UNDERGRADUATE COURSE AND PROGRAM CHANGE PROPOSAL CHECKLIST

All undergraduate proposals are submitted through Bizflow. For questions about the Bizflow form,
please contact Jayne Ramirez (jayramirez@mail.fresnostate.edu or 278-5285) in the Office of the Dean
of Undergraduate Studies.

COURSE PROPOSAL REQUIRED MATERIAL

[ ] Create a Course Proposal (for new courses and T-Course conversions) or Course Change Request (for

existing courses) proposal via Bizflow and complete the needed information
[ ]Justification for a New Course or Course Change Request

[ ] A syllabus for the course that contains all elements required in APM 241 (Interim Policy on Course
syllabi and Grading), APM 232 (Policy on Student Absences), and follows the model course syllabus

template
[ ] For unit value changes, attach both OLD and NEW syllabi

[ ] For GE Courses, must have GE learning outcomes, GE writing requirements and designated
assignment for the GE Program Portfolio

[ ] For SL Courses, see Faculty and Service Learning Website for requirements

[ ] For W Course, follow APM 216 (Standards for Writing Course Requirements)

[ ] Catalog Description with edits (Final CLEAN catalog description including prereq/coreq
requirements needs to be on the Bizflow form)

[ ] A memo of support from all impacted departments

[]If the proposal is requesting GE Status, GE Proposal Form will need to be completed

[ ]If the proposal will result in a change in a program — A PROGRAM PROPOSAL will be required (see
below)

PROGRAM CHANGE PROPOSAL REQUIRED MATERIAL

[ ] Create a Program Change Request proposal via Bizflow and complete the needed information
[ ]Justification for a program change request
[ ] Catalog Description with edits (Cross-out anything removed and underline anything added)

[ ] Program must be EO 1071 compliant and meet the 120 unit requirement

[ ]A memo of support from all impacted departments

Detailed information can be found on The Office of Dean of Undergraduate Studies Website. For
proposals related to Program Development (minors, new options, elevations, etc.) please review the

steps on the website and contact our office for assistance.
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http://www.fresnostate.edu/academics/curriculum/undergrad-dev/index.html
http://www.fresnostate.edu/academics/facultyaffairs/documents/apm/241.pdf
http://www.fresnostate.edu/academics/facultyaffairs/documents/apm/232.pdf
http://www.fresnostate.edu/academics/curriculum/instruction/syllabus.html
http://www.fresnostate.edu/academics/curriculum/instruction/syllabus.html
http://fresnostate.edu/academics/cesl/servicelearning/index.html
http://www.fresnostate.edu/academics/facultyaffairs/documents/apm/216.pdf
http://www.fresnostate.edu/academics/documents/GE%20Proposal%20Form%20Approved%205.15.18.pdf
http://www.fresnostate.edu/academics/curriculum/undergrad-dev/index.html
https://www.calstate.edu/eo/EO-1071-rev-1-20-17.html
http://www.fresnostate.edu/catalog/academic-regulations/degree-reqs.html
http://www.fresnostate.edu/academics/curriculum/index.html
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