General Guidelines for
Proposals to Revise Course Number 



 

· This form is used to change the course number for an existing course as long as there are not substantial changes to course content. 

· This form should not be used to convert a 400G-level course to a 500-level or higher course. Instead, a new course proposal must be submitted.

· If a new graduate course is developed to replace a 400G-level course but program faculty elect to retain the 400G-level course, the faculty must include (in section 1.7 of the proposal to create the new graduate course) specific provisions for excluding from the proposed course students who have completed the 400G-level course.

· If a course number is changed to reflect significantly revised course content, objectives, student expectations, etc., a new course proposal must be submitted. 

· Changes in course number that involve a change from upper division (300 or 400 level) to lower division (100 or 200 level) or lower division to upper division may require a new course proposal because it is assumed that, in this case, course content, objectives, student expectations, etc. are likely to change significantly.

· Proposals to revise course numbers are consent items on the UCC agenda. 

· Each proposal to revise a course number must be accompanied by a completed Course Inventory Form. Proposals lacking the form will not be considered by the UCC and will be returned to the sponsoring department/unit.

 

Proposal Date: 01/10/2013
University College
Professional Studies Department
Proposal to Revise Course Number

(Consent Item)

Contact Person:  Said Ghezal, said.ghezal@wku.edu, 745-4285
1.
Identification of course:

1.1 Current course prefix (subject area) and number:  OST255C
1.2 Title: Office Administration
1.3 Credit hours: 3
2.
Proposed course number: 254
3.
Rationale for the revision of course number: The prefix OST of this course is to be changed to a BUS prefix to accurately reflect the content of the course and the changes in the office management and supervision concentration. The number 255 for a BUS prefix is not available and therefore 254 will be adopted.
4.
Proposed term for implementation: Fall 2013
5.
Dates of prior committee approvals:


Professional Studies Department 


                                         11/28/2012
            University College Undergraduate Curriculum Committee
                               1/10/2013

Undergraduate Curriculum Committee

                      ___________________


University Senate




                     ___________________

Attachment:  Course Inventory Form
Office of the Registrar


COURSE INVENTORY FORM

  FORMCHECKBOX 
 Course Revisions 

Note:
If course revision affects subject area, course number, or course title, complete both #1 and #2,

and any other proposed changes. 

If course revision does not affect subject area, course number, or course title, complete #1,

and any proposed changes ONLY.

1.
Identification of Existing Course
Existing Subject Area
OST

Existing Course Number
255

Existing Course Title
Office Administration
2.
Identification of Proposed Course
Proposed Subject Area
BUS

Proposed Course Number
254

Proposed Official Course Title
Office Administration

Proposed Abbreviated Title
Office Administration
3.
First effective term for course revision (e.g. Spring 2012=201210, Fall 2012=201230)
201330
4.
Offering Unit (See Table of Code Values.)
College
 FORMDROPDOWN 

Department
BUS
Course Revisions:  Check box at left and complete only those items that are being changed.  Leave other items blank.


 FORMCHECKBOX 

5.
Credit Hours 
Fixed Credit Hours: 
    
Variable Credit Hours     
 FORMDROPDOWN 

    

 FORMCHECKBOX 

6.
Repeat Limit (See instructions.)
     
Total Maximum Hours (See instructions.)
     

 FORMCHECKBOX 

7.
Grading (Check all that apply.)
 FORMCHECKBOX 
 Standard Letter Grading
 FORMCHECKBOX 
 Pass/Fail Only
 FORMCHECKBOX 
 No Grade




 FORMCHECKBOX 
 In Progress – IP (course is intended to span more than one term)


 FORMCHECKBOX 

8.
Schedule Type (See Table of Schedule Types.)

 FORMDROPDOWN 

 FORMDROPDOWN 

 FORMDROPDOWN 


 FORMCHECKBOX 

9.
Corequisites (courses required to be taken concurrently with this course)


Subject Area
Course Number
Subject Area
Course Number
Subject Area
Course Number


    
    
    
    
    
    

 FORMCHECKBOX 

10.
Equivalent Courses (Include South Campus [C suffix] courses and other equivalent courses.)


Subject Area
Course Number
Subject Area
Course Number
Subject Area
Course Number


    
    
    
    
    
    

 FORMCHECKBOX 

11.
Prerequisites (See instructions.)


Subject Area
Course Number
Subject Area
Course Number
Subject Area
Course Number


    
    
 FORMDROPDOWN 

    
    
 FORMDROPDOWN 

    
    



 FORMDROPDOWN 

Other
     

 FORMCHECKBOX 

12.
Course Attribute 
 FORMCHECKBOX 
 Honors Course
 FORMCHECKBOX 
 Developmental Course


 FORMCHECKBOX 

13.
Course Restrictions
 FORMCHECKBOX 
 Include/ FORMCHECKBOX 
 Exclude
College
 FORMDROPDOWN 

College
 FORMDROPDOWN 

Major
    
Major

 FORMTEXT 

   

Classification


 FORMCHECKBOX 

14.
Course Description (Indicate exactly as it should appear in the University Catalog.  Include pertinent special information, e.g., course fees, pass/fail grading, field trips, transportation requirements, etc.)
9

Includes work relationships, leadership roles, team membership, problem solving skills, and the use of technology.
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