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Appendix D:  Course Data Sheet Form - Change
Kansas State University

Course Data Sheet – Change Course
	        Subject       (i.e. ACCTG)
	Catalog Nbr:     (i.e. 110)
	Course Id:      


Effective semester for requested action:  
Semester      
Year      

Please note the following deadlines:
Course Adds, Drops, and Changes 
Must be submitted to Faculty Senate
Must be approved by



effective for:


Academic Affairs prior  to:

Faculty Senate by:




Fall



October 10



November meeting




Spring



May 1



June meeting




Summer



October 10



November meeting


Rationale:  --enter rationale here--
NEW/CURRENT




        CHANGE TO
* = Required Fields

	*Subject         Nbr    
	Subject         Nbr    


*Short Title(Description): Length=30 (use Initial Caps)


	     
	     


*Long Course Title: Length=100  (use Initial Caps)

	     
	     


*Course Description:  Limit to 340 characters; approximately 50 words


	     
	     


*Credit Hours/Units:  Select one
	 FORMCHECKBOX 
Fixed

Hours
   
	 FORMCHECKBOX 
Fixed

Hours
   

	 FORMCHECKBOX 
Variable
Hours
        to         


                                                     Minimum        Maximum
	 FORMCHECKBOX 
Variable
Hours
        to        
                                                      Minimum        Maximum


	Course Contact Hours:
   
	   


*Grading Basis:
Select ONE




	 FORMCHECKBOX 
Graded         (Letter grade; Non-exempt)
	 FORMCHECKBOX 
Graded

	 FORMCHECKBOX 
Graded-IH   (Letter grade; Exempt)

	 FORMCHECKBOX 
Graded-IH

	 FORMCHECKBOX 
Credit/No Credit     (Credit/No Credit)

	 FORMCHECKBOX 
Credit/No Credit

	 FORMCHECKBOX 
Student Option          (Graded and APassF; Non-exempt)

	 FORMCHECKBOX 
Student Option

	 FORMCHECKBOX 
Student Option-IH     (Graded and APassF; Exempt)
	 FORMCHECKBOX 
Student Option-IH

	Note:  Non-exempt=grades of Incomplete may convert to F

           Exempt=grades of Incomplete will never convert to F
	


Repeat for Credit:  Select if applicable:

	 FORMCHECKBOX 
CHECKED - student may reenroll to accumulate additional credit
	 FORMCHECKBOX 
CHECKED

	 FORMCHECKBOX 
NOT CHECKED - retake rules apply when student reenrolls
	 FORMCHECKBOX 
NOT CHECKED


University General Education:

	 FORMCHECKBOX 
Yes (must submit Section 7)

	 FORMCHECKBOX 
Yes (must submit Section 7)

	 FORMCHECKBOX 
No

	 FORMCHECKBOX 
No


*Semesters Offered:

	 FORMCHECKBOX 
Fall

 FORMCHECKBOX 
Spring
 FORMCHECKBOX 
Summer
	 FORMCHECKBOX 
Fall

 FORMCHECKBOX 
Spring
 FORMCHECKBOX 
Summer


*Course Titles:  

	Choose from the following and complete appropriate fields:
	

	 FORMCHECKBOX 
TITLE MAY NOT VARY
	 FORMCHECKBOX 
TITLE MAY NOT VARY

	 FORMCHECKBOX 
VARY BY SECTION
	 FORMCHECKBOX 
VARY BY SECTION

	          List topics needed:
	          Add topics:

	         Topic 1:      
	               

	         Topic 2:      
	               

	         Topic 3:      
	               

	         Topic 4:      
	               

	         Topic 5:      
	               

	Note:  Topics created here are available for assignment to individual Class Sections when scheduling class sections

	 FORMCHECKBOX 
VARY BY STUDENT
	 FORMCHECKBOX 
VARY BY STUDENT


*Academic Group:    Select 
one of the following




	 FORMCHECKBOX 
  Specify COLLEGE (AG,AR,AS,BA,ED,EN,HE, TC)     
	 FORMCHECKBOX 
  Specify COLLEGE      

	 FORMCHECKBOX 
  VM  (Select for all Veterinary Medicine courses)

	 FORMCHECKBOX 
  VM

	 FORMCHECKBOX 
  UG   (Select for Interdisciplinary Undergraduate courses)
	 FORMCHECKBOX 
  UG

	 FORMCHECKBOX 
  GR   (Select for Interdisciplinary Graduate courses)  
	 FORMCHECKBOX 
  GR


*Academic Career:   Select ONE




	 FORMCHECKBOX 
UGRD (000-799)
	 FORMCHECKBOX 
UGRD (000-799)

	 FORMCHECKBOX 
GRAD (800-999)
	 FORMCHECKBOX 
GRAD (800-999)


Enrollment Requirement Group:  List pre-requisites and co-requisites here

	 FORMCHECKBOX 
Required

 FORMCHECKBOX 
Recommended

	 FORMCHECKBOX 
Required

 FORMCHECKBOX 
Recommended

	Pre-Requisite:      
	Pre-Requisite:      

	Co-Requisite:       
	Co-Requisite:       

	
	


*Components:  (Choose all that apply)
	The course component indicates the parts of the course offering (lecture, lab, seminar, etc).  One course offering can have multiple components.

	Choose ONE to be considered the Graded/Primary/Enrollment component:   
         Component               Default Section Size
	Component              Default Section Size

	                                     
	                             

	Choose other required components:
	

	                                     
	                             

	                                     
	                             

	                                     
	                             

	                                     
	                             

	ACT=Activity

PRC=Practicum

AUD=Audio

QZ=Quiz

FLD=Field experience
REC=Recitation

HLP=Help


RDG=Readings

IND=Independent Study
RSH=Research

INT=Internship

SEM=Seminar

LAB=Lab


SLF=SelfPaced

LEC=Lecture

STD=Studio

LES=Lessons

TCH=Student Teaching

OTH=Other
	


	For Veterinary Medicine courses only:  Course is offered for types of credit (check all that apply)

	 FORMCHECKBOX 
Undergraduate
	 FORMCHECKBOX 
Undergraduate

	 FORMCHECKBOX 
Graduate
	 FORMCHECKBOX 
Graduate

	 FORMCHECKBOX 
Veterinary Medicine
	 FORMCHECKBOX 
Veterinary Medicine


Additional Information:

If you are dividing one course into two or more courses with one course retaining the existing number


CHANGE for existing course; ADD for new course(s)

If you are combining two or more courses into one course


DROP for course not being retained; CHANGE for course being retained

If you are combining two or more courses into one course with a new number


ADD for each new course; DROP for old course
	 FORMCHECKBOX 
Change Course  Then check all that apply:

	        Current Subject      
	Catalog Nbr:     (i.e. 110)                  Course Id:      
	

	         FORMCHECKBOX 
  a. Course Subject/Number Change             New Subject/Nbr              
	

	         FORMCHECKBOX 
  b. Title change
	

	         FORMCHECKBOX 
  c. Credit Hours Change (Units)
	

	         FORMCHECKBOX 
  d. University General Education
	

	         FORMCHECKBOX 
  e. Academic Group
	

	If you have checked any items a-e above, then this course change must go through the FULL approval process
	

	         FORMCHECKBOX 
 f. Course Description: changes in description to update practices or terminology; minor editing changes
	

	         FORMCHECKBOX 
 g. Pre-requisite/Co-requisite changes
	

	         FORMCHECKBOX 
 h. Semesters Offered
	

	If you have checked only items in f-h , then this course change may go through the EXPEDITED approval process
	

	         FORMCHECKBOX 
Course Number is < 600                ( use EXPEDITED UNDERGRADUATE approval process

         FORMCHECKBOX 
Course Number is 600 or above    ( use EXPEDITED GRADUATE approval process
	

	If you have NOT checked any items in a-h above, then this course change needs DEPARTMENT approval only.

         Department may submit this form directly to Enrollment Services for processing
	

	Fill out ALL sections in NEW/CURRENT columns.  

Fill out CHANGE TO sections for ONLY the items that are changing. 
	


Approval Required: 
 FORMCHECKBOX 
Full




 FORMCHECKBOX 
Expedited Undergraduate




 FORMCHECKBOX 
Expedited Graduate




 FORMCHECKBOX 
Department

Course Add Check List

Approval Sheet is to be completed and submitted to Faculty Senate Academic Affairs Committee when requesting a course to be changed.  Approval, where required, should be obtained in the sequence listed below:


Signatures






Approval Date


_____________________________________________

______________


Designated Representative, Department Faculty


_____________________________________________

______________


Department Head

Stop: Department Only

_____________________________________________

______________


Chair, College Course & Curriculum Committee


______________________________________________

______________


College Dean


_______________________________________________

______________


Designated Representative, College Faculty

Stop: Expedited  Undergraduate Course

-------------------------------------------------------------------------------------------------------------------------

Only if graduate course (Course # is greater than 599)


_______________________________________________

______________


Chair, Graduate Council Subcommittee


_______________________________________________

______________


Dean, Graduate School

Stop: Expedited  Graduate Course

--------------------------------------------------------------------------------------------------------------------------

Required for Full Approval:

_______________________________________________

______________


Chair, Faculty Senate Academic Affairs


_______________________________________________

______________


President, Faculty Senate


_______________________________________________

______________


Provost/Vice President Academic Affairs
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