


      MEMO TO REGISTRAR - SPECIAL SCHEDULE CHANGES

	Date:
	
	
	

	Semester/Term
	

	Approved by:

College Dean
	

	Approved by: 

Department Head
	


Examples:

                              Last Name          First        M.                      Student’s                  Student CWID                           Drop                           Credit Hours                   Add             
      Credit Hours

                                                                                                        College                         Number                      Course Number (CRN)                                      Course Number (CRN)                      


Example 1:   Smith,   James Harold                        AS                        12345678                     ENGL 2001 - 40021                3              ENGL 2001 - 40022             3



Example 2:   Johnson, Jane   Elaine                        ED                        20001234                                                                                      MATH 1010- 44111             3


	Registrar’s

Office

Use Only
	Last Name                             First                            M.
	Student’s

College
	CWID #
	DROP 

Course and CRN # 
Ex: ENGL 1001 – CRN 40011
	Credit

 Hours
	ADD

Course and CRN #
Ex: ENGL 1001 – CRN 40012
	Credit Hours

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


INSTRUCTIONS   





		1.	Use this form only when a class is being divided (Example1) or to add students who were in a canceled   classclass c               class and are adding a course in same department (Example 2).


		2.	Use official names which must be in alphabetical order. Do not use ditto marks.


		3.	Send copies of memo to students’ dean notifying them of schedule changes.


	4.	Send the approved Schedule Change form to the Registrar’s Office on a continual basis no later than the 3rd class da		      class day (fall, spring, and summer).  Email format (with form attached) will be accepted only from  approv	 	      approved department personnel.


		5.	Use add/drop slips when adding classes not in your department.





NOTE: Do not use this form to drop students from a canceled class.








