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APPENDIX W-1

	TO:
	_________________________________

Instructor
	
	

	
	
	
	

	FROM:
	_________________________________
Dean
	
	

	

	DATE:
	_________________________________

	
	

	SUBJECT:
	Syllabus Format and Information for Your Course(s)

	

	Enclosed are the course syllabus materials you need for each course you will be teaching this quarter.  They should be used as follows:  

	
	
	

	
	Page 1
	The Standardized Syllabus Cover page, attached to this memo.

	
	
	1.
	This is the most current version for your course; you are required to use this copy. 

	
	
	2.
	The only thing you need to do on this page is TYPE your name on the appropriate line.

	
	
	3.
	All the other pertinent information is already provided.  DO NOT RETYPE THIS PAGE!  Use the college copy with codes so that Deans are certain you have the most current copy.

	
	
	

	
	Page 2
	Individual Instructor Requirements

	
	
	1.
	You type these pages to define the personal requirements for the courses you teach.

	
	
	2.
	See the following page, "Required Syllabus Information," for details.

	
	
	

	
	Page 3
	Standardized Course Outcomes

	
	
	1.
	This is the most current version of the course outcomes for each class you will teach; you are required to use this copy.

	
	2.
	Attach the course outcomes as the last sheet(s) of your syllabus.

	
	3.
	DO NOT RETYPE THE COURSE OUTCOMES!  Use the college copy with codes so that Deans are certain you have the most current copy.

	

	

	ONE COPY OF EACH SYLLABUS, WITH THE COURSE OUTCOMES ATTACHED, MUST BE TURNED IN TO THE APPROPRIATE DEAN FOR EACH CLASS YOU TEACH BY THE FIRST DAY OF CLASS.  COPIES MUST ALSO BE DISTRIBUTED TO STUDENTS ON THE FIRST DAY OF CLASS.

	

	Notes:

	1.
	Your name must be typed (not written in) on the syllabus cover page. 

	2.
	Copies must be made back to back to save on paper. 

	3.
	Use clean originals to make clear copies for your students.  

	

	Please contact your dean if you have any questions.

	

	Thank you for your help on this important matter.

	

	

	Materials Attached for the Following Courses:

	

	_________________________________

	

	_________________________________

	

	_________________________________

	

	_________________________________

	

	_________________________________

	

	_________________________________


