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         Community Education Division  

Class Information Change Form

     (
FEE CLASS



     (
NEW

     (
NON-FEE CLASS


     (
CHANGE

     (
CONTRACT  ED.  CLASS

     (
TERMINATE

     (
COMBINED / STACKED

     (
CANCEL

	Course Title:
	

	
	
	
	
	

	Course ID:
	
	Credit Stacked #
	
	CE Ref #
	

	
	
	
	
	

	Days:
	
	Times:
	
	Fee:
	$

	
	
	
	
	

	Start Date:
	
	
	Instructor:
	

	
	
	
	
	

	End Date:
	
	
	Instructor ID/SS#
	

	
	
	
	
	

	Change Effective:
	
	
	Class Location:
	

	
	
	
	
	


General Office:
Reason for Change / COMMENTS:
 FORMCHECKBOX 

Notify:




(
Instructor/Facility


(
Students #                               

(
How notified?           
 FORMCHECKBOX 

Prepare Sign/Date to Gary                      
 FORMCHECKBOX 

Update Master Books

 FORMCHECKBOX 

Board Approval  _______________ (Fee/Contract Ed.)

Payroll:

(
Prepare/Up-date Hire Document

(
Prepare/Up-date Contract

(
No Pay Instructor

Registration:
 FORMCHECKBOX 

Update ICCIS:


 FORMCHECKBOX 

New


 FORMCHECKBOX 

Change


 FORMCHECKBOX 

Terminate


 FORMCHECKBOX 

Cancel

(
Prepare and Post Bulletin Board Notice

(
Update Counter Books

(
Log Book (Fee)

	Disbursement:
	
	Schedule Page #
	
	

	  White
	Payroll
	
	
	

	  Green
	Maintenance
	Prepared by:
	
	

	  Yellow
	General Office/Payroll
	
	
	

	  Pink
	Registration
	Date Prepared:
	
	

	  Goldenrod:
	Instruction Office/Off-Campus Instructor/Program Supervisor
	
	
	

	
	
	Approved:
	
	

	
	
	
	
	Assistant Vice President, Community Ed


*Forms/Class Information Change Form/Revised 11-23-04    






