Faculty Course Materials Request Template
Use this editable template to request course materials from faculty for new IAI course submissions or ongoing review. Modify the language to fit your institution's processes and deadlines.
Sample Email
Dear [Faculty Member/Department Chair],

Our institution is preparing an Illinois Articulation Initiative (IAI) submission for [Course Prefix, Number, and Title], which has been selected for [new submission/ongoing review] by the [Panel Name].
As you prepare your submission materials, please review the applicable IAI course description: [Insert link to the IAI description ("Desc.") from the ALL Active IAI Identifiers page.] The course description outlines the content and learning expectations used by the panel to evaluate the course and should be used when reviewing your syllabus and supporting documentation.
Our institution is preparing an Illinois Articulation Initiative (IAI) submission for [Course Prefix, Number, and Title], which has been selected for [new submission/ongoing review] by the [Panel Name]. Please be sure to review the IAI identifier [insert the appropriate link to the IAI description – use the to find the “Desc.” Link to the correct IAI description] to help ensure content the panel is seeking to verify within the course.
To prepare the submission, please provide a representative syllabus and the supporting materials listed below by [Institution Deadline]. These materials help demonstrate that the course continues to meet the current IAI course description and panel approval criteria [Insert link to the appropriate IAI Panel Criteria Document from the Course Approval Criteria/Panel Related Documents page.].

If you have questions about the requested materials or need assistance locating the appropriate IAI resources, please let me know.

Requested Course Materials
· Course prefix, number, title, credit hours, contact hours, and laboratory or studio hours (if applicable)
· IAI code if course has previously been approved
· Official institutional catalog course description
· Prerequisites (including institutional course number, title, and IAI code, if applicable)
· Delivery method(s), including online instruction when applicable
· Current textbook(s), readings, and instructional resources (links to open access materials)
· Clearly stated student learning outcomes
· Detailed topical outline and weekly schedule that goes beyond chapter numbers and titles
· Methods of evaluating student learning that align with the learning outcomes
· Grading scale and criteria
· Assignment descriptions, including readings, writing assignments, projects, and other major 
· assessments
Helpful Resources
Official IAI Course Description
Panel Course Approval Criteria
Sample Syllabus – Update Coming Soon!
IAI Course Submission Checklist
Closing
Thank you for your assistance. Maintaining our institution's participation in the Illinois Articulation Initiative helps ensure students continue to receive the transfer benefits associated with approved IAI courses. Your timely response is greatly appreciated.

Sincerely,

[Your Name]
[Title]
[Institution]

