COURSE REVISION

STEP #1 – Consult your department chair
STEP #2 – Email Julie (copy Ginger and your dept. chair) with:
_____  Description of proposed changes
_____  Draft Syllabus 
_____  Requested date to be presented at CCC
STEP #3 – AFTER Julie’s feedback, enter proposal in CIM Course Form
_____  Choose editorial, routine, or substantial based on Julie’s determination
Required attachment:
_____  Revised Syllabus 


CIM User:
· Click “Save Changes” to save your work.  
· Do not edit the Corequisite, Prerequisite, or Restriction fields. Be sure to make updates to these items clear within the course description, and the registrar’s office will code them in Banner.
· Click “Start Workflow” when you are finished with all edits ready to submit to your department

Department CIM Approver (chairs and AAs ONLY):
· Department designee clicks “Approve” (indicating dept. approval vote) by CCC due date
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