
 

COURSE  
PROPOSAL 

College of Continuing Education 
1700 Asp Avenue, Room 209 

Phone: 405-325-2899    Fax:  405-325-7044 
 

FACULTY MEMBER: 
1. Complete one proposal form for each course & section you wish to teach for each session (December, May, and August).   
2. Send or fax a copy of the completed form with your complete syllabus to the Intersession office.   
3. Forward the original form to appropriate offices for approval, and then to the Intersession office.  Deadline dates for each 
session are listed on the calendar (see other side).   
 
Dept. & Course No. ________________________ Section __________ Regents Approved Lab Fee ________ 
        (assigned by CCE office)   (CCE office use only) 

Title ___________________________________________________________________________________________ 
    Undergraduate  Graduate   
Credit Hours______  Online Delivery    
 

Grades:   Letter  S/U     GEAC (Core Area _____________________________________________________) 
        (CCE office use only)  

Prerequisites: ___________________________________________________________________________________ 
  (As approved by Oklahoma State Regents for Higher Education & listed on the OU Master Inventory Catalog) 
 

Audio/Visual Needs: ______________________________________________________________________________ 
   (All A/V equipment must be reserved through the Intersession office) 
 

Classroom Location Preference:     Building __________   Room # _______  (preference not guaranteed)        M.C.S. ______  
                               (CCE office use only)  

First day of class         -        -           Last day of class        -         -                Days of Week (ex: m-f ) ___________ 
 

IF days vary week to week, list all meeting dates: ____/____,  ____/____,  ____/____,  ____/____,  ____/____,  ____/____,  

____/____,  ____/____,  ____/____,  ____/____,  ____/____,  ____/____, ____/____,  ____/____,  ____/____, ____/____ 
 

           Time of Class:  Beginning Time ____________  Ending Time___________    TL # of days in class ______ 
  ( Use time chart supplied )  ( Schedule one week per credit hour minimum)  ( Exclude campus holidays )  ( Meet 800 minutes per credit hr)  

 

Instructor _____________________________________________  Academic Appt. ________________________________ 
 

Employee ID#__ __ __ __ __ __  Sooner ID# 112-___ - ______  Campus Mail ____________________ 
  ( six digit payroll # )                          ( begins with 112 )      (BLDG)  (RM #) 

Home Address _______________________________________ City ______________ State ______  ZIP ______________ 
 

Home Phone                             Office Phone                                   E-Mail _______________________________ 

 (Students may call my home phone) 

Cell Phone_______________________   Office Fax ____________________                                                          

     (Students may call my cell phone) 

 

 ATTACH SYLLABUS (INCLUDE COURSE DESCRIPTION AND METHOD OF EVALUATION.) 
 

 TEXTBOOKS: The Intersession office will mail you a book order request form to complete and return. 
 

 PRE-CLASS ASSIGNMENT     Yes   No (If yes, clearly indicate assignment in course syllabus.) 
 

APPROVAL SIGNATURES: ______________________________  (UNIV courses should include the appropriate attached form) 
     Department of origination 

_______________________________     __________ _______________________________      ________ 
Instructor (signature confirms agreement to sides 1 & 2)    Date          Graduate Dean  (graduate level only)            Date 
 

_______________________________     __________ _______________________________      ________ 
Department Head            Date          Dr. Paul Bell, Vice Provost of Instruction  (UNIV courses only)  Date 

         

_______________________________     __________ _______________________________      ________ 
College Dean            Date          Mark A. Pelfrey, Intersession Coordinator            Date 

Please read the second page of this 

form for dates, stipend information, 

etc. before submitting the proposal. 

 



 

2008 December Intersession 
Dec. 22, 2008 – January 16, 2009 

 
Give your dean the proposal well in 
advance of our deadline. 

 
Sept. 26  Deadline for course proposals to 
  be received by the Intersession 
  office for publishing. 

 
Nov.03 -  Dec. 19     Online Registration 
 
Nov. 27   Commit/Cancel (details below) 
 
 
 
Dec. 25, 26 & Jan. 1   NO CLASSES 

 

2009 May Intersession 
May 18 – June 6, 2009 

 
Give your dean the proposal well in 
advance of our deadline. 

 
Feb. 9    Deadline for course proposals to 
  be received by the Intersession 
  office for publishing 

 
April 6 - May 15     Online Registration 
 
April 27 Commit/Cancel (details below) 
 
 
 
May 25  NO CLASSES 

  
  

 

  

2009 August Intersession 
Aug. 4 - 22, 2009 

 
Give your dean the proposal well in 
advance of our deadline. 

 
Feb. 9      Deadline for course proposals to 
  be received by the Intersession 
  office for publishing 

 
April 6 – July 28     Online Registration 
 
July 14   Commit/Cancel (details below) 
 
 

 

 

  

PLAN NOW FOR THE ENTIRE YEAR! 
 
Now is the time to plan ahead and submit Intersession 
proposals.  Even though the next Intersession may be 
several months away, classes for each session are 
scheduled in advance to help plan the academic year. 
 
Intersession is an ideal time to offer a course in a 
format that is not possible during the regular 
semester.  You can condense your current courses to 
fit Intersession, or you can offer a new format. New 
course ideas should be discussed with appropriate 
department chairpersons. 
 

Intersession is an opportunity to… 
 

• offer an online course 
• work with a colleague in interdisciplinary 
   teaching 
• offer an existing or special interest course 
• bring in an expert in a particular field 
• experiment with methodology 
 
SALARIES 
Intersession instructors are paid on an overload basis.  
Please refer to the “Stipend Table” on the Intersession 
website under “Faculty Information” to estimate your 
stipend based on enrollment.  The maximum stipend is 
$4200.   

 

NEW INFORMATION & PROCEDURES 
 

TO OFFER A COURSE 

1. Complete this form.   
2. Send or fax a copy to the Intersession office.  
3. Forward the original proposal form with your drafted 

or final syllabus to the appropriate offices for 
approvals.  Follow up on their progress to the 
Intersession office. You are responsible for them 
until they reach us. 

4. It is best to schedule your class the same each 
week. Classes scheduled irregularly are permitted, 
but will be listed with limited detail on enroll.ou.edu. 

5.  All classes will be listed on our Web site at 
www.intersession.ou.edu. 

 

 

On the “COMMIT/CANCEL” date, please contact the 

Intersession office by email. Put this date on your calendar 
please.   
You will be given a choice to teach your course with an 
uncertain stipend level or immediately cancel your course on 
this date. You will be contacted if your enrollment is below 10 
at the time of “COMMIT/CANCEL.” Once you “commit” to 
teach the course, you are required to continue despite any 
decreases in enrollment.  On the beginning of the third day of 
your individual course, your enrollment will be calculated, and 
your stipend will be finalized with a maximum of $4200 
according to the “Stipend Table” found at 
www.intersession.ou.edu    
 

INTERSESSION, College of Continuing Education 

1700 Asp Ave., Admin. Bldg., Room 209 

                    Norman, OK  73072-6400    / campus mail: CCE ADMN 209 

Phone: 405-325-2899       Fax: 405-325-7044 intersession@ou.edu 

WWW.INTERSESSION.OU.EDU 

mailto:intersession@ou.edu

