Procedures for Graduation

When a student is nearing graduation, there are certain procedures that should be followed to ensure that his/her requirements for graduation have been met.

A.  The student will need the following items:

Copy of his/her Transcript                  Copy of his/her current Schedule (if enrolled)

Copy of his/her up-to-date Graduation Readiness Summary (GRS)

   1.  The student will need to check the following on his/her GRS:

        Student ID Number (Soc. Sec. #) 
Name

        Date of Update 
Major GPA (2.000 or better)

        Curriculum - Center of page above “General Education Hours”

                              Note the catalog year and curriculum code 

                              Example: 2004*03A40160 indicates that 2004*03 is a code for the 2004-05 catalog and 

                  that A40160 is the code for Computer Engineering Technology AAS degree

    2.  On the GRS, the student should check the lines that begin with “Required Hrs:” and make sure that 

          the “Remaining Hrs:” equals 0.0 .  If all of these lines equal 0.0 and the line under “Totals for  

         Curriculum” that begins with “Required Hours:” equals 0.0, then the student has met the requirements 

         for graduation.

   3.  The student and his/her adviser should complete an Application for Graduation. The Application for 

        Graduation should be attached to the student’s Graduation Readiness Summary (signed and dated by the 

        adviser) and submitted to the Registrar for certification.

B.  Additional comments regarding the Graduation Readiness Summary (GRS):

   1.  If the “Remaining Hrs:” does not equal zero, then it must be determined what course(s) the student 

        needs to complete that section of his/her GRS.

   2.  Each section of the GRS should be carefully examined and each course should have one of the 

        following:

            A, B, C or D - Letter Grade 
CR - Transfer Credit from another school

            CRW - Credit by crosswalk from the quarter system

            SUB - Course substitution 
REG - Currently registered for that course

        If a course does not have anything in the “Grd” column, then that course has not been completed. 

        Sometimes there will be a semester code (Ex. 2004*03) in the “Term” column but the “Grd” column 

        will be blank.  This is an error in the computer program that generates the GRS.

                  3.  An advisor may be able to increase a student’s Major GPA by checking each section on the student’s 

                       GRS where there is a selection of a course or courses from a list of courses.  Since the computer reads 

                       the GRS left to right and top to bottom, when it sees a course that is in that section, it selects that course 

                       and calculates the “Remaining Hrs:”.  If the “Remaining Hrs:” is zero, it goes to the next section.

                       Example: The student needs a Humanities/Fine Arts elective (3 cr. hrs.) and he/she takes ART 111 and 

                       makes a “D”.  ART 111 will be selected, the “Remaining Hrs:” will become 0.0 and the D grade will be 

                       calculated in the student’s Major GPA.  Then the student takes REL 211 and makes an “A”.  The 

                       computer will not recognize the REL 211 course because that section has been completed.  The adviser 

                       should contact the Registrar and have the ART 111 course manually removed from that section and 

                       replaced with the REL 211 course.  When the GRS is updated, the student’s Major GPA will increase.

                  4.  The student should be sure to check his/her GRS with the catalog he/she is using to meet the 

                       requirements for a certain program.  His/her GRS should match the catalog he/she is using because 

                       sometimes programs change.  The student can do this by looking at the Curriculum line in the top 

                       section of his/her GRS.  See “Curriculum” in item A.1. in the top section above.  

