	Curriculum Management Best Practices for Approvers
A quick-reference guide for approvers using Coursedog


1  CHECK YOUR QUEUE ON A SCHEDULE
Don't rely on memory. Set a recurring time — weekly is recommended — to log in and review pending items, even if you haven't received a notification yet.
1. Coursedog emails you automatically when a form reaches your level and needs action.
1. A scheduled check catches anything queued behind a delay, and keeps your unit's proposals moving.
2  KNOW THE DEADLINE: 2-WEEK AUTO-ADVANCE
This is a hard rule: any proposal not acted on within two weeks of reaching your queue automatically advances to the next approval level, whether or not you've reviewed it.
1. There is no extension or grace period — plan your review time accordingly.
1. Auto-advance does not mean auto-approve elsewhere in the workflow; each subsequent level still applies its own review.
3  ASSIGN A DESIGNEE
If you anticipate being unavailable (travel, leave, competing deadlines), name a designee who can act on your behalf so proposals aren't lost to auto-advance.
1. Contact Tiffany James or Zenia Agustin to have a designee added to your approval level.
1. Set this up before you need it — designee assignment is not automatic and takes time to process.
4  REVIEWING & TAKING ACTION
From your Home page, you’ll see what is in your queue. Clicking on an active proposal will review a new right-hand menu, take one of two actions on each item:
1. Approve — the proposal moves forward to the next level in the workflow.
1. Reject / return for revision — send it back to the originator with your notes. Once resubmitted, it re-enters your queue and the full 2-week clock restarts.
If a proposal isn't ready, act on it — a rejection with clear feedback keeps things moving; silence just runs out the clock and auto-advances it unresolved.
	✓  WHAT TO LOOK FOR IN A PROPOSAL
Before approving, confirm the proposal includes:
1. Clear justification — a rationale that explains the need for change and its curricular impact
1. Defined learning objectives — measurable, and aligned with the course level and program outcomes
1. Consistency across the form — prerequisites, credit hours, and course numbers match throughout
1. Letter of support from affected units — required whenever the proposal impacts another department's courses, prerequisites, or curriculum
In addition, confirm course proposals include:
1. Complete, accurate syllabus — matches the proposed course/catalog description, credit hours, and format
1. Accurate catalog description — reflects the course as it will actually be taught




