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SUPPLEMENTARY SYLLABUS MIS 2343: 

DESKTOP DECISION SUPPORT TECHNOLOGIES
Introduction to Excel, Access, and Decision Theory 
CERN: 11599 (11 AM) and 15847 (1 PM)

FALL 2011

Note: Bring this "SUPPLEMENTARY" syllabus with you each class session and refer to it often. It will be available on my web site as well. I suggest that you download it to a suitable storage device for future reference and possible reprinting. Enter important dates in your reminder device/calendar. 
► CHECK YOUR UCA EMAIL REGULARLY FOR NOTICES AND TEACHING NOTES.

Professor: Dr. William H. Friedman
Office: COB 305E   
Phone: 450-5347 (Office)                      
Email:  [HOME, the more frequently read email address] friedmanw@ieee.org  & 
             [OFFICE:] friedman@uca.edu
[bookmark: _Hlt503076941] [Please send ALL email to both addresses.]
Web sites: http://www.mis23423.synthasite.com/
Prerequisites: (Math 1390 or 1395) and (CSCI 1470 or MIS 1370)   

Class Times:  Class-1  (CERN 11599) meets Mon., Wed., & Fri. 11:00 - 11:50 in COB 308   
	            Class-2 (CERN 15847) meets Mon., Wed., & Fri. 1:00 - 1:50 in COB 308   

Office Hours: Mon., Wed., & Fri. 9:00 – 10:00 ( BY APPTMT.); plus Mon., Wed. & Fri. 2 - 4:20; 
►Please advise me early on so I can schedule you for an office visit without a conflicting appointment.
To ensure efficiency, when you come to my office, be prepared to show me everything you have done to solve any problems.

Course Description: 
Basic experience with Windows is assumed.
 
As a student in this course, you will learn the most important aspects of Microsoft Excel 2010 and 
Access 2010 by faithfully completing the assigned units from the text book as per the attached schedule. 
On average you should work independently on one textbook chapter (or unit) per day for each day in class. 
To avoid falling behind, it may be necessary for you to continue working on a unit outside of class.  
This system reduces the amount of formal homework assignments you need to do and allows you to 
work at your own pace. Besides taking notes in class you should take notes on the units.

An important addition to the class is decision theory, which is not covered in the text books, 
but should be learned from my notes; you will need to be in class and pay special attention to this topic.

1. Re: Excel Spreadsheets as used in business.
This course provides an introduction to Microsoft Excel 2010. You will learn about formulas, functions, 
worksheet formatting, and charts.   Additional essential topics include absolute and relative cell reference, what-if analysis, financial functions, data tables, home mortgage amortization schedules, 
and lookup functions.   

2. Re: Access databases as used in business.
This course provides an introduction to the vast subject of  databases—repositories of information via 
Microsoft Access 2010. Access topics include creating, querying, and maintaining a database, creating 
reports, relational database concepts, and relationship diagrams. 

2. Decision Theory as used in life and business.
An important addition to the class is decision theory, techniques of making rational decisions. This topic
 is not covered in the texts, but should be learned from my notes. You will need to be in class and pay 
special attention to the various decision making methods. Most of these require that Excel be used to 
calculate payoffs and thereby determine which actions are to be chosen. 

Topics include Selection Tables, Decision Tables, and Payoff Tables (most of these methods are original 
and not yet published in any book)
 

Text/Materials:

1. Text: Microsoft® Excel®  2010 - Complete, 1st Edition, pub. by Course Technology, © 2011,  by Elizabeth Eisner Reding & Lynn Wermers. 
ISBN-13: 9780538747134

ABSOLUTELY REQUIRED---IT WILL BE USED ALMOST EVERY CLASS PERIOD DEVOTED TO EXCEL!

2. Text: Microsoft® Access®  2010 -Introductory, pub. by Course Technology, © 2011 by Lisa Friedrichsen. ISBN 13: -13: 9780538748261 
3. 
ABSOLUTELY REQUIRED---IT WILL BE USED ALMOST EVERY CLASS PERIOD DEVOTED TO ACCESS!

4. Handouts: Additional informational hardcopy handouts will be distributed and copies made available on my Synthasite website. THESE ARE NECESSARY FOR LEARNING DECISION THEORY.

5. Data files for Excel and Access: See inside back cover of either text for instructions on downloading these files. Download the data files early on, because you cannot do the units without them. Keep them on media that you bring to class. Many such files are not used in the Unit instructional pages, but can be used in problems after each Unit.

6. Software: Microsoft Office 2010, Internet Explorer (or other browser), Windows, Microsoft Office Access 2010. You can download a trial copy of MS-OFFICE 2010 from the Microsoft website. http://office.microsoft.com/en-us/try/

This free copy is good for 60 days only. Other spreadsheets can be used for Decision Theory work.

Supplies: 

1. Storage media for saving work and project submissions. To store the electronic versions of your projects, I suggest three jump drives or three 3.5’ disks. Also have some fresh disks and/or a flash/jump drive ready for saving class work each day. 

2. At least two 3-ring loose-leaf notebooks (1 /2 " wide spines, the only permitted size) capable of securely holding your project documentation materials, especially, the storage media. Only loose-leaf notebooks are to be used for submitting the first two projects. The front outside cover of the loose-leaf book should have a transparent sleeve for a sheet giving (1) your name, (2) your days and class time (e.g., MWF 11), and (3) the topic involved plus the number of the project submitted, e.g., “ACCESS P2,  and my name. Use loose-leaf dividers with verbally labeled tabs, e.g., “FIXED RATE,” that serve  to separate and identify the different Project task-sections.

3. Obtain some prepunched, flexible plastic holders (zippered pencil cases, etc.) that attach to the rings of binders and should be used for holding storage media. Before you submit a project, be sure that the media and divider tabs could not possibly shake loose.  

4. Loose-leaf dividers are to separate the items in your submitted project notebook with verbally, (not numerically) labeled tabs indicating the deliverables. Place a verbally (not numerically) tabbed divider before the particular item that it names.

Teaching Methods: Lectures/Demonstrations/Self-paced work in the texts: Selected material from the text and outside sources will be covered in class. As you work through the texts, take careful notes from the textbook units and class presentations (because not all material presented in class can be found in the texts or readings). Discussion is encouraged as is student-procured, outside material relevant to topics being covered.

Graded items:
1. Tests
1. Projects. Missing work will be graded zero. 
1. Quizzes: Occasional scheduled or unscheduled quizzes will be given to help ensure you stay current with class material. Be ready every day for an unannounced quiz on any given day! Missing quizzes will be graded zero.
1. Extra Credit. Before starting any extra credit work, it must be cleared with me and must be original. Generally it is better to put your effort into the regular course material than into doing extra credit.

Grading system:
A = 90-100, B = 80-89, C = 70-79, D 60-69, Failure = below 60. No grade of incomplete ("X") will 
be given except in extraordinary, emergency situations. Everything, but extra credit, is graded on a 
scale of 0 to 100 (sometimes higher). NOTHING BUT THE FACTORS LISTED BELOW 
WILL AUGMENT YOUR GRADE! THERE WILL BE NO EXCEPTIONS.

The percentage weights of each item to be graded are as follows: 
· Test average: (objective questions, possibly with diagrams) 40%; 
· Quiz average: 20%; 
· Project Submission average: 40%; 
· Extra Credit sum: 20%. 

The following two factors can reduce your course average: 1 point is deducted 
from the course average for each unexcused absence and each deportment issue (e.g., eating 
in class, monitor not dark when it should be dark, doing non-class work, improper behavior).

Example: If a student has the following averages: Tests, 90; Quizzes, 54; Projects, 90; 
and these sums: Extra Credit, 10 points; Deportment Issue: 2 times; Unexcused Absences 4; 
then the final course grade is calculated as follows:
=(0.4*90) + (0.2*55) + (0.4*90) + (0.2*10) - 2- 4, that is, 79 or C.
►Note that one fewer absence would raise the course average to 80 or B!
Keep track of your grades and use the above formula to calculate your term score as grades accumulate. 

Class activities:
Instruction in class consists primarily of informal lectures, review, classroom exercises, 
group work, and class discussions involving student participation, work on projects in class, and 
demonstrations. YOU SHOULD CREATE EXTENSIVE NOTES EACH DAY AS YOU WORK 
THE UNITS IN THE TEXT BOOKS--AND STUDY FROM THESE! 
We will use some class time, informally for individual help--a kind of clinic.   
 
Copy the daily agenda and announcements from the board each day so you will know what subjects      to review for quizzes and tests. You can also use this written record of class activities for study 
and to inform absentees.

SPECIAL NOTICES

Student Handbook Policies:  
Students should familiarize themselves with all policies listed in the current Student Handbook,
 including specific policies on Sexual Harassment and Academic Misconduct.

Academic Integrity:
The departmental policy is that you alone do the work on your tests and assignments. Papers and 
computer projects that show sufficient similarity to indicate copying will receive no credit, and all
the people involved may receive course grades of F. Your responsibility also includes preventing 
others from copying your work even if you work together.

MIS personnel in industry often collaborate, but in this class, which is first and foremost a learning 
situation, you should seek help only on how to do something, in a general way, then go on to do the 
specific work by yourself. Do not permit anyone to write any project material for you. Print your name on all submissions. Legibly sign the requisite pledge (for projects, this can be found on the 
second sheet  of the project-grading form). List any help you had (be specific about what items are 
involved) and from and from whom (full name) you received help. There is no drawback to being 
absolutely honest. These listed entries should be legible and specific. 

Time Requirements Outside of Class:
Expect to devote an appropriate amount of time to preparing for this course, but it will be well worth the effort. One reasonable estimate is two hours outside of class for each hour in class (to review or to finish units and review notes). Use part of the time to understanding the intellectual reasons for what you have been taught and to practicing the techniques you are supposed to know.

Tests and Quizzes:
Use sharp #2 pencils, erasers, and a ruler. Unless I authorize their use, have no calculators, no electronic devices, e.g. cell phones, anything with ear phones or a screen. Do not expect a "make-up" quiz after an absence or lateness. If you must miss a test because of circumstances beyond your control, make arrangements with me in person and IN ADVANCE if possible.

Expect a short quiz on any given day at the start of class on any work previously covered. This is an effort to encourage attendance, promptness, and daily review of all prior work. Also quizzes should be a more comfortable substitute for you than a great number of major tests, especially since you can answer quiz questions in small groups with each student receiving the group grade. If such cooperative group work generates any problems; however, we will revert to individual quizzes. Any student can provide an answer different from the group by checking a box provided and putting the answer along with your name on the reverse side of the quiz sheet; this answer will then be graded individually. Missing a quiz because of unexcused absence or lateness earns a zero.

Due Dates:
 Plan your work and act as if the deadline is a class session earlier than the actual deadline. The reason for my policy on submissions is to inculcate acceptable workplace habits. All assignments, to be considered "ON TIME," should be submitted in class before or during the first five minutes of the class period on the specified due day. Place them in the designated place, usually in a cart or on a front table in the classroom. Work submitted after the first five minutes of the class on the due date is considered late. If work is submitted in absentia (e.g., outside my office) while I am in class or during class, it is also late. Late work submitted (unless I approve an exception) receives a deduction of ten (10) points if turned in by the start of class immediately following the due day. However, for work submitted after that, no credit at all will be given. For consistency, I have to be the sole judge of what constitutes a policy exception. Failure of hardware or software or lack of access to a computer does not constitute a good excuse, because you are advised to complete all work early with that possibility in mind.

You must arrange in sufficient time to have access to a reliable, virus free computer and allow for possible printer or computer downtime. A virus on any media submitted will result in a grade of zero. 


Absences: 
Missing class is a serious setback to your learning, yet sometime an absence is unavoidable. If your 
absence is really excusable, properly fill in hand me the formal, hardcopy excuse form in the COURSE MECHANICS section on my websites the same day that you return to class. If you also have a 
supporting document, just staple a copy of it to that form. The form is absolutely required, however. 
NO ABSENCE IS TO BE CONSIDERED EXCUSED UNLESS I RETURN THE ABSENCE FORM 
YOU SUBMITTED AND IT IS SIGNED BY ME SAYING THE EXCUSE IS ACCEPTED. After 5 
unexcused absences a student will either be dropped with a WP grade (if passing at this point) or 
given a WF grade. After 10 absences of any kind, a student will either be dropped with the grade of  
W (if passing at this point) or WF. 

Course Mechanics:
1. The best way to get a good grade is to plan your work so that it does not pile up and become overwhelming shortly before the due date. Incorporate the instruction you received in class and on handouts into your projects. Exhibit organization as well as initiative, e.g., in researching topics in greater depth than we have time for in class. Follow all instructions very carefully. Make a schedule with dates for intermediate steps to guide completion of your projects.

2. Before each session study the topics and material taught in the preceding class. Prepare and submit any assignment due for the current class session, even if you were absent when it was assigned. Place submissions on the designated front table in the proper pile. If you can not be in class on time, find an alternate, but on-time (or preferably early) mode of delivery to me. Do not voluntarily stay out of class for any reason, e.g., to get a computer or printer to work. If you experience any problem, come to class as early as possible, without interrupting; later tell me about the situation, before the lateness becomes a regular issue. Always try to optimize your presence, attention, and participation in class. Copy the daily agenda and announcements in a special section of your notebook. In the event of absence, however, always find out what was done and announced in class by contacting a fellow student well in advance of the next class after your absence. Thus, you need to establish a network or partnership with other students. Fill out the form provided at the end of this syllabus with names of likely partners early on.  I would prefer that you arrive somewhat late or leave early rather than incur an unexcused absence. Just seek permission in advance about not being present for any part of a class in order not to incur an unexcused absence.

3. Keep a duplicate, backup copy of all submissions (on disk and on paper). You should scan or photocopy any submission for which you do not have a readily printable computer file. You can study from these backup copies. Retain all returned work and forms.

4. I would like to get to know you personally, so occupy the same seat each class once it becomes "official." If students and teachers know one another, it makes education effective and congenial.

5. All aspects of this class will be handled logically, sensibly, and with understanding of your situation. Policy exceptions can be made in accordance with good judgment. Hand me a note, email (at both addresses), or call me about any problem (in advance); try to obtain my reply, if needed. I will be happy to help find solutions. It would be wise not to drop without conferring with me.

	6. Take notes on everything new that you learn in class from me, but especially from the text as you work through the units. 

	7. Remember, good attendance, deportment/cooperation, and conscientious classwork are essential to understanding the material.

8. Good deportment involves observing the usual and expected academic customs regarding politeness, appropriate attire, acceptable behavior, following instructions, and the like. Under no circumstances should you eat or drink, use mobile phones or other non-laptop devices; never do extraneous work, do extraneous reading, or do extraneous writing in this class or have a computer on for anything except what is authorized. For example, no unauthorized electronic telecommunication in class, such as texting, is allowed. A dark computer screen during class is required until you are authorized to turn on the computer.  

9. All work should be (a) neat, (b) on clean, crisp paper, and (c) very professional in appearance. Project specifications should be followed point by point! Use an editor or word processor with a spell checker for all textual submissions. Diagrams should also be done to meet professional standards (with a ruler or a graphics program).

10. As the class progresses, consult my web sites frequently for forms, handouts, assignments, and other matters.

The University of Central Arkansas adheres to the requirements of the Americans with Disabilities Act. If you need an accommodation under this Act on account of a disability, contact the Office of Disability Support Services at 450-3135.
The University of Central Arkansas affirms its commitment to academic integrity and
expects all members of the university community to accept shared responsibility for
maintaining academic integrity. Students in this course are subject to the provisions of the university's Academic Integrity Policy, approved by the Board of Trustees as Board Policy No. 709 on February 10, 2010, and published in the Student Handbook. Penalties for academic misconduct in this course may include a failing grade on an assignment, a
failing grade in the course, or any other course-related sanction the instructor determines to be appropriate. Continued enrollment in this course affirms a student's acceptance of this university policy.

Note: the following course outline/schedule is subject to change as conditions warrant. 
· BEGIN WORK ON EACH UNIT IN CLASS ON THE DATE INDICATED AND FINISH IT AT HOME BEFORE THE NEXT CLASS.



Course Schedule re EXCEL 2010

	Week

	Date 
	Topic: EXCEL 
	ITEMS TO LEARN
	NOTICES

	1
	8/26
	
	Review concepts of Office 2010 in text. Read
Syllabus: main points
	Receive syllabus with forms to complete inside this syllabus. Download and save Excel and Access data sets to a jumpdrive or your personal UCA drive from WWW.CENGAGE.COM/CT/STUDENTDOWNLOAD
 Do this as soon as possible


	2
	8/29
	Unit A: Getting Started with Excel 2010. Look for GREEN page numbers.
	Basic Excel concepts
	If you do not finish any Unit in class finish it outside of class.

	
	8-31
	Unit B: Working with formulas and functions
	EXPLANATION OF MORTGAGE TYPES, NEEDED FOR FIRST PROJECT 
	Turn in the personal information form at the end of this syllabus. 
Get student contact data to fill out the contactee form (also at the end of this syllabus). 

	
	9-2
	CATCH UP ON ANY UNFINISHED WORK FROM UNITS
	MORTGAGE IDEAS (CONTINUED)
	RECEIVE EXCEL PROJECT 1 SPECIFICATIONS.


	3
	9-5
	
	
	LABOR DAY HOLIDAY – NO CLASS

	
	9-7
	Unit C: Formatting a Worksheet
	
	

	
	9-9
	Unit D:  Working with charts
	
	DRY RUN QUIZ (SUBSEQUENT QUIZZES WILL NOT BE ANNOUNCED). Announced dry-run quiz is to familiarize you with the process. It will cover this syllabus and some substantive material, but will not count.

	4
	9-12
	Unit D (CONT.)
	Radar charts
	

	
	9-14
	Unit E: Analyzing data using formulas 
	
	

	
	9-16
	Unit F: Managing workbook data
	
	

	5
	9-19
	Unit G: Using tables
	
	

	
	9-21
	Unit H: Analyzing data, esp. filters and lookup functions
	
	

	
	9-23
	Unit I: Automating worksheet tasks, Macros
	
	EXCEL PROJECT DUE AT START OF CLASS


	6
	9-26
	Unit K [SKIP J]: Using What-If, Scenarios 
	
	RECEIVE AND ANSWER QUESTIONS FROM PRACTICE TEST 1

	
	9-28
	Unit L: PivotTables
	REVIEW PR-T1
	SUBMIT PRACTICE TEST 1 FILLED OUT 

	

	9-30
	
	
	EXCEL TEST [ON ASSIGNED UNITS, NOTES]



Course Outline re ACCESS 2010

	Week
	Date 
	Topic: ACCESS
	ITEMS TO LEARN
	NOTICES

	7
	10-3
	Unit A: Getting started with ACCESS. Look for REDDISH page numbers.
	Types of databases
	BRING ACCESS TEXT TO CLASS AND HAVE DOWNLOADED DATA SETS

	
	10-5
	Unit B: Building and using Queries
	
	RECEIVE ACCESS PROJECT 2 SPECIFICATIONS

	
	10-7
	CATCH UP ON UNFINISHED WORK FROM UNITS, PROJECT
	
	

	8
	10-10
	Unit C: Using Forms
	
	

	
	10-12
	Unit D: Using reports
	
	

	
	10-14
	Unit E: Modifying the database structure
	
	

	9
	10-17
	Unit F: Creating multiple table queries
	
	

	
	10-19
	
	CATCH UP TIME
	

	
	10-21
	
	
	FALL BREAK – NO CLASS

	10
	10-24
	Unit G: Enhancing forms
	
	

	
	10-26
	Unit H: Analyzing Data with Reports
	
	

	
	10-28
	Catch-up
	
	

	11
	10-31
	
	RECEIVE AND WORK ON ACCESS PRACTICE TEST-2
	

	
	11-2
	
	REVIEW ACCESS PRACTICE TEST-2
	SUBMIT ACCESS PRACTICE TEST-2

	
	11-4
	
	
	ACCESS TEST



Course Outline re DECISION THEORY

	Week

	Date
	Topic: DECISION THEORY
(& Excel functions)
	ITEMS TO LEARN:
CLASS and SYNTHASITE NOTES 
	Notices

	12
	11-7
	Selection tables
	Excel MEAN functions
	ACCESS PROJECT DUE AT START OF CLASS

	
	11-9
	Selection tables, with ties
	Excel IF-function
	

	
	11-11
	Decision tables
	
	RECEIVE DEC. THEORY PROJECT 3 SPECIFICATIONS

	13
	11-14
	Simplifying decision tables
	
	

	
	11-16
	Simplification (cont.)
	
	

	
	11-18
	
	
	

	14
	11-21
	Decision-making via Ranking
	
	

	
	11-23
	
	
	THANKSGIVING – NO CLASS

	
	11-25
	
	
	THANKSGIVING – NO CLASS

	15
	11-28

	Reconciling levels of desire Payoff tables + probabilities
	
	

	
	11-30
	MAXIMAX thru MINIMIN
	
	

	
	12-2
	Previous methods with probability; HURWICZ & FRIEDMAN criteria
	
	LAST DAY FOR EXTRA CREDIT SUBMISSIONS

	16
	12-5
	Method of REGRET, DELIGHT
	RECEIVE AND WORK ON PRACTICE TEST 3
	

	
	12-7
	Review all methods
	REVIEW PRACTICE TEST 3
	DEC. THEORY PROJ. DUE

	
	12-9
	
	
	STUDY DAY, NO CLASS

	17
	12-14
	1 PM CLASS
	11:00 – 1:00 PM
	FINAL EXAM

	
	12-14
	11 AM CLASS
	2:00 – 4:00 PM
	FINAL EXAM






CONTACTEE FORM



On this form list the names and contact data to enable you to reach other students who would be willing to keep you posted on class activities in the event of absence or even memory lapse. Further, they may be interested in forming a study group with you.



	CONTACTEE NAME
	CONTACTEE TELEPHONE #1
	CONTACTEE TELEPHONE #2
	BEST TIME TO CONTACT THIS CONTACTEE
	CONTACTEE EMAIL

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




REQUIRED REQUEST FORM FOR AN ABSENCE TO BE EXCUSED

1. MAKE SURE THAT EVERYTHING BELOW IS NEAT AND LEGIBLE.
1. SUBMIT AT THE START OF THE FIRST CLASS PERIOD WHEN YOU RETURN.
1. SEE SYLLABUS ABOUT MY ABSENCE POLICIES.

1. STUDENT NAME (PLEASE PRINT): _________________________________

1. CLASS NAME (e.g., MIS 2343): ______________

1. CLASS MEETING  DAYS  AND TIME (e.g., MWF 9): ______

1. DATE(S) ABSENT (e.g., Oct. 29 and 31): _________________________

1. REASON THAT YOU REQUEST TO BE EXCUSED (No other substantiation is necessary, and it is not necessary to give me any coach’s or doctor’s note, etc. I will take your word for it, but you must LEARN WHAT YOU MISSED AND legibly sign the pledge below):






1. SPECIFY IN DETAIL, all (it should be a lot) that you have done (1) to find out what you missed and (2) have worked on, e.g., TOPICS and PAGES MASTERED (not just casually read).
I CONTACTED (print full name): ____________________________

I READ AND WORKED ON THESE TOPICS: 




1. I PLEDGE THAT EVERYTHING ABOVE IS 100% TRUE


WRITE YOUR LEGIBLE SIGNATURE ABOVE
AFTER SUBMISSION REACT TO THIS FORM IF NOT EXCUSED.

1. DR. FRIEDMAN’S ACTION WITH REGARD TO THIS REQUEST:

EXCUSED: ____;    NOT  EXCUSED: ___;   NEED MORE INFO (SEE ME): ___
DR. FRIEDMAN’S SIGNATURE/INITIALS: ______________________________________

 
 
This page is here, so you can detach the form on the reverse side and the following Personal Information Form without involving a page from the main body of the syllabus. Copies of these forms may also be made from my web site. Do not submit the contactee form, because you should keep it for reference.
Personal Information Form (DETACH CLEANLY AND SUBMIT ASAP)

[bookmark: _GoBack]Please PRINT all information neatly IN THE EMPTY BOXES BELOW 
  
	COURSE NUMBER
e.g., MIS 2343
	DAYS + CLASS TIMES
e.g., MWF: 9-9:50
	SEMESTER
e.g., SPRING
	YEAR
e.g., 2012

	
	
	
	

	FIRST NAME
	PREFERRED or NICK NAME
	LAST NAME

	
	
	

	

	Student ID No.
	Major
	Minor
	Seat coordinate, e.g., A5

	
	
	
	

	

	Home Tel.
	Work Tel.
	Other Tel. or device (e.g., CELL)

	
	
	

	Hours and days to call home
	Hours and days to call work
	Hours and days to call other device

	
	
	

	

	Email Address(es)
	Career goals

	1.
	1.

	2.
	2.

	

	Best USPS (USPS mailing) address(es) this term

	No. + Street./P. O. BOX
	Additional address line
	City, State, ZIP

	1.
	
	

	2.
	
	



1. Tell me about any anticipated problems here and in person [insert check mark if continued on reverse side: ⁯



2. Note: Keep me informed of any changes to the above data BY HARDCOPY NOTE.

3. PLEDGE: I HAVE READ THE ENTIRE SYLLABUS FOR THIS COURSE



LEGIBLE signature
