	  MEMO

	From
	Head (  ENG  )/   TY Campus
	
	
	To
	 Evening Studies Unit

	Ref.
	(          ) in
	
	
	(Attn.:
	
)

	Tel. No.
	
	
	
	Your Ref.
	

	Fax. No.
	
	
	
	dated
	
	Fax No.
	

	Date
	
	
	
	Total Pages
	

	
	
	
	
	
	


Notification of Changes in Evening Class Timetable/Liaison Officer
( Temporary Change from ___
 ___________ to ____
 __________

    (See Column (B) below)

( New Schedule w.e.f. _________________________________________________

    (See Column (B) below)


Course No.: __________________________ Course Name: ______ ______________

	
	(A) Present Schedule
	(B) New Schedule/Temp. Changes *

	Class
	
	

	Centre
	
	

	Room No.
	
	

	Weekday
	
	

	Time
	
	

	Full Name of Lecturer
	
	

	Technician(T)/Artisan(A)/ Workshop Attendant(WA) #
	
	

	Unit/Module
	
	

	Liaison Officer
	
	

	Remarks
	
	


#Applicable to laboratory class only.

*Only CHANGES to be written down.  Unchanged items should remain blank.



The students and lecturers concerned have been notified of the above changes in evening class timetable.

2.
I should be grateful if you would update your records and follow up if necessary.

__________________

 


                                                Head of Department  

c.c. Centre Supervisor, (_____________) Please record the changes in the Logbook & Timetable as appropriate


 Computer Centre (for class held in Computer Room) 

For Office use:


Timetable amended and Logbook updated accordingly by  
  dated  ____________. 

9

