LONG BEACH CITY COLLEGE

[Insert Department Name]

MEMO TO: Course Evaluation Subcommittee 

FROM: 

DATE: 

SUBJECT: Material Fee Request for [Course Number and Name] 

A [$ Insert amount] material fee is requested for the [Course Number and Name] class to cover the cost of [insert statement of general list of items and purpose to student]. 

To follow the suggested approach for analyzing the application of Education Code section 76365 and Title 5 regulations the following questions are answered: 

1. Required material? Yes. This course requires students to [Explain how the materials are used in relationship to this course’s student learning outcomes, content, and assignments as described in the course outline.]

2. Tangible personal property? Yes. The materials listed below, as part of the learning process and in their entirety, are the student’s tangible personal property. 

3. Owned or controlled by the student? Yes. The completed [Insert relevant student assignment(s); e.g. report, project, etc.] are owned and controlled by the students and have value after the class is completed because [Explain continuing student value here; e.g. contain instructor comments and suggestions for improvement, as part of a professional portfolio, etc.].

4. Solely available from the district? Yes. By the district providing these materials it is less expensive for the students since the materials are being purchased by the students at a bulk or discounted rate instead of normal retail prices. 

5. Continuing value outside the classroom setting? Yes. These completed [Insert assignment item(s)] are of continuing value in that they form a record of lessons learned through the various stages of the course of instruction. When reviewed in combination with the other course assignments, they provide a valuable reference resource to the student. The material is neither consumed nor rendered valueless in the instruction process. 

The fee has been determined to be roughly equivalent to the cost of materials used by the students in the course of their study. There is no intention to realize a profit from the fees assessed. 

(During routine audits of the District, a department may be asked to provide receipts, invoices, or other evidence as to the value of the materials purchased to ensure that it equates to the value of the fees collected.)

To verify this request, please include an itemized list of the course materials and cost analysis below.
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	Cost per unit
	Total Cost

	
	
	

	
	
	

	
	
	

	
	
	


[May add additional row(s) here by placing cursor in last cell and pressing the Tab key or placing cursor in last row and clicking on “Table” pull down menu, “Insert”, “Rows Below.”.  If not needed please delete this prompt.]
