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Process Name • Tuition and Fees: Course Fees  

 

Overview of Course Fees 

State law allows institutions to charge students tuition and fees. The Governing Board Handbook 
states that CNM shall make an education available to residents "for the lowest possible cost," and 
that the Governing Board shall approve a tuition and fee schedule annually. This policy does not 
address when fees may be charged.  

Purpose: Course Fees support costs that are unique to a course, and apply to financial factors above 
and beyond the cost of instruction and basic instructional materials and equipment. Fees must be 
justified through the fee approval process and approved by the Governing Board.  

CNM Way Expert: Academic Curriculum Manager 

Functional Units Involved: Academic Affairs Office, Academic Schools, Enrollment Services, Budget 
Office, Cashier’s Office, Governing Board 

Beginning of Process:  A schedule/timeline and current list of fees is developed. 

End of Process:  CNM Governing Board approves the fee changes, and Enrollment Services 
implements the fee changes in the student information system. 

Definitions: Course fees are fees for services, materials, and schedule- and credential-
tracking associated with teaching some CNM courses. Fees represent an explicitly demonstrated 
need as justified by the fee approval process and Governing Board approval.   

In practice, CNM charges all students a registration fee and student activity/technology fee, and 
charges some students course fees for services, materials, and the like that directly support their 
academic or career training program. Fees are programmed into the student information system in 
connection with a specific course, and students are automatically assessed the fee when they 
register for that course. Except for a standard bookstore markup for bookstore-related fees, course 
fees are charged “at cost” to students. 

Fees fall within the following categories:  

I - Industry or accreditation required services, materials or/procedures (e.g. uniforms, drug screens, 
fingerprinting, etc.)  

II - Pass-through items (e.g. tools, devices, stethoscopes, industry certifications)  

III - Product material (e.g. clay, paint, metals, glazes)   
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Related Documents and Forms: 

Sample timeline for developing and approving Course Fees 

Sample fee spreadsheet for all schools 

Fees and Digital Book Charges 

Refund Policy 

 

Process: 

1. To determine fees, faculty, Deans, and CNM Administration a) review program and course 
guidelines and college-wide factors associated with CNM instructional services, b) determine 
whether and for what amount fees are necessary for a student to complete a program or 
access a service, and c) propose when fees should be revised, assessed, or deleted.  

2. During the first week of Fall and Spring semesters, Academic Affairs (AA) Office notifies 
Deans of schedule/timeline to revise course fees. (See Attachment A: Sample timeline for 
developing and approving Course Fees.)   

3. Fees are reviewed, approved, or revised by the Dean of the respective School or unit 
proposing them. 

4. Schools submit new, revised, and deleted fees to AA Office; AA Office forwards fees to Budget 
Office and VP of Finance and Operations for review, and requests to be placed on the agenda 
for the Governing Board Finance Committee meeting.  

5. AA Office presents the fee changes to the Governing Board's Finance Committee, which 
forwards approvals to the full Board for its decision.  

6. AA Office notifies Enrollment Services, and Schools, of Finance Committee decision. 
7. Enrollment Services implements fee changes in Student Information System, and updates the 

published information on the Enrollment Services webpage at: Fees and Digital Book 
Charges.  

Fee Approval Cycles / Implementation: Whenever possible, schools are encouraged to 
develop/submit fee changes for approval in Spring semester of each year, for implementation 
beginning in Fall of that year. An additional fee approval cycle is conducted at the beginning of Fall 
semester, for implementation in the Spring term immediately following. Under very special or 
urgent circumstances, fees may be submitted for approval at other times of year, as permitted by 
registration deadlines.  

Assessment of Fees: Students are assessed course fees on a term basis, when registering for courses, 
and in most cases pay them through the Cashier's Office. Students present proof of payment as 
appropriate to Schools, other CNM units, the CNM Bookstore, or other provider to receive 
services, materials, and equipment.  

https://www.cnm.edu/depts/enrollment/tuition-rates-and-residency/fees
https://www.cnm.edu/depts/finance-operations/business-office/cashier/refund-policy
https://www.cnm.edu/depts/enrollment/tuition-rates-and-residency/fees
https://www.cnm.edu/depts/enrollment/tuition-rates-and-residency/fees
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Reimbursement for Costs Covered by Fees: The Business Office reimburses the School, unit, Bookstore, 
or others for materials and services purchased by them in advance and which are covered by fee 
revenues.  

Fee Refunds: The College’s Refund Policy covers tuition and fees, including student fees. Generally, 
student fees are refundable up through the refund deadline for each part of term. (See the Tuition 
Refund Deadline for the schedule, and Refund Policy.) Before issuing a course fee refund, the 
Cashier’s Office will confirm with the School’s, unit’s, Bookstore’s, or other provider’s staff that the 
student did not receive items or services and may receive a refund.  

 

Approvals:  

Deans 

Governing Board Finance Committee 

Governing Board 

 

Form Distribution: 

Fee Spreadsheet (with separate tabs for each school), Fee Timeline 

 

Last Reviewed/Improvements made: Process documented October 2021. 

https://www.cnm.edu/depts/finance-operations/business-office/cashier/refund-policy

