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Courses 
Course Ch a n ge Deadline: Novem ber 1st 

Under graduate Course Chan ge Form s 

• Underg raduate New Course Form 

• Undergraduate Course Change Form 

• Course Style Gu idel ines 

Gradua t e Co u r se Change Forms 

• Graduate New Course Form 

• Graduate Course Change For m 

• Course Style Gu idel ines 

Faculty 

Cou rses may be add ed, de leted, or modified as needed. The process typically begins with individual 

faculty members identifying the need for new programs or courses or for modifying existing programs or 
courses in the ir a rea, o r the need for deletio n of a cou rse . Procedu res at the de pa rtmental and college 
leve ls vary among departmems and colleges. Course changes may be brought before the d epartment 
head/ prog ram coordinator, the depa rtment curriculum committee, o r other appropriate 
committees/ su bcommittees, o r the full d epa rtmental faculty, de pend ing o n t he department's defined 
practice o r on the s ignificance of the proposed change . Many de partments have curriculum committees 
t hat meet reg ularly to review a nd evaluate the curricu lum and recommend changes. The d epa rtment head 
a nd college dean approve a ll d istance- learning course offerings. 

To add, delete, o r modify an undergrad uate course, faculty membe rs comple te the Course Change 
Request Form following the Instructions for Course Change Form made availa ble by the Office of 
Academic Programs o n its website. Information provided for new courses follows the Unive rs ity's Course 
Style Guide lines and incl udes t he name of t he unit and college, the semester in which t he proposed 
cha nge will ta ke p lace, t he number of cred it hours, the g rade options, the course restrictions, the course 
prefix and number, the abbreviated title , the desc ription of the co urse for the catalog, the impact on other 
departments, the pre-req uisites, and the me thod of instruct ion. 

Fo llowing approval of an undergraduate cou rse by the department head / program coordi nator and the 
dean, the proposal is submitted to the Univers ity Underg raduate Curric ulum Committee, a faculty 
committee who se purpose is to e ncourage t he orde rly g rowth of the Univers ity's course offerings and to 
recommend to t he adm inistration only those changes that the committee fee ls reflect the need s of the 
students. Following process ing by t he Unde rgraduate Curriculum Comm ittee , the req uest is routed for 
a pproval to the Ass istant Vice President of Academic Prog rams who has been d esignated by the Provost to 
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t he Reg istrar's Office and returned to t he Office of Academic Programs, who e nsu re that the catalog 
reflect s the course add it ion, change, or d ele tion. For g rad uate courses, the request goes from t he college 
to the Graduate Cu rriculu m Committee, a s tanding subcommittee of the Graduate Council, which reviews 
a ll course addit ions, deletions, and c ha nges for courses after a pp roval by t he departme nt head a nd 

a pprop riate dean. The Grad uate Curricu lum Committee reviews all changes for courses which award 
g raduate-level credit. The co mm ittee is composed of one o r two mem be rs o f t he Grad ua te Counc il and 
two o r three members of the g raduate faculty chosen to achieve balance a nd breadth of ex pe rience on the 
commin ee. Following p rocessing by the committee, the requests are routed to the Graduate Council, the 
Graduate Dean , a nd the Ass istant Vice Preside nt for Acad emic Prog rams, who has been designated by the 
Provost to g rant fi na l institutiona l a pproval. Internal processing throug h t he Registra r's Office and the 
Office of Academic Programs is the same as for unde rg rad uate level cou rses . 
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