Course Evaluation Cover Sheet

Printing Services – 163A Central Square
416-736-2100 Ext.55527/33666
· Turnaround time for course evaluations is 8-10 weeks during non-peak season.
· Original course evaluation sheets must be picked up within 30 days of processing or these scantron sheets will be disposed of by Printing Services.
· Fill out the cover sheet electronically and submit a printed copy to 163A Central Square.
· Cover sheet filled out with handwriting will not be accepted.
· OMR forms not directly purchased from Printing Services will not be processed unless a budget number is provided.  
COURSE EVALUATION INFORMATION:
	PROFESSOR:      
Last_Name, First_Name
TA:      
Last_Name, First_Name

DEPARTMENT: 
(e.g. English / Sociology)
FACULTY:       
(e.g. AK / AS)
	COURSE & CODE:        
(e.g. ECON 2090)
SECTION:       
(e.g. A / B)

TERM/SESSION/YEAR:         
(e.g. SU / F / FW / Y)
NUMBER OF QUESTIONS:          


PROCESSING REQUESTED BY:  Results can only be picked up by the client named on this form.  Photo ID must be 


     Presented when picking up the results
	FULL NAME(S):      
     
	BUDGET NUMBER:     
Scantron forms  NOT PURCHASED DIRECTLY through PS  will be subject to the following charge:   $15.00/100 sheets scanned by PS staff.
Minimum charge: $15.00

	PHONE (Campus):       

  (Home):       
	


	YES  FORMCHECKBOX 
  I want a SAS report sent 
         FORMCHECKBOX 
  I only want the scanned data sent

            I   I want BOTH SAS report sent AND scanned data sent
to ONLY YORK e-mail address(es) 

1) _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ @yorku.ca
2) _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ @yorku.ca
3) _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ @yorku.ca
4) _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ @yorku.ca



Special instructions:  ___________________________________________________

 _________________
DROP-OFF


Client Name __________________________      Date Dropped Off __________________________     PS Staff Initials _______








PROCESSING





Non-PS Scantron forms Used:  YES        then Number of Sheets Scanned: _______ PS Staff Name  ______________________





Results E-mailed Date ___________________





Filenames (.txt / .xls / .pdf / ______________________________________________________________ 





PICK-UP


Client Name ____________________________  Date Picked Up ____________________________     PS Staff Initials _______





	ID Checked:








Modified:  07/18/13








http://www.yorku.ca/printing
**NEW** On-line Course Evaluation option: http://courseevaluations.yorku.ca/

