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TO:

Department/School Chairperson or Director


Department/School Advisor(s)
FROM:
Dean’s Office of Humanities & Sciences, Office of Student Services
DATE:

January 16, 2009
RE:

Graduation Applications 
The Dean’s Office of Humanities & Sciences/Office of Student Services is seeking your collaboration to ensure receipt of all necessary documentation to process graduation applications for undergraduate degrees.  In addition to a completed accurate application, additional paperwork is essential.  Please refer to the checklist below before sending applications to the Dean’s Office of Humanities & Sciences.

Check-list:  
· A completed Graduation Application for Undergraduate Degree. 

· A completed Graduation with Minor Application for all students with a minor.  

· Verify that the student’s name and VID number are correct (never use social security number).
· Verify that the major/concentration/minor on the graduation application matches the student’s transcript.
· Verify students HAVE NOT received credit for taking the same course (unless it is a designated as a course repeatable for credit) or credit for a “W” or “F”.
· Ensure signatures of the department chair, advisor, and student are on the application and dated.
· A completed Course Requirements Worksheet. 
· Documentation for student placement out of English, Math, and/or Language.
· Documentation for student completion of computer literacy. 

We understand that your department may process numerous applications each semester.  However, please keep in mind the Office of Student Services processes applications for the entire College of Humanities & Sciences.  With your assistance an adherence to the checklist, graduation applications will be processed in a more timely an efficient manner.

Thank you for your continued support and we look forward to making our May 2009 Commencement a success. 

Please Note:  Pages 2-3 have detailed information on each checklist item.
  Checklist Items:
· A completed Graduation Application for Undergraduate Degree. 

Student and Advisor Graduation Application Instructions

http://www.enrollment.vcu.edu/records_reg/docs/ugrad_app_inst_v4.pdf
Graduation Application 

http://www.enrollment.vcu.edu/records_reg/docs/ugrad_app_v4.pdf
· A completed Graduation with Minor Application for all students with a minor.  

Minor Application

http://www.vcu.edu/enroll/forms/rar/RRminorap.pdf
· Verify that the student’s name and VID number are correct.
Student’s and advisor’s are able to access this information on E-services.  

· Verify the major/concentration/minor on graduation application match the student’s transcript.

If the information on application does not match the major/concentration/minor on student’s transcript, please have the student report to Hibbs room 211 to complete a Change of Major/Concentration/Minor Form.

The following majors must go DIRECTLY to the department:  

· Mass Communications (Carol Mawyer or Natasha Long in Temple);
· Liberal studies for Early Education (Charlie Daniel in University College);
· Pre Health (several advisors in University College);
· International Studies (Jessica Lonnes in World School on Franklin Street).
· Verify students have not received course credit for taking the same course (unless it is a designated as a course repeatable for credit).
If they have taken the same course(s), deduct the credits and have them complete a Historical Repeat Form 

http://www.vcu.edu/enroll/forms/rar/RRhrc.pdf .
· Ensure signatures of the department chair, advisor, and student are on application and dated.
We need all required signatures for processing.  Do not sign for other staff members, if possible.

· A completed Course Requirements Worksheet. 
Incomplete worksheets will be returned to the unit along with the graduation application. 
· Documentation for student placement out of English, Math, and/or Language. Send students to the following location(s)
· Mark Bassard on 1st floor of Hibbs Hall for Math placement test;

· Kevin Ferguson in University College for high school language verification documentation;
· 4th floor in Hibbs Hall for Foreign Language Proficiency documentation (Language Lab) or Native Language Test results (School of World Studies Media Center).
· Documentation for student completion of computer literacy. 

· Transcript reflects the passing of INFO 160, INFO 161, AND INFO 162 (all three), or passing of INFO 360, or equivalent transfer course(s);
·  Result page from the computer literacy test, called SAM, at www.vcu.edu/cte/sam.  Have students print the hardcopy and attach to application.
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