
Master Course Outline Instructions
The purpose of this document is to provide instructions for completing the electronic Master Course Outline. Similar documents will be prepared for other forms as soon as possible.
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1. Prefix: Enter name of proposed discipline prefix (e.g., “BUS” for Business)

2. Number: Enter name of proposed discipline number (e.g., “104”)

3. Title: Enter name of proposed course title (e.g., “Understanding Diesel Engines”)
4. School/Division: Enter name of School or Division (e.g., “Liberal Arts”)
5. Department: Enter name of Department if applicable (e.g., “English”)

6. Program/Discipline: Enter name of discipline (e.g., “Mathematics”)
Complete Column I or II. Do NOT enter ANY information in the other column.

7. Column I – Proposed New Course (Check box. If not a New Course, skip to #15)
8. Number of Credit Hours per semester: Enter number of credits for the course (e.g.,“3” or “1-3”)

9. Number of Contact Hours per semester: Enter the number of clock hours per semester in the following as appropriate: (e.g., “45” after “Lecture” or “60” after “Integrated Lecture/Lab”)
Lecture: ___ Lab: ___ Clinical: ___ Studio Art: ___ Integrated Lecture/Lab: ___Other: ___
10. Repeatable: Check if the proposed course can be repeated. If checked, enter total number of credits that can be earned for the course (e.g., a 3-credit course than can be repeated twice for 9 credits (3 X 3)).
11. Class size: Enter maximum enrollment (e.g., “28”)

12. Grading system: Check either Letter Grade (e.g., A-B-C-D-F) or S/U Grade (Satisfactory or Unsatisfactory)

13. List Certificates, Degrees and Programs the course will be Required for: List certificates, degrees or programs of which the proposer is aware the course will be required.

14. List Certificates, Degrees and Programs the course will be an Elective for: List certificates, degrees or programs of which the proposer is aware the course will be an elective.

15. Column II – Change an Existing Course (Check box if not a New Course)
16. Course Title change: Check box, or leave blank and skip to #18.
17. Current (Title): Enter current title. (e.g., “Basic Diesel Engines”)
18. Course Prefix or Number change: Check box, or leave blank and skip to #21
19. Current (Prefix): Enter current course prefix and/or number

20. Proposed (Prefix): Repeat proposed course prefix and number from top of page

21. Course Description change (see #1 on page 2): Check box, or leave blank.

22. Prerequisites change (see #2 on page 2): Check box, or leave blank.

23. Number of Credit change: Check box, or leave blank and skip to #26.
24. Current (Number of Credits): Enter number of credits currently possible, (e.g., “3”)
25. Proposed (Number of Credits):  Enter proposed number of credits. (e.g., “1-2”)
26. Repeatable: Check box, or leave blank and skip to #28.
27. If Repeatable, enter total number of credits that can be earned for the course (e.g., a 3-credit course than can be repeated twice for 9 credits (3 X 3)).

28.  Grading system change: Check box, or leave blank and skip to #31.
29. Current (Grading system): Check box for either “Letter Grade” or “S/U Grade”

30. Proposed (Grading system): Check box for either “Letter Grade” or “S/U Grade”

31. Contact Hours change: Check box, or leave blank and skip to #34.
32. Current (Contact Hours): Enter number of clock hours per semester (e.g., “45”).

33. Proposed (Contact Hours): Enter number of clock hours per semester (e.g., “60”).

34. Course Content and Objectives change (see #3 on page 2): Check box, or leave blank.

35. Course Learning Outcomes and Measures change (see #4 on page 2): Check box, or leave blank.
36. Deletion of Course from catalog: Check box or leave blank.

37. Other (be specific): List change, or leave blank.
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38. 1. Proposed New Course Description (for catalog use): Check box, or leave blank and skip to #41.

39. Enter proposed New Course Description for TMCC Catalog.

40. Enter Current Course Description for TMCC Catalog.

41. 2. Proposed Prerequisites: Check box, or leave blank and skip to #44.
42. Enter Proposed Prerequisites: List prerequisites.
43. Enter Current Prerequisites (if applicable): List prerequisites.
44. (Mandatory) 3. Course Content and Objectives: Please use verb attachments … Check box.

45. (Mandatory) Enter either current or new Objectives. Begin with “Students will:” and then add a bullet list, with each item beginning with a verb phrase or clause (e.g., “demonstrate techniques of…”, “produce projects…” “explain concepts of …”). Objectives can be general.
46. (Mandatory) 4. Course Learning Outcomes and Measures: Check box.

47. (Mandatory) Enter 1-3 Learning Outcome Statements, each followed by a Measure. Three Statements and Measures combinations are the maximum needed. A Learning Outcome Statement should be related to at least one of the Objectives and should be specific and measurable. The Measure will say how measurement will be calculated.
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48. 5. Transfers to another Institution: Pull-down menu of “No” or “Yes.” If “No,” skip to #50.

49. If “yes,” provide the following transfer equivalency information: List information as requested.

50. 6. Special Fees (including Lab Fees): Enter type of fee. Do NOT enter a dollar amount.
51. 7. Required materials/tools/equipment: Enter names of materials/tools/equipment students will be required to supply for course
52. 8. Will extra resources be needed in the Library? Pull-down menu of “No” or “Yes.”
53. 9.  Attachments needed: If “No,” skip to #56.
54. Check Library form if needed. There is a Library form in CurCom at the bottom of the list of forms where the Master Course Outline is located. Complete it if needed. Print out copy and send to Library Director for her information and approval.
55. There are Common Course Numbering forms in CurCom at the bottom of the list of forms where the Master Course Outline is located. Complete a form if needed. Contact Fini Dobyns for guidance as to which form to use.
56. Prepared by: Enter your name and date.

57. When Master Course Outline is complete, at the Status Board at the right side in the CurCom window, click the “Approve” button for Project Owner. The proposal will be sent to the first appropriate administrator for her or his review. An automated GroupWise e-mail will be sent to the administrator, alerting her or him that the proposal is ready for review.
– End –
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