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SECTION 1.0 – Before You Begin
A. New Course Prefixes


If you are creating a new course prefix that IS NOT ALREADY IN THE CCN DATABASE, check with
the Registrar first before completing this form and before using Curricunet.



Once you have the green light from the registrar, you will need to contact Rick Marks via email at
rick.marks@csn.edu so he can work with institutional research to get a CIP code for the new
prefix.



Finally, the new prefix and its CIP code must be emailed to Janet Stake at the NSHE System Office
(janet_stake@nshe.nevda.edu) for approval. Once approved, complete the CCN form for each
course you are adding under this new prefix.

B. New Courses
 Check with the Registrar on your proposed number and prefix (even if you are using something
from the CCN website) before completing this form and before using Curricunet.


Once you have the green light from the Registrar, complete this form and send around to all the
NSHE Institutions (see Sections 3.1 and 3.2 in this document for who to send the form to) along
with a sample syllabus.

C. Changes to Existing Courses
 Only use this form if you are changing the course prefix or course number or course title or
course credits or some combination of these.



1.

If you are changing the course prefix or course number or both, check with the Registrar
on your proposed number and prefix (even if you are using something from the CCN
website) before completing this form and before using Curricunet.

2.

Once you have the green light from the Registrar, complete this form and send around
to all the NSHE Institutions (Sections 3.1 and 3.2 in this document for who to send the
form to).

If you are changing the course prefix, number, title, or credits, or some combination of these,
complete this form and send around to all NSHE Institutions. Additionally, you must include a
syllabus in Curricunet if you are making a modification that needs a CCN form.

SECTION 1.1 – Form Instructions
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This is why you complete this form.
Reminder that you MUST include a sample syllabus with SLOs. Ignore the part about “submitting
through your institutional campus representative.” Faculty must do this for their own CCN forms.
Even after a course is approved through our curriculum process, we need to be sure the CCN form is
accepted before we can add or adjust the class for the next catalog and input into MyCSN.
Web address for the common course numbering database.

SECTION 1.2 – Contact Information Box

Type out the date you are filling out the form. Any date format is fine.
Simply type CSN.
Type your first and last name.
Type out your full CSN email address.

SECTION 2.1 – Course Information

A. For New Courses
 Enter the prefix, number, title and credits in

.

B. For Changes to Existing Courses
 You still must enter the prefix, number, title, and credits in
.
 Just include the modified items. For example – if you are changing the number only, then the prefix,
title, and credits stay as they were originally, and then also type in the new number.
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SECTION 2.2 – Item Number 1

Check this box when you are simply adding a course that already exists in the CCN database.
Check this box if you are adding a new course prefix that does not already exist in the CCN
database.
Check this box is you are changing either the prefix, number, title, and/or credits on a course that already
exists in the CCN database.
If you checked item

then enter the course information as it exists in the current catalog.

SECTION 2.3 – Cross‐listed Course

If your class will be cross‐listed with another class, then check “yes.” If not, then check “no.”
If you checked “yes,” then type the prefix, number, title, and credits of the course it will be cross‐
listed with.

SECTION 2.4 – Course Prerequisites
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If your course does not have a prerequisite, check the “No” box.
If your course does have a prerequisite, check the “yes” box and type the prerequisite in the box to the
right.

SECTION 2.5 – Course Transfer Status

If this course should be transferable to the NSHE universities/state college, then select “yes.” If not
transferable to NSHE universities/state college, the select “No.”
If you are not sure how to answer this question, please check with the Registrar’s Office.
Again, answer “Yes” or “No.” If yes, my office will make sure to alert counselors, advisors, and transfer
specialists.

SECTION 3.1 – Notifications and Responses
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This section talks about the other institutions must agree that at least 80% of the content of the proposed
course is common.
Instructions for filling this section out. Please note the instructions state, “Any objection or ‘No’ response
should be worked out among the academic administrators prior to submission. Any form submitted with
a ‘No’ response may be referred to the System‐wide CCN Steering Committee for review.” Also, all
response emails must be included with this form. The Office of Curriculum and Scheduling can help you
with this.
Very important information about the 10 business days for responses to give the other institutions and
what dates where this does not apply. If you need help, please contact the Office of Curriculum and
Scheduling and they will assist you.
Input the actual date you sent the form and syllabus to the other institutions, NOT the date you
completed the form.

SECTION 3.2 – Responses from Institutions

Input the Contact Name and Contact Email for each institution (we have done this for you on the form).
Select one of the 4 per each response email you received. Remember, if you do not receive a response,
select “No Response Received.” “No response received” is equal to responding yes. The response emails
you attach to this form should match with how you completed this section for each institution.

SECTION 4.1 ‐ Institutional Curriculum Committee Approval
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This is where the FSCC Chairperson digitally signs the form.
Place the CIP code here in case you forgot to get approval for a new prefix that does not exist in
the CCN database.

SECTION 5.1 – System Use Only

DO NOT complete the above section.

SECTION 6.1 – Once you Send the Form to the Institutions





Copy the Office of Curriculum and Scheduling (curriculum.scheduling@csn.edu) on your email to all the
institutions.
Forward all responses to the Office of Curriculum and Scheduling (see email address above).
The Office of Curriculum and Scheduling will assist you in attaching all responses to your CCN form and
uploading the completed form to your Curricunet proposal.
Whenever you have questions about the CCN process, please contact the Office of Curriculum and
Scheduling at 702‐651‐7343 or at curriculum.scheduling@csn.edu.

You have completed your form. If you have any questions, please contact CSN’s Office of
Curriculum and Scheduling at curriculum.scheduling@csn.edu or at 702‐651‐7343.
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