Memorandum

To:

Faculty, Staff, and Graduate Students

From:

Kenneth Andrien, Chair

Date:



Re:

Syllabi and Class Adds

Now that it is time to prepare your syllabi for next quarter, please include the following statement on all your syllabi. We hope this will cut down the number of late adds and late add petition forms.  We have noticed an increase in the number of these forms lately, and since subsidies are based on the 14th day of enrollment, the department does not receive funding for those students who enroll late.  

“All students must be officially enrolled in the course by the end of the second full week of the quarter.  No requests to add the course will be approved by the department chair after that time.  Enrolling officially and on time is solely the responsibility of each student.”

