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HOUSTON COMMUNITY COLLEGE




	 Employee Higher Education Program

              Change of Course Form



	INSTRUCTIONS

          ( You must use this form if you were approved for EHEP Track II, pursuing Certificate/ Degree/ 
              Certification, & you changed courses after your EHEP Application was approved.     
          ( You must complete & submit this Change of Course Form to ELOD by DEADLINE DATE listed
               on your EHEP Notification Memo.  You will be INELIGIBLE for reimbursement if ELOD does not 
               receive the completed form by the deadline.
   
          ( New course MUST fulfill a specific requirement on your Degree Plan & earn at least 3 Credit Hours.

          ( This form is enterable.  Enter ALL requested information in the shaded boxes, then save or print it.
       
          ( Email completed, saved form as an attachment to ELOD@hccs.edu, or fax to 713.718.8621.  Once 
              your EHEP eligibility has been reestablished, you will receive confirmation from ELOD@hccs.edu.  
          ( Questions?  For quickest response, email ELOD@hccs.edu.
  

	     

	1.  Full Name      
	2.  Employee ID       
    (8-digit # on paycheck, in General section under your name)
 

	3.  HCC Email      
	4.  Immediate Supervisor’s Name        

	5.  For what semester is this change?  FORMDROPDOWN 

	6.  What year?  FORMDROPDOWN 


	7.  What institution will you attend? (Ex: University of Houston)      

	 8.  What campus will you attend? (Ex: Victoria)      

	9.  Name of course you DROPPED? (Ex: Intermediate Spanish I)      

	10. Catalog course number (not CRN) of DROPPED course? (Ex: SPAN 2301)      

	11. Name of course you ADDED? (Ex: Calculus II)      

	12. Catalog course number (not CRN) of ADDED course? (Ex: MATH 2402)      

	13. EHEP pays only for courses leading to a degree.  If added course is not listed on your Degree Plan, 
      EXPLAIN why you are taking the new course.  What requirement on your Degree Plan does it satisfy?  
      (Ex: It counts toward the required 6 semester hours at the 2000-level or higher in a foreign language.)      
  

	14. What are the actual start & end dates of your new class? (Ex: 8/23/11-12/7/11)      


	15. What is the instructional method?  FORMDROPDOWN 


	16. If classroom or hybrid, what days & times will you attend class? (Ex: MWF 10am-11am)      


	











            HR ELOD 0911



Page 1 of 1
Revised 06/08



Page 2 of 1

[image: image1.jpg]