Procedures
Curriculum Proposal form #9
Continuation of an Inactive Course
This curricular proposal form is used when requesting continuation of a course that has not offered for four (4) years through the Currency of Bulletin exercise.  Note:  If the form and required materials are not submitted, the course will be deleted and cannot be reinstated at a future date.  See “Currency of Bulletin” (see page 24)  in the handbook for details.
To complete the form:
· Enter the subject area and the course number
· Enter the title of the course
· Provide justification as to why this course has not been offered in the past four years, but will be offered in the near future.
· Include an updated course outline
· Include an updated bibliography
· Obtain the appropriate signatures and send the form with the necessary documentation to the Associate Vice Chancellor’s Office (Hyer 420) for approval.
The decision:
The Associate Vice Chancellor reviews the request:
· Checks the box indicating administrative approval
· Signs and dates the proposal
· Sends a copy of the proposal to the department chair
· Sends a copy of the proposal to the Registrar’s Office for updating the curricular database
· Files the original proposal in the Associate Vice Chancellor’s Office
If it is determined that the justification for keeping this course does not meet the requirements for the Currency of Bulletin process, the Associate Vice Chancellor:
· Checks the appropriate box indicating such
· Signs and dates the proposal
· Sends the original proposal to the department chair
