[bookmark: _GoBack]Remove these instructions prior to submission. Paste the following template on department electronic letterhead. Save the completed file as a PDF.

The purpose of this memo is to provide an overview of all proposals submitted to EPC and GSC for a given semester. Submit a separate memo to each committee.

Date:	[insert date of submission]

To:	[insert name of committee]
	[insert name of committee chair], Chair
	[insert name of executive secretary and recording secretary]
	Associate Deans

From: 	[insert name of college associate dean]

Subject: [insert name of college] Curriculum Proposals for Review [insert semester and year]



The following is a summary of curriculum proposals for your consideration.

[insert name of department]
[proposal type]
· [list all proposals submitted for this department grouped by proposal type]

Repeat for each department.
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