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	Academic Unit
	Faculty of Arts and Sciences | School of Business | School of Education | School of Nursing | School of Social Work | Other: (Indicate) 
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	[bookmark: type][bookmark: deletion]Course:  creation | revision | deletion 
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	A.10. INSTRUCTIONS FOR CATALOG COPY:  This single file copy must include all relevant pages from the college catalog and show how the catalog will be revised.  
(1) Go to the “Forms and Information” on the GCC website 
http://www.ric.edu/graduate_committee/Pages/how-to-submit-a-proposal.aspx
(2) Download ALL catalog sections relevant for this proposal, including course descriptions and/or other affected programs.  
(3) Place ALL relevant catalog copy into a single file. Put page breaks between sections and delete any catalog pages not relevant for this proposal. 
(4) Using the track changes function, revise the catalog pages to demonstrate what the information should look like in next year’s catalog.  
(5) Check the revised catalog pages against the proposal, making sure that program totals are correct when adding or deleting course credits.
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Even years |  Odd years | Annually
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	Fieldwork  | Internship  | Laboratory | Lecture  | Practicum  | Seminar  | Small group | Individual |  Studio work 
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Performance Protocols  | Projects | 
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Class Work  | Interviews | Quizzes |
Performance Protocols  | Projects | 
|  Reports of outside supervisor | Studio work
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D. Signatures
You must obtain all signatures before GCC can consider your proposal.  Signatures should be obtained electronically using Adobe Acrobat Sign.  The chair of GCC can assist you with the process.
· Changes that directly impact more than one department or program must include the signatures of all relevant department chairs, program directors, and deans. This applies to creating or modifying programs which include courses from a different department. 
· Type in name of person signing with their position and affiliation. 
· Send electronic files of the proposal, accompanying catalog copy, and the completed signature page to graduatecommittee@ric.edu.  
· Signatures must be obtained electronically using Adobe Acrobat.  The chair of Graduate Committee can assist you with the process. 
· Unfortunately, the Graduate Committee cannot consider proposals without the necessary signatures. 
· Please check the Graduate Committee website for due dates.
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