Guidelines for Electronic Submission of Curriculum Proposals

These guidelines only refer to proposals for the CIS and GCIS.  Proposals for consideration by the entire UCC such as bylaw changes should still be distributed using the conventional print copy mechanism.  Such proposals can be added to the electronic listing of proposals if the person or program requests that they be posted to that section of the UCC web page.  Send a copy of the file to the UCC Chairperson by disk or email attachment with that request.  The email address is ucc2@lhup.edu

1. Programs or Departments that make course or program proposal distributions at UCC for consideration by the CIS or GCIS should deliver a signed cover sheet, 10 print copies, and one electronic copy of the materials to the Chairperson of the UCC.

a. The electronic copy must be in Microsoft Word format and can be submitted either on disk or by an email attachment.

b. The file name should approximate the course name and number.  For example, EDUC105_IntroElemEd.doc, or HIST101_WorldHist_1.doc.  A proposal for an overlay would add the appropriate abbreviation for that course.  For example a writing emphasis overlay for a course might look like the following example,  EDUC472_Read_LA_Meth_WE.doc.  A proposal to revise a course of study might take the file name, Rev_Elem_ Ed_Program.doc.

c. Materials sent to the UCC Chairperson by email should clearly state in the subject line that the email contains a UCC proposal.  For example UCC proposal, new course ABCD3xx_, or WXYZ122 course revisions, LMNO322 WE overlay.

d. Electronic copies of proposals should be received by 4 PM on the day of distribution at UCC.  Proposals will then be forwarded to the secretary of the Provost to be posted on the UCC web page.

2. The Chairperson of the UCC will distribute the print copies of the proposal to the CIS or GCIS and reserve copies for the Provost, the Chairperson, the Secretary, and the secretary to the Provost.

3.   At the meeting where the proposal is discussed by the CIS or GCIS several actions are possible:

a. Approval of the proposal as submitted.  In this case the Chairperson will sign the coversheet and forward to the Provost.  The Provost will authorize the secretary to the Provost to move the course proposal to the list of approved courses.

b. Approval with changes.  If the submitting program or department agrees to the changes they submit a revised copy of the file to the Chairperson of the UCC. In this case the Chairperson will sign the coversheet and forward the coversheet and the revised file to the Provost.  The Provost will authorize the secretary to the Provost to move the course proposal to the list of approved courses.

