Instructions for completing new course proposals

1. New course and core requirements forms are available here:  http://artsci.wustl.edu/about/administration/curriculum-proposal-forms
2. In order to fill in and save the form, you must have Adobe Reader 8 or later. It is recommended that you use the most recent version of Adobe Reader. Adobe Reader is available for free and can be downloaded here: http://get.adobe.com/reader/
3. Open the form using Adobe Reader.  Reader will allow you to fill in, print out, digitally sign, and save the completed form. N.b. Apple users:  there is a known issue that prevents Adobe from correctly viewing saved data in pdf’s completed using Apple’s Preview.  Please complete forms using Adobe Reader and not Preview.  For the curious, here is a link to an Adobe forum about the blank field bug:  http://forums.adobe.com/message/3298199
a. Once the form is open click on the first field at the top left-hand corner of the page and insert your text. Once the information has been entered, press the "tab" key to move to the next field. The form is set up to move from left to right across the page.  When completing check boxes, simply click in the box with your mouse or press the spacebar. To delete a checkbox, click in the box again or press the spacebar.

b. The Chair or Director may digitally sign the form by clicking “Extended” in the Adobe Reader toolbar (or go to menu item View>Extended>Extended Features). You can then use “Apply Ink Signature” to sign with your mouse, or create a digital id by clicking “Sign Document.” 
c. Please do not submit paper copies. E-mail the completed form to Bernard Cummings in the College Office at bcummings@wustl.edu.
d. The form may be reused by clicking the ‘clear form’ button at the top of the page and performing a ‘save as’ operation. 
4. Is my course a “Topics” course? Topics courses are those whose content changes from semester to semester.  For example, the course Topics in English Literature might have a fall semester title Topics in English Literature: Shakespeare’s Tragedies; in a subsequent semester its subject matter might be different, e.g. Topics in English Literature: Shakespeare’s Comedies.
5. What is a foreign language sequence? In the LCD area students must take either three sequenced courses in the same foreign language (designated LS) or four courses designated LCD. 
6. Please ensure the requested units of credit satisfy the credit unit definitions approved by the Arts & Sciences Faculty (Feb. 2015).  In addition, any 3-unit course being offered 1 day/week for 3 hours must contain pedagogical justification outlining the value of this course format.

Questions?  Contact Bernard Cummings in the College Office.
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