Short Courses Proposal Procedure
	Purpose: To ensure that short courses are planned according to University regulations and standards.

	Responsibility
	Steps of the procedure
	Forms and references

	Course  
Coordinator

Chairman
Planning Committee
Chairman

	1. Prepare course proposal and estimated budget and submit it to department Chairman using short course proposal and budget forms prior the deadline specified each year
2. Submit all proposals for following academic year to departmental Planning Committee or Short Course Committee for screening.
3. Select courses taking into consideration Department quota and course history and potential success.
4. Forward selected courses to the Assistant  Dean of Continuing Education 
	Short Course Proposal & Budget Forms 
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