
New Course Proposals
New course proposals must be submitted using the Course Inventory Management (CIM) system, 
which is linked on the UCCC website.  See the last page of this document for additional details.  

Go to
uccc.msstate.edu 
and click on the
CIM button.  

Click on the Propose 
New Course button.



Enter your contact 
information and the 
basic course information.

If a course is numbered 
at the 4000 level, 
additional options will 
open to indicate if the 
course is being proposed 
as split level.  Only one 
proposal is needed for 
split level courses.

If proposing as split 
level, click the green 
plus button to add the 
graduate level course 
number.

Select A&S and your 
department in the drop-
down menus.

To add the new graduate 
course number, type 
in the full prefix and 
number, click Add, and 
then Add Selected 
to populate the new 
course number into the 
proposal.



Select all campuses for 
which the course is being 
proposed.

If proposing for Campus 
5 or Gen Ed, additional 
question fields will 
open at the bottom 
of the form.  See the 
following pages for more 
information.

Enter the Course 
Description exactly 
as it should appear in 
the university catalog, 
adhering to UCCC 
guidelines.

Enter at least four 
Course Learning 
Outcomes.

Add prerequisites if 
needed.  See more 
information below.

If including prerequisites, 
a separate window will 
open.

Use the drop-down 
menus, Quick Add 
function, and arrows 
as needed to add or 
remove prerequisites.



Provide a justification 
for offering the course, 
as well as the intended 
target audience.

Upload a letter of 
support signed by your 
departmental curriculum 
committee.

NOTE:  You may save 
and revisit the proposal 
as you work in stages, 
if needed.  Clicking 
“Submit” will route 
the proposal to your 
departmental curriculum 
committee to begin the 
formal review process.

If proposing for 
online delivery, 
additional question 
fields will open at the 
bottom of the form.  
See the following 
pages for more 
information.



When courses are 
proposed for both 
face-to-face and 
online delivery, it is 
important to show as 
much congruence as 
possible between the 
two delivery methods.

General Education 
courses must meet 
specific guidelines.

For assistance, please 
contact the A&S 
Academic Affairs 
office and/or the Gen 
Ed Faculty Chair.

Online Delivery and Gen Ed Proposals
Proposals to offer a course online or to include a course in the university’s General Education 
offerings will require additional information.



Additional Considerations

Method of Instruction/Delivery
Lecture, lab, lecture/lab, study 
abroad, etc.?  Face to face, 
online, etc.?  *Note: Method 
of Delivery is not the same as 
campus offered.  Online delivery 
is an option for all campuses.

Justification
Address the need, expected 
enrollment, and how existing 
curriculum will benefit.

Target Audience
Identify the intended audience 
and who will be allowed to enroll.

Grading Mode
Normal grading or pass/fail

Catalog Description
Must be 48 words or less

Repeat for Credit
If the course can be 
repeated for credit,
how many times?

Proposed Course Number 
First number=level, last 
number=credit hours. Contact 
department for more info. CIP Number

Contact A&S Dean’s 
Office if needed.Effective Date

Courses are effective the 
semester after approved; likely 
to take three months after 
submitting at college level

Letters of Support
A letter of support must be included with the course proposal.

The letter should be written by the department curriculum committee chair or the degree program coordinator if the department does 
not have a curriculum committee.  The names of all committee members/program faculty should be included.  Committee/faculty 
members should indicate their approval by signing the letter.

The letter should address the availability of staff, library support, any laboratories or equipment required, and the availability of funds 
for setting up and continuing the course, as well as potential conflicts.

Sample Syllabus
A detailed course syllabus must be included with all course proposals and contain the following elements:

Syllabi must also include an accounting of the total direct and indirect contact minutes broken down by topics covered in the course.  
Syllabi are submitted for review purposes only.  It is expected that over time syllabi might be slightly altered to reflect updates within 
the discipline.  For this reason, it is recommended that syllabi submitted as part of a new course proposal include the required elements 
only.  Email curriculum@deanas.msstate.edu for a template.

Course number, name, and section 
Instructor name and title, contact 
information, and office hours
Course description
Class schedule and approximate 
due dates, including final exam

Learning outcomes (at least four)
Course materials, required and optional
Class assignments with due dates
Methods of evaluation and standards 
of achievement, including points/
percentages and course grading scale

General class information (attendance 
and late work policy required; all must 
be in line with AOPs)
Distance information, if applicable
Link to University Syllabus (found on 
Provost’s website)

University/General Education Core 
If the course is being proposed for inclusion in the University/Gen Ed Core, the following must be addressed:
 

Contact the Faculty Chair of the University General Education Committee for more information and guidance.

MSU Core category
Learning outcomes/competency
Course criteria/knowledge
Cognitive skills

Online/Distance Courses 
If the course will be offered online/distance, the following must be answered:

Online/distance proposals must also include detailed information on the measures that will be put in place to deter academic 
misconduct (random ordered questions, time sensitive exams, proctored exams, new/revised exams each semester, etc.).

Additionally, online/distance proposals must include the target audience (professionals, military personnel, high school students, 
students at other institutions, etc.) and who will be allowed to enroll in the course/program (distance students only or any student).

How will the instructor engage in appropriate communication with individual online/distance students (i.e. office hours, after 
class discussions, etc.)?
How will online/distance students interact with their peers?
What will be the differences in the face to face and the online versions of the course?
What is the justification for the online/distance offering?



Approval Stages and Timeline

Additional Assistance

All new course proposals must be approved by the department curriculum committee, department 
head, A&S curriculum committee, A&S dean, UCCC, and the provost.

The A&S curriculum committee and UCCC meet once a month during the academic year.  Proposers 
should expect the full approval process to take approximately three months minimum, excluding the 
summer months.

All A&S and UCCC submission deadlines and meeting dates are available on the College of Arts & 
Sciences Curriculum Development web page. 

Proposers are notified of the proposal’s outcome at the college and university stages by the 
appropriate staff and/or curriculum committee chair.  The most common outcomes of the A&S 
curriculum committee and UCCC are:

For any questions related to curriculum development, including proposal reviews before submission, 
please email the A&S Academic Affairs office at curriculum@deanas.msstate.edu.

Additionally, see the UCCC Guide and Format for detailed information.

The A&S Curriculum Committee membership, meeting minutes, and a syllabus template are 
available on the College of Arts & Sciences Curriculum Development web page.

UCCC logs, change notices, meeting minutes, and current agendas and proposals are available on 
the University Committee on Courses and Curricula Archive web page.

Passed
The proposal is forwarded to the next stage of review/approval.

Passed-Contingent
The proposal needs minor revisions that the committee chair may oversee and 
approve.  The proposer will be notified by email with requested revisions.  The 
committee chair reviews and approves the revised proposal.  No further review by the 
full committee is necessary.

Tabled
The proposal was not approved because it has significant deficiencies and requires 
additional clarification and revision.  The proposer will be notified by email with 
necessary revisions.  Once resubmitted, the proposal will be placed on the next 
meeting agenda of the committee that tabled the proposal (A&S or UCCC).

https://www.cas.msstate.edu/faculty-staff/curriculum-development
https://www.uccc.msstate.edu/sites/www.uccc.msstate.edu/files/2024-10/2024-2025G%26Ffinal.pdf
https://www.cas.msstate.edu/faculty-staff/curriculum-development
https://www.uccc.msstate.edu/archive

