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Basic Business Planning
This course is an introduction to 
entrepreneurial business planning, and all aspects 
of business planning will be analyzed. You will 
learn about creating a business plan, the value 
of the planning process, the beneficiaries of the 
plan, the importance of the executive summary, 
the creation of SMART goals, and resources 
available to assist you in the creation of the plan. 
By the end of this program, you will have your 
business plan virtually complete, and you will 
present your plan in class. Materials/text valued 
at $23.95 are included in the course fee and 
you will receive them the first night of class.
Instructor: Roger Robinson, PhD
Subject: Cont_ed Course #300-10094
#42222	 Feb 16 – Mar 8	 6-9pm
Fee: $79	 4 Thursdays	 UHILLS M123

Facebook Ads for Business
Use the power of one of the most popular 
social media sites to promote your business. 
Facebook business pages are designed for 
companies, political figures and organizations. 
Pages let you connect with potential customers 
and supporters to drive traffic and create buzz. 
Learn how to manage your Facebook business 
page, create targeted Facebook Ads and check 
metrics with Page Insights to improve your 
Facebook strategy.
Instructor: Jill Schuch
Subject: Cont_ed Course #300-10095
#42331	 Apr 11, 18	 6-9pm
Fee: $59	 2 Wednesdays	 UHILLS TBA

eBay: The Basics of Selling
Whether you simply want to get rid of stuff, 
desire additional part-time income or a serious 
eBay business, this class is your foundation. 
Learn how to set up an eBay business, Seller 
account, create successful eBay listings, upload 
pictures and accept credit card payments with 
PayPal. Included are selling tips, tricks and traps 
to avoid. Covers how to conduct market research 
analysis, determine shipping costs, where to get 
FREE shipping supplies, how to print shipping 
labels from your home computer and get FREE 
home pickup. Optional workbooks available for 
purchase during class. Taught by multi-award 
winning eBay instructor and published author.
Lecture Instructor: Kevin Boyd
Subject: Cont_ed Course #300-10058
#41470	 Mar 19	 6-9pm
Fee: $49	 1 Monday	 UHILLS Q120A

Create a Website for Fun, Profit 
and Business!
No programming skills required! Discover easy-
to-use design tools that you can use to build 
a basic site in 60 minutes. Learn the dos and 
don’ts, tips and traps of website design. Covers 
the best techniques to get your site noticed and 
ranked by the top search engines, and how 
to create pay-per-click ads on Google, MSN, 
Yahoo and Facebook. Discover Internet market 
research tools to determine what to sell and 
what to avoid. Also learn how to create a money 
generating affiliate website with no products 
required. Materials and workbooks are optional 
to take home, but will be available for use during 
class if you choose not to purchase. This course 
is taught by an award-winning instructor and 
published author.
Instructor: Kevin Boyd
Subject: Cont_ed Course #300-10087
#40400	 Mar 20, 21	 6-8:30pm
Fee: $59	 Tue/Wed	 UHILLS Q120A

Please see page 5-7 for descriptions, dates, times 
and locations.

PC Basics 1: Beginning Windows
PC Basics 2: Your Computer
PC Basics 3: Microsoft Word
PC Basics 4: Intermediate Windows
PC Basics 5: Beginning Internet
PC Basics 6: E-Mail
PC Basics 7: Microsoft Excel
PC Basics 8: Microsoft PowerPoint
PC Basics 9: Connecting the Dots

Business

Computer Series

Note: All computer courses  
utilize Windows 7 and 

Microsoft Office 2010.
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Several new courses launch every month! Visit our website to learn more.
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Our instructor-facilitated online courses are informative, fun, convenient, and highly
interactive. Our instructors are famous for their ability to create warm and supportive
communities of learners.

Most courses run for six weeks (with a ten-day grace period at the end). Courses are
project-oriented and include lessons, quizzes, hands-on assignments, discussion
areas, supplementary links, and more. You can complete any of these courses entirely
from your home or office and at any time of the day or night.

Start Dates:
New course sessions

begin each month.
Please visit our Online
Instruction Center to see
exact start dates for the
courses that interest you.

Requirements:
All courses require

Internet access, E-mail,
Microsoft Internet
Explorer, or Firefox web
browsers. Some courses
may have additional
requirements. Please
visit our Online
Instruction Center for
more information.

How to Get Started: 

1. Visit our Online Instruction Center:

2. Click the Courses link, choose the department and

course title you are interested in and select the Enroll

Now button. Follow the instructions to enroll and pay for

your course. Here you will enter your e-mail and choose

a password that will grant you access to the Classroom.

3. When your course starts, return to our Online

Instruction Center and click the Classroom link. To

begin your studies, simply log in with your e-mail and

the password you selected during enrollment. 

Online learning anytime, anywhere … just a click away!

Welcome

Online learning anytime, anywhere … just a click away!

Learn Office 2007 
in Six Weeks From the

Comfort of Home

Intro to Microsoft
Word 2007

Intro to Microsoft
Excel 2007

Intro to Microsoft
PowerPoint 2007

Intro to Microsoft
Access 2007

Intro to Microsoft
Outlook 2007

Intro to Windows Vista

Visit our Online Instruction
Center to find more courses!

www.ed2go.com/pvcc

www.ed2go.com/pvcc

www.ed2go.com/pvcc
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BUSINESS COURSES

Accounting Fundamentals
Gain a marketable new skill by learning the
basics of double-entry bookkeeping,
financial reporting, and more. 

Administrative Assistant Fundamentals
Prepare to take advantage of the many new
job opportunities in health care, legal
services, and other industries. 

Managing Customer Service
Become indispensable to any organization by
understanding how to identify and meet
customer needs. 

Professional Sales Skills
Discover how to begin a successful and
rewarding career in sales. 

Principles of Sales Management
Master the art of managing sales teams from
a sales pro. 

Introduction to QuickBooks
Learn how to quickly and efficiently gain
control over the financial aspects of your
business. 

Distribution and Logistics Management
Improve your company’s ability to deliver on
time and on budget, while increasing
customer satisfaction. 

Introduction to Business Analysis
Master powerful techniques to improve your
decision-making skills at work. 

Real Estate Law
Learn the basics of real estate law, including
investing, title searching, and mortgages.  

Introduction to Peachtree Accounting 
Get the training you need to perform
everyday accounting tasks using Peachtree
Accounting software.

Performing Payroll in QuickBooks 2009
Learn to use QuickBooks 2009 to create
paychecks, pay tax liabilities, and produce
dazzling payroll reports.

Intermediate Microsoft Access 2007
Expand your Microsoft Access 2007 skills to
build better, more user-friendly Access
databases.

BUSINESS COURSES

Mastery of Business Fundamentals
Acquire practical experience in strategic
planning, management, and finance without
enrolling in an MBA program. 

Project Management Fundamentals
Gain the skills you’ll need to succeed in the
fast-growing field of project management. 

Understanding the Human 
Resources Function

Learn to handle human resource functions 
to ensure the best possible results. 

The course was tremendously informative and
helpful. I strongly encourage this class to be
taken by any Supervisor that's gone from being
an employee to now having the Boss
title(smile). The rewards can be great!!! 

Employment Law Fundamentals
Learn the basics of employment law so you
can legally hire, evaluate, and manage
employees. 

Total Quality Fundamentals
Give yourself a strong foundation in total
quality management. 

Fundamentals of Supervision 
and Management

Learn the people skills required to motivate
and delegate, and learn tools for solving
problems and resolving conflicts. 

High Speed Project Management
Learn to deal with the realities of managing
projects at supersonic speeds despite
truncated timelines, inadequate staffing, 
and skimpy budgets.

Purchasing Fundamentals
Improve your company’s bottom line by
mastering the fundamentals of purchasing.

Business and Marketing Writing
Write great marketing copy to improve your
company’s image and your chances of
getting hired or promoted.  

Intermediate Microsoft Word 2007
Learn more advanced features of Microsoft
Word 2007, which enable you to create an
index, a list of figures, and a table of
contents, do desktop publishing, perform a
mail merge, and use timesaving macros.

Several new courses launch every month! Visit our website to learn more.

3

>Instructor-Facilitated Online Learning
Every course on this page includes an expert instructor. 

All can be taken from the convenience of your home or office.

www.ed2go.com/pvcc
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Develop a lucrative, portable career! Introducing online classes from Career Step, one of the nation’s 
leading providers of Medical Coding & Billing and Medical Transcription online training. Career Step 
courses meet the requirements for preparing for the certification exams administered by the Association 
for Healthcare Documentation Integrity (AHDI) and the American Health Information Management 
Association (AHIMA). AHDI, formerly the American Association for Medical Transcription, is the 
world’s largest professional society representing the clinical documentation sector whose purpose is to set 
and uphold standards for education and practice in the field of health data capture and documentation. 
AHIMA is the premier association of health information management (HIM) professionals.
Medical Transcription 
Develop the knowledge and skills of a quality medical transcriptionist while preparing to sit for the 
Registered Medical Transcriptionist (RMT) exam administered by AHDI. Specifically, this program 
focuses on keyboarding, language and grammar, medical terminology, and emphasizes practical 
experience. By course completion, students will have transcribed hundreds of authentic dictations 
while preparing for a quick and successful transition to the workplace. The program’s unique online 
platform helps students develop employer-valued time management skills by providing them access to 
all program materials and many interactive learning tools whenever it is convenient for them, allowing 
them the freedom and flexibility to study on their own schedules and at their own pace. The Premium 
Fee provides optional textbooks.
Subject: Online Course #800-50001 
#40249 	 Basic Fee: $1,899	 640 hours 	 12 months to complete

Subject: Online Course #800-50005 
#40250 	 Premium Fee: $2,175	 640 hours 	 12 months to complete
Medical Transcription Editor 
The Medical Transcription Editor online training program helps students develop the knowledge and 
skills of quality medical transcriptionists in addition to the specialized skill set of medical transcription 
editors. The demand for well-trained medical transcription editors is rapidly increasing, and this 
program prepares students for both career paths, making them more flexible after graduation. Students 
focus on keyboarding, medical terminology, language and grammar, and the editing skills required 
to work with speech recognition technology. The program also emphasizes practical experience—by 
graduation, students will have transcribed hundreds of authentic dictations, preparing for a quick 
and successful transition to the workplace. Course fee includes foot pedal, BenchMark KB 15-month 
subscription, AHDI 15-month membership, student support, placement assistance, and career guidance.
Subject: Online Course #800-50009
#41805	 Basic Fee: $2,399	 640 hours 	 12 months to complete
Inpatient & Outpatient Medical Coding & Billing 
This program helps students prepare for rewarding careers in medical coding, with opportunities in 
inpatient (hospital setting) and outpatient (physician setting) coding after graduation. It also prepares 
students to sit for the CCA, CCS and CCS-P certification exams administered by AHIMA. Students 
focus on medical terminology, coding standards, and specific inpatient and outpatient code sets. A 
significant portion of students’ experiences will also be spent training on 3M encoding software, used 
by many industry employers, thus preparing students for a successful transition to the workplace. 
The program’s unique online platform provides students access to program materials and interactive 
learning tools whenever it is most convenient for the student, allowing them to study on their own 
schedules and at their own pace. The Premium Fee provides optional textbooks.
Subject: Online Course #800-50002
#40251	 Basic Fee: $2,299	 640 hours	 12 months to complete

Subject: Online Course #800-50006
#39493	 Premium Fee: $2,499	 640 hours	 12 months to complete
Outpatient Medical Coding & Billing 
This program helps students prepare for a rewarding career in medical coding and billing, with 
opportunities in outpatient (physician setting) coding after graduation. It also prepares students to 
sit for the CCA and CCS certification exams administered by AHIMA. Students focus on medical 
terminology, coding standards, and specific outpatient code sets. A significant portion of students’ 
experiences will also be spent training on 3M encoding software, used by many industry employers, 
thus preparing students for a successful transition to the workplace. The program’s unique online 
platform provides students access to program materials and interactive learning tools whenever it is 
most convenient for the student, allowing them to study on their own schedules and at their own pace. 
The Premium Fee provides optional textbooks.
Subject: Online Course #800-50007
#40252	 Basic Fee: $1,975	 640 hours	 12 months to complete

Subject: Online Course #800-50008
#40253	 Premium Fee: $2,099	 640 hours	 12 months to complete

You can register and begin Career Step courses 
at any time. Detailed program outlines and 

descriptions available at: www.careerstep.com/pvcc
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Quality Management Training Academy
Online career training is perfect for busy professionals and career-minded 
individuals who can’t take classes at specified times or locations. Paradise Valley 
Community College’s QMTA allows you to work at your own pace, in your 
own home or office at your convenience. You can select courses when needed 
and proceed at your own pace. You can also be assured that courses are updated 
as changes in the specified industry occur. 
ISO9000 AS9100 / AS 9110 / AS9120 ISO9000 Online 
ISO 14001 Six Sigma    ISO/TS 16949
Lean Mastery  ISO 10725 

Visit us online at www.paradisevalley.edu/ce/qmta.html. 
Once you have chosen the course that best fits your career goals and needs, 

contact PVCC at 602.787.6800 to register. 
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Test Prep: Algebra I
This class is designed to get you ready to take the 
District Placement Test for Beginning Algebra 
classes. Review of fundamental operations with 
whole numbers, fractions, decimals, integers and 
rational numbers; proportions and percentages. 
Other topics include representations of data, 
geometric figures and measurement.
Instructor: TBA
Subject: Comm_ed Course #100-70014
#42307	 Feb 6	 9am-1pm
Fee: $39	 1 Monday	 UHILLS Q151

#42308	 Feb 8 	 2 - 6pm
Fee: $39	 1 Wednesday	 UHILLS Q401

#42309	 Feb 14 	 9am-1pm
Fee: $39	 1 Tuesday	 UHILLS Q401

#42310	 Feb 16	 2-6pm
Fee: $39	 1 Thursday	 UHILLS Q401

#42311	 Feb 22	 5 - 9pm
Fee: $39	 1 Wednesday	 UHILLS Q402

#42312	 Feb 25 	 9am-1pm
Fee: $39	 1 Saturday	 UHILLS Q151

Test Prep: Algebra II 
(Intermediate)
This course prepares you to take the District 
Placement Test for Intermediate Algebra classes. 
You will review linear behavior and equations, 
inequalities in one and two variables, graphs, 
systems of equations in two variables, function 
notation, graphs and data tables, polynomials, 
exponents and applications.
Instructor: TBA
Subject: Comm_ed Course #100-70015
#42315 	 Feb 6 	 2-6pm
Fee: $39	 1 Monday	 UHILLS Q401

#42316	 Feb 8	 9am-1pm
Fee: $39	 1 Wednesday	 UHILLS Q401

#42317	 Feb 14	 2-6pm
Fee: $39	 1 Tuesday	 UHILLS Q401

#42318	 Feb 16	 9am-1pm
Fee: $39	 1 Thursday	 UHILLS Q401

#42319	 Feb 22	 5 - 9pm
Fee: $39	 1 Wednesday	 UHILLS Q403

#42320	 Feb 25	 9am-1pm
Fee: $39	 1 Saturday	 UHILLS Q302

Math Skills Enhancement and Review  
Available Summer 2012

This course is intended for students who have successfully completed MAT081, 
082 or 083 with a grade of “C” or better and want to retain and enhance their 
basic arithmetic and pre-algebra skill level over the summer in preparation 
for MAT09x Introductory Algebra. This will be accomplished by reviewing 
the topics of Basic Arithmetic through active engagement with peers and the 
instructor. 

Dates TBA, check back in March.

Math Test Prep
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Courses Start as Low as:

Get started today!

1. Visit our Online Instruction Center:

2. Click the Courses link, choose the

department and course title you are

interested in and select the Enroll

Now button.  Follow the

instructions to enroll and pay for

your course.  Here you will choose a

username and password that will

grant you access to the Classroom.  

3. When your course starts, return to

our Online Instruction Center and

click the Classroom link. To begin

your studies, simply log in with the

username and password you

selected during enrollment.

Requirements:
All courses require Internet access, e-

mail, and the Microsoft Internet

Explorer or Mozilla Firefox Web

browser. Some courses may have

additional requirements. Please visit

our Online Instruction Center for more

information.

Start Dates:

New course sessions begin
monthly. Please visit our 
Online Instruction Center to see
exact start dates for the
courses that interest you.
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All instructor-facilitated online courses run for six
weeks (with a 10-day grace period at the end).
Courses are project-oriented and include lessons,
quizzes, hands-on assignments, discussion areas,
supplementary links, and more. You can complete
any of these courses entirely from your home or
office and at any time of the day or night.

GRE prep I and II
This course covers all question types on the verbal and
analytical sections of the GRE. We will discuss how to do
your best on reading comprehension, analogies, sentence
completions, antonyms, and logical and analytical
reasoning questions. We will cover time saving
techniques for both the paper based and computer
administrations of the test.

GMAT
Applying to graduate business and management schools
usually means taking the GMAT. Taking this course will
provide you with test-taking techniques and methods for
improving your score and saving time on all GMAT
question types.

LSAT Prep I and II
Law school entrance procedures, law school survival
techniques, test-taking techniques, analytical reasoning,
and drafting diagrams are discussed in the first of this
two-part series.

SAT/ACT Prep I and II
So, you’ve decided you’re going to college. Now you just
need to take the entrance exams! This course will prepare
you to take the verbal question types on both the ACT and
the new SAT 2005. SAT/ACT Preparation Part I is
designed to prepare you for the reading, English, and
science sections of the ACT and the critical reading and
writing sections of the new SAT 2005. You'll refresh your
knowledge of verbal topics and learn techniques that can
help you relieve test-taking anxiety.

MORE COURSES AVAILABLE
AT OUR ONLINE INSTRUCTION CENTER.

GRE • GMAT • LSAT • SAT/ACT

Test Preparation
Online Courses

Learn 

from the

comfort of

home!

$109

www.ed2go.com/pvcc

PVCC
(602) 787-6800

www.ed2go.com/pvcc

Many more online classes are available, including GED
Test Prep, Grammar Refresher and Grammar for ESL.



Five easy ways to register:
Some classes fill quickly. Due to the minimum 
number of students necessary for classes to be 
held, we encourage you to sign up early. Your 
seat in class is reserved only when the registra-
tion fee is paid. Registration is accepted using 
cash, check, VISA, MasterCard, Discover/
Novus or American Express. 	

ONLINE: set up your account and 
register at http://My.maricopa.edu
Instructions on inside cover. 

PHONE: 602.787.7000 | 602.787.6800 
Credit card payments are accepted 
over the phone. Phone-in registra-
tion hours:
M - Th	 8:30am – 1:30pm
		 3:30pm – 5:30pm
Friday 	 8:30am – 1:30pm

WALK IN: Register in person at the 
Admission and Records Office, 
Kranitz Student Center (KSC) or 
Q160, M - F, 8am – 5pm.
Registration hours:
	M - Th	 7:30am – 7pm
	Friday 	 7:30am – 5pm

FAX: 602.787.6805
Use the registration form at the back 
of this schedule. Payment by credit 
card only.

Will I receive confirmation?
No class confirmations are sent, however you 
can print a schedule and receipt from your 
online student account at My.maricopa.edu. 
To confirm your class or class location, call  
(602) 787-6800. 

What if the class is full?
Sign up early as class sizes are limited. If a 
class is full, contact Continuing Education at  
(602) 787-6800 to be placed on a waiting list.

What if a class cancels?
Non-credit courses are self-supporting and all 
course related expenses are paid from student 
registration fees. Courses that do not meet a 
minimum student enrollment are subject to can-
cellation. If that should happen, every effort will 
be made to notify you by telephone to transfer 
you to another section, find you an alternate 
course, or process your refund. 

When is the campus closed?
Jan 16: M. L. King Birthday
Feb 20: Presidents’ Day	
Mar 15-18: Spring Break
May 28: Memorial Day

Attendance
Only persons registered in the class and on the 
roster may attend that class.

Instructor Profiles
To find out more about our instructors, visit 
www.paradisevalley.edu/ce. The ‘Instructor 
Profiles’ link can be found on the right hand 
side of most pages.

Where are classes held?
Most classes are held at PVCC Main Campus 
or PVCC at Black Mountain. When locations 
are listed as UHILLS TBA or BLKMTN TBA, 
students will be notified 1-2 days prior to 
the class as to the room number. Visit www.
paradisevalley.edu/ce for maps or see the inside 
of the back cover.

Are there age requirements?
You must be at least 15 years old to register for a 
noncredit course, unless otherwise noted.

Supplies and Textbooks
Some classes have required or optional sup-
plies and books in addition to the course fee, 
which are noted in the course description. The 
Bookstore’s phone number is (602) 787-7120. 
Art supply lists are linked to the Arts and Crafts 
page at www.paradisevalley.edu/ce. On occa-
sion, courses are cancelled for low enrollment. 
Prior to investing in new materials, or if you 
do not have internet access, call Continuing 
Education at (602) 787-6800 one week before 
class to verify class status. 

What is the refund policy?
If a class is cancelled by the College, you will 
be notified and entitled to a full refund of the 
registration fee. If you choose to withdraw from 
a class, please notify us two full business days 
prior to the first course session so that other 
waiting students may be enrolled in your place. 
If you withdraw from a class less than two full 
business days before it starts, a $15 processing 
fee will be assessed. All fees are non-refund-
able after the class starts. Refund requests due 
to extenuating circumstances may be submitted 
in writing within seven calendar days after the 
course start date to the Division of Continuing 
Education. 

What about parking?
You do not have to pay to park at PVCC. 
Parking permits are not required for one day 
classes. For classes that meet more than once a 
semester, please contact College Safety at (602) 
787-7900 to determine if you need to a parking 
permit. Free Parking Permits are required for 
some spots at the Q-Building. See Continuing 
Education or call 602.787.6800.

Special Services
Students who require any special services 
should contact the Disability Resource Center at 
(602) 787-7174 at least 2 weeks prior to class.

Disclaimer
PVCC makes every effort to insure that all 
information in this schedule is accurate at 
the time of publication. Occasionally, 
dates, times, locations, instructors and fees 
change. If changes occur, we will notify 
you using the phone number in our records. 

Visit www.paradisevalley.edu/ce for updates. 
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PVCC Non-Credit Course Registration
Due to the minimum number of students necessary for 
classes to be held, and the fact that some classes fill 
quickly, we encourage you to sign up early. Confirmations 
and receipts are not sent, however you can print them 
from your online account at my.maricopa.edu.

1. Semester of Enrollment:

   Fall  Spring  Summer I/June  Summer II/July Year: ____________

  First time student at PVCC or any other Maricopa County Community College

  Former student at PVCC or any other Maricopa County Community College

2.  Soc. Sec. No or Student ID.*: _____________ - ________ - ____________

3.  Legal Name ________________________________________________________________ 
   Last First Middle

4.  Former Name(s) _____________________________________________________________ 
   Last First Middle

5.  Birthdate _________/_________/_________ 6. Gender**  Male  Female
   Month Day Year

7.  Information Release: Do you give permission for the college to release directory information relative to 
your enrollment (as per the Family Education Rights and Privacy Act of 1974)? ___yes ____no 

8. Address: Street Address  ______________________________________________________

 City ________________________________ State___________ Zip ____________________

9. Phone: Home____________________________ Work/Cell (circle one) _____________________

10.  Email ______________________________________________(For college communication only)

11.  Race/Ethnic Background**
   American Indian or Alaskan Native  Black   White
   Asian or Pacific Islander  Hispanic  Other

12.  Residency

These questions are asked for the purpose of determining tuition and fees. State law now requires that 
a person who is not a citizen or legal resident of the United States or who is without lawful immigra-
tion status is not entitled to classification as an in-state student pursuant to A.R.S. Section 15-1802 or 
entitled to classification as a county resident pursuant to A.R.S. Section 15-1802.01.

 a.  United States Citizen (1) or

 Legal Immigrant / Permanent Resident (2) Date of issue________________________and 

 -- Alien Registration Number_________________________________________________

 Lawful Refugee or Asylee (3) Date of Issue__________________________________and

 -- Alien Registration Number_________________________________________________

 Legal Nonimmigrant (4-9):

  -- Specify Immigration Classification _______________________________________and 

  -- Date of Expiration ____________________________________________________and

  -- Alien Registration Number or I-94 Number ___________________________________

 Do not qualify for any of the above

 b.  Country of Citizenship______________________________________________________

13. Emission Testing Affidavit: In accordance with the Arizona Revised Statutes 15-1444 
and 15-1449, I hereby certify that: 

  My vehicle, as required by AZ Revised Statutes 49-542, has passed its vehicle emissions test

  A.R.S. 49-542 is not applicable to a motor vehicle or motorcycle I drive

  I do not park a vehicle on college property

Unless eligible for waiver, I understand that if I fail to comply with the requirements of the emissions 
inspection program, I am prohibited from parking on college property and my vehicle is subject to being 
towed away at my expense. 

OVER

You can register and pay online at: 

Find updates at www.paradisevalley.edu/ce
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