1. Open the attached document
2. Save the document to your hard drive using the file name of “(your last name)cfr”.  For instance is your last name is Jones, you would use the file name “jonescfr”.

3. Open the document from your hard drive and fill in the boxes for any course fee requests you have.  If you have justification for the fee that will not fit in the boxes, there is room on the second page for additional justification.

4. When you have completed the document, close and save it.  If you have more than one course fee request, save each with a unique name.
5. E-mail the document as an attachment to Jan_Swart@tamu-commerce.edu.  

a. IMPORTANT NOTE:  The e-mail must be submitted from the department head’s mailbox to indicate his/her review and approval of the form.
