Instructions: Completing the Minor Course Change Form
All curriculum changes need to have a current greensheet attached. Undergraduate Studies and Graduate Studies and Research will return to the College any form without a greensheet.

	Subject and Number
	Indicate the present prefix and course number as shown in PeopleSoft, e.g., for Communication Studies 100W, input COMM 100W

	
	

	Approval Term
	Refers to the term and year when the changes take effect. 

	
	

	Course Title
	Type in the complete title as shown in PeopleSoft

	
	

	Does class fulfill written English requirement
	Check appropriate box. If yes, indicate when it was approved by either GS&R (for graduate classes) or WRC (for undergraduate classes)

	
	

	Is Course Cross Listed
	Check appropriate box. Indicate with which departments the course is cross listed

	
	

	Is Class used for other major/credential programs
	Check appropriate box. If yes (and you know the department(s) that using this course in their degree), indicate if the Department(s) have been notified of the change. 

	
	

	Changes:
	

	
	

	Prefix/Number/Alpha Suffix
	Indicate new prefix and number/alpha suffix.  Please make sure that you are not already using this number or, if the class is cross listed, that this number is available in ALL the departments that will be cross listed.

	
	

	Subtitle Course
	Specify the new subtitle for the course. Use no more than 18 characters in total. Repeatable courses may have subtitles.  Please note:  Only the course title will show on the student’s transcript.  The subtitle will only show in the Schedule of Classes.

	
	

	Inactivate
	All courses should be offered at least once every two years.  If a class has not been offered in two years, it should be inactivated.

	
	

	Unit Change
	Indicate current and new. For a variable unit class, indicate the range from minimum to maximum. Please note that if this class is required for a degree and will result in a change in total units required for the degree, you must submit an updated degree template (Academic Major/Minor Program Form).

	
	

	Grading Method
	Select a grading basis from the menu. The following are the grading methods applicable for each course level:

	
	

	
	Undergraduate:
	Letter (A-F)

	
	
	Credit/NC (Credit/No Credit)

	
	
	

	
	Remedial:
	Letter (A-F)

	
	
	CR/NC (Credit/No Credit)

	
	
	CR/NC/ND (Credit/No Credit/No Degree Credit)

	
	
	

	
	Graduate:
	Letter (A-F)

	
	
	CR/NC (Credit/No Credit)

	
	
	CR/NC/RP (Credit/No Credit/Report in Progress)

	
	

	
	Note:  Undergraduate classes may NOT use CR/NC/RP as a grading method

	
	

	Repeatable for Credit
	Choose from the menu. Select Yes if the class may be repeated for additional credit (and not for grade improvement only). Select appropriate box if student is permitted to enroll in the course multiple times within the same term. Indicate the maximum number of units that a student is allowed to repeat the course. A subtitled class must be repeatable for credit.

	
	

	Cross Listing Change
	Check appropriate box. Indicate with what departments the course is cross listed, and submit the cross list proposal form together with this form.  NOTE:  the course will not be cross listed without the Cross List Proposal Form, completed and signed by the other department(s) and College(s).

	
	

	Multi-component Class
	A course may have multiple components (e.g., lecture, laboratory, activity). If this is a multi-component class, determine how the components will be scheduled.  The lecture is, by default the primary (graded) component. Check MAN if a student in a particular lecture section MUST take a lab or activity associated only with that section; WILD if a student in any lecture section may take any scheduled lab or activity.

	
	

	Staffing formula
	C/S, Hours, and Units must be completed if you are adding a lab, activity or changing the class type. Please refer to the Staffing Formulas at: http://www.sjsu.edu/ugs/curriculum/classification/ 

	
	

	New Abbreviated Title
	The short title appears on the transcript, course catalog search and the schedule of classes. Use no more than 18 characters.

	
	

	New Course Title
	The long course title appears on the course catalog. Use no more than 40 characters.

	
	

	New Course Description
	Use no more than 40 words.

	
	

	Pre/Corequisite
	Input exactly as you wish it to appear in the catalog. Note that all upper division undergraduate courses require a prerequisite. Entry could be any or all of the following:

	
	

	
	Prerequisite:
	Is a course or courses that must be taken prior to registration in the course

	
	Corequisite:
	Is a course or courses that must be taken in the same semester as this class

	
	Pre/Corequisite:
	Is a course or courses that must have been completed prior to taking this class or may be taken simultaneously with this class

	
	
	

	
	NOTE:  You must indicate if you wish the prerequisite, corequisite or pre/corequisite to be checked by PeopleSoft.  Without explicit instructions NO prerequisites become system prerequisites. They are merely listed in the catalog.  No lower-division prerequisite may be a system prerequisite on any undergraduate class.

	
	You may also put other specific requisites e.g. instructor consent, classified graduate standing, a minimum grade requirement, successful completion of the WST, final semester, upper division standing, etc.


[image: image1][image: image2][image: image3]












