Request for proposal to be cancelled/archived
If a decision has been made by a committee that a proposal should not continue through the workflow and needs to be cancelled, a committee member should enter a comment on the proposal and then send an email to curriculum@ksu.edu asking to have the proposal archived.
The comment should include an explanation of why the proposal is being cancelled, which entity approved the cancellation and the date. Comments can be entered on the Activity tab under Proposal Toolbox in the Enter value box:
[image: Screenshot from Coursedog of Proposal Toolbox showing Activity tab highlighted in blue.]
[image: Screenshot from Coursedog of Enter value box as described in the text.]
Curriculum staff will archive the proposal in Coursedog.
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