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Checklist for getting a degree or certificate program online:
· Complete an Online Program Proposal. 
· Meet with Extended Programs.
· Complete and submit (electronically) the following so that the program can be submitted to TBR for approval as an online offering:
a. Form OD
b. Course syllabi for each required course in the program as well as any additional courses that will be developed
c. Faculty CVs for anyone developing an online course for the program.
· Have faculty sign and submit the Online Course Proposal for each course to be developed.
· Faculty sign and return Copyright Agreement / Work for Hire forms once they are provided by Extended Programs.
· If providing laptops, Extended Programs will provide an Equipment Transaction form to the department chair. This should be signed and returned before laptops are given to individual faculty.
· Provide each developing faculty member with the Online Course Design Checklist, which will be utilized for course review process.
· Develop content for ecampus.memphis.edu degree program webpage. This information should be sent to Vicki Murrell (vmurrell@memphis.edu) along with name, email, and phone number for a program contact. 
· Schedule courses for the upcoming semester using the Form for M50/U50 Course Scheduling
· Program Coordinator should notify Extended Programs when each course is ready for review. Feedback will be sent directly to the course developer. 


Please note: All forms are available at http://www.memphis.edu/ecampus/faculty/forms/index.php.
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