VIRTUAL COLLEGE
New Course Completion SAMPLE Form

The Content Expert/Author (print name), who was developing

(name of course) as an offering through the Virtual College, has notified me that all work
required on the course by the Center for Teaching Excellence and Learning Technology (CTELT)
has been completed. The production team headed by

(signature) has acknowledged that the course has been completed to the best of the team’s ability.

Therefore, 1 verify the work has been completed by CTELT as per the request by the Course

Development Agreement and the Content Expert.

Dennis King Date
Interim Director
Center for Teaching Excellence and Learning Technology

I verify the production is complete and the course is ready to be offered through the Virtual
College and thereby I request payment by the Virtual College as per the Course Development
Agreement.

Content Expert/Author Date
(signature)

If applicable, please check one of the below options for the payment of your course development salary and
initial next to your choice.

one payment of full amount author initials

two payments of one-half the full amount author initials

¢ Department Chair
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