DEADLINES & APPROVAL CHART – CATALOG AND COURSE CHANGES
Approved by Curriculum Committee 10/8/02, Modified 5/4/04, 1/15/10
Individual departments, divisions and the Curriculum Committee must approve any changes that affect course offerings. Some changes also require the approval of the faculty.  Several years ago the Curriculum Committee examined the process used to make changes in course offerings and subsequently developed four levels of approval.

NOTE:  Most changes listed under levels 1, 2 and 3 require completion of the Course Proposal/Change   form available on the Registrar’s Home page in MS Word (.doc) or Adobe (.pdf).
	Change or Action Being Requested                              Approval By 
	Level 1 Conc.
	Level 1

Dept
	Level 2

Division
	Level 3

CurComm
	Level 4

Faculty 

	Adding or dropping a concentration or major 
	Yes
	Yes
	Yes
	Yes
	Yes

	Adding new courses or regularizing a special topics course
	Yes
	Yes
	Yes
	Yes
	

	Changing the requirements for the major 
	Yes
	Yes
	Yes
	Yes
	

	Changing the structure of major or concentration requirements
	Yes
	Yes
	Yes
	Yes
	

	Cross-listing of courses  
	Yes
	Yes
	Yes
	Yes
	

	Designating a course as repeatable for credit
	Yes
	Yes
	Yes
	Yes
	

	Increasing/decreasing the credits for a course
	Yes
	Yes
	Yes
	Yes
	

	Prerequisite: Dropped/Added/Modified within or outside dept
	Yes
	Yes
	Yes
	
	

	Changing the requirements for the concentration
	Yes
	Yes
	Yes
	
	

	Deleting courses/Delisting courses
	Yes
	Yes
	Yes
	
	

	Changing the frequency of a course offering
	Yes
	Yes
	
	
	

	Course modification: Number/Title/Description/Plus 2 Option
	Yes
	Yes
	
	
	

	Modification of introductory catalog material for a major/conc
	Yes
	Yes
	
	
	

	Moving courses within department categories in the catalog
	Yes
	Yes
	
	
	

	Adding courses to the concentration from departments
	Yes
	Yes
	
	
	

	Rearranging, dropping or adding  courses within the concentration
	Yes
	Yes
	
	
	


Signatures are required by all of the entities listed when affected in any way (if unsure contact the Registrar). 
The Registrar is the coordinator for all catalog copy and Curriculum Committee agenda preparation; therefore, all course proposal forms must be forwarded to the Registrar by the last approving authority in order to be included on the Curriculum Committee Agenda, as well as in the next edition of the Catalog and Schedule of Courses.  

