
I want to make a change to an 
existing course in one or more 
of the following areas:
- catalog description
- domain/capstone designation
- units 
- course number
- course title
- prerequisite(s)
- crosslisting
- grading method
- frequency

NO

I want to submit a 
description for an existing 
Topics course.

I have taught a course 
once (or more) and want 
to make it a permanent 
offering.
 

I want to offer a new course.

Complete the "Course 
Changes"  form, available 
on the Academic Affairs 
website.

1. Use your 
department/program?s 
"Topics" course number.

2. Submit your course title 
and description (and 
any changes in 
prerequisites) to the 
Registrar by the  
deadline specified in the 
"Call for Schedules" 
email sent each 
semester.

Would you like to make it a 
permanent offering?

YES

Would you like to create 
one course number with 
changeable course topics?

1. Complete the "New 
Course Proposal" 
form,

2. and choose 
"one-time offering."

YES
NO

1. Complete the "New 
Course Proposal" form,

2. choose "permanent 
offering,"

3. and name the course 
"Topics in ____."

4. (optional but 
recommended) Email a 
sample syllabus to the 
COA Chair.

1. Complete the "New 
Course Proposal" form,

2. choose "permanent 
offering," 

3. and email a syllabus to 
the COA Chair.

Which COA Form Should I Use?

Does the course fit into a 
"Topics" course currently 
offered by your dept/program?

NO
YES

Crosslisting: If a crosslist 
is absolutely necessary, the 
Registrar recommends that 
the course share the same 
course number across the 
crosslisting departments.

Course Number: Propose 
course number(s) that 
fit(s) in your department?s 
or program?s offerings. 
The Registrar and COA 
will confirm.

Syllabus: Please include:
- Learning goals
- Required texts
- Types of assessments/ 

assignments and their 
contributions to the final 
grade

General Notes from COA

Course Description: 
Catalog descriptions 
should be written in the 
third-person plural and 
present tense (e.g. 
"Students develop....")

All courses require COA 
approval. Permanent offerings 
also require Senate approval. 
Please plan accordingly.

Course changes require 
COA approval.

Topics Course
Definition: one that may 
be taken more than once 
for credit when the topic is 
different. Labeled as a 
?Topics course? in the 
course catalog.
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