Curriculum Form Information
Revised: August 30, 2007

Open web browser to http://www.csulb.edu/divisions/aa/catalog/
This serves as a short cut to limit the amount of typing needed to complete the curriculum forms. 



	Text that appears in blue and is not a website link can be moused over to reveal form field examples.
	[image: image1.png]








	Throughout the forms you will find form fields that request you to delete all but the appropriate information.  Highlight the black text items in the form field (gray box), and delete those that do not apply.
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	If any answers are accidentally deleted, you can “UNDO” the process by CTRL-Z or APPL+Z or through the Word Menu system (Edit -> Undo).  
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	Many forms require a six or seven line information block.
This information needs to be provided whether the information
is changing or not.
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	It is recommended to have your browser window open to the online catalog linked above, so it is easier to copy and paste all the current information and just make the appropriate edits instead of retyping the entire course outline.





	The remainder of questions ask you to delete all but the appropriate information. 
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Delete each field, leaving your answers to the question.  Copy that answer into the correct part of the guidelines above – on top of the double dashed line.
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	At the end of a form, there is a field for filename.  
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	Follow the guidelines for each filename as they slightly differ between each form.
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FORM SPECIFIC TIPS



	In the Course – Change forms a new question regarding whether this a major or minor description change?  This question was created to get curriculum committees thinking about their changes.  If this form requires a major content change – should it be a new course instead?  This is a question to be handled by the Department Chair, Department Curriculum Chair or the College Curriculum Chair.
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	In the Course – Drop form, a question asks if there is a replacement course available for the drop course.  If there is, a Program – Change form needs to be filled out.  If a replacement can apply to prior catalog years, a form link is provided to send you directly to the appropriate form that also needs to be filled out and sent to Enrollment Services.
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	In the Course – Drop form, a question asks if the course being dropped was used in degree programs in other colleges and departments.  A list of all courses used in all degrees outside their native department (service courses) will be sent to the Department Chair of each college and is managed by the Curriculum Office.  Consult that list to find the answer to this question.
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	In the Program – Change  form, include only the current catalog text that is changing in the new catalog text section.
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	It is a good idea to cut and paste this information from the online catalog, and re-paste it in the items change box.  Then edit the ‘New Catalog Text’ Box with the changed information.
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	The bottom section “List changes” just bulletpoints the information that changed in the program.  
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	The final question on the Program – Change  form ask to affix a new roadmap to the form if course requirements are changing.  This is only for undergraduate bachelor programs.





At completion of form be sure to:

Double check your work. 

Delete all red text from form. 

If necessary, remember to attach appropriate forms, standard course outlines or roadmaps to the signed copy of the form.

Obtain the appropriate signatures.

