Course Fee Adjustment Form

Texas Woman’s University

Office of the Associate Vice President for Undergraduate Studies
12/16/2009
Instructions:  

1. Please complete one form for each course for which fee adjustment is requested.

2. Please review the policy guiding the approved use of course fees as found in the University Policy Manual online: https://portal.twu.edu/policies/ Then click on Section 4 Financial, then Policy 4.04 Course Fees.
Note: Do not use this form for new course proposals or distance course fees.  

	1.Department/Component


	

	2. Course number, name


	

	3. Course Fee Change  Requested 
	From:                                      To: 

	4. (State)Lab Fee* Change Requested
	From:                                      To:

	5. Percent of change**


	

	6. Justifications for changes
	

	7.  Fee Account Balance and Management Plan
	

	8. Name of person proposing change


	

	9.  Chair approving the request
	

	10.  Dean’s assurance of course fee balance (#7)
	

	11. Approval by 

   Assoc. V.P. for 
Undergraduate Studies
	


* “Lab fee” here refers ONLY to the state lab fee.  Texas requires all lab courses to assess a minimum of $2 and maximum of $30 for lab fees.  Inquire with the Bursar as to whether your department has a lab fee account established.
**Percent of increase:  

Subtract the old fee from the new fee to find the difference.

Divide the difference by the old fee to find the percentage.

Example:




Fee request:
Raise fee from $15 to $25 - $10 difference

To figure percentage: 10 divided by 15 = .67 or 67%

