
COURSE PROPOSAL FORM
In planning the components of our Extended Learning program at California State University, San Bernardino, this office consults closely with the faculties of academic departments to determine the suitability of course content, teaching methods and instructor qualifications.  To assist us in evaluating your proposed course, whether intended for credit or non-credit, please submit to our office by _______________ this completed form.   Additional forms attached will help us with the promotions and marketing of your course.  (Use extra sheets if needed.)

1.
Course Title:
2.
Course Description - A short paragraph describing the purpose, topics, and 
audience for your course.  Strive for a balance between theory and practice, and 
be sure to include the benefit for students who take your course.  An edited version of this description will be used for promotional copy.

3.
Course Objectives - specific behavioral objectives and how they will be achieved

4.
Evaluation - If offered for credit, what will be the basis for grades?  How will you know when the students have achieved the course objectives?

5.
Course Length: - How many actual contact hours in class?  


Note:  Credit courses must contain a minimum of ten 50-minute contact hours, and outside-of-class work by students is required.  Ten contact hours equals one unit of credit.

6.
Support Needs - Please indicate any special services you will need, such as 
audio-visual equipment, photocopying, room set-up, etc.

7.
Proposed Date(s):
8.
Sources of Enrollment (See Marketing Information Sheet):
9.
Comments - Please add any other relevant information, such as whether or not the course has been taught elsewhere successfully, alternate delivery formats such as via on-line, etc.

When completed, please return this form and an up-to-date resume (with teaching references) either electronically to jstretch@csusb.edu or mail to:


Jim Stretch

Director, Extension Programs


College of Extended Learning


California State University, San Bernardino


5500 University Parkway


San Bernardino, CA 92407
Thank you for your interest in teaching through the College of Extended Learning at CSUSB!

To:

Extension Instructors

From:

Jim Stretch


Director, Extension Programs

Subject:
Promoting Extension Courses

Attachment:
Marketing Planning Sheet

----------------------------------------------------------------------------------------------

The College of Extended Learning (CEL) is always looking for suggestions on how to market its courses and reach new audiences.  As you are the most knowledgeable about your course, and have most likely already considered how to promote your course before proposing it, we're asking for your input.

Currently, CEL prints and distributes approximately 20,000 catalogs of courses each quarter. We also supplement this marketing piece with flyers and brochures for individual courses or programs that are mailed to targeted mailing lists. In addition, we place calendar listings and ads in local newspapers, and maintain an excellent Web site that showcases all of our classes.  Perhaps you know of new avenues or enrollment sources, such as professional organizations and associations in which your target market belongs, or newsletters or other publications directed toward your target audience including listservs, etc.

Please help us do an even better job of promoting your course by filling out the attached Marketing Planning Worksheet. Fill in as much information as you can and feel free to add where necessary.  We appreciate any leads you can offer!

Please return this worksheet with your course proposal(s).

Thanks again for your commitment to share your knowledge and expertise through CEL and to make a difference in the learning experience of our students.

Marketing Planning Worksheet

Program:  





Date:  

Quarter:  





Year:  

Instructor:





Phone: 
 

Mailing address:




E-mail: 
 

Please assist us by suggesting some organizations/publications that may be appropriate channels for promoting this program.  Please do not feel you need to fill in all information for each category, as we will be able to research and fill in needed information.  

Target Market (Who would be interested in this program?)


Professional Assoc. (What associations/professional organizations might they belong to?


Name ______________________________



Address____________________________



Contact Name________________________



Name ______________________________

Address____________________________


Contact Phone________________________


Professional Licensing


Name ______________________________



Address_____________________________



Contact Phone________________________


Type of Organization/Agency
What Licensing/Certification requirements do they have?_____________________
Other important information_______________________________________________________
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