
INSTRUCTIONS FOR COMPLETING COURSE PROPOSAL FORMS 
FOR DIVISIONAL COMMITTEE REVIEW 

UW-Madison 
For Actions Taken During the CURRENT Academic Year 

CHANGES HAVE BEEN MADE; PLEASE READ THESE INSTRUCTIONS CAREFULLY! 

Questions about  course proposals should be directed to the Divisional Committee Off ice: 2-2143 OR 3-5740.
http://w w w .secfac.w isc.edu/divcomm/courses/CourseProposals.htm 

A.  GENERAL INSTRUCTIONS 

1. Select the appropriate form (New , Change, or Delete) and enter all information. 

2. Complete a separate form for each course proposal/request. For example, a change of a prerequisite for tw o
courses w ould require tw o separate forms. When several course proposals are submitted together please use a
new  sheet of paper for each proposal. One cover letter is suff icient for each set  of proposals submitted
together. 

A course proposal should consist of: 

a. A cover letter from the department chair.  The letter should be addressed to the chair of the divisional 
committee. 

b. A completed New  Course, Course Change or Course Delet ion form that has been approved by the
department curriculum committee. 

c. Supplementary pages of just if icat ion information, as necessary. 
d. Support ing let ters from other departments. 
e. Approval memo from the school or college curriculum committee(s). 

3. Prepare the requisite number of copies (see below ) of the cover let ter and each course proposal form. Materials
must be received three weeks before an Executive Committee meeting from the college/school curriculum 
committee. Approval from college or school curriculum committee is required, so additional lead time will be
necessary. Send all materials to the college or school curriculum committee as assigned below: 

College of Agricultural and Life Sciences: 116 Ag Hall (15 copies init ially, then 20 more copies upon approval)
School of Business: Undergraduate Courses:  Undergraduate Curriculum Committee, 5181 Grainger Hall (1 copy); 

Graduate Courses:  Graduate Curriculum Committee, 3150 Grainger Hall (1 copy).
School of Educat ion: Dean’s Off ice, 132 Educat ion Building (20 copies)
College of Engineering: APCRC, 2630 Engineering Hall (12 copies init ially, then 20 more copies upon approval)
College of Letters and Science: 3 draft  copies to L&S Curriculum Committee, 307 South Hall. Include f inal L&S

approval w ith 20 copies sent to Divisional Committees off ice, 134 Bascom Hall.
School of Human Ecology: Academic Affairs, 447 Human Ecology Building (1 copy)
Law  School: Contact Kevin Kelly, Curricular Affairs, 5109 Law  Bldg, kevinkelly@facstaff .w isc.edu, 2-4041
School of Medicine & Public Health: 1 electronic copy of proposal & support ing documents to Tracy Cabot, 4113

HSLC, t lcabot@w isc.edu, then 20 hard copies to Divisional Committees including approval.  For courses 
leading to the MD degree: 1 electronic copy of proposal & support ing documents to Laura Dast, 4283 HSLC,
lcdast@w isc.edu, then 20 hard copies to Divisional Committees including approval.

School of Nursing: Academic Affairs Off ice, K6/134 CSC (Graduate) or K6/132 CSC (Undergraduate), (20 copies) 
School of Pharmacy: Curriculum Committee Chair, 1203 Rennebohm Hall (1 copy) 
School of Veterinary Medicine: Curriculum Committee, Academic Affairs, 2268 Veterinary Medicine (20 copies) 

4. The follow ing proposals must be submitted to the divisional committees: 
P All new  course proposals 
P Course number changes 
P Tit le changes 
P Credit  changes 
P Prerequisite changes 
P Substant ive description changes or course reorganizat ions 
P Grading system changes 
P Crosslist  status changes 
P Course delet ions 

Please refer to the follow ing pages for explanat ion 

Note: The Timetable off ice can accept new  courses or course changes for inclusion in the Timetable or the
All Course List  only if  the courses have received the approval of the appropriate divisional committee
and dean. 

5. Departments are reminded that t it les of courses and descriptions of course content must correspond as closely
as possible to the courses actually offered. Courses do and should evolve and instructors do change, but it  is
incumbent on the department to make certain that such changes are ref lected in the Catalogs and Timetable
entries and to request divisional committee approval whenever such changes are desired. 

6. When request ing a change for a crosslisted course, it  is imperat ive that the other departments that carry the 
course on the All Course List be listed on the course proposal form. Written approval of the requested changes 

http://www.secfac.wisc.edu/divcomm/courses/CourseProposals.htm
http:kevinkelly@facstaff.wisc.edu
http:tlcabot@wisc.edu
http:lcdast@wisc.edu
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by each crosslisting department is also required, and, if the crosslisting department is in another school/college,
approval from that level committee is also required. 

7. Courses that in all likelihood w ill not be offered by the department during a tw o-year span may be temporarily
removed from university catalogs w ithout being dropped permanently from the All Course List . When they are
relisted in a catalog, they need not be review ed by the divisional committee unless changes have occurred. 

8. If  the course is a " service course"  for students in other departments, or if  it  is a prerequisite for courses in
other departments, or if  it  plays an important role in other curricula, include support ing letters from the affected
departments. 

B.  INSTRUCTIONS FOR COMPLETING NEW COURSE FORMS 

Identification of Proposals 

# Enter department name, date prepared, and indicate the appropriate divisional committee. At the top of all
subsequent pages, enter department name and proposed course number. 

# Indicate whether the proposal has been approved by the department curriculum committee. 

# The school/college curriculum committee w ill indicate w hether the course has been approved at that level. 

Course Information 

1. Course Number:  Enter the 6-digit course number (the f irst  three digits are your department identif icat ion
number, the last three digits are the course number). Courses numbered under 300 may be taken for credit
only by undergraduates; those in the 300-699 group may be taken for credit  by both undergraduate and
graduate students; those in the 700-999 group are generally open only to graduate students. Course numbers
in w hich the middle digit  is 8 are reserved for courses in the Honors Program. Course numbers in w hich the 
middle digit  is 9 should be reserved for reading and research courses. Physical Sciences Division:  A course 
number at a 300 or higher level for a new  course intended primarily for students in other departments w ill not
be approved unless the course content is comparable to upper-level courses given for the department ' s own 
students. 

Important: Decide whether this should be a new course or a change in course number. Will the “new” course satisfy
the same requirement for the major as did the “old” course? If so, use a course change proposal form. If not, use a
new course proposal form. 

2. Course Tit le:  Enter the proposed t it le. Abbreviate only if  necessary. Course t it les are limited to 68 characters, 
including spaces betw een w ords. 

The follow ing def init ions may assist  you in determining the appropriate t it le: 

Seminar: A course that features informality and discussion in which students present research (w hich may or
may not be their ow n) or current issues and problems w ithin a part icular f ield. Students receiving credit  for the
seminar are required to prepare and give the lead-off  discussion during one of the meetings.  

Colloquium: An academic meeting at w hich one or more specialists deliver addresses on topics or related topics
and answ er quest ions about those topics. 

3. Crosslist ing Departments: List all departments to be included in the crosslist ing. Provide a w ritten statement
from the other departments that they agree to crosslist  the course and carry it  on their All Course List . The
course number, t it le, credits, prerequisites and attributes (breadth and level) must be the same in all
departments. 

Requests that involve the crosslist ing of a course w ith a department in schools and colleges that have standing
curriculum committees must be cleared w ith those committees before the proposal is submit ted to the
divisional committee. 

4. Topics Course: Indicate whether the course is a "Topics"  course. If  yes, in each Timetable call the part icular
topic to be offered that semester can be added to the t it le. The topic also w ill appear on the student ' s 
transcript. Keep the t it le short  to allow  room for the specif ic topic to appear on the transcript. 

A topics course is usually a lecture course given by a professor or professors. The subject in the topics course
is usually offered for one t ime only. The course may be used by a visit ing professor to present a subject or by a
department to introduce a course on an experimental basis, before seeking permanent approval. 

5. Planned Offering: Indicate all semesters in w hich the course w ill be taught. Please state any except ions (e.g.,
the course w ill be taught  once every other year, taught  every sixth semester, etc.). 

6. Credits: 

a. Enter the desired number of credits.  
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b. Provide information on the course structure and hours of faculty-student instruct ion and/or discussion as
they relate to the credit  options or credit  range requested. The number of credits for w hich a course is
offered must accurately ref lect the number of scheduled contact hours for faculty-student instruct ion
and/or discussion. A research paper on its own w ill not normally be considered the equivalent of an hour
of faculty-student instruct ion. General Guidelines:  One credit  for about: 15 hours of lecture, 15 to 30 
hours of discussion, or 30 to 45 hours of laboratory. For example: for a three credit  course: three lectures
per w eek or 150 minutes of lecture per w eek. 

c. Courses that are given for a variable number of credits generally fall into tw o categories: 
(I) courses in w hich the student has the option of choosing the number of credits listed, or
(ii) courses such as Topics courses that, depending on the semester and subject matter, w ill be offered for
a part icular credit  w ithin the credit  range. Support ing information must be provided if variable credit  is
being requested. 

For 4-credit  courses or variable 3-4 credit  courses meeting for 3 lecture hours per week, departments
must just ify the addit ional credit  w ith specif ic reference to the format of the fourth hour of instruct ion or
its equivalent. Regular discussion sect ions can be required and must be listed in the Timetable.
Departments are also encouraged to use f lexible, innovat ive, and creat ive mechanisms for the fourth hour,
including longer discussion sect ions meeting less frequently, focus groups, f ield trips, small-group
tutorials, etc. A research paper on its own w ill not usually be considered the equivalent of an hour of
faculty-student instruct ion. For variable credit courses, departments must ensure that the fourth hour w ill
not have an adverse effect on pedagogy and evaluat ion for students enrolled for 3 credits. (Faculty should
not, for example, move all discussion and enrichments to the fourth hour; every effort  should be made to
grade the w ork of students taking 3 credits in the context of their requirements, not those of the fourth-
hour students.) 

d. Identifying courses that students can take more than once for credit  is important so that students can be
advised on their progress tow ard the degree. When request ing that a course be repeatable for credit ,
include support ing information and just if icat ion. 

e. Grading System: Identify w hether the course w ill be graded on a let ter basis (A-F) or on a Credit /No Credit
basis (CR/N). CR/N grading is applicable only if  the ent ire course is to be graded on this basis; individual
sect ions w ithin a course may not have CR/N grading if  other sect ions are to be graded on a let ter basis.
Directed Study courses w ith a number ending in 98 (e.g., 198 or 698) are offered on a CR/N basis.
Courses ending in 99 are graded. 

7. Capsule Statement of Course Content for Catalogs: Provide a brief summary of the course content as you
w ould like it  to appear in the Undergraduate and/or Graduate School catalogs. The maximum length of the
description is 40 w ords. Do not repeat course t it le, credits, planned offering, and prerequisites here. To
conserve space do not begin w ith "This course"  and a verb; complete sentences are not necessary. 

8. Prerequisites: When previous course w ork is required remember to supply department name as w ell as course
number (e.g., Bot 400, not just 400). If  no previous course w ork and/or minimal class standing is required,
enter "open to all undergraduates"  or "open to freshmen."  On new  course proposals indicate w hether the 
course w ill be open to freshmen. 

9. a. Who Will Teach the Course?  Provide the name of the instructor(s). Provide a vita for instructors w ho are 
not tenure-track faculty. 

b. (Biological Sciences) Who w ill be responsible for the content for the on-line course guide? Normally it
w ould be the instructor, but it  could also be the department’s designated course guide administrator. 

Questions 10-13 apply to undergraduate courses only. 

10. Level of Course: Check the appropriate box to indicate w hether the course level w ill be Elementary,
Intermediate, or Advanced. Definit ions of these designat ions are to be determined by the departments. (This
information applies to all courses numbered through 699 and is pert inent to the L&S 60 Credit  Rule,
mathematics requirement in the BS degree, natural science requirement in the BS and BA degrees, and the
sequence requirements in the major.) A course that is listed as intermediate or higher should have a prerequisite
(e.g., sophomore standing, or a part icular course). 

11. Should Course Be Review ed for L&S Liberal Arts and Science (LAS) Credit?: New  courses by departments
outside the College of Letters and Science may be review ed by the L&S Curriculum Committee to consider
w hether they meet the criteria for LAS courses. These courses are designated w ith a “ C”  in the Timetable. LAS 
course criteria are available online (http://w w w .ls.w isc.edu/curriculum/LAScriteria.pdf). To be considered, the
course materials (syllabus, cover let ter) should illustrate in detail that the course contributes to liberal educat ion
(for information about liberal education, please consult  the L&S list ing in the Undergraduate Catalog; to seek 
LAS course review , please send the proposal the L&S Curriculum Committee chair, c/o 307 South Hall, or
contact Assistant Dean Elaine Klein, kleine@ls.admin.w isc.edu). 

12. Should Course Satisfy L&S Literature Requirement?: This item applies only to courses in the Humanit ies
Division. If  the course is in Biological Sciences, Physical Sciences, or Social Studies, check "not applicable." 

Humanit ies Division: Check " yes"  only if  the course proposal should be review ed as a course that sat isf ies the
literature port ion of the Letters & Science BA/BS Humanit ies breadth requirement. The follow ing three
guidelines apply: 

(http://www.ls.wisc.edu/curriculum/LAScriteria.pdf)
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a. Literature courses are courses that are principally devoted to the reading and discussion of prose f ict ion,
poetry, drama, and "belles let tres,"  and the interpretat ion of these w orks, rather than their applicat ion to 
other areas of study. 

b. Literary crit icism courses are acceptable for literature credit  only if  their prerequisites include a 
requirement of at least  six credits of previous course work in literature. 

c. If  the course fulf ills the literature requirement, include " literature"  in the t it le. 

13. (a) Should Course Be Review ed for L&S Breadth Requirement? Many, but not all, courses meet L&S or CALS
breadth requirements - for example, skills courses and topics courses are excluded (see the Undergraduate 
Catalog for information on breadth requirements). 

(b) Should Course Be Review ed for General Educat ion Requirement? Indicate w hether the course should be
review ed for designat ion as a General Educat ion course (Communicat ion A or B, Quantitat ive Reasoning A
or B, or Ethnic Studies). These course designat ions must be approved by the University General Educat ion
Committee. Please see http://w w w .ls.w isc.edu/Gened/FacStaff /background.htm#approval for specif ic
information on approval procedures. Indicate which requirement is desired and w hether the course has
already been approved to sat isfy the requirement. 

14. Describe the Course Content: Provide a full descript ion of the course content. This descript ion should be an
expansion of the brief summary provided in item 7. Indicate whether this course w ill be taught in modular
units. 

15. Explain the Need for This Course: Provide reasons for adding this course and an est imate of the expected
enrollment. Indicate the relat ionship and importance of the proposed course to exist ing programs or future
programs of the department and any other affected department. 

16. Relat ionship to Other UW– Madison Courses: Before submit t ing a new  course for considerat ion, a department
should determine w hether courses offered by other departments already meet departmental needs. When a
similar course is already being offered elsew here, the new  course proposal should be submitted to the other
department(s) for react ion to possible overlap in content. This does not imply a veto pow er by one department
over the courses offered by another. The Committee' s f inal judgment w ill be based primarily on the educational
needs of the students. When in doubt about possible overlap, it  is preferable to assume the overlap and provide
w ritten evidence of contact w ith the other department(s), endorsed by the department chair. 

17. Will Any Courses Be Deleted as a Result of This Proposal? List  by number and t it le w hat course(s) w ill be
deleted as a result  of  this new  course, and complete a separate Course Delet ion form for each course. 

18. Course Syllabus and Reading List : Attach a course out line w ith an indicat ion of the t ime devoted to individual
topics together w ith the hours of faculty-student instruct ion and/or discussion, the text(s) or reference(s) to be
used, and at least a representat ive list  of  readings. Indicate also how students will be evaluated (assignments,
term papers, exams) and the learning objectives of the course. 

19. If  this is an undergraduate course, w ill approval have implicat ions for the Degree Audit  Report ing System
(DARS) because it  meets a requirement for a major? Indicate w hether the proposed course w ill be required for
majors in the department or program, or for the major in another department. This information w ill be put into
the database for use in the Degree Audit  Report ing System (DARS). 

20. Attach a cover letter and any other relevant material for the committee. 

C.  INSTRUCTIONS FOR COMPLETING A COURSE CHANGE FORM 

Identification of Proposal 

# Enter department name, date prepared, and divisional committee. 

# Indicate whether the proposal has been approved by the department curriculum committee. 

# Select the f irst  semester for w hich you desire the change(s) to be effect ive and enter the appropriate academic
year. Once approved, the change(s) w ill automatically appear on future All Course Lists. 

1. Course Number: Enter the 7-digit  course number 

Important: Decide whether this should be a new course or a change in course number. Will the “new” course satisfy
the same requirement for the major as did the “old” course? If so, use a course change proposal form. If not, use a
new course proposal form. 

2. Course Tit le: Enter the course t it le as it  current ly appears in your department ' s All Course List . 

3. Crosslisted w ith: Enter the names of all other departments included in the crosslist . Supply w rit ten evidence
that the crosslist ing departments are aw are of and agree to the change(s). Requests that involve departments
in schools or colleges that have standing curriculum committees must be cleared w ith those committees before 

http://www.ls.wisc.edu/Gened/FacStaff/background.htm#approval
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submitt ing the proposal to the divisional committee. Remember that course number, t it le, credits, prerequisites,
and course attributes (breadth and level) must be the same in all departments for a crosslisted course. 

4. Changes Desired: Check the appropriate item(s) to indicate any and all changes desired. 

5. Item/Current Data/Proposed Data: List  all items checked and enter both the current and the proposed data for
each item. 

For a change in credits, t it le or level, include a brief course out line indicat ing the t ime devoted to individual
topics together w ith the hours of faculty-student instruct ion and /or discussion, the text(s) or reference(s) to be
used, and at least a representat ive list  of readings, w ith the exception of seminars, pract icums, and
independent reading courses. 

6. Explanat ion/Just if icat ion for the Requested Change(s): 

P Provide academic just if icat ion for all desired changes. Just if icat ion should be given for a number change
from undergraduate to graduate level or a reduct ion from graduate to undergraduate level. 

P For the addit ion of a fourth credit  or variable 3-4 credits, see "Credits"  on page 2. 

7. Indicate the effect of the course change(s) on the program(s) of the department and/or the program(s) of other
departments that use or require the course. Also assess the relat ionship and importance of the proposed course
to future program(s). 

8. Provide evidence that a proposed change does not result  in overlap w ith exist ing courses offered w ithin the
department or by other departments. This is part icularly important if  a t it le or substant ive description change
seems to duplicate or overlap in major proport ion w ith an exist ing course. If  duplicat ion or overlap is w ith
another department, evidence should be provided of discussion w ith the other department(s) along w ith a
w ritten statement indicat ing their react ion to the course as changed.  When in doubt about overlap, it  is
preferable to assume the overlap and provide evidence of  contact w ith the other department(s). 

9. Will any courses be deleted as a result  of  this change? Indicate which course(s) w ill be deleted and complete a
separate Course Delet ion form for each course to be deleted. 

10. Is This Course Required for the Major? Indicate w hether the course is required for majors in your department or
in another department. 

11. Does a Requirement for the Major Change? Does this course change indicate a change in the requirements for
the major? If  so, please specify.  

12. Attach a cover letter and any other relevant material for the committee. 

13. a. (Biological Sciences) Is this course current ly listed in the on-line Biological Sciences course guide?
Answ er YES or NO. 

b. Who is responsible for the content in the course guide? Normally it  w ould be the instructor, but it  could
also be the department’s designated course guide administrator. 

D.  INSTRUCTIONS FOR COMPLETING A COURSE DELETION REQUEST FORM 

Identification of Request 

P Please note that w hen you delete a course, you may not reuse the number for 10 years. This is to ensure the
accuracy of  DARS (Degree Audit  Report ing System). 

P Enter department name, date prepared, and the appropriate divisional committee. 

P Indicate whether the proposal has been approved by the department curriculum committee. 

P Select the f irst  semester for w hich you desire the delet ion to be effect ive and enter the appropriate academic 
year. 

Course Information 

1. Course Number: Enter the 7-digit number. 

Important: Decide whether this should be a new course or a change in course number. Will the “new” course satisfy
the same requirement for the major as did the “old” course? If so, use a course change proposal form. If not, use a
new course proposal form. 

2. Course Tit le: Enter the course t it le as it  appears in your department ' s All Course List . 

3. Crosslisted w ith: Enter the names of all other departments included in the crosslist  and indicate w hether or not
each department listed w ishes to delete the course. Supply w ritten evidence that the crosslist ing departments 
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are aware of, and agree to the delet ion.  If  the crosslist ing department is in another school/college, approval
from that level committee is also required.  

4. Is This Course Delet ion Related to a New  Course Proposal? Indicate w hether or not the course delet ion is
related to a new  course proposal. If  yes, please attach the request  to the new  course proposal. If  not, provide a
brief explanat ion for the desired delet ion. 

5. Does This Course Serve as a Prerequisite for Courses in Other Departments? Please attach w rit ten evidence
from affected departments indicat ing that each is aw are of and agrees to the delet ion. 

6. Was This Course Required for the Major in Your Department or Another Department? Indicate w hether the
course w as required for majors in your department or in another department. 

7. Does a Requirement for the Major Change? Does this course delet ion indicate a change in the requirements of
the major? If  so, please specify. 

8. Attach a cover letter and any other relevant material for the committee. 

ABBREVIATIONS AND TERMS 

I . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  Course given during the f irst  (fall) semester. 
II  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Course given during the second (spring) semester. 
SS  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  Course given during the summer session. 
Even Yrs, Odd Yrs, Alt  Yrs . . . . . . . . . . . . Used in conjunct ion w ith a semester, e.g., I, even years; II, odd years; alternate years. 
cr . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  Number of credits per semester. 
CR/N  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  Credit/No Credit grading. 
P  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  Prerequisite. 
equiv  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  Equivalent course w ork. 
con reg  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  Concurrent registrat ion w ith another course. 
cons inst  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  Consent of instructor. 
Fr, So, Jr, Sr, Grad st  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  Freshman, Sophomore, Junior, Senior, Graduate standing. 

E = Elementary level (introductory course usually open to freshmen, requires no prerequisites) 
I = Intermediate (usually requires prerequisites, narrow er in focus) 
A = Advanced (intended for advanced undergraduates or graduate students) 
H = sat isf ies Humanit ies breadth requirement for L&S students 
S = sat isf ies Social Studies breadth requirement 
Z = sat isf ies either Humanit ies or Social Studies breadth requirement 
B = sat isf ies Biological Sciences breadth requirement 
P = sat isf ies Physical Sciences breadth requirement 
N = sat isf ies natural science, but not Biological or Physical Sciences, breadth requirement 
e = counts tow ard ethnic studies requirement 
L = counts tow ard L&S literature requirement 
a = sat isf ies communicat ion requirement, part  A 
b = sat isf ies communicat ion requirement, part  B 
q = sat isf ies quant itat ive reasoning requirement, part  A 
r = sat isf ies quant itat ive reasoning requirement, part  B 

Last Update July 18, 2008 
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