b.  Approval of New Course Outline

1) Upon approval to proceed, the initiator writes the course outline following the accepted format (Appendix B). 

2) The initiator attaches a completed cover page (Appendix C) to the course outline, except for the department and number.

3) The initiator then widely distributes the propose outline to others, including those at other campuses for input.

4) The initiator then makes revisions as necessary and edits the outline for grammatical errors and formatting.  The initiator should have at least one other person edit also.

5) The proposed course outline is submitted to Committee Chairperson through the Instructional Coordinator or Academic Division Chairperson. 

6) If Curriculum Committee recommends it for approval, the Committee Chairperson signs the course cover page and forwards it to the President for final action.  

7) Upon receipt of the President’s decision, Committee Chairperson  informs the Instructional Coordinator and or Academic division of the final action.

8) The approved course outline is kept in the VPIA Office and copies are sent to the course initiator, appropriate division and State Campuses. 

9) If the course outline is not approved, it is returned to the course initiator for further development with comments and suggestions.

