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In addition to the usual campus review, any new courses or changes to an existing course number, title, 
or learning outcomes must be vetted via the Common Course Numbering (CCN) process. The CCN 
process is designed to increase transferability within the Montana University System (MUS). More 
information can be found on the Common Course Numbering website maintained by the Office of the 
Commissioner of Higher Education. 
 
Other relevant Faculty Senate Procedures: 

• 201.80 Reserved Course Numbers 

• 201.75 Rubric Creation Process and Criteria 
 
 
 
The Common Course Numbering procedure is as follows: 

1. Pre-Submission 
a. Before submitting a new course or course change, the proposing faculty member must: 
b. Check for similar existing courses within the Montana University System (MUS) using 

the MUS CCN Course Guide. 
c. Contact faculty or departments at other MUS institutions for further details regarding 

courses in the CCN Course Guide, if needed. 
d. Determine equivalency by assessing whether the proposed course's learning outcomes 

overlap with an existing course by 80% or more. 
2. Proposal Submission 

a. Faculty proposers submit course proposals via the CourseLeaf Course Inventory 
Management system. Proposals must include: 

i. The course subject code (also referred to as a “prefix” or “rubric”) and a course 
number, indicating the course discipline. 

ii. A detailed syllabus. 
iii. A comprehensive list of course learning outcomes. We recommend articulating two-

three learning outcomes per credit hour to ensure they are both achievable and 
assessable. 

https://www.mus.edu/Qtools/CCN/index.html
https://www.umt.edu/faculty-senate/procedures/procedure-201.80.pdf
https://www.umt.edu/faculty-senate/procedures/procedure-201.75.pdf
https://ccn.mus.edu/search/
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iv. An indication of whether the course includes content regarding the cultural heritage 
of American Indians. 

v. The list of affected departments (if any). 
b. If the proposed course's learning outcomes overlap by 80% or more with another course 

offered within the MUS, the new course must use the same subject code, course number, 
and title as the equivalent course. 

3. Campus Review 
a. Proposals are reviewed first by the Chair or Director of the offering unit, partner units if 

applicable, followed by the College Dean. 
b. Affected departments are notified of the proposal and given the opportunity to add 

comments to the proposal. 
c. The course is then reviewed by ASCRC and the UM CCN Liaison. The liaison focuses on CCN 

alignment and considers unanticipated equivalencies in related disciplines, which could raise 
concerns both at UM and across the MUS. 

d. Upon completion of the ASCRC and CCN Liaison review, the proposal is presented for 
approval by the Faculty Senate. 

4. MUS Review 
a. The approved course is submitted for Montana University System review via the CCN 

Tracking website. 
b. Other MUS institutions are notified and invited to review the course learning outcomes. Any 

questions regarding equivalency are mediated by the MUS CCN Program Manager and 
campus CCN Liaisons in collaboration with the proposers. 

c. Faculty proposers and departments will be notified of any required changes resulting from 
this review. 

5. Final Approval and Catalog Update 
a. Once CCN approval is granted, the MUS CCN Program Manager informs the UM Office of the 

Registrar. 
b. The course is added to the University Academic Catalog in accordance with Faculty Senate 

Procedure 201.60 (Effective Date of Approved Curriculum Forms). 


