	
	
	Schedule Adjustment Form - Reason Codes
	
	
	

	Original 
	
	
	
	
	
	

	Reason Code
	Campus
	CRN#
	Course Number
	Course Title
	Term
	Days
	Time

	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	

	Proposed/New
	
	
	
	
	
	

	Reason Code
	Campus
	CRN#
	Course Number
	Course Title
	Term
	Days
	Time

	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	

	
	Reason Codes:
	
	
	
	
	

	
	
	1. Delete Existing Course/Section from Schedule
	
	
	

	
	
	2. Schedule Change-Course that ran but requesting new time, day, course length, and/or location
	

	
	
	3. Reinstatement of Previously Cancelled Course - Same as the last time offered
	
	
	

	
	
	4. Reinstatement of Previously Cancelled Course - Requesting new time, day, and/or location
	
	

	
	
	5. Addition of Course/Section-New to term
	
	
	

	
	
	
	
	
	
	
	

	
	Justification:
	 
	 
	
	
	

	
	Reason Code 
	1. Delete Existing Course/Section from Schedule
	
	
	

	
	
	a.      \_\
	Reduce # sections of course offered during the same semester
	
	
	

	
	
	b.      \_\
	Avoid overlap on another campus with same/similar time, day and/or location
	
	

	
	
	c.      \_\
	Adjuctment to avoid conflict with other program course requirement
	
	

	
	
	d.      \_\
	No longer plan to offer the course (lack of demand, faculty retirement, etc.)
	
	

	
	
	
	
	
	
	
	

	
	
	2. Schedule Change-Course/section that ran but requesting new time, day, course length, and/or location
	

	
	
	a.      \_\
	Avoid overlap on another campus with same time, day and/or location
	
	

	
	
	b.      \_\
	Experiment with offering course at new time, day, and/or location
	
	
	

	
	
	c.      \_\
	Adjuctment to avoid conflict with other program course requirement
	
	

	
	
	d.      \_\
	Correct for inconsistency in actual course meeting time to align with other course sections

	
	
	
	
	
	
	
	

	
	
	3. Reinstatement of Previously Cancelled Course - Same as the last time offered
	
	
	

	
	
	a.      \_\
	Same time, day, course length, and/or location
	
	
	

	
	
	
	
	
	
	
	

	
	
	4. Reinstatement of Previously Cancelled Course - Requesting new time, day, course length, and/or location

	
	
	a.      \_\
	Experiment with offering course at new time, day, course length, and/or location
	

	
	
	
	
	
	
	
	

	
	
	5. Addition of Course/Section-New to term
	
	
	

	
	
	a.      \_\
	New course never offered before
	
	
	

	
	
	b.      \_\
	Change semester course is offered (i.e., spring to fall)
	
	
	

	
	 
	 
	 
	 
	 
	
	

	
	Other Course related requests:
	
	
	
	

	
	
	      \_\
	Change course Maximum Enrollment from _________ to _________
	
	
	

	
	
	
	Reason:____________________________________________________
	
	
	

	
	
	
	
	
	
	
	

	
	
	      \_\
	Specific Room Preference:  Change subject to availability
	
	
	

	
	
	
	Reason: ____________________________________________________
	
	
	

	
	
	
	
	
	
	
	

	
	Special Equipment needed in classroom:
	 
	
	
	

	
	
	      \_\
	GCL
	General Purpose Classroom
	
	
	

	
	
	      \_\
	COMP
	Computer Set-up Instructor Unit
	
	
	

	
	
	      \_\
	AV-1
	TV/VCR
	
	
	

	
	
	      \_\
	E-RM
	Electronic Classroom (PC for each student)
	
	
	

	
	 
	 
	 
	 
	
	
	

	
	
	
	
	
	
	
	

	
	Chair Electronic Signature:  ___________________________________________________
	
	
	

	
	
	
	
	
	
	
	

	
	
	Comment:
	 
	 
	
	
	

	
	
	 
	
	 
	
	
	

	
	
	 
	 
	 
	
	
	

	
	
	
	
	
	
	
	

	
	Dean Approval:  Yes \_\        No \_\
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	Comment:
	 
	 
	
	
	

	
	
	 
	
	 
	
	
	

	
	
	 
	 
	 
	
	
	

	
	
	P.Woodberry12/2010
	
	
	
	
	

	
	
	
	
	
	
	
	


