PROGRAM CLOSURE

STEP #1 – Consult your department chair or school director
STEP #2 - Email Julie (copy Ginger and your dept. chair/school director) with:
_____  Description of proposed changes
_____  Requested date to be presented at CCC
STEP #3 – Ginger will schedule a zoom consultation with you, your chair/school director, Julie, & Jennifer Wies 
STEP #4 – AFTER Julie and Jennifer’s feedback, enter proposal in CIM Program Form
Use the “Inactivate” button.
Required attachments:  
_____  Program Closure Proposal including a Teach-Out Plan (get form from Ginger)

CIM User:
· Click “Save Changes” to save your work.  
· Click “Start Workflow” when you are finished with all edits ready to submit to your department
· Because programs map to catalog pages, any edits made to a shared field, such as a major with multiple concentrations, should be made on each of that field’s pages

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