
 

Forms that are not complete with all required information will not be processed.  They will be returned to the 

Department for completion which will delay processing of the required change.  Please ensure that all areas 

depict correct details and the form is signed by the Chair or Coordinator of your department.  ALL copies 

should be submitted to the Registrar’s Office and when the form has been processed they will be disbursed 

accordingly. 

 
 

 

 

 

 

 

 

 

 

 

 

1. Date form is submitted 

 

 

2. Enter the appropriate semester 

and year.  Remember that at any 

given time, we are actively 

working on up to 7 semesters at 

one time. 

3. Enter CRN (if you are adding a 

new course, a CRN will be 

generated), subject, course # and 

section #. 

4. Check all applicable changes 

being made to the course.  If the 

change you require is not listed, 

complete the information on the 

blank line. 

5. Enter start and end date of the 

course.  This is the date from the 

original class submission form.  It 

will always start on a Monday 

and end on a Sunday.   

6. If you want to change a day or  

time of the course, complete the 

“FROM” days and times with the 

current information.  The “TO” 

section should be completed with 

the NEW days and times. 
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                                               New Instructor                                 300000000 
                       
           Remove                   Old Instructor                                  800000000 

    October 3, 2007 
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Additional comments that should show online with the course 

listing.  Special instructions relating to changes required. 
                     
 

7. Indicate campus and Room # (leave blank if a room has not yet been assigned).  Indicate Enrolment  

a. Class size is the number of students you will accept in this class. 

b. Per Outline is the number of students set on the Curriculum Guideline.  This does not change. 

8. Indicate PRIMARY instructor as the instructor that will be entering grades.  This is the only instructor that will 

appear on the web.  Other instructors should be listed as additional instructors. 

9. Add comments 

    10.   Authorized signature 
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