CALENDAR FOR PREPARATION OF SCHEDULE OF CLASSES

SUMMER SESSION 2011
September 2, Thursday
07-50-37
Course offerings for Summer 2011 to be printed.



Start work on front section of Summer Schedule of Classes.

September 3, Friday

Send preliminary course offering materials to colleges for them to distribute.  Materials should be stuffed and labeled in the Registrar's office.



Send copy of memo to the Associate Deans.

September 13, Monday

Departments begin approval process for new Summer 2011 experimental courses.

October 27, Wednesday

Materials due from departments.  Original returned directly to Registrar’s Student Scheduling Office, a copier copy returned directly to the Associate Dean and a copier copy returned directly to Room Scheduling (200 General Services Bldg).



Front section of the Summer Schedule of Classes should be started by this date.



Check on departments not yet turned in.  


Updates for Summer ’11 must be started by this date.

November 16, Monday

Approved Study Abroad programs information forwarded to Registrar’s Office by this date.

November 22, Monday
07-50-31
Schedule of Classes first proof copy to be run.

November 23, Tuesday

Begin proofing schedule.  All information must be updated before second proof.

December 6, Monday
07-50-31
Run listing #2 after 5 p.m.


07-50-34
Schedule of Classes to WWW – notated as tentative – for departments’ ease in disseminating information to faculty to proof   
December 7, Tuesday

Send e-mail instructions to departments regarding proofing and return of electronically delivered proof copy.  Late changes to summer offerings may be made at this time.

December 16, Thursday

Departments to initiate Course Offering Changes forms (half sheets) for all changes.  


Verify that the Iowa Lakeside Lab listings in front section agree with course offerings information on-line.
December 22, Wednesday 
07-50-33
Corrections completed on computer by 5 p.m.  Run proof copy #3 in p.m.  Registrar’s use only.
January 5, Tuesday

Finish proofing copy #3 by this date.  Complete corrections on-line by 5 p.m.



Front section should be completed by this date.


07-50-33
Run final Schedule of Classes for Summer 2011 after 5 p.m.  To WWW as PDF and one paper copy to Barb.


07-50-34  Update Schedule of Classes website.  Summer 2011 should not say tentative.
Originator:  Barb Hotchkiss
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