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PROPOSAL FOR CHANGE IN EXISTING COURSE

INSTRUCTIONS

This master form is to be used as a guide in preparing departmental requests for changes in existing courses, either undergraduate or graduate. The originating department must prepare the request in the form outlined below, observing these requirements: Each numbered item must be included and numbered as shown. 

Please make course descriptions as short as possible (sentence fragments are preferred). Also note that titles only have 30 characters on Banner, so long titles may be incomprehensible online.

Schools/colleges should submit ONE paper copy with ALL REQUIRED SIGNATURES to Academic Affairs; in addition please submit via email one electronic copy (which may be unsigned) to Steve Harmon in Academic Affairs (harmons@pdx.edu), and if the course is a graduate-level course (5/600 level), submit an additional electronic copy to Diane Mikkelson (mikkelsond@pdx.edu) in Graduate Studies.  Departments, Colleges, or Schools generating changes in existing courses should prepare enough additional copies to satisfy their own internal procedures.


1. Request for the following change(s) in course number  
:  
(Check all that are appropriate)


Change course number

Change credit hours

Change to letter grade


Change course title

Change lecture hours

Change to P/NP only

  
Change course description

Change laboratory hours

Drop course


Change prerequisites

Change recitation hours 

Other change (explain)

2. Preferred term this proposal should be effective (e.g., Fall 2010):_________________________.

(The effective term may be delayed to a later term if the proposal is approved by Faculty Senate after the requested term’s pre-term registration has begun, i.e., May for fall/summer, November for winter, and February for spring term.)

3. Reproduce existing catalog statement in full:

4. Reproduce proposed catalog statement in full:  (leave blank for a request to drop a course).  If a change in description is requested, a syllabus for the course as previously taught, plus a detailed topic outline or (preferably) a syllabus for the course as proposed must be attached.
5. Justify the proposed course change:

6. Signatures required:
Request prepared by
Date  


Approved by Unit (i.e. Department) Curriculum Committee                                                 Date

Approved by Department Chair
Date

Approved by College/School Curriculum Committee
Date

Approved by College/School Dean
Date

11/2000:OAA/ld
08/06/09:OAA/swh

