	Curriculum Management Best Practices for Submitters
A quick-reference guide for faculty proposing curricular changes in Coursedog


1  START A NEW PROPOSAL
In Coursedog, use the right-hand Actions panel to begin. Select New Proposal, then work through the complete form step by step. It will prompt you to provide the details and documents your proposal needs.
1. Have your supporting materials ready (syllabus, catalog copy, learning objectives) so you can attach them as you go.
1. You can save and return to a proposal before submitting, there's no need to finish the form in one sitting.
1. Add co-contributor to help draft the proposal and ensure continuity over time. This gives them edit access to an existing proposal.
2  THINK ABOUT CURRICULAR CONTEXT
Before you submit, consider what your proposal touches beyond your own course or program.
1. Does this change affect a prerequisite, requirement, or shared course in your own unit?
1. Does it affect another department or program — a course they require, a prerequisite chain, or shared curriculum?
1. If another unit is affected, secure their letter of support before you submit it. Proposals that reach an approver without one are a common reason for delay or rejection.
3  TRACK YOUR STATUS
Once submitted, use My Proposals in the Actions panel to see where things stand, no more wondering!
1. My Proposals shows every submission you have in progress and its current stage in the approval workflow.
1. If a proposal is returned for revision, address the feedback and resubmit through the same form.
4  SUBMITTING A BUNDLE (PROGRAM + COURSES)
Some changes span both a program and its courses, like a new major, new program or a prerequisite change that touches multiple courses. These need to be linked as they are submitted, so that they move through Coursedog as a set.
1. Within each proposal, toggle whether the program change affects courses, or the course change affects a program — this connection must be marked in order to link proposals
1. After you submit, Coursedog will prompt you to link the related proposals together so they move through review as a set.
	✓  WHAT A COMPLETE PROPOSAL NEEDS
Before you submit, make sure you have:
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



