MEMORANDUM

Date: 02/16/04
To:
From: Amy Hammett, University Registrar

Department Chairs

Subject: Summer and Fall 2004 Schedule of Classes Information

Enclosed are proofreading materials for course information to be published in the
Summer and Fall 2004 Schedule of Classes. Please check these documents carefully.
Documents with changes should be sent to respective deans or management
centers for approval and not directly to the Registrar’s Office.

If your department has courses which do not meet the class/time guidelines of the
University, and you have not received previous approval, we will be forced to list
them as “TBA” and will not be able to assign classroom space to them. Courses
designated to be listed as “TBA” must have a first day meeting date/time/place
listed as a course comment.

Please remember that any changes to course numbers, titles, credit hours,
lecture/lab hours, pre-requisites, co-requisites and crosslistings must have
appropriate approvals from curriculum committees and/or deans.

Independent study courses should require permits if prior permission is required.

Include (directly on the documents) the name and telephone number of the person
checking these documents.

Room assignments are not finalized. We are counting on your assistance in
communicating with your instructors to find out any special room needs or requests
particularly for the Technology Enhanced Classrooms. Preferences should be
listed directly on the proofreading document.

New instructors and Ph.D. students that will have teaching assignments cannot be
listed without prior approval verification from the Dean’s office and full name and
Social Security number sent to the Registrar’'s Office for database entry.

Please check the web after February 16™ for the most recent updates.
(http Iwww.cwru.edu/courses/catalog/)

All corrections must be sent to us by 4:00 p.m., Friday, February 20", 2004. You m/
send documents to Yost Hall, Rm 105, or may fax information to x4633.

CC:

J. Korbin

. R. Savinell
M. Robinson
M. Hogue
J. Goldberg
H. Chodosh
C. Gilmore
M. Wykle

Case Western Reserve University

University Registrar's Office 105 Yost Hall
10900 Euclid Avenue 216/368-4318
Cleveland, OH 44106-7042 FAX: 216/368-4633
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