Common Errors in Curriculum Proposals
These are some of the most common issues and errors that arise in curriculum proposals.  College committees should be conscious of these issues in reviewing proposals.  If such problems are caught at the early stages of review, timely implementation of the proposal will be facilitated.  
1) Follow Format.  Consult the Curriculum Committee webpage for correct format guidelines.  Also attached are sample proposals for  Process A, B, and C.   
Library Resource Forms.  All proposals for new courses, as well as proposals that substantially change the content of a course, must have a library resource form attached.  THE FORM SHOULD BE COMPLETED AND SIGNED BY A LIBRARIAN.
2) Course Numbers.  Any time a course is mentioned throughout the proposal, the correct title and course number should be provided.  
3) Catalog description on separate page.  For any proposal for a new course, or for a change in the title or catalog description of a course, the last page of the proposal should provide the new catalog description, complete with title, course number, and credit hours, and any prerequisites; that page should have NOTHING ELSE on it.  This is because the Provost’s office will tear off that page and send it to the Registrar’s office.  
Correct Format:

ANTH -02321:  Cultural Ecology







3 S.H.

Prerequisite: ANTH 02202
This course examines the relation of human groups to their environments as mediated by culture.  

It emphasizes the interaction of significant variables in the natural habitat, technology, and social institutions.  This course may not be offered annually.

4) Consultation letters attached.  In the “Results of consultations” section, it is not adequate to state that consultation occurred.  Letters from all other stakeholders should be attached.  Printouts of email exchanges are acceptable.  

5) Consistency throughout proposal.  Course titles and prerequisites should be the same every time they are listed.  
6) Show effect on curriculum.  When changing the requirements for a major, minor, concentration or specialization, the proposal document should focus on the changes and their rationale, but it is helpful to include a summary of the entire current and proposed curriculum.  Attaching complete advising sheets for the current and proposed curriculum to the proposal as appendicies is a common approach.  
