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	Action
	Definition
	Process
	Forms

	New Course
	Creation of a credit course that has never been in the MxCC catalog.
	Compare to similar courses in system 

Determine course number (Registrar’s office)

Divisional approval

CAP approval
	New Course

Course Outline

Draft Syllabus

	Reinstated Course
	Reintroducing a course that was removed from the MxCC catalog in previous years. This is treated like a new course.
	Compare to similar courses in system 

Determine correct number (Registrar’s office)

Divisional approval

CAP approval
	New Course

Course Outline

Draft Syllabus

	Pre-requisite change
	Addition, removal or modification of the pre-requisites for a course in the current MxCC catalog.
	Divisional approval

CAP approval
	Signature Form
Course Outline

Draft Syllabus

	Course Name Change
	Change the name of a course in the current MxCC catalog.
	Divisional Approval

Associate Dean of Learning
	none

	Catalog Description
	Cosmetic changes to the wording of the catalog description. The Associate Dean of Learning will determine if the change is cosmetic or substantive. 
	Associate Dean of Learning
	none

	Learning Outcomes Change
	A change to the learning outcomes of a course in the current MxCC catalog.
	Divisional approval

CAP approval
	Signature Form
Course Outline

Draft Syllabus

	Special Topics
	Special Topics courses are one-time only courses in a subject area. Can be used to pilot a course (replaces the old X-course designation). Special Topics courses may or may not appear on the published schedule.
	Determine  Special Topics number (Registrar’s office)

Activate the Course designation (if necessary)

Division Chair signature

Dean of Learning signature
	Special Topics 

	Independent Study
	A course that in the current MxCC catalog that is being run during a semester in which the course was not on the schedule or had been canceled. The course has enrollment limited to those students approved by the professor.
	Dean of Learning approval
	Academic Change 

	Special Topics to Permanent Course
	Create a new course based on a previously run Special Topics course (with modifications if necessary)
	Compare to similar courses in system 

Determine correct number (Registrar’s office)

Divisional approval

CAP approval
	New Course

Course Outline

Draft Syllabus

	Deactivate Course
	Remove a course from future MxCC catalogs.
	Division Chair approval

Dean of Learning

FYI to CAP
	FYI 




