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4.	   After	  division	  approval,	  the	  Division	  Curriculum	  Representative	  must	  notify	  the	  
CCC.	  

5.	   Upon	  receiving	  the	  Division	  CC	  minutes	  documenting	  the	  approval,	  the	  
Instruction	  Office	  Administrative	  Assistant	  will	  contact	  the	  faculty	  author	  to	  
arrange	  the	  reactivation.	  	  The	  retired	  outline(s)	  will	  be	  sent	  to	  the	  faculty	  as	  a	  
PDF	  or	  a	  Word	  document	  (faculty	  preference),	  the	  faculty	  will	  be	  given	  editing	  
access	  to	  that	  course	  number(s),	  and	  they	  may	  copy	  and	  paste	  the	  information	  
into	  the	  outline	  template	  as	  appropriate.	  	  

6.	   The	  course(s)	  will	  then	  follow	  the	  regular	  approval	  process	  through	  the	  C3MS.	  


