New Course Proposal (Noncredit only)
2/23

To Be Completed by the Director of Continuing Education
Originating School/Conservatory: School of Continuing Education
This form is for courses offered only on a noncredit basis. If the course will be offered for credit and noncredit, use the LAS-SOA-LSCE proposal form.
Required Basic Information:

1. Full course title for publication:

2. First semester/term and year offered: 
3. Three-letter course prefix: 
4. Level: Noncredit only
5. Grade Mode: 
_____ Attend Y/N (Y)
_____CEU Pass/Fail (C)




_____ Pass/Fail (F) 
_____Audit (A)
6. Description See course description guidelines below (60 words max, third person, present tense): 

7. Prerequisite (including permission of instructor) – specify course number:
8. Corequisite – specify course number if applicable: 
9. Any other restrictions:
*****

When you have completed the proposal:

Email the completed proposal (as a Word attachment) to the Office of the Registrar (for course # assignment, etc.)

*****

General Guidelines for Noncredit-Only Course Descriptions 
1. Because the description applies specifically to the course title listed above it, it is unnecessary to begin the description with the words “This course.” Sentence fragments are acceptable as long as the meaning is clear.

2. Write in the present tense 

3. Length: 60 words maximum

To check word count: 
Highlight the description in Word, go to Tools in the menu bar, and click on Word Count.

4. All course descriptions are subject to editing for length, clarity, and style. For general style information, please refer to the Purchase College Editorial Style Guide.
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