
Learning By Distance
Registration and  
Payment

In order to secure enrollment, applications 
for registration must be received by the 
end of  March for the Spring term, and the 
end of  September for the Fall term. Ap-
plications received after these dates will be 
accepted on a space-available basis.

All course fees are $650.00 (all inclusive).

Payment can be made by credit card, 
money order or cheque. If  your organiza-
tion is going to make payment directly to 
the College of  Continuing Education, an 
authorization letter or a purchase order 
must accompany the registration.

Course fees are payable upon registration.

Withdrawals and Refunds

If  you withdraw from a course, there will 
be a full refund less a 20% administration 
charge, provided we receive notification 
prior to course materials being shipped. 
(These are sent out the first week of  April 
for the Spring Session and the first week 
of  October for the Fall Session.) If  notifi-
cation is received after the course mate-
rial is sent out, the refund is 50% of  the 
tuition. There is no refund for withdrawal 
after the start of  the course. 

Program Structure

Enrollment is open to all who want ad-
vanced business education, regardless of  
previous educational background or the 
time that has elapsed since your last formal 
educational experience. Course delivery is 
designed to provide maximum benefit and 
flexibility through home study.

All courses in the Certificate Programs in 
Business & Management are offered in 
both Spring and Fall. Materials are dis-
tributed for the Spring term in early April 
and for the Fall term in early October. 
Usually, students are advised not to take 
more than one course per term, however a 
maximum of  two may be taken at the same 
time. Course requirements include the 
completion of  ten assignments and a final 
comprehensive examination.

The first assignment is due the end of  
April or October, for the Spring or Fall 
terms, respectively. Assignments are due 
every other Monday.

Because the successful progress of  a 
course requires the efficient turnaround of  
each assignment, you are asked to adhere 
to course schedules as closely as possible. 
Late assignments are accepted only under 
exceptional circumstances.

On average, you should be prepared to 
devote 6 to 12 hours of  study per course 
per week.

You will be required to submit assignments 
via BLS, fax or e-mail. PDF format is pre-
ferred.

Distance Education via 
the Internet (BLS)
BLS (Blackboard Learning System) is a 
means to allow students to communicate 
with the course advisor and each other at 
your convenience. Primarily, it encourages 
discussion using computers.

Course Materials

At the beginning of  each course, you will 
receive a binder containing printed lessons, 
assignment questions, and a schedule of  
due dates. You will also receive any re-
quired readings, such as textbooks, manu-
als, reports and the like.

Exemptions

Exemptions for a maximum of  three 
courses may be granted for courses that 
have been taken from a recognized post-
secondary institution. The courses must be 
equivalent in content as well as difficulty to 
the courses for which credit is sought, and 
a mark of  at least 70% (or B) must have 
been received in the course. Application 
for exemptions, including a transcript of  
marks and detailed course outline, must be 
made in writing to the Program Manager.

Certificate Requirements

You can receive one of  the Certificates in 
Business & Management by completing six 
courses. 

You may take courses in any order, but it is 
recommended that you start with Intro-
duction to Business Administration and 
finish with Strategic Management.

Please note that the courses you complete 
in order to earn one of  the Certificates in 
Business & Management are not applicable 
toward an additional certificate.

After successfully completing all the re-
quirements of  a Program, you will receive 
an overall certificate signed by the Dean of  
the College and the President of  Dalhousie 
University. 

Registration Form 	new student
	re-enrolling student
	CUIC student

First Name:	 Middle:	 Last:

Employer:		  Job Title:

Home Tel: (     )	 Work Tel:	 Cell:

Fax: (     )	 E-mail:

Address (We require a street address for courier delivery):  Work 	  Home

Street:		  City:

Province		  Postal Code:

Check a Term:  Fall	  Spring

Please complete all sections of  this form.

Course Selection
	 Study Term     	 Fee
Name of  Course	 Fall Term	 Spring Term	 $650.00
	 Introduction to Business Administration	 	 	 

	 Strategic Management	 	 	 

	 Introductory Accounting 	 	 	 

	 Managerial Accounting 	 	 	 

	 Introductory Finance 	 	 	 

	 Economics of  Business 	 	 	 

	 Business Law 	 	 	 

	 Marketing Management 	 	 	 

	 Organizational Behaviour	 	 	 

	 Interpersonal Communications	 	 	 

	 Managerial Skills 	 	 	 

		  Total Fees	 $_________
In which Certificate Program are you enrolling (enrolled)?
 Business Management 	  Financial Management	  Human Resource Management	  None
		
Is this the last course required for your Certificate?	 Yes 		  No 

Please return this form to:
Cathy M. Lee, Program Manager
Dalhousie University
College of  Continuing Education
2201-1459 LeMarchant Street
P. O. Box 1500
Halifax, Nova Scotia 
B3H  4R2

For further information:
Phone: (902) 494-7197   
Fax: (902) 494-3662
E-Mail: cathy.lee@dal.ca

Method of  payment:
 Cheque or Money Order: ( enclosed  to follow) for $___________ (Payable to: Dalhousie Univerity)

 Please bill my employer (ensure letter of  authorization or purchase order is attached)

Please charge my   Personal credit card  Corporate credit card

 VISA  MasterCard  AMEX	

Card Number: _________________________________________ 

Expiry Date: __ __ / __ __  

I have read and understood the Financial Information section 
and agree to adhere to the regulations therein. I also understand 
that this program is governed by regulations developed and  
administered by Dalhousie University. 

 

Signature			   Date


