[bookmark: _GoBack]Instructions (Remove these instructions before submission). To request a new prefix, please submit a memo using the below template. As per the Curriculum Handbook, prefix requests go through the regular curriculum process up through the dean, and are then submitted to OAA at uaa.oaa@alaska.edu for provost’s level approval. If approved, OAA informs the Registrar’s office and sends the memo to the chairs of the academic boards, who place the memo on the board agenda as an informational item.


Date:		<DATE>
To:	<NAME>, Provost and Vice Chancellor for Academic Affairs
Through:	<NAME>, Dean, <COLLEGE>
Through:	<NAME>, Chair, <COLLEGE> Curriculum Committee
Through:	<NAME>, <CHAIR/DIRECTOR/ASST DEAN>, <DEPARTMENT/DIVISION/SCHOOL>
From:	<FACULTY INITIATOR NAME>, <TITLE>, <DEPARTMENT>
Subject:	Prefix Request – <PREFIX– CONSULT WITH OAA BEFORE SUBMITTING TO CONFIRM THE DESIRED PREFIX IS AVAILABLE> 

REQUEST: 	The <COLLEGE> is requesting the creation of a new prefix: <PREFIX>. The prefix will be housed in <ACADEMIC UNIT>.

PURPOSE:	<DESCRIBE WHY A NEW PREFIX IS NEEDED AND WHAT IT WILL BE USED FOR. IF EXISTING COURSES WILL BE CHANGED TO THIS PREFIX, MAKE THAT CLEAR AND LIST THESE COURSES IN THE SECTION BELOW.>.

RATIONALE:	 <PROVIDE A RATIONALE FOR THE PREFIX. INCLUDE HOW IT ALIGNS WITH NATIONAL NORMS, HOW IT ALIGNS OR COMPLEMENTS A PREFIX IN USE AT UAF AND/OR UAS, ETC.> 

COURSES:	The new prefix <NEW PREFIX> should be applied to the following existing courses:
· <OLD PREFIX AND NUMBER – COURSE TITLE>
· <OLD PREFIX AND NUMBER – COURSE TITLE>

TRANSITION:	<DESCRIBE HOW THE PROGRAM WILL WORK WITH STUDENTS WHO COMPLETED COURSES UNDER THE PREVIOUS PREFIX. TRANSITION PLANS SHOULD INCLUDE PROACTIVE OUTREACH TO STUDENTS AND MIGHT INCLUDE BLANKET PETITIONS, ETC. >
