Initial Request for Review of New Course

Department of _____

Dear Professor ____:
For your course to be reviewed and approved by the Committee on Course of Instruction (COCI) please provide the following information and a syllabus. These can be submitted by email to (email address) or delivered to (room number). Please be aware that the approval process can take up to (X number of) weeks. 
Course Number: 

Course Title: 

Unit Value: 

Instructional Format (type of format and number of hours per week): 
Estimated number of hours students will be expected to spend doing work outside of class:
Prerequisites and Restrictions (if any): 
Course Description: (500 space limit; this is what will appear in the Catalog)

Syllabus:  The syllabus should include the following: 

· Outline of the topics to be covered in the course. This can be a week-by-week schedule, or other detailed format that conveys how the course will be presented.

· Reading List or examples of the sort of works to be used.

· Requirements and grading. A list of what students will be required to do to pass the class, and the relative weight of each requirement toward the final grade. Usually expressed as percentages (25% 10-page paper, 25% midterm, etc.)

For assistance with this process, please contact:

Department staff person’s name

Contact information

