
Topics Course Forms 
 
Topics courses have two parts: 

1. The header record 
2. Topics falling under that header record always indicated with a  suffix behind the 

course number 
 
The header record (also called a placeholder) is reported to THECB in the CBM003 (annual 
report of courses); however, the topics that fall under it are not reported.  Topics courses are 
intended to be temporary organized courses with an instruction type of 1=lecture or 4=seminar. 
 
To create a new topics header record course number: 

• A course form must be submitted as an ADD 
• There must be at least two topics (A & B) submitted at that same time 
• No syllabus is required (because the course is never taught) 
• All signatures are necessary 

 
To create a new topics course using an existing header record number: 
(may be submitted at any time throughout the year and entered immediately, because these are not 
reported to THECB in the same way as other courses) 

• A course form must be submitted as an ADD 
• Syllabus is required 
• All signatures are necessary 
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