
CE COURSE SCHEDULE NOTIFICATION
(If you use your own format, it must contain the following information, in the same order as the chart below!)

Sponsor Name                                                                                        Sponsor Code                            Sponsor Phone                                          __    _ 

Exact Location where course(s) will be held                                                                                                                                                                 ____ 
(Facility)

One Month/One City per page, please!                                                                                                                                                                           _      
(Street Address)			   (City)					                   (State)
		

List # City to be listed County Course 
# Course Title Date Time 

(begin-end) Instructor

Please indicate if attendance is expected to be:          □ under 100     □ over 100	 (Please notify the Commission as soon as possible when it becomes apparent that enrollment in a 
planned class will exceed 100 students.)

Signature of CE Coordinator:                                                                                                   Date Submitted:___________________________________________________________

Commission Rule regarding notice of scheduled courses is on Page 2.		  REC 3.61  
09-06-12
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.0504		  NOTICE OF SCHEDULED COURSES

(a)	 Sponsors must provide the Commission written notice of all scheduled course offerings not later than 10 days 
prior to a scheduled course date.  The notice shall include the name and assigned number for the sponsor and, 
for each scheduled course, the name and assigned number for the course, the scheduled date and time, specific 
location, and name of the instructor.

(b)	 Sponsors must notify the Commission of any schedule changes or course cancellations at least five days 
prior to the original scheduled course date.  If a last minute change for cancellation is necessary due to some 
unforeseen circumstance, then notice shall be provided to the Commission as soon as possible.

(c)	 Sponsors must notify the Commission as soon as possible when it becomes apparent that enrollment in a 
planned class session will exceed 100 students.

History Note:  Authority G. S. 93A-3(c); 93A-4A;
                     Eff. July 1, 1994.
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