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M e m o r a n d u m
	To:
	[Name], [Department], [Title]
	Date:
	[Date]

	From:
	[Name], [Department], [Title]
	
	

	
	
	
	

	Subject:
	PROPOSED NEW COURSE TO BE ADDED to PROGRAM – consultation memo




Instructions for Proposing Department:

· Department chair/head discusses proposed course with other departments that may want to include the course as a requirement or elective in their programs.

· For programs that will include the course, attach copy of returned consultation memo(s) to the Propose New Course form (see below), before submitting the course proposal to your college for review and approval.
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This is a required [Blves Bino
course
Specify name(s) of major,
concentration, minor,
certifcate, or graduate

program:

Thisis an elective [Blves Bino
course

Specify name(s) of major,
concentration, minor,
certificate, o graduate
program:

Attach memos of
support from other
departments adding
the proposed course to
their curriculum.

Uploaded Files:

Files To 8e Uploaded:




The following new course is being proposed by our department. You are being consulted because you may want to consider adding the course as a requirement or elective in your department’s program.  
Course Title, Unit Value: [unit value]
Course Description: [course description]
Please check the appropriate box and return a signed copy of this memo to me.

(  
The course will not be added to a program in our department.  (Comments below are optional.)
(  
The course will be added to a program in our department as indicated below.

Specify the program to which the course will be added and indicate whether the course will be required or an elective:
	

	

	

	

	

	


__________________________________________

___________

Signature of Department Head or Chair

Date
__________________________________________


Print Name


For further information on curricular Communication and Consultation, refer to the Curriculum Handbook.
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