Curriculum Process System

Fields and Instructions
for

Accompanying Approval Form for TBR Proposals
General Instructions:  This form is filled completed in order for the proposal to be transmitted from one approver to the next.  The TBR Word Document attaches at the bottom of this form.  In the event editorial changes are needed and the document is revised, load a new document the same way as the original. 
	Form Item
	Instructions

	College and Department
	Be sure they are accurate.  Click on Change College/Department if not pre-populated and identify your college and department from the drop down menus.  
If either college or department identifier is incorrect, routing of the proposal is stopped and the proposal will have to be re-entered into the CPS.


	Proposed Actions
	Choose the action you are proposing from the drop-down menu.


	Title of Action

	Enter the title of the proposed action (example: B.A. degree in . . . )


	Level (Click all that apply)
	Identify the level (undergraduate or graduate) that applies to this proposed action and whether or not the Teacher Education Council needs to review it.  These identifications determine the routing of the proposal.

The Honors checkbox does not affect the routing of this proposal. 

If "Honors" is selected, this proposal should be referred to the Honors Advisory Council after the proposal receives final approval.


	Brief Narrative Description of Action
	Enter a brief description and background of the proposed action—what you want to do and its educational purpose.


	Upload Saved Application
	TBR forms may be downloaded from the "Input Forms » TBR Proposals on the left side-bar.

To upload the TBR application into the CPS system, 

1. Choose the Browse... button. 

2. Select the saved and completed TBR form (in Microsoft Word format) from your file system. 

3. Click the Open button.

When the proposal is saved or submitted, the file will be stored in CPS.  Follow the same process to replace a document that has been revised.


NOTE: If the Download Saved Proposal link is available, an application has been submitted to CPS.


