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CORPORATE CONTINUING EDUCATION
“BATCH” TRACKING FORM

This sheet must be attached to all “Batch” Registrations
To be completed by program area (as applicable):

	Course Dates
	
	Ref #
	
	Term
	

	
	(Start and end dates)
	
	
	
	

	
	
	
	
	
	
	
	

	Letter/Contract Attached
	
	Yes
	
	No # of registrations submitted
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Agency to Bill
	
	Customer #
	

	
	
	
	

	
	
	
	

	Price per Student
	
	Total Amount
	
	Prepaid
	
	Or Invoice
	

	
	
	
	

	
	
	
	

	* Program/Contact Name/Phone
	

	
	
	
	

	
	
	
	


CCE Registration Representative:
To have your batch picked up and processed please contact Suzanne Sierra, 868-3700.

If there is a problem with your batch, please notify the CCE Registration Representative.
TRACKING (Completed by CCE Registration Representative):
	dd
Date
	
	Time
	
	Activity

	
	
	
	
	

	
	
	
	
	Call received to pick up registrations

	
	
	
	
	Registrations picked up by CCE Reg. Rep.

	
	
	
	
	Registrations processed in Panthernet by CCE Reg. Rep.

	
	
	
	
	Cover page, Letter/Contract, Applications, and Roster deliver to Cashier by CCE Reg. Rep.

	
	
	
	
	Cashier’s covers students for payment and notifies CCE Reg. Rep. to pick up

	
	
	
	
	CCE Reg. Rep. notifies department that students are covered for payment and grades can be posted

	
	
	
	
	Grades posted by instructor
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