Description: At the end of this course description, please include when the course is offered (i.e., “offered annually”, “offered each semester”, “spring semester”) and the name of faculty member teaching the course if known. (150-word limit)

	









Rationale for the Change in Course Number or Description: 

	










Required Signatures
Signatures should be received electronically. Signed documents can be scanned and emailed, or separate email with explicit approval is acceptable.

If the Chair/Coordinator is the instructor, a signature from another senior departmental/program member is required in lieu of the Chair/Coordinator’s signature.

	
	
	

	Course Instructor Signature
	
	Date



	
	
	

	Department Chair/Program Coordinator Signature*
	
	Date



	
	
	

	Print Name of Department Chair/Program Coordinator
	
	Name of Department/Program



*  The Dept. Chair’s or Program Coordinator’s signature indicates that the proposing faculty and chair/coordinator have discussed the resources necessary to teach the course, and the chair/coordinator is affirming that any required resources for the course will be covered by departmental/program budgets.  If further resources are needed, see Part D.6 above. 

Cross-listed Courses
If other departments or programs will be cross-listing the course, written approval is required by the Chair/Coordinator of that Department/Program. Please be sure to include all appropriate signatures.
	1. Name of cross-listed Department/Program:
	

	
1. Signature of Chair/Coordinator:
	

	
1. Indicate which requirements in the major or minor would be addressed by this course:

	




	2. Name of cross-listed Department/Program:
	

	
2. Signature of Chair/Coordinator:
	

	
2. Indicate which requirements in the major or minor would be addressed by this course:

	




	3. Name of cross-listed Department/Program:
	

	
3. Signature of Chair/Coordinator:
	

	
3. Indicate which requirements in the major or minor would be addressed by this course:

	




	4. Name of cross-listed Department/Program:
	

	
4. Signature of Chair/Coordinator:
	

	
4. Indicate which requirements in the major or minor would be addressed by this course:

	





G. Action of the Committee on Academic Affairs


	Approved: 
	

	Did Not Approve:
	

	Revise and Resubmit:
	




	
	
	

	Signature of Chair, CoAA
	
	Date
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