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FOREWORD

A Student Records Manual is one of several important products of a long-term effort,
with which the National Association of College and University Business Officers is proud to
be associated, to help improve the quality of management at predominantly Negro colleges
and universities.

This manual has been prepared by Peat, Marwick, Mitchell & Co., the consulting firm
that has been engaged since 1967 in helping to advance cooperative studies that now have in-
volved forty black institutions. The studies were initiated with grants from the Esso Educa-
tion Foundation and extended with funding by The Ford Foundation. Publication now is
accomplished with Esso Foundation support.

NACUBO has had a role in these activities from the beginning, and it is pleased that
its participation enables it now to become the sponsor and publisher of manuals such as this.
NACUBO is sponsoring publication because the institutional studies have covered all aspects
of administration because all are relevant to the processes of planning. A Student Records
Manual obviously is intended for, and will be of immediate usefulness to, admissions and fi-
nancial aid officers and registrars, and the manual may be of greater interest in smaller insti-
tutions with special characteristics, including limited programs of research and graduate
training and high proportions of students requiring financial aid. A Student Records Manual
exists as a part of a larger effort to make available, from the work with the predominantly
Negro institutions, results that may be significant to other colleges and universities that are
examining their management systems.

An earlier product of the program was A College Operating Manual, also prepared by
Peat, Marwick. A part of this manual, Section 1I, “‘Planning, Budgeting. and Accounting,” was
reprinted early in 1970 by the National Association and used as a textbook in a series of
workshops for representatives of smaller institutions. Section 1l of the Operating Manual,
“Personnel.” has become the core of another National Association handbook now in prepara-
tion. Thus the present work fits into what is becoming a series of publications covering
those aspects of administration that must be represented in the development of team approaches
to institutional planning.

Many persons from NACUBO and from organizations with related interests have parti-
cipated i.1 the Gevelopment of the studies of systems and in the processes of review of the
proposed publications. The work with the colleges has been related to NACUBO through a
Steering Committee under the chairmanship of Bernie A. Liitle, Vice President for Finance
and Business Afiairs at Southern University, whose associates included James W. Bryant,
Division of Education and Research Special Projects, The Ford Foundation; Kenneth R. Erfft,



Vice President for Administration, Duquesne University; Donald S. Murray, Assistant to the
President for Federal Rel:*ions, University of Pennsylvania, and James J. Ritterskamp, Jr.,

Vice President for Administration, Vassar College. But the production of A Student Records
Manual has required, and has been given in generous measure, the attention and professional
counsel of members of other National Association committees and of representatives of other
associations, including particularly the American Association of Collegiate Registrars and
Admissions Officers. Those who in addition to members of the Steering Committee contributed
lo the reviews and decisions relating to publication of A4 Student Records Manual have in-
ciuded. from AACRAO, J. Douglas Conner, Executive Secretary, and Robert Gebhartsbauer, of
the Lehigh County Community College; and from NACUBO, Robert K. Hage, Director of Fi-
nancial Aid at Dartmouth College; members of the Committee on Student Aid, particularly the
chairman, Lloyd Keisler, Controller, Indiana University, and Allen B. Edwards, Treasurer,
Allegheny College, member of the Committee on Programs for Small Colleges. This manual
also had. in earlier stages of its preparation, the critical reviews and comments of five men
who play significant roles in college entrance —financial aid fields. These are T. Leslie
MacMitchell. Executive Association, College Entrance Examination Board, New York.
Alexander G. Sidar. Jr., Executive Director, College Scholarship Service, New York; Ted S.
Cooper. Executive Director, National Association of College Admissions Counselors, Evaaston,
IL: Kenneth E. Young. Vice President, American College Testing Program, Washington, D.C,;
and Kenneth L. Wooten. Director of Financial Aid, University of Mississippi, and President,
National Association of Student Financial Aid Administrators. Representatives of the United
States Office of Education. Divisior of Financial Aid, particularly Caro: McKenzie, also per-
formed helpful reviews. For the assistance of each of these persons the National Association
is most grateful.

In preparation of any publication such as this, involving the contributions of many
individuals and of committees of readers and consultants over long periods of time, there may
be differing views. here and there. on matters of statement. tone. incorporation of detail, or
design of exhibits. Let it simply be said now. for the record. that neither Peat Marwick,
whose basic work was of highest quality, nor any single reader or consultant carries responsi-
bility for this manual as it exists. Every comment, critical or otherwise, was noted. But
final responsibility for 4 Student Records Manual is assumed by members of NACUBO’s Steer-
g Committee. They. with others in NACUBO. hope only that the manual will find friends
and good uses in the field of college and university administration.

September, 1970
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SECTION 1
INTRODUCTION

This manual has been prepared to provide operating guidclines for
admissions officers, financial aid officers, and registrars. ¢ is a companion
document to an earlier publication titled A College Operating Manual which
covers planning, budgeting and accounting, personnel administration, and con-
struction management. The systems described herein were designcd specifically
for the predominantly Negro colleges but the procedures are applicable to other
four-year liberal arts colleges with the following general characteristics:

. Small to medium enrollments (500-1,500 students)

. Limited graduate, research, and community service programs

+ Reliance on tuition and fee income for the major portion

of operating revenues
. High percentages of students receiving financial aid
. Increasing competition from other institutions for the

types of students they have traditionally attracted,

THE TFAM APPROACH TO PLANNING

The planning section of A College Operating Manual emphasizes the
impcrtance of a coordinated '"team effort" in planning by a college administration
to resolve the college's operating problems. It recommends that an institutional
planning team, headed by the President and including representatives from all
sections of the college community, prepare a long-range plan each year which
identifies:

. The institution's goals and objectives

. The policies designed'to achieve those goals and objectives

. The resources necessary to implement the policies

14




Among the fundamental elements of the plan are enrollment objectives,
expressed by categories of students (male - female and resident - commuter, for
¢xample) and by academic program. These cnrollment objectives become the basis
for decisions relating to staffing, spacc, and financial rcquirements. Once the
long-range plan is developed by the planning team and approved by the Board of
Trustees, the first year's activity levels described in the plan become the

operating objectives of the institution for the ensuing year.

THE TEAM APPROACH IN OPERATIONS

The Admissions Office must of course assume principal responsibility for the

enrollment objectives pertaining to freshmen, transfer, and spécial students,
However, the number of students who ultimately enroll is dependent not just upon
the activities of the Admissions Office but other offices as well, notably the
Office of Financial Aid and the Registrar. To be most effective in achieving its
enrollment objectives, an institution must develop and execute carefully considered
and coordinated programs fo. recruiting, admissions, financial aid, and registra-
tion. The effect of these programs can be enhanced by procedures which facilitate
efficient and effective responses to applicants and students from all three

offices, as well as prompt and accurate status reporting to the administration so

that program adjustments may be made, if necessary, to achieve enrollment objectives.

Therefore, the team approach does not stop with planning but continues on into the

implementation process.

CONSIDERATIONS FOR THE USER

the significant fecatures of the admission, financial aid, and registrar
sections are described in more detail later, Several comments may be made, however,
which apply to the three systems generally,

(a) Operating Schedules

Initiation of the preliminary activities in each of the three systems

should begin at an earlier point in the academic year than ie the normal practice

15
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at many colleges. The time frame for significant activities witi:in cach system
1s presented in the Gantt Chart shown on page I-3.

(b) _Transfer Student Processing

The growth of the community college movement in the United States over
the past twenty years has been exceptionally rapid. Many institutions have not
yet taken full advantage of the opportunities to admit and c¢nroll graduates of
these colleges in upper division programs. The three systems described in this
manual make provision for transfer student applications and for management
tepqrting of activity related to transfer student enrollment objectives.

{c) Administrator References

Throughout the procedures, all functions described for each of the
offices have been assigned to the senior administrator within that office, i.e.,
the Admissions Director, the Financial Aid Director, or thz Registrar. Clearly,
many of the functions described can be performed by clerical staff within those
offices and should be, provided the staffing exists. We chose not to presume
certain levels and organizations of staffing, however, and leave the delegation
of duties to the discretion of the administrator concerned.

(d) Use of Forms

The manual includes a large number of forms and form letters. While

forms can prove very helpful, they can also become a nuisance and an administrative

burden if there are too many of theam. Some of the documents described will be

used with great frequency;others occasionally; and some only rarely. In several
cases, examples of letters have been included in the manual primarily as a guide
to content. Consequently, some forms may have insufficient use to warrant mai:-

taining an inventory of them.

17



Insobar as possible, common forms sizes shou'd be used, i.e., 3x5,
hx8. 5-1/2"x8«1/2", or 8-1/2"xil", to standardize filing requirements and ruducc
forms costs. Consideration should be given to the use of "snap-out' forms whun
multiple copies of a document are required. Forms which are filed, retricved,

and refiled a number of times should be printed on heavy duty card stock whenever

possible to facilitate filing and to minimize mutilation through wear and tear.

(¢) Adaptation to Electronic Data Processing (EDP)

———————

The systems are designed for manual operation, incorporating some use
of key-sort techniques. Consideration was given to the possible use of electronic
data processing equipment on those campuses where it is available. At several
points, the opcration of the procedures could be enhanced by utilizing a modest
punch card data processing system. Consequently, we have attempted to design
the procedures so that EDP operations might be incorporated at the option of the
use€r.,

(£) Implementation of Generalized Systems

Finally, a note of caution should be introduced. The procedures
presented in the manual are generalized for a zroup of institutions. Consequently,
each institution wishing to use these procedures should examine very carefully
the merits of the approach presented in relation to its own specific requirements.
It may find that some procedures are unnecessary and may therefore be eliminated
without adverse effect. Conversely, it may find that some procedures must be
expanded to accommodate special requirements that the institution wishes to see
fulfilled. In other words, the manual is intended to serve as a gulde which
presents one way of accomplishing activities that might well be accomplished in
other ways. Each institution must decide for itself what is appropriate for it to

use and implement accordingly.
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SECTION Ill—Admissions System
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SECTION II

ADMISSIONS

Many colleges and universities throughout the United States face a
period in their existence in which they will have increased difficulty in
achieving their enrollment objectives. To meet this challenge, the admission
system must include procedures which encourage applications by desirable candi-
dates, enhance the possibilities that applicants who are admitted will choose
to enroll, and provide the institution with some advance knowledge of how many
students to expect. /

To accomplish these goals, the admissions system includes the following
features:

1. Preparation of a detailed recruiting program which provides
interviewers with the information and guidance they need to
conduct effective interview sessions off campus.

2, Authority for interviewers to make tentative admissions
decisions subject to the subsequent submission of appro-
priate application documentation by the candidates
tentatively admitted.

3. Utilization of a "rolling admissions" procedure whereby.
adrissions decisions are made promptly upon receipt of the
necessary application documentation,

4. Periodic contact with the applicant to inform him of the
statu, of his application.

5. Provision for an acceptance deadline, prior to which the
applicant must indicate his intention to enroll or risk
the loss of his admitted status.

6. Preparation of frequent admissions status reportswhich indicate
progress-to-date against tae enrollment objectives for the year,

[}{U:‘ with separate reporting of freshmen, transfer, and special students.

20 | II-1




The sequencce of activities including application, admission and
acceptance, when carried to completion, is a mutual commitment on the part of
the student and the institution. Just as the student can expect the institu-
tion to act responsibly, we believe the institution has the right to ask that
the student indicate that he is also acting in a responsible fashion. The
institution is commiting itself to a level of operations on the basis of anti-
cipated enrollments., It should be assured in some way that the applicant is
serious in his intent both when he applies for admission and when he indicates
his acceptance of an admission offer, Therefore, the admissinns system includes
procedures to process an application fee (paid by the applicant at the time he
submits his application) and to process payment of a tuition deposit (paid by
the applicant at the time he accepts the offer of admission).

‘We recognize that these policies may place some hardships on applicants
from families of extremely limited financial resources., To counteract the
possibility that a few candidates might fail to apply because they could not
afford the application fee, we suggest that secondary school guidance counselors
be informed that application fee waivers may be granted in cases of extreme need.
In cases where applicants have valid reasons for requesting tuition or room
deposit refunds, refunds may be granted if requested prior to ¢he date that
registration for the term commences.

One feature of the admissions system described earlier requires that
aﬁ admitted applicant respond within a given period of time if he accepts an
offer of admission. We should note that, if the offer of admission is extended
to the student well before he is likely to receive possible notification of
admission from other institutions, the period of time extended to him for accept-
ance of the admission offer might well take that factor into account. It would

seem unfair to notify a student of his admission in, say, December and require him

21
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to indicate his acceptance not later than February 1l :since a February dcadlince
probably would not permit him to consider other possible offers of admission
which he might receive. Indeed, a stringent deadline of this type might result
in few early acceptances and thereby fail to achieve its purpose.

We consider the regular periodic reporting of admissions status to be
an important feature of the admissions system. Such reports are imperative if
the recruiting and adminsions plans are to be monitored and adjusted where
necessary to achieve the enrollment objectives.

The Director of Admissions will be assisted in the formulation ard
establishment of admissions policy by the Admissions Committee. Since admissions
policy involves consideration of academic achievement, financial need, and
personal character, we suggest that the Admissions Committee be composed of the
Dean of Students, the Admissions Director, the Academic Dean, a faculty represen-
tative, the Registrar, and the Financial Aid Director,

Students may also serve effectively as members of the Admissions
Committee; if they do, care should be taken that they do not have access to

personal data regarding individual applicants.,
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PROCEDURES MANUAL Page

Date

(College Name)

Sub-System 1. Preparation of Admissions Plan

Action Performed by

Review Long-Range Plan to determine Admissions Director

(1) Enrollment projection by program, sex, aund
class

(2) 1Institutional policies concerning
a. Percentage distribution between

1. Male/female students

2. Residential/commuting students

3. Full time/part-time or special students

4. In state/out of state/foreign students

b. Other Policies

1. Special remedial programs offered to
meet academic deficiencies

2. Programs to be strengthened, added
or phased out during the next five
years.,

3. Housing priorities between freshman
and transfer students in campus
dormitories.

(3) Desired Student Body Background
1. Educational

2. Economic or financial

23
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PROCEDURES MANUAL

(College Name)

Sub=5/stem 1

Action

Preparation of Admissions Plan (Cont'd)

Page

Date

Performed by

3, Cultural
4. Geographical
(4) Broad policies on recruiting
(5) Broad policies on use of financial aid in
relation to admissions and enrollment
objectives.
Prepare Statement of Admissions Operating Policies -

Fom A-lOl .
Review Statement of Admissions Operating Policies.

If necessary, revise and resubmit Statement of Ad-

missions Operating Policies.
Approve Statement of Admissions Operating Policies,

Review historical admissions data.
(1) Results of recent years recruiting and

admissions activities,

Review other data available:
(1) Registrar's estimate of number of continuing

students by

a, Class
b, Sex
Q. ¢. Program . . 24

Admissions

Admissions

Admissions

Admissions

Admissions

Adaissions

Director

Committec

Director

Committee

Director

Director
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PROCEDURES MANUAL Page

Date
(College Name)
Sub=System I. Preparation of Admissions Plan (Cont'd)
o Action Performed by
d. Full time/part-time status
e. Residential/commuting status
(2) Housing Director's estimate of number of beds
available.
a. Male - on campus/off campus
b. Female - on campus/off campus
c. Married - on campus/off campus
(3) Admissions problems encountered last year
(4) Changes this year which affect Admissions Plan
Prepare Admissions and Recruiting Plans and select Admissions Director
schools to be visited.
Complete Forms A-102 Admissions Plan
A-103 Recruiting Master Plan
A-104 Recruiting Visits Result =
Master Schedule (Complete planning
portion only)
Review Admissions and Recruiting Plans. Admissions Committee
Revise, if necessary, and resubmit Admissions and Admissions Director
Recruiting Plans.
Approve Admissions and Recruiting Plans. Admissions Committee
23
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PROCEDURES MANUAL Page_

Date

(College Name)

Sub-System I.  Preparation of Admissions Plan (Cont'd)

Action ) Performed by

Coordinate Admissions and Recruiting Plams with Financia* Admissions Director and
Financial Aid Director
Aid Plan. Submit coordinated Admissions and Recruiting

Plans and Financial Aid Plan for review and approval.

Review coordinated Admissions and Recruiting Plans Admissions Committee and
Financial Aid Committee

and Financial Aid Plan.

Revise, if necessary, and resubmit Admissions and Admissions Director

Recruiting Plans.

Approve coordinated Admissions/Recruiting and Financial Admissions Committee and
Financial Aid Committee

Aid Plan.

Submit approved Admissions and Recruiting Plans for Admissions Director

President's review. Makc necessary revisions before

proceeding,

Publish Admissions and Recruiting Plans. Distribucez Admissions Director
copies to:
(1) President
(2) Members of Admissions Committee
(3) Admissions Director (Copies for interviewers)
(4) Business Manager
(5) Academic Dean

(6) Dean of Student Services

LRIC 28 137




PROCEDURES MANUAL

(College Naue)

Page

Date

Sub-System 1. Preparation of Admissions Plan (Cont'd)
Action Performed by
(7) Director of Development (Alumni)
(8) Financial Aid Director
(9) Housing Director
(10) Public Relations Divector

27
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SUB-SYSTEM |.  Preparation of Admissions Plan

LONG RANGE
PLAN

ADMISSIONS COMMITTEE

REVIEW ADMISSIONS/
RECRUITING PLAN

ADMISSIONS DIRECTOR

1. REVIEW LONG RANGE PLAN

2 PREPARE STATEMENTOF [
ADMISS1ONS OPERATING
POLICIES

APPROVE

v

ADMISSIONS DIR. & FINANCIAL
STATEMENT AID DIR.
- MG 1. COORDINATE ADMISSIONS
POLICIES PLAN & FINATCIAL AID PLAN jug—
2. SUBMIT COORDINATED PLAN
FOR REVIEW

ADMISSIONS COMMITTEE COORDINATED

REVIEW STATEMENT
OF ADMISSIONS OPERAT-
ING POLICIES

PR

ADMISSION & FINANCIAL AID
COMMITTEES

HISTORICAL REVIEW COORDINATED PLAN
ADMISSIONS

e DATA

APPROVE
?

OTHER DATA
AVAILABLE

COMMITTEE
APPROVAL
?

ADMISSIONS DIRECTOR

1 REVIEW HISTORICAL ADMIS-
SIONS DATA, PLUS OTHER DATA

2.PREPARE ADMISSIONS/RECRUIT- B
ING PLAN & SELECT SCHOOLS
PRESIDENT 'S\ NO
APPROVAL
?
ADMISSIONS ADMISSIONS DIRECTOR
RECRUITIN PUBLISH ADMISSIONS/
MASTER PLAN RECRUITING PLAN
|RECRUITING |
'VISITS RESUL
— MASTER
SCHEDULE
ADMISSIONS/ TN
RECRUITING SUB-SYSTEM ||\
PLAN
Q
ERIC . 2 §J0 APPROPRIATE RECIPIENTS
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Form A-101
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PROCEDURES MANUAL

(College Name)

" Sub-System II. Implemcntation of Recruiting Plan

Action

Page

Date__

Performed by

Distribute Recruiting Master Plan (Form A-103) to

Interviewers.,

Review Recruiting Master Plan with Interviewers and

adjust for conflicts.
Revise Recruiting Master Plan,

Schedule and co-sponscr Orientation Meeting for all

Interviewers. Distribute, explain, and answer questions

about:

. Admissions Operating Policies (Form A-101)

2. Admissions Plan (Form A-102)

3. Recruiting Master Plan (Form A-103)

4, Recruiting Visit Master Schedule (Form A-104)

5. visitation History Card (Form A-201)

6. Interviewer's Visitation Report (Form A-202)

7. candidate Interview Report (Form A-203)

8. Admissions Status Report (Form A-204)

9, Admissions Application Forms A-205, 06, 07,10
11, 12, and 13.

10. Form letter requesting date and space for

recruiting visits (Form A- 212).

- 33

Admissions Director

Admissions Director
Admissions Director

Admissions Director
and Financial Aid
Director

11-14



PROCEDURES MANUAL

(College Name)

Page

Date

Sub-System II. Implementaticn of Recruiting Plan (Cont'd)

Action

Performed by

11. Financial Aid Plan portion of orientation program
covered in Financial Aid System - Forms FA-101,

102, 103, 201 and 202.

Prepare letter (for Interviewer's signature) requesting
dates for recruiting visits at each school on Recruiting

Master Plan (Form A-212).

Review visitation history card for schools to be

visited.

Sign and mail letters, obtain responses from schools by
telephone and make final arrangements. Advise Admis-

sions Director of any change in dates or other problems.

Secondary School and Junior Ccllege Visits:
1. Meet with Guidance Counselor, Placement Counselor

or Department Chairman, if possible.

Meet with students in groups and individually.

~

[\

3. Complete Candidate Interview Report (Form A- 203)

4, Distribute application materials.

Receive Interviewer's Visitation Report (Form A- 202)and

Candidate Interview Report after each school visit,

~ 34

Admissions Director

Interviewer

Interviewer

Interviewer

Admissiors Director
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PROCEDURES MANUAL Page__

Date
(College Name)

Sub-System II. Implementation of Recruiting Plan (Cont'd)
Action Performed by

File alphabetically Candidate Interview Reports for

future reference when applications are received.

Q
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SUB-SYSTEM Il Implementation «f Recruiting Plan

ADMISSIONS DIRECTOR
1. DISTRIBUTE RECRUITING RECRUITING
e Ewan 1O MASTER PLAN INTERVIEWERS
e
2. REVIEW MASTER MAKE VISIT ARRANGE-
PLAN WITH INTERVIEWERS MENTS BY TELEPHONE
3. REVISE RECRUITING L ADVISE ADMISSIONS
MASTER PILAN DIRECTOR OF CHANGES
TO INTERVIEWERS AT VISIT SITE:

.MEET WIThH ADMINI-
STRATORS OR FACULTY

.MEET WITH STUDENTS
ADMISSIONS DIRECTOR & (GROUP & INDIVIDUAL)
FINANCIAL AID DIRECTOR

1. SCHEDULE & CO-SPONSOR
ORIENTATION MEETING FOR IN
ALL INTERVIEWERS R

2. DISTRIBUTE & DISCUSS: CANDIDATE

| INTERVIEW
. ADMISSIONS OPERATING
POLICIES REPORT

. ADMISSIONS PLAN

.RECRUITING MASTER
PLAN

. RECRUITING VISIT

MASTER SCHEDULE ADMISSIONS DIRECTOR
.INTERVIEWER'S VISIT- —

ATION REPORT AND FILE, FOR FUTURE
HISTORY CARD REFERENCE, ALL

REPORTS AND
.CANDIDATE INTERVIEW FORMS SUBMITTED

REPORT BY INTERVIEWERS

. ADMISSIONS STATUS P
REPORT

. ADMISSIONS APPLICATION
FORMS

. DATE & SPACE REQUEST
LETTER

. FINANCIAL AID PLAN REQUEST FOF!‘I
VISIT DATE
LETTER

<

3, PREPARE LETTER REQUEST- |~D™
ING DATE & SPACE FOR
RECRUITING VISITS

SUB-SYSTEM III

Q . -
3o 11-17




FORM A 201

VISITATION HISTORY CARD
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FORM A.202
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FORM A-203

COLLEGE
ZANDIDATE INTERVIEW REPORT FORM

CANDIDATE INTERVIEWER REPORT: L Vi date FRESHMAN [0 TRANSFER (J
CAMPUS

NAME PROBABLE MAJOR HOUSING

HOME ADDRESS: ST. CITY STATE & 2IP

SCHOOL LOCATION DATES: TO
ACADEMIC DIPLOMA O

ACADEMIC BACKGROUND COMMERCIAL ]
TECHNICAL o ]

CLASS RANK : GRADE AVE.‘RAGE VOCATIONAL ” ()

SAT SCORES ACT SCORES ACHIEVEMENT TESTSCORES !
Verbal Math

TENTATIVE ADMIT OFFER FINANCIAL AID REQUIRED

INTERVIEWER'S COMMENTS:

DESIRABLE CANDIDATE: YES NO UNDECIDED

DATE OF INTERVIEW INTERVIEWER

FORM SIZE 8" x 7"

El{fC‘ ) 33 1I1-20




COLLEGE

COMPARATIVE ADMISSIONS STATUS REPORT FORM

FORM A:204

COMPARATIVE ADMISSIONS STATUS REPORT

DATE __ L
FRESHMAN [ TRANSFER [0 SPECIAL STUDENTS [J ]
LAST YEAR THIS DATE CURRENT YEAR
N SR - TES e . )
MALE FEMALE MALE FEMALE
CATeGURY TOTAL COMM RES COMM RES TOTAL COMM RES COMM RES
CATEGURY . b A > ]
PLANNED
| ADMISSIONS | J .
ENROLLMENT
OBJECTIVES N - o
TENTATIVE
OFFERS _ 1 1
APPLICATIONS
RECEIVED
OFFERS OF
ADMISSION _
DEPOSI TS PAID
PROBABLE T
ENROLLMENT |
ADMISSIONS STATUS REPORT (BY PROGRAM)
PROGRAM PLANNED ENROLLMENT || TENTATIVE | APPLICATIONS | OFFERSOF DEPOSITS PROBABLE
ADMISSIONS OBJECTIVES OFFERS RECEIVED ADM) P .
1
|
|
TOTAL

4i
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FORM A-205

College
APPLICATION FOR ADMISSION (UNDERGRADUATE)

Date you wish to enter (Circle One) Fall 19____. Spring19 _____ Summer 19

Deadlines for Receipt of Application: Fall (Mo/Day)  Spring (Mo/Day)  Summer (Mo/Day)

Last Name (Print) First Name Middle Name

2.  Social Security No. 1 | 1 = | | - 1111 Age Sex

3.  Home Address (Permanent mailing address)

Number and Street

City State 2ip Telephone
4, ~ Birthdate I ' Birthplace —__ ~ i R :
Mo. Day Year City State
6.  Class you wish to enter: Fresh .DSoph.DJr. Osr..d Do you plan to attend: ;:rltll:zz

What is your intended field of study? —_—

6. Family Data [Father or [ IMother (Maiden Name) [JHusband
[JGuardian [JGuardian [Jwife (If Married)

Full Name
(1f deceased, write
deceased after name)

O ccupation

Present
Mailing Address

List all schools & colleges you have attended, in chronological order, beginning with present school

7. School Data If veteran include military service and dates.
Name & Location of School Diploma, Degree
Date of Attendance (I1f Veteran-Specify Branch) or Type of Discharge
From To
8. Have you taken ACT test? Yes No SAT test? Yes No
If Yes, specify Dateof Test —_______ |f No, specify the Test (ACT/SAT-Circle One)
and date you planto takeit
g. Do you plan to live on campus? Yes — No
10. Do you have any physical condition which requires special arrangement? Yes No .
if Yes, explain
11. Please indicate name and relationship of any close relative who has attended College.
Include dates and degree attained -
12. Have you ever been dismissed from a college for academic/disciplinary reason?
Yes — No___ If Yes, explain
13. If you are a transfer student, specify reasons for transfer

‘ - 43 11-22




FORM A.205
{Continued)

14, Please state in your own handwriting your reasons for applying to
College, and your future plans. If you have been out of school for mure than three months, please list chronologically
your activities or jobs held during that time.

The undersigned agrees that the information furnished on this Application is complete and correct, and that any deliberate
omission or falsification of information may result in denial of admission or dismissal.

Signature ot Applicati( Date

Parents’ or Guardians’ Signature:  (If Applizant is under 21 years of age.)

B Father/Guardian Date

Date

Mother/Guardian

EMC II-23




Form A~206

College

A. GENERAL INSTRUCTIONS FOR ALL APPLICANTS

To make application for admission to College, each
applicant must accomplish the following steps:

l. Complete and return as soon as possible.

(a) Application Form
(b) School Location Card

INCOMPLETE OR UNSIGNED APPLICATIONS WILL BE RETURNED TO THF APPLICANT,
2, Enclose with your application fee payment of §$ and your

Application Fee Receipt Fo.m. NO APPLICATION WILL BE PROCESSED UNTIL THIS
FEE IS RECEIVED.

3. Apply for a social security number if you do not already have one.

4. Register immediately with the (CEEB or ACTS) for your entrance examination,
if you have not already done so and request that your scores be sent to
College.

5. Submit the Student Description Form to a teacher of your choice, and submit
the Secondary School Form to your Principal or Guidance Counselor. Urge
these persons to forward the completed reports to
College as soon as possible.

6. Request through your counselor that your school submit a transcript of your
grades to ' College as soon as possible.
Also request that your Final Transcript be submitted when your final grades
are determined,

If you are applying for financial aid, complete and return the enclosed
financial aid application card.

- - 43 1I1-24
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Form=-209

College
Application Material Request Card

Please send me application material required for:
Admission as a Freshman Transfer Student

Check if you desire a financial aid agglication| ]

Mailing Address

Print Clearly-Name:
Streect Address
City: State: _2Zip:

L)
s
[}

- - - -1 - Please specify name and address of-present school/college.

(Back)

Admissions Director
College
Street Address

City, State, Zip Code

I

(Front)

Form Size=Post Card Stock

~v w3
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SECONDARY-SCHOOL RECORD—TRANSCRIPT
. Form A-210

STUDENT INFORMATION SCHOOL INFORMATION

~ast Name First Name o Middle Name School Name
fome Address Schoo! Address
Parent or Guardian - ickoo:‘ ied [ State System School Pkone Number
B;‘" e [ Res. Accred. Assoc.
drevious Secondary School Altended (if any) i Date Left NON- Enroliment in Grades Percent Graduates Entering College
PUSLIC PUSBLIC R 2 Yr. Col,
L] -12 4 Yr, Col. ! and Other_
Date of Birth . Sex il Withdrew Month  Year |Passing Mark HO)(!_?H &garb LOWEST NUMERICAL EQUIVALENT .
an
l [0 Was or Will Be Graduated e A °
cLAss RECORD IDENTIFY | IDENTIFY MARKS c URS
. Include Subsects Failed or Repeated L Las wonony ;u:a; . EXPLANATION OF HONORS CO ES
MiN . N [] . . EXAM.
YEAR SUBJECTS svuen |ere. " |avw, st Jowr |sconts
9 - - - - - - - - - . - - - - - -
19
?
10 RANK IN CLASS BASED ON SEMESTERS
- "] EXACTLY (O aprrOX. ________IN CLASS OF
, T FINAL RANK
o9 L T S Check Appropriate Rank Information
_—— - -4 _ S I S :] ALL SUBJECTS GIVEN CREDIT D ALL STUDENTS
] MAJOR SUBJECTS ONLY [T coLL. PREP. STUDENTS ONLY
Explain Weighting of Marks in Determining Rank
11 1
-
lr
!
19 —
1
+
QOUTSTANDING ACTIVITIES. HONORS. AWARDS
12
1y
19
"l— NAME OF TesT oo acens| " heone " |nonu anous| oure NAME OF TEST e scons| " beomt | nonu snoue
ul
x
Signature . 4 7 Title
REPRESCENTATIVES OF AACRAO, ACAC. ABCA AND NABSBP WHAVYE COOPERATED N TME DIVILOAPuINT OF YHWHIB FPORM. II- 28

COPYRISHT. 1084, BY THE NATIMY ' "B 7~ ] TI71F AF ©'FrM g v " r% B = p 0 s (RS SASREEL SN Ve



Form A-211

SECONDARY-SCHOOL RECORD—STUDENT DESCRIPTION SUMMARY

“Last Name

First Name Middle Name

School

State

SUMMARY OF DESCRIPTIVE SCALES

SUMMARIZED BELOW ARE THE DESCRIPTIONS MADE BY TEACHERS OF GRADE(S)

(specify mumber st cach levdd)

C e |

In  L_Jn

(1) PARTICIPATION IN DISCUSSION (SELF.INITIATED) (2) INVOLVEMENT IN CLASSROOM ACTIVITIES
— always involved, often initiates discussion very high in all activities
wvemee— usually participates active, usually shows genuine interest
—.~.—. often participates mild, politely attentive
—me = OCCasionally participates languid, attention often wanders
— seldom participates distracted, does other things during class
—.~-— - not applicable vacillates greatly
(3) PURSUIT OF INDEPENDENT STUDY (4) EVENNESS OF PERFORMANCE
) ... —..considerabie study and major project(s) T exceptionally consistent -
—.—.-—-- vonsiderable study or major project (s) even, varies no more than one mark
....... some study and minor project(s) ——_slightly uneven, often varies one mark
——-.—- some study or minor project(s) uneven, often varies two marks
- no evidence of independent study erratic, performance fluctuates greatly
—— —not applicable
(5] CRITICAL AND QUESTIONING ATTITUDE (6) DEPTH OF UNDERSTANDING
—_often challenges excellent insigh:
_____ sometimes challenges —— good understanding
—— ——occasionally is skeptical —  _some sight
—— ... . sometimes probes ———_litele r.sight
rarely questions ——— poor understanding
————not applicable not applicable
(7) PERSONAL RESPONSIBILITY (8) CONSIDERATION FOR OTHERS
— .. always accepts fully __always considerate of others’ rights and feelings
- — usually accepts fully —— usually considerate
— - partially accepts ——_courteou, little evidence of consideration
———.. sometimes refuses somctimes inconsiderate
— .. often refuses often inconsiderate
inadequate opportunity to observe
COMMENTS
HEALTH DO YOU KNOW OF ANY HEALTH FACTORS (PHYSICAL OR EMOTIONAL) OF WHICH THIS COLLEGE SHOULD BE AWARE IF THIS STUDENT MATRICULATES?

8 ~No O ves

(Please Explain om Separate Sheet)

~ RECOMMENDATION TO COLLEGE

1] school policy preciudes amy recommendation, please check here

a

Ssgmature

43

Tstle

REPREPENTATIVES OF AACRAO, ACacC.

ABCA ANO NASSF WAVE COOPERATYED IN THE OEVELOPMENY OF THIp FORM.
COPVYRISHT, 1084, @Y « «T NATIONAL ASSOCIATION OF SECONOARY.BCHOOL PRINCIFALS, 1201 BIXTRENTN STREEY, N.W., WABNINGTON, O. C.,

II-29

200380 ALL RIGWTS RESERVED.



Form A=212

College

We at College are interested in meeting with any

of your students who might consider applying for admission to college. I would
like to arrange a group meeting and personal interviews with prospective appli-

cants at your conrvenience during the week of . The group

meeting should take an hour or less and the interviews 15-20 minutes each., If
you are interested, please determine the date which would be most convenient for
you, and I will telephone you, within a week, regarding the final arrangements.

Thank you so much for your cooperaticn,

Signature of Interviewer

If appropriate add a paragraph that provides information about current

College students that graduated from the high school in

question.

For example:

Presently 'number) of your former students are enrolled at

College and (number) have maintained appropriate levels of academic achievement
In addition, (number) are receiving some form of financial aid/have been awarc
academic honors/are officers in college student groups.

Our experience with your high school has baen pleasant, and we are hopeful

that the association will continue,

1I-30



- Form A=213

College
Transfer Candidate Evaluation

Male Female
’Please Check One)

Name of Candidate..l............l.....l.....l....................l......l......l...
(Please print or type) Last First Middle

Candidate's Address....l...........!.....QOI.....Q.'.Q'l....Q.....Q....l........l..
Street City State Zip Code

Present C°11e8e00000.00000....00!0.oil0.....0..‘0.0.00'0...'.Ol..7....0.0..00....0'0
Name Street City State Zip Code

_ . .To the Candidate: After you have filled in the three lines above, give this form to
your Dean, Placement Officer or a Faculty Member.

To the Dean, Placement Officer, or Faculty Member:

This student is applying for admission to College in
19 . A full and candid report from his present college is essential. We there=-
fore ask for careful ratings of and comments about his character and ability by a
college official who knows him well. All information furnished will L& ireated as
strictly confidential. .

Deadlines: Please file this regcii as soon as possible after you receive it.

Rank in Class: if possible, include in your report a statement of the candidate's
rank in ciass and how it is determined.

The iranscript: A transcript of his record to date is also required. Please do not
delay submission of his transcript until the next set of grades is available. If

the applicant is accepted for admission, a final transcript and certification of grad-
uvation will be requested. The transcript should provide at least the following in-
formation:

a. Courses taken, year taken, and grades.

b. Courses failed or repeated.

c. Courses currently in progress.

d. Indication of honors, accelerated courses, and Advanced Placement courses
or sections.

e. A brief explanation of your grading system.

f. Numerical rank in class. (Please explain which course grades, which
college semesters, and what course weighting =- if any -=- are considered
in the computation of class rank).

Mailing Instructions: Please return the completed form to Office of Admissions,
College, (street), (city), (state), ‘zip).

Thank you for your help.

Admissions Director

Q ) 5;0
11-31




Form A-213

page 2
A, Intellectual Abilitv and Achievements
1. How would you rate the candidate as
to academic ability and motivation? Below Above
(Circle appropriate number) Poor Average Average Average FExcellent
: Ability: 1 3 5 7 9
Motivation: |1 3 5 7 9
2. How well does the candidate express
himself in: (Circle appropriate num-
ber)
{a) Writing? 1 3 5 7 9
(b) Speech? | 1 3 S 7 9
3. This candidate ranks ( __ exactly ) from the top, in his class,
( __ approximately)
numbering students. This rank covered the period from (month, vear)
- when ‘he” entered chis school® to - (month, yeary , the most recent markiug perfod: -

(If precise rank is not available, please indicate approximate rank to the near-

est. tenth from the top:

).

¥

Was his record with you a true index of his ability, ¢r did outside circumstances
interfere with his academic achievement? (For example: illness, excessive
involvement in extracurricular activities, term-time employment; difficult home
situation, an overshadowing brother or sister, etc.) If not a true index, please
explain in the "Summary and Recommendation'' on the next page.

Character and Personality

In making the following ratings, please keep in mind that they will be used to
compare this student with other students. Please make them as realistically as
you can in comparison with your college preparatory students. We recognize
that you may not be able to rate with the precision implied by '"top 2 or 3 per
cent;" the figures are rough guides only. (Circle appropriate number).

Below

Poor Average Average Good Excellent

3 Energy

Independence

Originality

Leadership

Self-confidence

Warmth of Personality

1 Sense of Humor

1 Concern for Others

Reaction to Criticism

Honesty

Respect Aécorded by Classmates

OO I0I0C|O[OC|OIO|O|OC|O] *

1
1
1
1
1
1
1
1
1
1

W [0 |2 [ [ [0 [ [ [ o jW

wvijunjunjuniuniuniuniniuniwniuniw
N NN NN NN NINNIN N
(Yol (Vo] (Vo] (Vo] (Vo] (Vo] (No] [Ne] (Vo] [No] (Vo] (Vo)

Respect Accorded by Faculty

* No basis for Judgement,

o1

Xl e TT0Q MR QO TP
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Form A-2'7
page 3

2. Has the candidate experienced any apparent physical or emotional disability
which affected his performance in school or is likely to do so in college?

(If so, please explain fully under '"Summary and Recommendation.' Yes
No

C. Summary and Recommendation

l. Please write a brief summary appraisal of the candidate, assessing his personal
and academic qualities and his promise as a college student. If he is accepted,
your description of him becomes a part of his permanent confidential college
file and will help us in advising him. Please feel free to insert an additional
sheet or to write a separate letter if the space below seems inadequate.

2. 1 recommend this candidate for admission to College.
Without
not recom- enthus= fairly enthusias-
mended iasm strongly strongly tically
for academic promise: 1 3 5 7 9
for character and personal promise: 1 3 5 7 9
Overall recommendation 1 3 5 7 9
Signed Length of time acquainted with candidate
Please Print Name Position Date
School
(name) ‘city) {state)
-— . ? "
]

ERIC 11-33




PROCEDURES MANUAL

(College Name)

Page

Date

Sub-System III. Processing of Inquiries and Applications

Action

Performed by

Receive Financial Aid Application material from Financial
Aid Office.
’ -iespénd to 1nquirfés and féﬁﬁests by mailfng épﬁfbprihfé
materials to applicants:
1. Letter (Form A-30l1) with enclosed card
(Form A-210) to request application.
2. Application Materials - Forms A-205, 06, 07,
09, 11 & 12.

3. Financial Aid Application Material - Forms

FA-201 and 2.

Date stamp admissions applications upon their receipt

from applicants.

Prepare Application Master Control Card (Form A-208) and
Applicant File Folder (Form A-302) for all applications

received.

Post receipt of application and file alphabetically in

Application Master Control File.

Determine whether application for admission is complete,

application fee is enclosed and if all required forms

have been included in material returned.

Admissions Director

"Admissions Director

Admissions Director

Admissions Director

Admissions Director

11-34



PROCEDURES MANUAL

(College Name)

Sub-System

Action

Page

Date

III. Processing of Inquiries and Applications (Cont'd)

Performed by

1f application is complete but applicant failed to remit
required application fee
) l. lSend to a;plicant, R;celpt Applic;tion .
Letter (Form A=304) and letter noting .lat
fee was omitted (Form A-305).
2. Place Applicant Folder in "Awaiting Applica-
tion or Application Fee'" Bin.
If applicant remitted required application fee but submit-
ted an incomplete or unsigned admissions application.
l. Transmit application fee with completed
Application Fee Receipt Form to Business
Office.
2. Return admissions application to Applicant
with letter noting omissions (Form A-305).

3. Place Applicant Folder in "Awaiting Applica~

tion or Application Fee' Bin.

If application is incomplete and applicant failed to
remit required application fee
1. Return admission application to applicant

with letter noting omissions (Form A=-305).

ERIC | 94

-

Admissions

Admissions

Admissions

Admissions

Admissions

Admissions

Director

Director

Director

Director

Director

Director

I1-35



PROCEDURES MANUAL Page __ _ _

Date
(College Name)
Sub=-System I11. Processing of Inquiries and Applications (Cont'd)
Action Performed by
2. Place Applicant File Folder in "Awaiting Admissions Director
Application or Application Fee Bin."
COMPLETE
If application is complete and application fee was re= Admissions Director
mitted.
1. Post Application Master Control Card Admissions Director
for receipt of completed applicatien.
2, Transmit Application Fee and Application Admissions Director
Fee Receipt forms to Business Office.
3. Send Notification of Receipt of Properly Admissions Director
Completed Application (Form A-304) to
applicant. .
4, File Applicant Folder in '"Application Admissions Director
ccmplete Bin."
Periodically send Follow-up Letter 'Form A-306) to Admissions Director
applicants to whom application has been returned for
correction or who failed to remit required application
fee.
Receive corrected applications and/or required applica~- Admissions Director
tion fees.
1. Transmit application fee to Business Office Admissions Director
with completed copy of Application Fee 11-36
Q
£1{U: Receipt Form.

59



PROCEDURES MANUAL

(College Name)

Page

Date

Sub=System ITl. Processing of Inquiries and Applications (Cont'd)

Action

Performed by

2, Post Aprlication Master Cuntrol Card.

3. Send applicant Notification of Receipt of
Properly'Completed Application Post Card
(Form A=304).

4, Transfer Applicant Folder to "Application

complete' Bin,

Receive student description forms, Secondary School
Records, Transfer Candidate Evaluations and Transcripts.

File data in Applicant's File Folders.

Periodically review "Awaiting Application or Application
Fee" Bin to determine applicants tor whoh‘fequested
material has not been received. Send applicant follow-

up letter (Form A-307).

Receive Scholastic Aptitude Test (SAT) or American
College Testing (ACT) scores, File data in Applicants

File Folder.

When applicant's folder is complete, transfer applicant's

folder to "Folder Now Complete' Bin.

Admissions

Admissions

Admissions

Admissions

Admissions

Admissions

Admissions

Director

Director

Director

Director

Director

Director

Director

I11-37



PROCEDURES MANUAL Page

Date__ _
(College Name)
Sub~System III. Processing of Inquiries and Applications (Cont'd)
Action Performed by
Check ;pplicant's folder to be sure items in proper Admissions Director
sequence. Recommended sequence:
1. Admissions Application
2. Secondary School Record (Freshmen only)
3. Student Description Form
4, High School Transcript
5. College report (transfers only)
6. College transcript to date (transfers only)
7. Candidate Interview Report
8. General correspondence
*Note: The organ}zation of file folders is important
because of sqgsequent uce of folder materials
for statistical analyses of the admissions
plan and its effectiveness. An efficient
and orderly arrangement will facilitate data
gathering.
'Periodically during admission period, prepare and dis=- Admissions Director
tribute Admissions Status Report 'Form A-204) Recom=
mended distribution:
1. President
2. Academic Dean -
3. Dean of Students
57
I1-38




PROCEDURES MANUAL Page

Date _____
(College Name)
Sub=System III. Processing of Inquiries and Applications (Cont'd)
Kﬁtion Performed by

4. Business Manager
5. Registrar
6. Financial Aid Director

7. Admissions Committee

T
I=
(B34
Qv

I1I-39




FINANCIAL AID OFFICE

FINANCIAL
AND
APPLICATION

e

TO ADMISSIONS DIRECTOR

ADMISSIONS DIRECTOR

1. MAIL ADMISSIONS &
FINANCIAL AID MATERIAL
IN RESPONSE TO INQUIRIES

-
TO APPLICANTS

ADMISSION
APPLICATION
MATERIAL

AID APPLI-
CATION
MATERIAL

___/RETURNEDTO
- Aom\flons DIRECTOR

| FINANCIAL

ADMISSIONS DIRECTOR

FOLDER

1. PREPARE APPLICATION
MASTER CONTROL CARD

2. OPEN APPLICANT FILE

Q

ERIC

Aruitoxt provided by Eic:

APPLICANY
FiLE FOLDER

FINANCIAL
AlD
APPLICATION

SUB-SYSTEM 111,

Pracessing of Inquiries
and Applications

ADMISSIONS CLERK & DIRECTOR

1. SEND RECEIPT APPLICATION
LETTER TO APPLICANT WITH
FEE OMISSION LETTER

2. PLACE FOLDER IN "AWAIT-
ING APPLICATION/FEE" BIN

ADMISSIONS DIRECTOR

1. DETERMINE IF APPLICATION
ISCOMPLETE & FEE
INCLUDED

YES COMPLET

APPLICATION

[

ADMISSIONS CLERK & DIRECTOR

1. TRANSMIT FEE & FEE RECEIPT
FORM TO BUSINESS OFFICE

2. RETURN APPLICATION WITH
LETTER TO APPLICANT

3. PLACE FOLDER IN "AWAITING
APPLICATION/FEE"” BIN

UT NOFE
?

YES

r—

ADMISSIONS CLERK & DIRECTOR

1. RETURN APPLICATION WITH
APPI.EICATION & FEE REQUIRED
NOT

2. PLACE FOLDER IN "AWAITING
APPLICATION/FEE" BIN

NO

YES APPLICATION

INCOMPLETE

ADMISSIONS CLERK & DIRECTOR

1. POST MASTER CARD

2. TRANSMIT FEE & RECEIPT
FORMS TO BUSINESS OFFICE

3. SEND COMPLETE APPLICA-
TION NOTICE TO APPLICANT

4. FOLDER IN "APPLICATION
COMPLETE" BIN

FEE NOT
SUBMI)TTED

TO FINANCIAL AID OFFICE

99
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SUB-SYSTEM Iil. Processing of Inquiries
and Applications

ADMISSIONS DIRECTOR

PERIODICALLY SEND FOLLOW-
UP LETTER TO APPLICANTS
REQUIRING RE-SUBMISSIONS

FOLLOW-
UP
LETTER

APPLICANTS

RESUBMIT FORMS
OR FEE

ADMISSIONS DIRECTOR

RECEIVE CORRECTED FORMS,
OR FEE,

ADMISSIONS DIRECTOR

1. TRANSMIT FEE & RECEIPT (IF APPROPRIATE)
TO BUSINESS OFFICE

2. POST MASTER CARD & SEND RECEIPT
NOTICE TO APPLICANT

3. TRANSFER FOLDER TO “APPLICATION
COMPLETE" BIN

: :

A
NOTICE
ICE
PROPERLY FEE/
COMPLETED RECEIPT
APPLICA-
TION J,
TO APPLICANT TO BUSINESS OFFICE ...CONTINUE NEXT PAGE ...

60
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SUB-SYSTEM III Processing of Inquiries
and Applications

FROM HIGH SCHOOLS &
*JR. COLLEGES

TEACHER'S
REPORTS

HIGH SCHOOL
REPORTS

TRANSCRIPTS

A |

ADMISSIONS DIRECTOR TO ADMISSIONS DIRECTOR

1. FILE DATA & APPLICANT'S FOLDER & POST
DATES RECEIVED

FRESHMAN

2. REVIEW MASTER CONTROL FILE & SEND FoLLow-up TO INDICATED
FOLLOW-UP LETTERS IF ALL MATERIAL NOT PERSONS
RECEIVED TRANSFER

3. RECEIVE SAT/ACT TEST SCORES POSTDATE | gl FOLLOW-UP
& SCORES

4. WHEN FOLDER COMPLETE TRANSFER TO
“FOLDER NOW COMPLETE" BIN

5. CHECK FOLDER FOR SEQUENCE
6. PREPARE & SUBMIT:

ADMISSION STATUS REPORT

ADMISSION
{ STATUS
REPORT

T0O APPROPRIATE
RECIPIENTS

SUB-SYSTEM IV

. 6 i II-42



Form A-301

Letter to individuals whose names are submitted by church groups, alvmni, trustees,
etc. iA carbon of this letter should be sent to the referring ind.vidual or
organization.)

Dear

We have been informed by (individual or organization) that you are considering
applying to College.

We at College believe that we can offer you a reward-
ing educational experience on a campus which will also provide you with the
opportunity to participate in a varied program of extracurricular activities.

In case you do not have the forms necessary to apply for admission, I am enclosing
the required Admissions and Financial Aid Forms which should be completed and
returned as soon as possible., In addition, I am enclosing a college brochure

which will provide you with further inZormation about the academic programs and
extracurricular activities at College.

If you wish to visit the college or if I can be of any further assistance to you,
do not hesitate to contact me.

Cordially,

Director of Admissions

I11-43



FORM A-02
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Form A-303

College

College (date)

Dear

We acknowledge receipt of your completed application for
admission as a this (Fall/Spring).
The receipt for your application fee will be mailed to
you by the Business Office. )

If you have not already done so, submit the Teachers Re=-
port and Secondary School Report to the appropriate person
and request that they complete and return them to us as
soon as possible. As soon as they are returned and we
receive your College Board scores, we will be able to

make an admissions decision on your application.

Admissions Director

64
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Form A-304

College

Dear

We were pleased to receive your application for admission to our College.
In reviewing your application, however, we note that you have failed to
satisfy the requirements checked below:

(C—J 1. submission of application fee ($ )

] 2, Incomplete data in the following sections
(incomplete application enclosed).

] s, Proper signature lacking
(incomplete application enclosed).

4, Other:

Please submit the required documen.:s (or fee if checked) in the enclosed
self-addressed envelope. Your prompt attention to the above matters is
suggested, Until we have received all necessary documents, we cannot
process your application. Thank you.

Sincerely yours,

Admissions Director

1I-46



Form A-305

College

Dear

We previously advised you that we could not process your
application for admission for the reason indicated below.

[::] The application form which we returned to you was
incomplete,

[::] The required application fee was not received.
The earlier you provide the above requested material the
greater will be your chances of admission, If you have not already done

so, we urge you to respond promptly so that we can complete the process-
ing of your application.

Sincerely yours,

Admissions Director

1I-47



Form A-306

College

Dear

We are pleased to have received your application for admission to
College. However, to give proper consideration to your application, the
Admissions Office must have several items of additional information. We have
NOT yet received the items indicated below. Please see that these are sent to
us without delay. You will be notified of our decision promptly after all items
are received.

A CHECK IN A BOX MEANS THAT THE ITEM HAS NO1' YET BEEN RECEIVED.
(C] SAT/ACT test score results.

Before considering your application, we require that you arrange
to take this test and have the results mailed directly to us.

I

Teacher Report.

Please remind the person to whom you submitted this report of the
urgency of completing and sending this to us promptly.

i

Secondary School Report.

Check with your guidance counselor.

1

College Report.

The college has not yet returned our report form. Please check with
them and remind them of the urgency of completing and sending this
to us promptly.

Transcript of secondary school grades to date. Request your high
school to submit this record.

Transcript and Certification of Graduation from High School. Please
request that your high school submit these documents as soon as
possible.

College grades to date. Ask your college to mail us your grades to
date now. If you are accepted as a transfer student here, we will
request your final transcript from your present college later.

J 0 0

Final transcript of college grades.

1f you have any questions, please feel free to let us know. We trust
you will attend to the items checked above promptly.

Sincerely yours,

Admissions Director
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PROCEDURES MANUAL Page

Date
(College Name)
Sub-System 1V. Admissions Decisions and Notification
Action Performed by
REVIEW APPLICATIONS FOR ADMISSION

Review file folders of all applicants whose folders Admissions Director
are complete, but “ave yet to be offered admission.
Determine whether applicants should he: Admissions Director

1. Offered admission

2. Rejected

3. Wait listed

4, Referred to Admissions Committee for

decision
Post Admission Director's decisions on: Admissions Director
File Folder (Form A-302); Master Contrcl Card - -
(Form A-208); Admissions Data Card (Form A=-303)
Submit names and file folders of undecided cases to Admissicns Director
Admissions Committee.
Review Applicant File Folders of all applicants Admissions Committee and
Admissions Director
referred to Committee.
Recommend decisions for special cases referred to Admissions Committee and
Adrissions Director
Committee.
. 63
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PROCEDURES MANUAL

(College Name)

Page

Date

Sub=System IV. Admissions Decisions and Notification (Cont'd)

Action

Performed by

Post Committee's decisions on: 1) File Folder

2) Master Control
Card

NOTIFY APPLICANTS OF DECISIONS:

1.

Rejected:
. ‘Send Admission Rejection Notice (Form A=-401)
. Transfer Folder to "Reject" bin.
. Notify Financial Aid Director of decision
via copy of rejection letter.
Waiting-list:
. Transfer Folder to "Waiting-list" bin.
Accepted:
a, If appligant has not applied for financial
aid, mail the following:
. Admit Letter ‘Form A=402)
. Statement of Degree Requirements=-Transfers only
(Registration Form R=203)
. Instructions to Admitted Studenis (Form A=403)
. Admission and Housing Response Card (Form A=404)
. Tuition and Room Deposit Receipt form (Form A=405)
. Health Form
b. If applicant has applied for financial aid:

. Request the following from Financial Aid Direc’or;

‘ 63

Admissions Director

Admissions Director

Admissions Director

Admissions Director

Admissions Director
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PROCEDURES MANUAL Page

Date
(College Name)
Sub=System IV. Admissions Decisions and Notification (Cont'd)
Action Performed by
Notice of Award and Award Response Letter
(Form FA=405)
or
Financial Aid Denial Letter (Form FA=501)
c. Mail the following: Admissions Director
. Financial Aid Letters (Award or Denial)
. Admit Letfer (Form A=-402)
. Statement of Degree Requirements~-Transfers only
(Registration Form R=-203)
. Instructions to Admitted Students (Form A-403)
. Admission and Housing Response Cards (Form A-404)
. Tuition and Room Deposit Receipt Form (Form A-405)
. Health Form
Update Admissions Status Report (Form A=-204) for Admissions Director

periodic distribution.
Periodically repeat above procedures beginning from
first step of Sub=-System IV until decisions are reached
for all applications.

. Instructions to Admitted Students (Form A-403)

. Admission and Housing Response Cards (Form A=404)
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PROCEDURES MANUAL Page ____

Date

(College Name)

Sub=System IV. Admissions Decisions and Notification (Cont'd)
Action Performed by
. Tuition and Room Deposit Receipt Form (Form A-405)

Health Form
Update Admissions Status Report (Form A-204) for Admissions Director
periodic distribution.
Periodically repeat above procedures beginning from Admissions Director

first step of Sub-System IV until decisions are reached

for all applications.
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COMPLETED
FOLDERS OF
APPLICANTS
NOT YET
DFFERED
ADMISSION

ADMISSIONS DtRECTOR

1. DETERMINE ADMISSION
DECISIONS

2. SUBMIT SPECIAL CASES
TO ADMISSIONS
COMMITTEE

COMPLETED
FILE
FOLDER OF

SPECIAL
CASES

ADMISSIONS COMMITTEE &
DIRECTOR

DE TERMINE ADMISSION
DECISIONS OF SPECIAL
CASES

!

ADMISSIONS DIRECTOR

POST ALL DECiSIONS ON,
FILE FOLDER AND
MASTER CONTROL CARD

APPLIED
FOR
FINANCIAL
AID
?

SUB-SYSTEM IV. Admissions Decisions & Notification

@)

S g

)

ADMISSIONS DIRECTOR

MAIL APPROPRIATE
CORRESPONDENCE TO
ADMITTED APPLICANTS

REQUEST

ADMIT

LETTER

osonss"’"“'—]
AEQUIREMENTS

{TRANSFERS ONLY)

J 1AUCTION

ADMITTED

STUDENTS
ADMISSION &
HOUSING

DEPOSIT
RECEIPT FORM

HEALTH
FORM

TRANSCRIPT

Y

ADMISSIONS DIRECTOR

TO ADMITTED

UPDATE & DISTRIBUTE
ADMISSIONS STATUS
REPORT

APPLICANTS

REJECTION
NOTICE

ADMISSIONS DIRECTOR

1. SEND REJECT NOTICE

2. TRANSFER FOLDER
TO “REJECT” BIN

3. NOTIFY FINANCIAL
AID DIRECTOR

ADMISSIONS DIRECTOR

TRANSFER FOLDER
TO “WAITING LIST" BIN

ADMISSIONS DIRECTOR

. REQUEST FINANCIAL AID

DECISIONS FROM

FINANCIAL AID DIRECTOR
. ENCLOSE NOTICE OF [
AWARD OR REJECTION &

RESPONSE LETTER IN
CORRESPONDENCE TO
APPLICANT

| 2

ADMISSIONS

STATUS
REPORT

REPEAT PROCEDURES
OF SUB-SYSTEM IV.
UNTIL ALL CASES
ARE DECIDED

SUBSYSTEM V
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Form A-401

College

Déar

I regret to inform you that, after careful consideration of your academic
record and other required data, the Admissions Committee has not acted
favorably on your application for admission to College.

It is always with deep regret that we are forced to refuse admission to
an applicant, and we hope that our decision will not discourage you from
applying for admission to another institution of higher learning.

If you have any questions regarding this matter or if I can be of further
help to you, do not hesitate to contact me.

-Sincerely yours,

Admissions Director

13
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Form A-402

Co'lege

Dear

It is with great pleasure that 1 write tc advise that the Admissions

Committee has arproved yor admission to the (freshman/junior)
class entering College in __(month/year) . The Admissions

Committee extends congratulation on your selection, which you have earned by
your academic qualifications and personal promise.

To guarantee your enrollment you should read the enclosed 'Instructions
for Admitted Students" and complete and return all the required forms by
(date) . This will enable us to send you additional information
about your first year at College.

We look forward to having you on campus next semester and send our
best wishes for the months ahead.

Cordially,

Admissions Director

Note:

1. 1If applicant has applied for "on-campus housing" add following
as second paragraph.

Residential space in a campus dormitory has also been reserved
for you. We are sure you will enjoy living on campus.

2, If applicant has applied for financial aid enclose financial aid
award or denial letter (Forms FA-405 & FA-501).

3. 1f applicant is a transfer student enclose statement of degree
requirements (Registration Form R-203).

14
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Form A-403

College

INSTRUCTIONS FOR ADMITTED STUDENTS

I. Having been accepted for admission to College, you
must take the following steps to reserve your place in the
class entering in (month) 19 .
(1) Complete and ret "~n, no later than ‘date) 19 the

enclosed reply form cards. Mail the forms and a check for your
deposit(s), to the Admissions Office in the envelope provided
(See V below.)

(2) 1If you are presently in high school or college, please be sure
that we receive a final transcript and certification of gradua-
tion from your school. Your admission is contingent upon satis-
factory completion of the current school year.

II. If you have applied for and been awarded financial aid you should com-
plete and return the financial aid award acceptance form with the
admissions reply forms.

III. After the College receives notice of your intention to enroll, informa-
tion will be mailed to you on course registration and rooming arrange-

ments. Classes start on (date) , but you should be here on
campus days earlier to register and make other preparations.
IV. If you do not intend to enroll in (month, 19 ) » pPlease
so indicate on the enclosed reply form. Mail this form, no later than
(date) in the envelope provided.
V. Payment of a $ Tuition Deposit is required in order to
hold a place for any applicant. This deposit is refundable if you
notify us by (date) that you will not matriculate. Deposits

are also refunded if you are drafted into the U, S, military service or
in cases of emergency. If you matriculate, this deposit will be credited
to your account in partial payment of the Tuition and Fee charges which
will be due the College.

VI. Payment of a $ Room Deposit is also required, if
on-campus housing has been assigned. This deposit is non-refundable,
except in cases of severe emergency or if you are drafted into the U. S.
military service. Tf you matriculate, this deposit will be credited to
your account in partial payment of the Housing Fee which will be due the
College,

VII. You must also return to us a physical examination completed by a licensed
physician.

Director of Admissions
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Form A-404

College

ACCEPT OR DECLINE ADMISSION AND HOUS ING
FORM MAILED 10 ADMITTED APPLICANT

I acknowledge receipt of College's
notification of acceptance for admission as a (freshman/
transfer) student and notify you that

I hereby accept admission for the term starting
_u;__I hereby decline admission.

I hereby accept on-campus housing.

I hereby decline on~-campus housing.

This card must be received in the College
Admissions Office by (month, date) to guarantee
Admission and Housing.

Signed

FLEASE PRINT NAME

Form Size: Post Card Stock
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Form A-405

College

College
We hereby acknowledge receipt of the Deposits indicated below:
$ Tuition Deposit - Refundable if Withdrawal Notice received

by ‘date)
$ Housing Deposit = Refundable if Withdrawal Notice received
by (date) .
Datg Business Manager

All deposits are refundable if you are inducted into military service
or in cases of spécial emergency. :

o

Name

Street Address

City State Zip Code
Please print or type your full name, and complete mailing address in the space
provided. Return all three copies with your deposit payment(s) and your Notification
of Acceptance of Admission to the Admissions Office.

77
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PROCEDURES MANUAL Page

Date______
(College Name)
Sub=System V. Processing of Applicant Responses
Action Performed by
Receive accept/decline admission responses from admitted Admissions Director
applicants.
If applicant has accepted admission, determine whether: Admissions Director
. Tuition Deposit and Housing Deposit (if
appropriate) have been remitted and
whether applicant has completed and
returned. Tuition and Housing Deposit
Receipt (Form A-405).
. Health examination form has been returned.
. Financial Aid Award Acceptance Form has
been executed and returned.
1. If the required deposit(s), health examination or
Financial Aid Award Acceptance were not returned:
a. Send applicant notification of Receipt of Admissions Director
Acceptance - Missing Items Letter (Form A-501).
b. Transfer Applicant File Folder to "Admits
Accepting-File Incomplete Bin."
2. 1If required Tuition and Housing deposits were
received
a., Transmit deposits to Business Office with
Tuition and Housing Fee Receipt Form. (If
73 I1-59




PROCEDURES MANUAL

(College Name)

Page

Date

Sub-System V. Processing of Applicant Responses (Cont'd)

Action

Performed by

applicant failed to return fee receipt form,
prepare one for him.)

b. Transmit copy of Housing Deposit receipt form
to Housing Director

c. Post Application Master Control Card

d. Transfer Applicant File Folder to "Admits
Deposits In" bin.

3. If Health Examination Form received, Transmit to

medical dir: ctor.

Receive missing items from applicants in accordance
with Notification of Receipt of Acceptance - Missing
Items Letter. Follow appropriate procedures set forth
above.

Periodically follow-up applicants of missing items not
received

1. Send Applicant-Missing Items Follow=up (Form A-502).

If applicant rejected admission

1. Transfer Applicants File Folder to '"Decline"

Bin.

2. Distribute notification of admitted applicants

73

Admissions Director

Admissions Director

Admissions Director

Admissions Director

Admissions Director

Admissions Director
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PROCEDURES MANUAL Page
Date

(College Name)

Sub~System V. Processing of Applicant Responses (Cont'd)

Action Performed by

who declined admission to
a. Financial Aid Director
b. Coaches (if appropriate)

¢. Band Director (if appropriate)

When all required deposits and documents have been Admissions Director
received from applicant, remove Admissions3 Data Card
from Applicants File Folder and file alphabetically
in separate file. Transmit Applicants File Folder

to Registrar for preparation of permanent records.
(Folders should remain accessible to Admissions
personnel for the pri.pose of year end data analysis.)

Receive notification of withdrawal of acceptance of Admissions Director

admission notice from applicant.

Send letter acknowledging receipt of notification of Admissions Director
withdrawal of acceptance of admission to applicant.

(Form A=504)

Periodically perform the following:
1. Update and distribute Admission Status Report Admissions Director
(Form A-208).
2. Review folders of applicants who have not
responded to admission offer and send Admission

ERIC Accept or Decline follow-up letter (Form A-503). | 80
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NOTICE OF
APPLICANTS
DECLINING
ADMISSION

TO APPROPRIATE
RECIPIENTS

SUB-SYSTEM V.

FROM ADMITTED APPLICANTS

—

ACCEPT/
DECLINE AD-

Processing of Applicant Responses

MISSION RES-.
PONSE WITH
APPROPRIATE
FORMS

APPLICANTS ACCEPT OFFER

ADMISSIONS DIRECTOR

NO

REQUIRED
MATERIALS

DECISION
?

REJECT OFFER

ADMISSIONS DIRECTOR

1. TRANSFER FOLDER TO
“DECLINE” BIN

2. DISTRIBUTE DECLINE
NOTICES

APPLICANT'S
FOL UER

TO REGISTRAR

WITHDRAWAL
ACKNOWL -
EDGEMENT

TO APPLICANT

RETURNED
?

YES

1. SEND MISSING

2. TRANSFER FOLDER TO

aa

ITEMS LETER

“FILE INCOMPLETE" BIN

ADMISSIONS DIRECTOR

2. TRANSMIT HEALTH EXAM

3. POST MASTER CONTROL

4. WHEN ALL DEPOSITS &

. TRANSMIT TUITION & HOUS-
ING FORMS

FORM

CARD

DOCUMENTS ARE IN,
TRANSFER FOLDER TO
REGISTRAR

1

ADMISSICONS DIRECTOR

. RECEIVE WITHDRAWAL

, PERIODICALLY:

OF ACCEPTANCE NOTICES
AND SEND ACKNOWLEDGEMENT,

s. UPDATE & DISTRIBUTE
ADMISSION STATUS REPORT

b, SEND FOLLOW-UP
LETTER YO APPLICANTS

ACCEPT/
DECLINE
FOLLOW-UP

MISSING
ITEMS
LETTER

TO APPLICANTS

LETTER

TO APPLICANTS

NOT YET RESPONDED

TERMINAL

ADMiSSIONS
STATUS
REPORT

‘_"/
TO APPROPRIATE
RECIPIENTS
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Form A=501

College

lear Applicant:

We were pleased to receive your notification of acceptance of admission
at . College. However, we have not yet
received the items checked below. All these items must be forwarded before
your admission can be considered complete.

Tuition Deposit check of $ due immediately.

Housing Deposit check of $ .

Accept or Decline Financial Aid Award Letter.

Health Examination Report to be completed and returned by
your physician as soon as possible.

Thank you for your prompt attention to these matters.

Cordially,

Admissions Director
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Form A=D1/

College

Dear

A review of your file reveals that we still have not received the following
items:

Tuition Deposit Check of §$

Housing Deposit Check of $

Accept or Decline Financial Aid Award Letter

Health Examination Report

If the missing items indicated above have not yet been sent to us,
please do so in order to protect the admission and housing space reserved

for you.

Cordially,

Admissions Director

83
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Form A-507

College

Dear

According to our records, we mailed our notification of
acceptance for admission to College to you at the
above address on (date) . To date we have no record of

your response to this offer. In fairness to the many other qualified
students who are applying for admission, we cannot hold your place

at College beyond (date) .

Please contact the Admissions Office as socn as possible
regarding your decision to enroll at College. Thank
you.

Cordially,

Admissions Direc.or

84
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Form A=-504

Ccllege

Dear

We acknowledge receipt of your notification of withdrawal of your
acceptance of admission as a (freshman/transfer) student at
College.

We will noctify the Business Office of your decision not to enroll.
They, in turn, will contact you directly concerning any refund of your
tuition deposit due you.

While we regret your decision not to enroll at our College, we wish
you suczess in your alternate plans.

Cordially,

Admissions Director
cc: Business Manager

bcc: Financial Aid Director
Registrar
Dean of Students
Housing Director
Coaches
Band Director
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SECTION lli—Financial Aid System




SECTION TIII

FINANCIAL AID

The primary function of the financial aid system is to allocate Lhe
institution's financial aid resources in a manner which provides the maximum
benefit to those students who require aid. Secondarily, the manner and timing

.

by which this aid is dispensed can have a material influence on the institution's

ability to achieve its enrollment objectives,
The financial aid system incorporates several features which are worth
noting here:
1. An operating plan defining the policies to be followed
and estimating the funds to be available by source of

fund is developed and coordinated with the Admissions
Plan before its presentation for approval.

2, Need is determined nn the basis of proper documentation;
specifically, the Parents Confidential Statement or the
Family Financial Statement.

3. Awards are closely control!led against available funds,
helping to insure that the institution does not over-
extend itself in awarding financial aid.

4, Notification of a financ-®al aid award is made simult&neous
with notification of admission,

S. The system includes procedures for periodic reporting of
the rinancial aid position with respect to category of
student. and source of funding.
1n order to provide apnlicants with simultaneous notification of admission
and financial aid award on a timely basis, the Financial Aid Dire-:tor may have to
make a percentage of his award determinations in advance of actual funding., This
should present no difficulty in the case of institutionally controlled sources of
funding since the funding sources are generally fairly stable., On the other hand,
there is no guarantee that Federas program funds will be made available in amounts
equal to or greater chan those received the previous year, If the College wishes

to make some awards prior to grant notification, an anticipated funding levecl must

be estimated, and the College must limit its advance commitments of sucii funds to

ERIC | - 8




a iotal that is within the funding level estimated for each Federal program.

To assist applicants and their parents in determining the level of
contribution which they may be expected to make toward a college education, a
guide for estimating college expenses has been developed for distribution to
applicants along with other financial aid materials. The form contains estimates
of college expenses for both residents and commuter students as well as tables which
indicate the ranges of parental contribution, student summer earnings, institutional
aid, and other sources of funding that typically apply given several levels of
family income. By revieving this guide, applicants and their parents should be
able to determine quickly whether the college being considered represents an
economically éeasible choice of institution,

The student employment procedures are designed to make effective use of
student employees in accomplishing tasks the college would otherwise be unable
to undertake., The personnel procedures are modeled upon those the students are
likely to encounter after graduation. While it was not possible to indicate in
the forms or procedures that pay differentials might be employed in recognition
of previous experience, =xcellence in performance, or the level of job difficulty,
we believe that these factors might well be considered in establishing pay rates,
Conversely, when student employees fail to perform satisfactorily, we see no reason
why thev should not be held accountable for their actions and employment terminated
if such action is appropriate,.

To assure effective coordination of the financial aid program with the
admissions program and to provide adeguate financial control, we recommend that
the Financial Aid Committee be composed of the Dean of Students, the Financial

Aid Director, the Admissions Director, the Business Manager, and a faculty

reprasentative,

‘ | 83 111-2




Again, students may serve as committee members provided they do not
have access to financial data regarding existing or potential students.
Because of the close relationship between the admissions and financial

aid functions, the college night wish to establish a single committee to develop

policy for both activities, instead of maintaining a separate committee for each.

83
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PROCEDURES  MANUAL

(College Name)

Sub=System 1 ~ Preparation of Financial Aid Plan

Action

Page

Date

Performed by

Review Long Range Plan to determine

1‘

Estimated enrollments by program:

a. Continuing students
b. New students:

- Freshman

- Transfer

Proposed changes in tuition and fees (Room,
Board, other)

Proposed program changes over the next five
years.,

Broad financial aid utilization policies.,
Estimate of available financial aid resources.
a. Funded resources

b. Unfunded resources

Desired student body composition with regard
to such factors as:

a. Geographical, economic and cultural
background

b. Male/Female distribution
c. Residential/non-residential distribution

d. Academic background

90
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PROGEDURES MANUAL ' Page

Date__
(College Name)
Sub-Systew 1 = Preparation of Financial Aid Plan (Cont'd)
Action Performed by
Review historical data to determine: ' Financial Aid Director
1. Number of presently enrolled students receiving
aid.
2. Nature of current aid packaging ratios.
3. Current average financial aid award.
4, Total financial aid granted this year:
a. Funded
b. Unfunded
5. Amounts of financial aid currently allocated to:
a. Athletics
b. Band
c. Other special programs
6. Estimate of financial aid funds that will remain
available for future operations (by program).
Review other data available Financial Aid Director
1. Government documentation of changes in policy
or regulations.
2. Applications submitted for Government grants
for next year.
3. Registrar's estimate of the number of continuing
students by class and program.
91 ITI=5




PROCEDURLS MANUAL Page__

Date

(College Name)

Sub-System I - Preparation of Financial Aid Plan (Cont'd)

Action Performed by

Review last year's Financial Aid Director

1. Financial Aid Operating Policies.
2. Financial Aid Allocation Plan.

3. Problems encountered and resolved.

Prepare statement of proposed changes in financial aid Financial Aid Director

operating policies (Forms FA-101 and FA~102).

Review proposed changes in policy. Financial Aid Committee

Revise, if necessary, and re-submit statement of proposed | Financial Aid Director

financial aid operating policies.

Approve statement of proposed financial aid operating Financial Aid Committee
policies.
Prepare financial aid allocation plan for next fiscal Financial Aid Director

year (Form FA-103).

Review financial aid allocation plan. Financial Aid Committee

3D
o
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PROCEDURES MANUAL Page

Date
(College Name)
Sub-System I - Preparation of Financial Aid Plan (Cont'd)
Action Performed by
Revise, if necessary, and re=-submit financial aid Financial Aid Director
allocation plan.,
Approve financial aid allocation plan. Financial Aid Committee
Coordinate financial aid plan (operating policies & Financial Aid Director &

Admissions Director
allocation plan) with Admissions Plan

Submit coordinated financial aid plan and admissions Financial Aid Director &
Admissions Director

plan for review and approval.

Review coordinated financial aid plan and admissions Financial Aid Committee &
Admissions Committee

plan.

Revise, if necessary, and re=-submit financial aid plan. Financial Ald Director

Approve coordinated financial aid plan and admissions Financial Aid Committee &

Admissions Committee
plan. Submit approved financial aid plan to President

for review and make necessary revisions before proceedingd

93
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Page

PROCEDURES  MANUAL
Date
(College Name)
Sub-System I - Preparation of Financial Aid Plan (Cont'd)
Action Performed by
Publish financial aid plan, Distribute copies to: Financial Aid Director

l. President

2. Members of Financial Aid Committee

3. Admissions Director - (Copies for interviewer)
4, Business Manager

5. Academic Dean

6. Dean of Student Services

7. Director of Development (Alumni)

94
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ERICFAN 2o

OTHER
AVAILABLE
DATA

[ 3

FINANCIAL AID DIRECTOR

1 REVIEW LONG RANGE
PLAN

2 REVIEWHISTORICAL. DATA
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—
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i.
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t
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»
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FINANCIAL
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OPERATING
POLICIES
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g

ERIC
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Form FA-102

COLLEGE

Financial Aid Award Guidelines
Fiscal Year Beginning

Element of Estimated Cost to Students
Cost to Student Resiggptial Commutin

Tuition and Fees ) )

Room

Meals

Books

Travel

Other

otal I $ _ N |
Financial Aid Transfer | Continuing Lﬁ Transfer | Continuing

Award Guidelines Freshman Students Students Freshman Students Students
Fi
Minimum to be '
$

Borne by Student | $ $ $ $ $

Maximum Award S $ $ $ $ $

Averzgze Award S S $ $ $ $
Number of
Students
Estimated to
Require Aid

Estimated
Total Awards

97
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FORM FA.103
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PROCEDURES MANUAL, Page_____

Date

(College Name)

Sub-System II - Distribution of Financial Aid Application Material

Action Performed by

Furnish Admissions Director with Financial Aid Applica- Financial Aid Director
tion Méterials for distribution to applicants for
admission. Financial Aid Application Materials include:
l. Letter of transmittal and instructions --
Form FA-201
2. College brochure indicating types of aid avail-
able and restrictions applicable to each
3. Financial Aid application card -- Form FA-202
4. Guide to 'eeting College Expenses —-

Form FA-205

Co-sponsor orientation session for interviewers., Distri- Financial Aid Director &
Admissions Director
bute and explain:
1. Financial Aid Operating Policies -- Férm FA-101
and Form FA-102
2. Financial Aid Allocation Plan -- Form FA-103
3. Financjal Aid Application Materials
4., Interviewer's Visitation Report (Admissions
Form A-202)
5. Candidate Interview Report (Admissions Form A-ZOBg

6. Procedures to be followed in implementation of

Financial Aid Plan

I1I-13




PROCEDURES MANG AL Page

Date

(College Name)

sub-System II - Distribution of Financial Aid Application Material (Cont'd)

Action Performed by

Prepare applicant file -- Form FA-203 -- on each candi- Financial Aid Director

date needing financial aid.

Prepare applicant check list for each candidate =-- Financial Aid Director

Form FA-204.

Prepare alphabetical listing of students currently Financial Aid Director

enrolled receiving financial aid =-- Form FA-206.

I11-14




PROCEDURES MANUAL

(College Name)

Page :

Date

Sub-System II - Distribution of Financial Aid Application Material (Cont'd)

Action

Performed by

Issue notification of availability of financial aid appli-
cations material for comtinuing students at Financial Aid
Office to college newspaper. Post similar notice on all
bulletin boards and send similar notice to the Registrar,

Dean of Students, Academi’: Dean and Business Manager.

Iscue financial aid application materials to students who
apply at Firancial Aid Office. Check off names of stu-
dents to whom issued and add names of students given appli-
cation material if not on pre-prepared list (Form FA-206)
Financial Aid application material includes:
(a) Financial Aid Application Card - Form FA-202
(b) Parents' Confidential Statement - Renewal
(College Scholarship Service Form) or Family
Financial Statement - Renewal (American College

Testing Program)

161

Financial Aid Director

Financial Aid Director
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SYSTEM I}

FINANCIAL AID DIRECTOR

EURNISH ADMISSIONS
ODIRECTOR WITH
FINANCIAL AID
APPLICATION MATERIAL

TRANBMITTAL LATTEA

FINANCIAL
AlD
APPLICATION
CARD

INANCIAL AID DIRECTOR
& ADMISSIONS DIRECTOR

1. CO-SPONSOR ORIENTATION
SESSION FOR INTERVIEWERS

2. DISTRIBUTE & EXPLAIN-
FINANCIAL AID POLICY,
PLAN, & APPLICATION MATERIAL
PLUS INTERVIEWERS VISITATION
REPORT & CANDIDATE INTERVIEW
AEPORT

[ canDIDATE
INTERVIEW

REPORT

Distribution of Finanical
Aid Application Material

FINANC/AL AID DIRECTOR

PREPARE LIST OF CURRENT
STUDENTS RECEIVING
FINANCIAL AID

LIST OF
CURRENT

FTUDENTS:
FlllgANCIAL

A
REC'PIENTS

FINANCIAL AID DIRECTOR

ISSUE AVIALABILITY NOTICE
FOR FINANCIAL AID
APPLICATION MATERIAL
FOR CURRENT STUDENTS

FINANCIAL AID DIRECTOR

1. I1SSUE FINANCIAL AID
APPLICATION MATERIAL
TO STUDENTS WHO APPLY

2. UPDATE CURRENT STUDENT
FINANCIAL AID LIST WITK
NEW APPLICANTS.

FINANCIZ.L

AlID
APPLICATION
MATERIAL

TO CURRENTLY
ENROLLED
APPLICANTS

102
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Form FA-201

College

Dear Applicant for Financial Aid,

Please execute the following steps so that we may evaluate your finan-
cial need during the 19__ academic year: '

l, Complete and return the enclosed Financial Aid Appli-
cation Card immediately.

2. Obtain a [College Scholarship Service (CSS), Parents'
Confidential Statement (PCS) or American College Testing
Frogram (ACTP), Family Financial Statement (FFS)]from
your High School Guidance Counselor or Princlipal. 1If
these forms are not available at your high school, indi-
cate this on the Application Card and we will send them
to you,

3. Complete the[Parents' Confidential Statement/Family
Financial Statement]and return it to [CSS or ACTP] as
soon as possible.

When the [CSS/ACTP] receives your{Parents' Confidential Statement/Family
Financial Statement]),they will evaluate the financial assistance you re-
quire to attend College.

We will process your request for Financial Aid when we receive that need
evaluation from [CSS/ACTP] and will contact you immediately upon reach-
ing a decision.

Only after receipt of your Financial Aid Application Card and appropriate
data from the [College Scholarship Service/American College Testing Pro-
gram] will we be able to process your application. Prompt completion of
these requirements will enhance our ability to respond to your needs.

Should you have any questions related to these matters, please do not
hesitate to be in touch with us.

Sincerely,

Director of Financial Aid

Enclosures

‘ ) 103 I11-17
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Form FA-202

FINANCIAL AID APPLICATION CARD

NEW STUDENTS AND CONTINUING STUDENTS*

TO: Financial Aid Director, College

I would like to apply for financial aid for the academic year

Full Name:

Current Address:

0O check here only if you are not able to obtain a1 (Parent's
Confidential Statement/Family Financial Statement) form.

If box is checked, we will send forms to you.

Student Status: Freshman Applicant ( ), Transfer Applicant ( )

Currently enrolled at College ( )

Signature:

Form Size - 3"x5"

*NOTE: The above card can be used as a renewal or new application
for continuing students by making the following changes:

1, Eliminate reference to PCS/FFS forms

2, Eliminate postage and address from back of card
(continuing students should fill out the card in
the firancial aid office).

104 ITI-18
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Form FA-204

College

FINANCIAL AID APPLICANT CHECKLIST

New Admissions
Name: Student Status: Applicant

Currently
Social Security No. Enrolled

Item Date

1. Received Candidate Interview Report

2. Received Financial Aid Application Card

3. Received Financial Need Evaluation Report
Form (American College Testing Program or
College Scholarship Service)

4, Sent follow-up letter or made personal
contact for failure to receive Financial
Need Evaluation Report...or Need Evaluation
received but no Application Card Received

5. New Admission Applicants Only:
Received Admissions Office Notice of
Admission Decision:

Accept Reject

6. Award Notification Prepared:
New Students: Sent to Admissions
Continuing Students: Sent to Student

7. Currently Enrolled Only:
Received year-end notification of student
status
General Status

Academic Status
(from Registrar)

8. Received Notice from student accepting Award

9., Posted Permanent Award on Financial Aid Master
Control Card

- 100 I11-20



Form FA-204
Page 2

Item

Date

10.

11.
12.
13.
14.

Received Notice of Withdrawal of Admission or
Withdrawal of Award Acceptance

Financial Aid Award Amended
NSDL Oath Executed
Award Agreement Forms Executed

Student Employment Agreement Executed

107
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GUIDE TO MEETING COLLEGE EXPENSES FORM "A 205
COLLEGE

This Guide isprovided toassist.__._________College applicants and their families in estimating college expenses and the aid that
may be available to students with finan-ial need. The tables below provide information regarding (1) annual college expenses for
commuting students and resident students and (2) tables suggesting typical sources of funds to meet those expenses. It is important
to keep in mind that these tables are intended to serve only as a guide in approximating the amcunt of financial support from each
source, Financial aid, particularly from college sources, may vary from these estimates as awards are based upon the specific
financial need of the individual applicant as well as the continuing availability of funds. Nothing in this document shouid be inter-
preted as a commitment on the part of College to provide financial aid in any specified amount. To determine
his eligibility for aid and the amount to which he may be entitled, each applicant must submit a financial aid application and ap-
propriate supporting documentation as described in the college catalog. If the applicant or his family have questions regarding the

use of this guide they should contact the— College Financial Aid Office.
1.  ESTIMATED YEARLY EXPENSES AT COLLEGE:
a)  Commuting Students b)  Resident Students
Tuition and Fees Tuition and Fees
Books Room
Supplies Board
Transportation Books
Other Expenses Supplies
Medical Coverage, Insurance, Other Expenses
Personal Expenses, etc. Medical Coverage, Insurance,

Estimated Total Yearly Personal Expenses, etc.

Estimated Total Yearly
Student Expenses

Student Expenses

|

2. TYPICAL SOURCES OF FUNDS TO MEET EXPENSES:

NOTE: These estimates are based upon annual family income, assuming a family of four. Variations in family size and un-
usual family expenses can significantly affect these astimates.

a) Commuting Students

SOURCES Total Amount
Annual Gross Student Institu- Required to
income for a Family Summer tional Other Meet College
Faraily of 4 Contribution Earnings Sources Sources Expenses

$ 0- 2,999
3,000- 5,999
6,000- 7,499

$ 7,500- 8,999
9,000-11,999
12,L00- Over

I
[T
T

b) Resident Students

SOURCES

Total Amount

Annual Gross Student Institu- Required to

Income for a Family Summer tional Other Meet College
Family of 4 Contribution Earnings Sources Sources

$ 0- 2,999
3,000- 5,999
6,000- 7,499
7.,500- 8,999
9,000- 11,999

12,000 Over

I
I

[T
T
T
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Form FA-206

College

LIST OF STUDENTS CURRENTLY RECEIVING
FINANCIAL AID OR REQUESTING AID

Issued | Appli- Issuel | Appli-
Stucent's Name & Appli- | cation Student's Name & Appli- | cation
Soc. Sec. Number cation | Received Soc. Sec. Number cation | Received

103
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PROCEDURES MANUAL

(College Name)

Sub-System  III - Receipt of Applications

Action

Page

Date_

Performed by

Receive Financial Aid Application Card submitted by

applicants for admission.

Open applicant files (Form FA-203) for Financial Aid

applicants,

File Financial A:d Application Card in applicant files
(Form FA-203), Indicate materials filed on Applicant

Check-List (Form FA-204).

Continuing Students
Receive Financial Aid Application Card from continuing

students. Post date of receipt of application from

continuing student opposite his name on list of exist-

ing students receiving Finarcial Aid (Form FA-206).

Add names of continuing students who are applying for

aid the first time,

(Note: Continuing students would most likely £ill out
and submit the Application Card within the

Financial Aid Office at the time of issuance.)

110

Financial Aid Director

Financial Aid Director

Financial Aid Director

Financial Aid Director
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PROCEDURES MANUAL

(College Name)

Sub-System III - Receipt of Applications (Cont'd)

Action

Page

Date

Performed by

Transfer, for those continuing students submitting

Application Cards, Financial Aid files from ''Current
Students-Award Recipients" bin to "Current Scudents-
Applicants'" bin., Insert a card in recipients bin to

indicate that file was transferred.

File Application Cards. Post on Financial Aid applicant.

Checklist the materials filed.

Check list of Students Requesting Aid (Form FA-206) and
periodically make follow-up contacts for all continuing
students; those who never applied for renewal of aid,
and those issued application materials but for whom no
[Parents Confidential Statement or Family Financial

Statement] repért has been received.

- 111

Financial Aid Directocr

Financial Aid Director

Financial Aid Director
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SUBSYSTEM Il

NEW STUDENTS

Receipt of Applications

SEEKING ADMISSION

y A
-
INANCIAL AID

PPLICATION
ARD

Y

FINANCIAL AID
DIRECTOR

PREPARE FILE
FOR APPLICANT

}

FINANCIAL AID
DIRECTOR

1. FILE
APPLICATION
CARD

2. POST CARD
RECEIPT ON
FINANCIAL AID
APPLICANT
CHECKLIST

<

CONTINUING
STUDENTS

V4

| 1
iFINANCIAL AID
IAPPLICATION
CARD

FINANCIAL AID
DIRECTOR

[TRANSFER
APPLICANT'S FILE
FROM “RECIPIENTS’

O “APPLICANTS"
BIN.

v

FINANCIAL AID
DIRECTOR

FERIODICALLY
FOLLOW-UP ON
CONTINUING
STUDENT APPLI-
CANTS IF NEED
ANALYSIS REPORT
NOT RECEIVED

SUBSYSTEM IV

112
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PROCEDURES MANUAL Page
Date

(College Name)

Sub-System IV - Award Processing

Action Performed by

Receive Financial Aid Need Analysis Report from (College| Financial Aid Director
Scholarship Service or American College Testing Program)
and copies of (Parents Confidential Statement or Family

Financial Statement).

Ascertain whether students on Report are continuing, new| Financial Aid Director

or transfer students.

Post to applicant check-list receipt of data from Financial Aid Director
College Schclarship Service or American College Testing

Program.

Notify students who have submitted financial aid appli- Financial Aid Director
cation whose names do not appear on Financial Need

Analysis Reports. (Form FA-401),
Post applicant check-list and file copy of letter. Financial Aid Director

Repeat cycle until deadline date for financial aid Financial Aid Directcr

award determination.

‘ ) 113 111-27




PROCEDURES MANUAL Page

Date

(College Name)

Sub-System IV - Award Processing (Cont'd)

Action Performed by

Verify receipt of Financial Aid Application cards from Financial Aid Director
all applicants listed on The Need Analysis Report.

If cards were never received, notify applicant of receipt
of Financial Aid Need Analysis Report and request sub-

mission of Application card (Form FA-402).
Post applicant check-list and file copy of letter. Financial Aid Director

Notify President of College of beginning dates for Financial Aid Director

determination cf Financial Aid award allocations.

Submit to Financial Aid Director, prior to indicated President
date, disposition of any discretionary scholarship

funds at his disposal.

Advise Financial Aid Director of any future disposi- President

tions of discretionary scholarship funds.

Receive from President notification of special award- Financial Aid Director
7/

from discretionary funds.

EEQQ; ' jtlfi
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PROCEDURES MANUAL

(College Name)

Sub-System IV - Award Processing (Cont'd)

Action

Page

Performed by

Post to applicant check-list notification of snecial

awards.

Receive from Admissions Director, listing of new and
transfer students accepted and rejected for admission

to college

Post to Applicant Check-list notice of receipt of

acceptance or rejectica.

Withdraw files of applicants rejected for admission

to college. File separately,

Review each accepted applicant's folder including
l. Financial Aid Application Card
2. Data received from College Scholarship Service
or American College Testing Program.

3. Special awards

Determine level of need of each student

Financial Aid Director

Financial Aid Cirector

Financial Aid Director

Financial Aid Director

Financial Aid Director

Financial Aid Director
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PROCEDURES MANUAL

(College Name)

Sub-System IV - Award Processing (Cont'd)

Action

Page

Date

Performed by

Determine award and sources of financial aid funds to be
applied for each new and transfer student.

If award cannot be made within approved policy, request
Financial Aid Committee's assistance in determining

award,

Make award determination for cases outside of policy

Post amount of awards on Roster of Financial Aid Awards

(Form FA-403)

Post temporary (pencil) entry on Financial Aid Master

Card (Form FA-404)

Prepare award notifications (Form FA-405). Post appli-

cant check-list and place in app.icant's folder.

Post totals fo: “reshman and Transfer students to
Master Control Schedule (Form FA-406). Indicate on
Master Control Schedule new fund balances for new and

transfer students.

Financial Aid Director

Financial Aid Committee

Financial Aid Director

Financial Aid Director

Financial Aid Director

Financial Aid Director
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PROCEDURES MANUAL

(College Name)

Sub-System IV - Award Processing (Cont'd)

Action

Page

Date__ _

Performed by

Review each continuing student's file including:
1. Financial Aid Application Card
2. Financial Need Analysis Report from College
Scholarship Service or American College Test-
ing Program.
3. Special awards

4, Prior years' awards
Determine level of need of each student.

Determine financial aid award and source of funds to be

applied for each continuing student,

If award cannot be determined within approved policy
request Financial Aid Committee's assistance in determin-

ing award.
Make award determinations for cases outside of policy.

Post amount of Award on Roster of Financial Aid Awards
Post temporary euntry of award on master card (Form

FA-404),

117

Financial Aid Director

Financial Aid Director

Financial Aid Director

Financial Aid Director

Financial Aid Committee

Financial Aid Director

Financial Aid Director

III-31



Page

PROCEDURES MANUAL

Date

(College Name)

Sub-System IV - Award Processing (Cont'd)
Action Performed by

Prepare award notification (Form FA-405) and place in Financial Aid Director
applicant's folder.
Post totals of awards to continuing students to Master Financial Aid Director
Control Schedule (Form FA-406).
Indicate on Master Control Schedule new balances of Financial Aid Director

funds remaining available for continuing students,

9. 113
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SUB-SYSTEM IV

AMERICAN COLLEGE TESTING PROGRAM OR
COLLEGE SCHOL ARSHIP SERVICE

FINANCIAL

AID NEFD
ANALYSIS
REPORT

FINANCIAL AID DIRECTOR

1. RECEIVE FINANCIAL AID
NEED ANALYSIS REPORT FROM
SCHOLARSHIP SERVICES OR
AMERICAN COLLEGE TESTING.
2. DETERMINE WHETHE R NAMES
OF ALL APPLICANTS APPEAR
ON REPORT

DOES
PPLICANT'S, NO

-

NAME APPEAR)-

FINANCIAL AID DIRECTOR

VERIFY SUBMITTED APPLICATION CARDS
FOR ALL APPLICANTS LISTED
ON NEED ANALYSIS REPORTS

SUBM’ITTED

YES

NOTICEK OF
NEED
ANALYSIS
REPORT &
REQUEST FOR
RESUB-
MISSION OF
APPLICATION
CARD

FINANCIAL AID DIRECTOR

. NOTIFY APPLICANT OF RECEIPT

OF NEED ANALYSIS REPORT

COORDINATE WITH PRESIDENT
& RECEIVE NOTICE OF AWARDS
FROM DISCRETIONARY FUNDS

RECEIVE LISTING OF NEW &
TRANSFER STUDENTS

HAVE CLERK POST TO APPLICANT
CHECKLIST NOTICES RECEIVED

NOTICE OF
RECEIPT OF
NEED
ANALYSIS
REPORT

Q
ERICsuicant

IToxt Provided by ERI

F
Al

TO

Award Processing

INDIVIDU AL ]
FOLDERS WIT!
FINANCIAL
1D INFOR-
ATION

FINANCIAL AID DIRECTOR

1. REVIEW FOLDERS OF APPLICANTS
AND CONTINUING STUDENTS

2, DETERMINE NEED, AWARD & SOURCE
OF FUNDS

3. REQUEST FINANCIAL AID COMMITTEE'S
ADVICE IN SPECIAL AWARD CASES

y

FINANCIAL AID DIRECTOR

POST AWARDS ON ROSTER OF
AWARDS & MASTER CARD

ROSTER OF
AWARD

INANCIAL
D MASTER
CARD

APFLICANTS l

PRESIDENT FINANCIAL AID CLERK

SPECIAL
AWARDS
FROM DIs-
CRETIONARY
FUND

ADMISSIONS DIRECTOR

PREPARE AWARDS, POST TO
MASTER CONTROL SCHEDULE,
AWARD TOTALS, NEW
BALANCES OF FUNDS FOR:

. NEW STUDENTS

. TRANSFERS

. CONTINUING STUDENTS

LIST OF
STUDENTS
ACCEPTED/
REJECTED
FOR
ADMISSION

MASTER
CONTROL
SCHEDULE

2UB-SYSTEM V
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Form FA-401

College

In reviewing our records, we find that you were issued the necessary documents

to apply for continued financial aid on . To date we have
not yet received your need evaluation report from -he (College Scholarship

Service or American College Testing Program).

/

This document is required before any continuation of your financial aid can
be conridered. :

If you do not intend to continue your education or no longer need financial
assistance, please let us know as early as possible so that other needy students

can be assisted.

Financial Aid Director

120
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Form FA=-402

College

We have received your (Parents Confidential Statement or Family Financial State-
ment) from the (College Scholarship Service or American College Testing Program).
This indicates that you intended to apply for financial aid at
College. However, upon reviewing our records, we find that we have not yet
received your financial aid application card.

No consideration can be given to a financial aid request until this document
is received. If you still intend to apply for financial aid at
College, please complete and return the enclosed financial aid application card
immediately.

1f you are no longer contemplating attending our College or no longer need fi-
nancial assistance, we would appreciate your advising us so that other needy
students can be assisted.

Financial Aid Director

Q ) 121
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FORM - FA.403
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Form FA-404
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Form FA- 404
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Form FA=405

College

I acknowledge receipt of your offer of financial assistance for the academic
year beginning , as indicated below. I under=-
stand that your offer is contingent upon my remaining a student in good
standing or other academic requirements and further understand that the
portion of your award offer, if any, applicable to my room and board costs
is contingent upon my continuing to reside in College operated housing.

Financial Assistance Offered:

lst Semester 2d Semester Total

Type Amount
National Defense Student Loan $

Educational Opportunity Grant
College Work Study

College Sponsored Campus Employment
College Scholarship

College Loan

Educational Talent Search

Upward Bound

Total Award Offered $

I accept reject the above offer of financial assistance and the
conditions relative thereto. I will will not execute the

necessary financial aid agreement forms at the time of registration.

{Applicant's Name) (date)

(Applicant's Social Security Number) (Applicant's Signature)

Strest Address

Q City Stora Zip Code

I1I=-40



FORM FA-406
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PROCEDURES MANUAL Page

Date______
(College Name)
- Sub-System V - Notification of Awards. -
Action Performed by
Xotif§ Financial Aid Applicants of Award Decisions: Financial Aid Director

l. Continuing Students: Mail Award Notification
(Form FA-405) or Rejection Notice (Form FA-501)
directly to students within five days of the

decision,

2. New Applicants for Admission: Submit Award

Notification (Form-405) or Rejection Notice
(Form FA-501) to Admiscions Director for Trans-

mission to Applicants for Admission.

Receive from students, signed copies of Award Notifica- Financial Aid Director
tion ".etter (Forw rA-405) indicating definite committ-

ment to aEcept or refuse Award.

Transmit to Business Officer, a copy of each signed Financial Aid Director
Award Notification Letter that has been returmed by the

student.

For all applicants indicated acceptance of Award, post Financial Aid Director
permanent (ink) entry of the amount of award for both

semusters on Financial Aid Master Card (Form FA-404),

Post Applicant Check list and file Award Acceptance/ Financial Aid Director

Rejection Notice for applicant indicating acceptance.

ERIC 123
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PROCEDURES MANUAL Page

Date

(College Name)

Sub~System V - Notification of Awards (Cont'd)

Action Performed by

Review individual cases of students who rejected Awards. Financial Aid Director
Ascertain fund availability and adjust Award if appro-

priate.

Post adjusted Awards to Roster of Financial Aid Awards Financial Aid Director

(Form FA-403).

Notify all applicants of adjustments of Awards (Form Financial Aid Director
FA-502)
Receive from students, returned copy of adjusted Award Financial Aid Director

letter indicating acceptance or rejection.

Transmit to Business Officer, a copy of the returned

adjusted Award letter.

L

If applicant indicates 'acceptance', post permanent Financial Aid Director
entry of Award (source and amount for both semesters) on

Financial Aid Master Card.

Post notification of acceptance/rejection on Applicant Financial Aid Director

checklist and file copy of letter.
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PROCEDURES MANUAL Page ____

Date

(College Name)

Sub-System V - Notification of Awards (Cont'd)

Action Performed by

Submit periodic Financial Aid Award Status Report (Form Financial Aid Director
FA-503) to college administration, including:
1. President'
2. Registrar
3. Dean of Students
4., Business Manager

5. Academic Dean

Prepare financial aid award documents to be executed by | Financial Aid Director

applicant at registration time.
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SUBSYSTEM V Notification of Awards

AWARD
'NOTICE

REJECTION
NOTICE

TO NEW
AUVISSIONS TO CONTINUING
APPLICANTS STUDENTS
ADMISSIONS DIRECTOR CONTIN. STUDENTS
MAIL AWATID NOTICES SIGN AWARD
OR REJECTION NOTICES NOTICES &
TO APPLICANTS RETURN
TO NEW
APPLICANTS
NOTICE OF
AWARD/
REJECTION

»&

'FINANCIAL AID DIRECTOR

1. RECEIVE SIGNED COPIES
ON AWARD NOTICE
INDICATING ACCEPT OR
REFUSAL

FINANCIAL AID DIRECTOR

1. TRANSMIT TO BUSINESS OFFICE
. COPY OF AWARD NOTICE
T SIGNED BY APPLICANT.

2. POST MASTER CARD &
CHECKLIST, & FILE COPY

OF LETTER
- FINANCIAL AID DIRECTOR
1. REVIEW CASE &
ADJUST AWARD IF
APPROPRIATE, NOTIFY
APPLICANT OF DECISION FINANCIAL AID DIRECTOR

PERIODICALLY SUBMIT
TO ADMINISTRATION,
FINANCIAL AID AWARD
STATUS REPORT

NOTICE
AWARD

ADJUSTMENT

A REJECTION

FINANCIAL AID APPLICANTS

1. RECEIVE AWARD
ADJUSTMENT OR REJECTION
NOTICE

2. |IF AWARD ADJUSTED

FINANCIAL

RETURN SIGNED COPY AID
AWARD
STATUS
T ARD REPORT
ADJUSTMENT SUBSYSTEM VI
NOTICE
suctecosz TO APPROPRIATE
APPLICANT HETURN RECIPIENTS
TO FINANCIAL

AID DIRECTOR 1 3 1 III-45



Form FA-501

College

Dear

We regret to inform you that, after reviewing the Financial Need Analysis
Report, and a copy of your [Parents' Confidential Statement/Family Finan-
cial Statement], furnished us by the [College Scholarship Service/American
College Testing Program] it is the opinion of the Financial Aid Committee
that you have not been able to present sufficient financial need justifi-
cation and, therefore, are ineligible to receive financial assistance
through this College.

You should not consider this decision as a reflection on your ability as
a student or your personal character. We are most anxious to serve the

financial needs of all of our students and would be most happy to review
your case with you personally if ycu so desire. Please contact the fin-
ancial aid office if you have further questions.

Financial Aid Director
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Form FA-502

College

We wish to thank you for bringing to our attention that the financial aid award
made to you originally was insufficient to allow you to attend our College.

The Financial Aid Committee has again reviewed your request for financial aid

and wish to inform you that:

You have not been able to present sufficient financial
need justification for an increase in the amount of
your award.

Additional assistance will be considered if financial
aid funds in excess of our estimates are received.

Your award has been amended as indicated below

Original Revised

_Award _Award
National Defense Student Loan $ $
Economic Opportunity Grant
College Work Study
College Sponsored Campus Employment
College Scholarship
College Loan

$ $

Please indicate your acceptance or rejection of this revised offer by signing,
on the space indicated below, and returning the enclosed copy of this letter.
For your convenience we are enclosing a self-addressed return envelope.

Financial Aid Director

1 accept reject the above indicated revised financial aid offer.

Signature of Applicant (date)

133
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Form I'A-503
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PROCEDURES MANUAL Page

Date

(College Name)

Sub=System VI - Reassessmeut of Fund Availability and Awards

Action Performed by

Receive notification of funding approval for Federally Financial Aid Director
funded financial aid programs. (Refer to Gantt
Chart - Ltem #8 (Financial Aid) for time frame of

Federal notification.)

Receive notification from Registrar of present students Financial Aid Director
who:
a) are no longer students in good standing for
academic reasons or disciplinary reasons.
b) have not maintained required grade averages

for continuation of Merit Scholarship awards.

Receive notifications from Admissions Offices of appli- Financial Aid Director
cants who have withdrawn acceptance of admission and fin~-
ancial aid or have failed to submit acceptance of

admission by deadline date.

"Post cancellation of awards, as appropriate, to student Financial Aid Director
or applicant's Financial Aid Master Card (Form FA-404)

and Applicant Check List (Form FA-204) for those appli-

cants who have declined to accept admission, will not
return during the next term or are no longer eligible

for continuation of financial aid.
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PROCEDURES MANUAL Page

Date______
(College Name)
Sub-System VI - Reassessment of Fund Availability and Awards
Action Performed by
Post award cancellations to Roster of Financial Aid Financial Aid Director
Awards (Form FA-403). Post new balances to Master Control
Schedule (Form FA-406),
Review and revise estimate of financial aid fund availa- Financial Aid Director
ability and amounts authorized to commit prior to fupding
in Financial Aid Allocation Plan (Form FA-103)
Update Financial Aid Award Status Report (Form FA-503) Financial Aid DI ‘ector
to determine amounts committed to date and revised
balance of funds remaining available for award. Update
Master Control Schedule (Form FA-406)
Determine amount, by category of funds available, to be Financial Aid Director

retained for emergency awards, unanticipated needs at

registration, or second semester award adjustments,

Prepare Financial Aid reallocation plan (Form FA-601) for | Financial Aid Director
funds remaining, specifying:
a) funds to be held in reserve for emergency, unan-
anticipated need or second semester adjustments,
b) adjustment of awards to applicants who have
rejected awards because of inadequacy in meeting

financial need.
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PROCEDURES MANUAL Page

Date
(College Name)
Sub-System VI - Reassessment of Fund Availability and Awards (cont'd)
Ac=ion Performed by
c) adjustment of awards to applicants who have
ﬁccepted awards but where documented need has
. not .been fully met,. .. - - - .o ST
d) increasing average and upper limits of future
awards to freshmen and transfer applicants for
admission.,
Submit recommended Financial Aid Reallocation Plan to Financial Aid Director
Financial Aid Committee.
Review and revise Financial Aid Reallocation Plan, if Financial Aid Director
and Financial Aid
necessary, at meeting with Financial Aid Committee. Committee
Review individual cases of applicants who Financial Aid Director
1) Rejecred award because of inadequacy in meeting
financial need who were advised additional assis-
tance would be considered if additicnal funds
were made available to the College.
2) Accepted award but award did not meet documented
level of need.
3) Were declared ineligible for continued Merit
Scholarship assistance,
Revise, if appropriate, financial aid awards for the Financial Aid Director
- above applicants,
13 ? ITII-51




PRCEDURES MANUAL Page

Date

(College Name)

Sub-System VI - Reassessment of Fund Availability and Awards (cont'd)

Action Performed by

Issue notification of adjusted award to applicants Financial Aid Director

who have accepted previous award (Form FA-602).

- - - - - . - - - - - Py -

Issue notification of cancellation of awards to Financial Aid Director
students no longer in good standing who had previously

accepted award (Form FA-603).

Issue notification of amendment of award to students Financial Aid Director
who have not maintained academic grades required for
eligibility to receive continued Merit Scholarship

assistance (Form FA-603).

Post award adjustments to Financial Aid Master Cards Financial Aid Director

and to Roster of Financial Aid Awards.
Post Roster entries to Master Control Schedule.

Post Applicant Check List for actions covered by Financial Aid Director
issuancc of notification letters cancelling or
ad justing awards and file copies of letters in

individual's folder.

ric 133
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SUB-SYSTEM VI

- FEDERAL GOVT.. ADMISSIONS OFFICE
EUNDING REGISTRAR NGTIEESE
-FNDSL WHO
. €co. op. REGISTRAR'S WITHDREW
GRANTS NOTICE OF OR DIDN'T
. COLLEGE STUDENTS sSUBMIT
WORK NOT IN GOOD ACCEPTANC
- STANDING NOTICE
Sl

N

FINANCIAL AID DIRECTOR

1. POST AWARD CANCELLATIONS TO
C - : - = FINANCIAL AID KASTER CARD,
APPLICANT CHECK LIST, & ROSTER
OF FINANCIAL AID AWARDS.

2. POST BALANCES TO MASTER
CONTORL SCHEDULE.

:

FINANCIAL AID DIRECTOR

1. REVIEW & REVISE FINANCIAL AID
ALLOCATION PLAN: ESTIMATE GF
FUND AVAILABILITY AND AMOUNTS
COMMITTED PRIOR TO FUNDING.

2. UPDATE FINANCIAL AID AWARD
STATUS REPORT & MASTER CONTROL
SCHEDULE

3. DETERMINE FUNDS TO BE RETAINED
FOR EMERGENCY, REGISTRATION,
OR ADJUSTMENTS

4. PREPARE FINANCIAL AID
REALLOCATION PLAN

INANCIAL
AID

REALLOCATION
PLAN

FlotwlM NCIALEAID DIRECTOR & FINANCIAL AID

REVIEW & REVISE FINANCIAL AID REALLOCATION

PLAN
Y

FINANCIAL AID

REALLOCATION
PLAN (REVISED)

s

Reassessment of Fund
Availability and Awards

FINANCIAL AID DIRECTOR

1. ISSUE INTERVIEWER'S INSTRUCTIONS
CONCERNING EFFECT OF REVISIONS
TO FINANCIAL AiD REALLOCATION
PLAN

2. REVIEWINDIVIDUAL CASES OF
APPLICANTS WHOSE AWARDS
MAY REQUIRE ADJUSTMENTS,
CANCELLATIONS, OR AMMENDMENTS

3. REVISE AWARDS AND NOTIFY
APPLICANTS OF REVISIONS,

- - . - - PR— - . . -

| ADJUSTMENT
NOTICE

CANCELLATION
NOTICE
e

AMENDMENT
NOTICE

TO APPLICANTS *

FINANCIAL AID DIRECTOR

POST REVISED AWARDS TO:
. ROSTER OF AWARDS
. MASTER CARD
. MASTER CONTROL SCHEDULE
. APPLICANT CHECKLIST

FILE COPIES OF NOTIFICATION
LETTERS

SUB-SYSTEM
vii

133
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Form FA-602

College

The College has been fortunate to receive a larger allocation of financial aid
funds than was anticipated, As a result the Financial Aid Committee has re-
vised its previous awards.

We are pleased to inform you that your award has been amended as indicated
below:

- R -

Original Revised
Type of Assistance Offered Award Awvard
National Defense Student Loan $ . $
Economic Opportunity Grant
College Work Study
College Sponsored Campus Employment
College Scholarship
College Loan
$ $

Even though you have already indicated the acceptance of our original award
offer, it is necessary for you to signify your acceptance of this revised
award by signing and returning the enclosed copy of this letter,

Financial Aid Director

I accept reject th. above indicated revised financial aid offer.

Signature of Applicant (date)
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Form FA-603

Cbllege

We have been notified by the Registrar that

you are no longer a student in good standing.

- . -

you have not maintained the academic gradeé réquired
for continued eligibility for your merit scholarship
award.

It is, therefore, necessary for us to amend the financial aid award previously
granted as follows:

Amount
Type of Aid Awarded Amended

National Defense Student Loan $ $
Economic Opportunity Grant

College Work Study

College Sponsored Campus Employment

College Scholarship

College Loan

Total S §

We regret the necessity of notifying you of the need to amerd your award.

Financial Aid Director

142
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PROCEDURES MANUAL

(College Name)

Page

Date

Sub-System VII - Registration and Post Registration Processes

Action

Performed by

File executed copies of Loyalty Oath in student's finan-

clal aid file.

- - - . . - - - - -

Post cancellations to Financial Aid Master Card for all

applicants who failed to register.

Summarize financial aid award cancellations on Roster and

post to Master Control Schedule (Form FA-406).

Interview registrants who have questions about financial
aid, including cases of changed circumstances requiring
additional assistance and first-time financial aid appli-

cancs.

Determine fund availability.

Have those who had not previously applied for financial

aid complete Financial Aid Application Card.

Determine conditional awards for applicants who had not
previously applied and adjustments, if any, to regis-

trants requiring additional assistance.

Financial Aid Director

«

Financial Aid Director

Financial Aid Director

Financial Aid Director

Financial Aid Director

Financial Aid Director

Financial Aid Director
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PROCEDURES MANUAL

(College Name)

Page

Date

Sub-System VII - Registration and Post Registration Processes (Cont'd)

Action

Performed by

Prepare award amendment (Form FA-702) or conditional
award notification (Form FA-701) to be executed by

-

applicant, - - -

Transmit copies of the above conditional award notices

and amendments to the Business Office.

Post award amendment or conditional award to Financial

Aid Master Card,

File new Applications for Financial Aid, and Financial

Aid Master Card in Applicant Folder.

Issue Parents' Confidential Statements or Family Finan-
cial Statements to students who had not previously.
applied for financial aid and reiterate that awards are
conditioning pending fund availability and receipt of a
copy of College Scholarship Service or American College
Testing Forms, or Notarized Form completed by parent/

guardian.

Receive Parents' Confidential Statement or Family Finan .
cial Statement from College Scholarship Service, American
College Testing Program, or Notarized Form completed by

parent/guardian,

144

Financial Aid Director

Financial Aid Director

Financial Aid Director

Financial Aid Director

Financial Aid Director
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PROCEDURES MANUAL

(College Name)

Page

Date

Sub-System VII - Registration and Post Registration Processes (Cont'd)

Action

Performed by

Determine fund availability and whether adjustment of

conditional award is required.

e . . - - - - - -~ — -

If adjustment is not necessary, or conditional award is
to be decreased, notify student and Business Manager of

final award determination (Form FA-704).

If upward adjustment is necessary, check fund avail-

ability and noti{y student and Business Manager of

final award determination (Form FA-704).

Execate with students, who had not previously signed,
signing of loyalty oath and all necessary financial aid
agreement forms, - Forms - FA-703/FA-704 or FA-705

(This process may be accomplished at the time of student

academic registration).

Advise student and Business Manager of cancellation of
tentative award if Parent's Confidential Statement/
Family Financial Statement 1is not received by specified

date (Form FA-705).

Post confirmation, amendment or cancellation of award to

Financial Master Card.
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Financial Aid Director

Financial Aid Director

Financial Aid Director

Financial Aid Director

Financial Aid Director

Financial Aid Director
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PROCEDURES MANUAL Page

Date
(College Name)
Sub-Svstem VII - Registration and Post Registration Processes (Cont'd)
Action Performed by
Summarize all financial aid awards, amendments and can- Financial Aid Director

cellations occuring during and after registration and

. . post to Master. Cantrol .Schedule (Form _FA=4068). . . . .- - . ) .
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SUB-SYSTEM VII. Registrotion ond Post Registration Processes

FINANCIAL AID DIRECTOR

1. NOTIFY NEW FINANCIAL AID APPLICANTS
THAT AWARDS ARE CONDITIONAL PENDING
RECEIPT OF PARENT'S CONFIDENTIAL
STATEMENT OR FAMILY FINANCIAL
STATEMENT

TO FINANCIAL AID DIRECTOH 2. FOLLOWING RECEIPT OF REQUIRED FORM
DETERMINE WHETHER AWARD ADJUST-
MENTS ARE REQUIRED

3. NOTIFY STUDENT AND BUSINESS MANAGER
OF AWARD ADJUSTMENTS, CONFIRMATIONS,
- - OR CANCELLATION - - - ‘

FINANCIAL AID DIRECTOR

1. POST CANCELLATIONS TO FINANCIAL
AID MASTER CARD (NON-REGISTRATIONS)
2. SUMMARIZE CANCELLATIONS AND FINANCIAL AID DIRECTOR
POST TO MASTER CONTROL
SCHEDULE. 1. EXECUTE LOYALTY
OATH AND AGREEMENT
FORMS WITH STUDENT.
CONFIRMATION
NOTICE 2. POST AWARD CONFIRM-
- ATION OR AMENDMENT
AMENDMENT TO MASTER CARD
NOTICE
FINANCIAL AID DIRECTOR CANCELLATION 3. SUMMARIZE AMENDMENTS
Soncs o8 LV & POST TO MASTER
CONTROL SCHEDULE
1. INTERVIEW REGISTRANTS SEEKING | i','g“"c'“
NEW OR ADDITIONAL ASSISTANCE DOCUMENTS

2. DETERMINE FUND AVAILABILITY

3. DETERMINE CONDITIONAL NEW
AWARDS & TENTATIVE ADJUSTMENTS

4. PREP YRE AWARD AMENDMENT OR
CONUITIONAL AWARD NOTIFICATION

TO STUDENT & BUSINESS MGR.

AWARD
FINANCIAL AID DIRECTOR AMENDMENT
CONDITIONAL
1. POST AMENDMENT OR AWARD
CONDITIONAL AWARD TO NOTIFICATION / SUB-SYSTEM
FINANCIAL AID MASTER -
CARD vill

2. FOR NEW APPLICANTS,
FILE FINANCIAL AID
APPLICATION AND

MASTER CARD IN FOLDER COPIES TO BUSINESS OFFICE AND
TO APPLICANTS FOR SIGNATURE
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Form FA-701

College

We have considered your request for financial assistance presenied without
supporting documentation at registration time,

In order to assist you, pending verification of financial need, we are pre-

pared to offer the following conditional award. This conditional offer is

made subject to your furnishing our Financial Aid Director with a copy of

your parents' Confidential Statement or Family Financial Statement by
(date) .

Amount

Type of Aid ~ " Awarded

National Defense Student Loan $
Economic Opportunity Grant

College Work Study

College Sponsored Campus Employment
College Scholarship

College Loan

Upon receipt of your (Parents' Confidential Statement or Family Financial
‘tatement) we will either confirm or adjust your conditional award depending
on our evaluation of your need for financial assistance and the availability
of funds. At this time you will be notified of the final award and requested
to execute the necessary financial aid agreement documents.,

If it is necessary to reduce the amount of your conditional award, you will
be required to make arrangements with the Business Officer to pay the revised
balance due the College.

You have indicated your acceptance of the requirements concerning this condi-
tional award by your signature shown below.

Financial Aid Director

I accept the above indicated conditional
financial aid award and the conditions
stipulated in reference thereto.

(Signature of Applicant) (date)
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Form FA-702

. College

Your request for reconsideration of the financial aid award offered you has

been considered in light of the additional information you have brought to our
attention,

- We are pleased to inform you that your financial aid award has been amended as
follows:

- . . - - - - . . . - - - - v - - -

 J

Origiﬁal Reviséd
Type of Aid Award Award

National Defense Student Loan $ $
Economic Opportunity Grant

College Work Study

College Sponsored Campus Employment

College Scholarship

College Loan

Others

Total $ $

It i35 now required that you report immediately to the financial aid office in
order to execute the necessary agreement forms.,

Financial Aid Director

I11-63
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Form FA-703

College

We have received from your parent/guardian a copy of his/her (Parents'
Confidential Statement or Family Financial Statement). We have reviewed
our conditimnal financial aid award made at-the time of registration and
find that it is consistent with the financial need justified.

We are, therefore, pleased to confirm our conditional award and are so
advising the Business Manager by copy of this letter.

You are hereby notified to report to the financial aid Jffice in order to
execute the required financial aid agreements.

Financial Aid Director
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Form FA-704

College

We have received from your parent/guardian a copy of his/her (Parents'
Confidential Statement or Family Financial Statement),

We have reviewed our conditional financial aid award made at the time
cf registration and find that the level of financial need justified is
(greater/less) than our conditional award. We have, therefore, amended
our conditional award as follows:

Tentative Final

—Award =~ Award
National Defense Student Loan $ $
Economic Opportunity Crant
College Work Study
College Sponsored Campus Employment
College Scholarship
College Loan

Total $ $

We are by copy of this letter notifying the Business Manager of the
amendment to our conditional offer of financial aid. If the amendment
is a reduction of cur conditional offer, you must, of course, also make

. arrangement with the Business Office to pay the additional balance due
the college.

As soon as possible you should report to the financial aid office in
order to execute the required agreement forms.

Financial Afd Director

O N
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Form FA-705

College

At the time of registration, we made a conditional offer to provide you with
financial assistance, even though you had not previously applied and furnished
the documentation normally required for proper evaluation of your need for
such assistance.

At that time you were advised that a copy of your parent's/guardian's (Confi-
dential Statement/Family Financial Statement) would have to be submitted by
(date) in order for us to be able to confirm or amend this offer.

Inasmuch as we have not yet received the required copy of your parent's (Con-
fidential Statement/Family Financial Statement) we regret to inform you that
we must cancel our conditional offer of award.

We are notifying the Business Manager of the cancellation of your conditional
financial aid award. You must now make the necessary arrangements with him
for the payment of the charges due the College.

Financial Aid Director
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PROCEDURES MANUAL Page

Date
(College Name)
Sub-System VIII - Student Employment
Action Performed by
Review Operating Budget to determine number of student Financial Aid Director
employment positions authorized for each Department.
Determine number of off-campus positions available for Financial Aid Director

College Work Study Assigmment.

Determine if number of positions authorized in the Oper- Financial Aid Director
ating Budget and off-campus positions available are

sufficient to provide employment for number of students
awarded College Work Study or College Sponsored Campus

Employment as part of their financial aid.

If no, request College operating Jepartments to ad- Financial Aid Director
vise Financial Aid Office of ability to use additional

student employment (Form FA-801).

Recelve responses from operating departments and Financial Aid Director
determine number and nature of additional student

employment positions to be added to Operating Budget.

Initiate Budget Amendment request for positions to be | Financial Aid Director
added. Increase operating costs to be offset by

additional College Work Study income.

153

III-67




PROCEDURES MANUAL Page

Date

(College Name)

Sub-System VIII - Student Employment (Cont'd)

Action Performed by

Request college operating departments to provide special Financial Aid Director
job requirements, if any, for positions authorized, hours
of employment required and preference for reassignment of

students employed last year (Form FA-802),

Post positions authorized to Student Employment Control Financial Aid Director

Schedule (Form FA-803).

Assign continuing students to positions designated by Financial Aid Director

departmental requests,

Interview new students and continuing students not Financial Aid Director
assigned positions by department request to determine
positions for which they are qualified and their job

preference,

Refer students to appropriate supervisor for job inter- Financial Aid Director

view (Form FA- 804).
Receive decision to employ from supervisor. Financial Aid Director

If no, refer student to other supervisors until Financial Aid Director

agreement to employ is obtained,

If yes, execute employment agreement (Form FA-805). Financial Aid Director
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PROCEDURES MANUAL

(College Name)

Sub-System VIII - Student Employment (Cont'd)

Action

Page

Date

Performed by

Distribute copies of employment agreement to supervisor

and Payroll Department.

Post Applicant Check List in students financial aid

folder and file copy of employment agreement,

Receive monthly time report from departmental supervisors

Prepare monthly gross earning report after verifying that
hours worked as reported by supervisors are in accordance

with employment agreement and applicable regulations.

Transmit monthly gross earnings report to Payroll

Department.

Receive notification of termination of student employment

from supervisor (Form FA-808).

Notify payroll of termination of student employment with

confirmation copy to student and supervisor (Form FA-§09).

File copies of notification of termination and confirma-

tion of termination notification in student's file folder.

b

Financial Aid Director

Financial Aid Director

Financial Aid Director

Financial Aid Director

Financial Aid Director

Financial Aid Director

Financial Aid Director

Financial Aid Director
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PROCEDURES MANUAL Page

Date

(College Name)

Sub-System VIII - Student Employment (Cont'd)

Performed by

Action
Interview student to determine other potential areas of Financial Aid Director
student employment for which he/she is qualified.
Determine student employment positions available and 'Financial Aid Director
reassign student following same procedures as for initial
assignment,
3
159
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SUB-SYSTEM VIil. Student Employment

OPERATING
BUDGET

FINANCIAL AID DIRECTOR

t

1. REVIEW OPERATING BUDGET TO
DETERMINE: g

. DEPARTMENT POSITIONS AUTHORIZED
. OFF-CAMPUS POSITIONS AVAILABLE

. ADEQUECY OF AVAILABLE POSITIONS
TO PROVIDE FOR STUDENTS AWARDED
COLLEGE WORK STUDY AND COLLEGE
SPONSORED CAMPUS EMPLOYMENT

COLLEGE OPERATING DEPARTMENTS

ADVISE FINANCIAL AID OFFICE
OF CAPACITY FOR ADDITIONAL
EMPLOYMENT

NUMBER NO

REQUEST FO
ADDITIONAL -
POSITIONS

f
REQUEST FO:]
JOB SPECIFICA-
TIONS

LLEGE OPERATING
DEPARTMENTS

SUBMIT JOB SPECIFICATIONS
TO FINANCIAL AID OFFICE

FINANCIAL AID DIRECTOR —]

POST POSITIONS AUTHORIZED
TO EMPLOYMENT CONTROL
SCHEDULE & ASSIGN
CONTINUING STUDENTS

157

III-71




SUB-SYSTEM VIIL. ... Continued

FINANCIAL AID DIRECTOR

1. INTERVIEW UNASSIGNED
STUDENTS

2. REFER UNASSIGNED e
STUDENTS TO [ )
SUPERVISORS FOR
INTERVIEW

FROM:
DEPARTMENT SUPERVISORS

ALL

STUDENTS
PLACED
?

NO BI-WEEKLY
TIME REPORT

YES
FINANCIAL AID DIRECTOR FINANCIAL AID DIRECTOR
EXECUTE ENIPLCYMENT ’H HAVE CLERK PREPARE
AGREEMENT GROSS EARNING REPORT
RECEIVE TERMINATION

NOTICES FROM SUPERVISORS

EMPLOYMENT
AGREEMENT
GROSS TERMINATED ___
TO SUPERVISOR & ANINGS TERMINATION STUDENTS
PAYROLL DEPARTMENT Eg E:‘oh:n NOTICE

—— TOPAYROLL DEPARTMENT —
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Form FA-801

College

To: All Admjinistrators and Department Heads
From: Financial Aid Director

Subject: Student Employment

1. A comparison of the number of student employment job opportunities

available with the number of students offered employment as a part of their

financial aid reveals the need to find employment opportunities for
additional students.

2, 1If you find you can utilize additional student help, please indicate
the nature of additional students you can employ.

3. Inasmuch as we must find employment opportunities for all students
offered employment, your early response is requested.

Financial Aid Director

153
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College

To:
From: Financial Aid Director

Subject: Student Employment

1. The Operating Budget for your department shows that the following student
employment positions have been authorized for the current fiscal year.

Number of
Student Employees
Position Rate of Pay Authorized

nuPHwn e

2. In order to assist us in providing you with student employees who meet your
requirements as nearly as possible, please advise this office of the following

for each position authorized:

Special skills, if any, required by the position.

Hours of employment required by days of weeks and hours of each day.
Name of student you desire assigned, if known.

Name of individual responsible for supervision.

HwWN -
e @& o

Financial Aid Director

169
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FA-803

III-75
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Form FA-804

College

(Student's Name) is hereby referred to you to be inter-
viewed to fill the position of
in your department.

After you have interviewed the applicant, return this form to the Financial
Aid Office indicating your employmen. decision in the appropriate cpace indi-
cated below:

Not authorized to hire

Authorized to hire, hours of employment assigned

are:
Monday From to
Tuesday From to
Wednesday From to
Thursday From to
Friday From to
Saturday From to
Sunday From to

Should report for work beginning

(date)

Signature of Supervisor

(date)
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Form FA-805

v‘_ College
Student Employment Agreement

(date)

Student's Name

Social Security Number

Your employment as (Position Title) , in
department, effective (date) , under the supervision of

(Name of Supervisor) , at § per hour, is hereby
confirmed, B .

Your work schedule will be as follows:

Monday From to
Tuesday From to
Wednesday From to
Thursday From to
Friday From to
Saturday From to
Sunday From to

You will submit a time sheet showing the hours actually worked each day to your
supervisor each month. Your payroll check will be issued by the Business
Office.

By signing this agreement accepting employment as stipulated above, you agree
to abide by the rules and regulations of the College and to diligently perform
the duties assigned to you.

Financial Aid Director

I accept the employment set forth above

| - Signat St
ERIC (Signature of Student) (date) 1177




Form FA-806

Name of Student Department or Agency Project

STUDENT EMPLOYMENT TIME RECORD

I hereby certify that this

Date | time card is a true state=-
Week |S M T {W |T F S Total ment of the hours worked
Ended by this student and that
the work assigned has been
Week 1 performed in a satisfactory
manner,
Week 2
Week 3
Signature of Project
Week &4 Supervisor
Week 5
Date

D o e D G T S D S G YD G G Sy AP G G S S D G G G G 0 S G G G A G OO B S B U G D P D S ) I A o e S D R o YD o D I D G G S W G B G O e o G G G G G0 G e

Although the exhibit shows a student time card for an institution using.a monthly

payrell, it may be adapted by institutions with weekly or bi-weekly payroll per-
iods. Since the form serves as a cumulative record of the total numberof hours
a student has worked each week, totals may be posted directly to the payroll

voucher.
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Form FA-808

College

To: Director of Financial Aid

From: (Departmental Supervisor)

Subject: Termination of Student Employment

1. You are hereby notified that (Student 's name) , whose
Social Security Number is . , has been notified that
his employment as (position) in (department) ’
has been terminated as of (date) , and hes been instructed

to revort to the Financial Aid office for interview and reassigmment.

2, You are¢ hereby requested to provide me with a copy of your confirma-
tion of this action and notification to the payroll department.

3., The reason for this action is

(Signature of Supervisor)

169
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Form FA-809

College
This letter confirms your supervisor's, (Supervisor's Name) ’
notification of the termination of your employment as (position) ’
in (department) , effective as of (date) .

By copy of this letter, we are notifying the payroll department and your
supervisor of our confirmation of such termination of employment.

Please report to this office as soon as possible so that we may see what
arrangements can be made for your re-employment in another department of the
College.

Financial Aid Director

167
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SECTION IV—Registrar System
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|

SECTION IV
REGISTRAR

The effectiveness of the registration and records system can
have a significant influence on student and faculty attitudes toward the college
and contribute to the efficient utilization of academic facilities and the
evaluation of instructional processes. Thus, the Registrar plays an important
role in helping the College to achieve its planning objectives,

The registration and recording procedures established by the Registrar
and the compentence with which they are carried out can serve in many ways to
reflect the administration's attitude toward students. Therefore, it is
important to establish procedures which are efficient, effective and just. At
the same time, the Registrar should be sensitive to the extent and nature of
student participation in these processes. The registration procedures, for example,
are designed so that the responsible student who makes ; serious selection of
courses and pays his fees in advance has a minimum of actious to accomplish at
registration,

In considering the preparation of the Master Schedule, we assumed that
departments should have the right to specify which faculty members would teach the
courses or sections offered and to indicate their preference for the time and place
for class meetings. However, the utilization of academic space is considered to
be a function of the Registrar who would have the authority to make adjustments to
class meetings, time and places sup,ect to the approval of the Academic Dean. In
preparing the Recommended Master Schedule, the Registrar would atterpt to accede to
departmental requests for time and space where practical., The Academic Dean would
be responsible for resolving conflicts between departmental desires and effective

space utilization.

163
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In designing the registration procedures, we concluded that prc-
registration of both new and continuing students was desirable because:

1. 1In most cases freshmen and sophomoces would be following a
"General" or "Core" curriculum with few electives.

2, Mail registration for new students would be consistent with
the "keep in touch" policy incorporated in the admissions and
financial aid procedures and might increase the percentage
of matriculants,

3. Pre-registration would permit student sectioning and advance
fee billing to occur over an extended time period, thereby:

- a. reducing the need for "crash" programs during the
registration period which disrupt normal activities;

b. enhancing tﬁe probability that the student will be
prepared to settle the balance due the college, thus
easing student account receivable collection problems.
c. providing better data on which to base sectioning decisions.

Pre-registration for freshmen students is perhaps best handled during
a freshmen orientation period, assuming the institution conducts one or more
such sessioas. Freshmen advising can often be accomplished on a group basis and
freshmen course requests can be processed while advisors are on hand to counsel
students in the event that initial course selections must be modified.

To complete his registration, each student must appear on campus to fill
out his Student Information Card and pick up his class cards, even if he has
pre-registered and paid his fees in advance. Other students who hoid incomplete
schedules or who have not pre-registered must also appear and accomplish additional
steps necessary to complete registration. To facilitate these processes, considera-
tion should be given to establishing a registration "arena" in a central location
(perhaps a gymnasium or large classroom). The arcna would provide stations
at which students could turn in course requests, complete financial aid forms, pay

fees, prepare Student Information Cards, and receive class cards without having to

make trips to several offices around campus. Properly minaged, an arena-type

1v-2



resistration can produce efficiencies for both the student and the administration,
Furthermore, it can help to avoid the turmoil often created in administration
offices when students arrive in large numbers to pay fees, collect class cards,
and so on,

It has been assumed that the student will plan his course selections
over the entire span of his degree program, although only registering for classes
one term at a time. We believe there is merit in encouraging students to plan
their degree programs on a comprehensive basis and the forms suggested for use in
advising enhance the opportunity to do so.

Finally, the highly repetitive nature of the data recording and processing
conducted within the office of the Registrar provides many opportunities for the
use of punch card data processing equipment of modest cost. As we indicated in
Section One, procedures have been designed to opeg;te without the benefit of

this equipment, but several opportunities for adaptation exist and could be

incorporated into these procedures with only minor modifications.

17i
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Vs DCEDURES MANUAL

(College Name)

Sub=System I - Preparation of the Master Schedule

Action

Page

Date

Performed by

Issue Course Information Sheets to department chairman
(Form R-101) and accompanying transmittal letter (Form

R-102).

Review Course and Project Data (Form 113 of the Planning,
Budgeting, Accounting Manual) submitted to Academic Dean

during Planning cycle.

Prepare Course Information Sheet (Form R-101) listing all
sections of all courses to be offered by the department

during the upcoming term.

Review Course Information Sheets as they are received
from the departments. Check Course Information Sheet
against an approved course card file, check department
estimates of enrollments against any projections made
by the Registrar; verify adequacy of number of sections
requested employing minimum and maximum class enrollment

limit policy established by the Academic Dean.

When Course Information Sheets have been received from
all departments, begin assigaiing times and rooms in the

following order

172

Academic Dean

Academic Department

Chairman

Academic Department

Chairman

Registrar

Registrar
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PROCEDURES MANUAL Page

Date

(College Name)

Sub-System I - Preparation of the Master Schedule (Continued)

Action Performed by

1) Laboratory courses

2) Single Section courses

3) Multi-Section courses
with particular regard to curricular relationships at
the upper division level. (To assist the Registrar
during the Scheduling process, a large bo;;d providing
a matrix made up of columns for each day of the week
and rows for each time period of the day may be con-
structed. Each cell of the matrix would provide a box
within it for each room avail#ble for scheduling, By
recording section data; i.e., course number, section
number, and instructor name, within the boxes, the
Registrar would be able to review the entire master
schedule at a glance. A sample cell appears as Form
R-103).
Prepare sample student schedules representing several | Registrar
patterns of course selections and test the efficacy of

the schedule.

Review the master schedule for possible faculty schedule Registrar
conflicts.
Post course and section numbers, instructor names (if Registrar

indicated on course information sheet) to appropriate day

and period boxes of Room Utilization Cards (FiF?q}O&).
v IV-5




PROCEDURES MANLUAL Page

Date
(College Name)

Sub-System I - Preparation of the Master Schwadule (Continued)

Action Performed by
Record section numbers, building and room assignments, Registrar
and time and day assignments on Course Information Sheets .
Review building and room, and time and day assignments, Academic Dean
on Course Information Sheets.
1f modifications are necessary, return to Registrar for Academic Dean

adjustment and resubmission.

Distribute one copy of the Course Information Sheets to Registrar

the academic departments.

Arrange for and supervise preparation of the printed Registrar

master schedule,

Prepare class cards (Form R-105) for the upcoming academic Registrar
term, Preprint or emboss department, course number,
section number, descriptive title, and credit hours on
each card. Prepare sufficient cards to provide for the
class limit and additional cards to provide for change

of program or mutilated cards. (Class cards for courses
which carry special fees should be prepared on stock of a
different color than non-fee courses, In addition, any
special fees should be printed on the cards if they vary

\(o £ 174 | IV-6
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PROCEDURES MANUAL Page

Date

(College Name)

Sub-System I - Preparation of the Master Schedule (Continued)

Action Performed by

Serially number the cards for each section to indicate Registrar
seats available, For example, if a class limit of 50
has been specified for English 101 - Section I, prepare
sixty class cards with the section identification infor-
mation. Number the first 50 cards from 1 to 50 and do

not number the remaining ten cards,

File all class cards by department course number and Registrar

section in the Section Inventory File pending registra-

tion.

EI{IIC 173 IV-7
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Aruitoxt provided by Eic:

ACADEMIC DEAN

COURNSE
INFORMATIO
SHEETS

TRANSMIT-
AL LETTER

ROOM
UTILIZATION
CARDS

TO ACADEMIC DEPARTMENTS

SUB-SYSTEM 1

K

Preparation of
Master Schedule

ACADEMIC DEPARTMENT CHAIRMAN

1. REVIEW COURSE & PROJECT
DATA

2. PREPARE COURSE INFOR-
MATION SHEETS

REGISTRAR

. REVIEW COURSE INFORMA TION
SHEETS-ADJUSTING IF NECESSARY
. ASSIGN ROOMS, TIMES, BUILDING,
AND SECTIONS ON INFORMATION
SHEETS.
PREPARE MASTER SCHEDULE
. REVIEW THE MASTER SCHEOULE FOR
CONFLICTS.
. POST ROOM UTILIZATION CARDS

——

COURSE
INFORMATION
SHEETS

(ADJUSTED)

ACADEMIC DEAN

REVIZw COURSE
INFORMATION SHEETS

APPROVE \ NO

?

YES

REGISTRAR

1.DISTRIBUTE COURSE INFORMATION
INFORMATION SHEETS

2.ARRANGE FOR PRINTING

OF MASTER SCHEDULE

MASTER
SCHEDULE
RELEASE
DURING STU.
DENT AD-
VISING

PERIOD

(ORIGINAL)

REGISTRAR

PREPARE CLASS CARDS
FOR UPCOMING TERM -

7
CLASS CARDS

TO FILE
SECTION INVENTORY

SUB-SYSTEM II

Iv-8



FORM R 101

NYNMIVHD LN3WL¥VYE3IO 40 J3HNLYNIIS

o
L
AQNLS INIONIIIANT / SISTHL = L SSV1D v HO4 G3033IN SITLITIDVS 1VID3dS ANV ILVIIGN! OL 3HNS 38 € —
HUNINSS = S SOHOM N3IIML38 SIDVdS ONIGNTINI SHILIVHVYHI
SZ 0332X3 LONNVD 3SHNOD 40 371111 3A1LdI¥ISIC LvHL HIOW3IW3Y 2
NOISSNOSIA/NOILYLID3Y = d (XNV18 SNWNTO0D G3AVHS 3AV3T)
AHOLVHOBYY = 7 NMOHS WH3I1 HO4 0343440 38 OL SISHNOD 11V 40 SNOI1I3IS 1V 1S L
IBNLI3T = D :3dAl IN3IWLHVJIIA OL SNOILONELSNI
INIWLHVJIO e
NV3IA 2IN3AVIV e
HVH1SIO3Y e
WHOH LHvd 33HHL e
)
|
3
GIANDISSY G3IA33N 031S3IND3IY AN3IN
JNVN Q3INDOISSY 1NN | 4 H3GWNN | SHNOH H3GWNN
WOOY SIILIMIDVvS SAVQ “1TTO0UN3 3SHNOD 40 31411 3AILINIS3A
SAVA % INIL SSV10 NOI1D3S| 11g3yd 3SHNOD
HOLONYLSNI 2 ONIAINS AVID3LS AaNY 3WIl (Q31D234X%3 ”
NO!LVHVd3Hd 30 31vQa HVY3A WH3I1 LN3W1HVd3a
L133HS NOILYWHOANI I3SHNOD «
),
- 40 39vd ERERR[02) o=

E

Aruitoxt provided by Eic:



FORM R-102

To Department Chairman:

Enclosed you will find several blank course information sheets which are to
be used to report the course offerings of your department for the
19__ term. Instructions regarding completion of the form are provided on
the face of the forms themselves.

In completing these forms, there are several additional points I would like
you to keep in mind. First, all courses to be offered must, as you know,
have been approved by the Committee on Courses and Curricula. If you are
planning to add courses which have not yet been approved, the Committee will
meet on ___ to review courses offered for approval,

Second, in requesting specific time sequences, please be mindful of the college
policies regarding proportions of classes to be scheduled in the four general
sections of the class week, namely M-W-F AM meetings, M-W-F PM meetings, T-T-S
AM meetings, and T-T PM meetings. To the extent that you are able to pattern
your requests to institutional policies, you will reduce the number of adjust-
ments that may have to be made centrally to develop a coordinated and effective
master schedule of classes.

Third, please note in the column providéd all special classroom facilities
required for the courses offered by your department,

Fourth, please notify the Registrar of any modifications you anticipate either
in curricular patterns of students in your major fields or those enrolling in
service courses offered by your depar.ient. This information will be extremely
helpful to the Registrar in preparing a master schedule which keeps time con-
flicts in course selection to a minimum,

Finally, I must request that your completed course information sheets be for-
warded to the Registrar no later than so that we have adequate
time to prepare and distribute the master schedule.

Sincerely yours,

Academic Dean

173
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FORM R-108

CHECK ONE
Freshinen
Sophomore

O JuniorO Speciet O
O SeniorO

Student Last Neme First Neme My

Student Number

Class | Seet Number

CARD VALID ONLY WHEN
REGISTRAR'S STAMP APPEARS

. CLASS ADMISSION AND GRADE CARD

CARD VALID ONLY WHEN
REGISTRAR'S STAMP APPEARS

Use Bell Point Pen — Print Firmly end Cleerly

/—Nom end Addi e where Grades ere to be sent

Explenstion of the Greding System sppears on beck

Dept. Course Section
s
Descriptive Titis of Course <
€
B
Credit Hrs. Term &
F—— — =l 3
>
]
Grade |Quel. Pts, Instructor Signsture I
Instructor Comments: %
[ 4

3 part form — a. Registrar - Grade Report

FORM SIZE — 3 /4’ x 7 3/8"

b. Instructor
c. Registrar - Section Enroliments
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PROCEDURES MANUAL ' Page_1 _

Date

(College Name)

Sub-System II - Student Academic Pre-Registration

Action Performed by

Freshman and Transfer Students

Forward Admissions Application Folder to Registrar upon Director of Admissions
notification that the prospective student has paid his

deposit.

Prepare student folder and make initiai entries (name, Registrar
address, date andplace of birth, basis of admission,
sex, student number) to the Student Academic Record
(Form R-201) from information provided in the Admission

Application Folder,

Place student folder in Active File for the term in Registrar
which admitted « return Admissions Application Folder

to Director of Admissions,

Mail to enrolling student a package of registration Registrar
materials including:

. Course Request Form and Fee Bill (Form R-202)

. A Master Schedule of Classes

. A Catalogue/Bulletin

. A c“tatement of Degree Requirements (Form R-203)

+ A letter explaining how to complete pre-

registration by mail (Form R-204)
« A return envelope for the student course

o request form, 182 IV-14




PROCEDURES MANUAL Page 2

Date

(College Name)

Sub-System II - Student Academic Pre-Registration, continued

Action Performed by

(Note: For freshmen, the Statement of Degree
Requirements will be a standard form which is
prepared to show courses required of all
freshmen and all other courses which they may
elect. For Transfer Students, the Statement of
Degree Requirements will be prepared by the
Director of Admissions to show all transfer

credit given.)

Review materials; prepare and sign the Student Course Student

Request Form and return to the Registrar by mail.

Review Student Course Request Form for legibility Registrar
and completeness. 1f illegible or incomplete return to

student for correction.

v

Review Student Course Request Form for legitimate Freshman Adviser
course requests, If the student has requested courses
in which he is not entitled to enroll, return the form
to the student noting the course requests that are
invalid, or delete the invalid courso rcquests by
drawing a line throughk them and initialing the column

marked '"Leave Blank."

File Student Course Request Form (with Fee Bill still Registrar

183 Iv-15




PROCEDURES MANUAL Page 3

Date

(College Name)

Sub-System II - Student Academic Pre-Registration, continued

Action Performed by

attached)in Pending Registration File alphabetically by
name.

Continuing Students

Provide printed master schedules for student and Registrar
faculty use during advisory period which occurs during
term preceding term for which registering. (Ddring
Spring advisory period, mail the student a transcript

of his Student Academic Record at his local address.)

Prepare academic program for next term relating that Student & Adviser
plan to the student's entire academic program,
requirements for which are specified on the Statement

of Degree Requirements.

Prepare and sign Course Request Form. Indicate auditor, Student
pass-fail, or course repeat status in the column
provided, using letter codes {which are described on
the Master Schedule of Classes and the back of the

Course Request Form).

Approve and sign tentative program of study as specified Advi ser

on Course Request Form.

Review Course Request Form for completeness and Registrar

legibility when presented by student. If illegible or

incomplete, return to student for correction. 184 IV=-16




PROCEDURES MANUAL Page 4

Date

(College Name)

Sub-System II - Student Academic Pre-Registration, continued

Action Performed by

File Course Request Form (with Fee Bill still attached) Registrar

in Pending Registration File alphabetically by name.

185
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SUB-SYSTEM Il  Student Academic
Pre-Registration

FRESHMEN & TRANSFERS CONTINUING STUDENTS

: FROM REGISTRAR

MASTER
ADMITTEES’ | | FROM
ADMISSIONS | | ADMISSIONS LOSCHEDLLE
FOLDERS - | | DIRECTOR TRANSCRIFT
(depaosits paid} MAILED ToO

STU T

STATEMENT
OF DEGREE
REQUIRE-
REGISTRAR MENTS

1. PREPARE STUDENT FOLDER
& PLACE IN "ACTIVE” FILE

* s AT
TER N TSR
STUDENTS STUDENT & ADVISO

PREPARE ACADEMIC PROGRAM
FOR NEXT TERM

'

TO STUDENTS

CuUnSE RK.
QUKST FORM

s FEE BILL
MASTER
SCHEDULE STUDENT
CATALOGUﬂ
| BULLETIN PREPARE COURSE REQUEST FORMIqg
oEGRAEK RK | ! WITH ADVISOR'S APPROVAL

QUIREMENTS
.‘nt.
TRATION

. N

ADDRESSED
RETURN
ENVELOPE

STUDENT

COURSE
REQUEST

FORM

PREPARE & SIGN
— COURSE REQUEST FORM
& HETURAN TO REGISTRAR

REGISTRAR

REVIEW COURSE REQUEST FORM
FOR LEGIBILITY & COMPLETENESS

LEGIBLE
COMPLETE &
CORRECT
?

(FRESHMAN & TRANSFERS) NO NO (CONTINUING STUDENTS)

YES

REGISTRAR

FILE COURSE REQUEST FORM
IN "PENDING REGISTRATION"

FILE

- 18¢
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City and Steate

Basis of Admission

STUDENT ACADEMIC

COLLEGE FORM R.201
Student Last Neme Firat Name Middie Name Sex Student Number
Mels [ Foemgles [J COLLEGE
Street Address Dats of Birth | Place of Birth ADDRESS

Hours Q.P.A,

Hours Q.P.A.

Hours | Q.P.A. | Hours Q.P.A,

RECORD
ACT CEEB USOE
Meijor Course of Study Number Number |iumbcr
Course R Credit Quel. |Course - Credit Quol.
No Descriptive Title of Course Hours |7 | Pus. hu Descriptive Title of Course Hours Grade | o ts.
Term Cumulstive Term Cumuletive Degrees Awarded:
Torm Term

Status ot time of Isst Attandancs

Q

ERIC

Aruitoxt provided by Eic:

NOTES

18¢

VERIFICATION OF RECORD

“when eftixad with tho sesl of the College and
signed by \ha Registrer, the sbovs is an officisl copy
of tharecord on fils in this office as of the dete shown.

Signature of Ragistrer

Dets

Iv-19



COLLEGE

FORM R 202

\<

Last Name First Name M.l Student Number Major Class Term
. Section Lasve
Dept. | Course No. Descriptive Title 1 anva a°,a,,k,| Time and Days |Crod. Hra) Status | giank
\
( Masil Copfirmuion of Scheduie to: TOTAL CREDIT HOURS
Signature of Student
Date Signsture of Advisor
STUDENT COURSE REQUEST FORM
REGISTRAR COPY
o - o —— e = — ——— —— e = ———— — e e e e e e - Em o e m e e — = - ——
FEEBILL
_Last Ngme First Neme M.I. __Student Number BURSAR COPY Term
STUDENT INSTRUCTIONS -1. Record your Name and Student Number in the spaces provided above.
2. Writs the Name and Address to whom the bill should be sent below.
3. Mska NO OTHER sntries on this Fes Bill. AMOUNT | TOTAL
|
ZHARGES: PREVIOUS BALANCE DUE $ 1
TUITION - FULL-TIME (O ORPART-TIME O (_____HRS. @S$ PER CRED. HOUR) :
HOUSING FEE $_____ AND BOARDING FEE $ !
GENERAL FEES $ STUDENT ACTIVITY FEE S :
LAB FEES $ MUSIC FEES $ LATE REGISTRATION $ :
OTHER FEES - :
i
TOTAL CHARGES |$
CRED!'TS SCHOLARSHIPS — $ :
LOANS — NDSL $ OTHER $ :
EDUCATIONAL OPPORTUNITY GRANT $ OTHER GRANT $ _ :
1
1
1
Mail Fee Bill To: TOTAL CREDITS $ |
(’ \\ BALANCE DUE :
LESS ANTICIPATED EARNINGS FROM CWS !
|
/ PAYMENT REQUIRED AT REGISTRATION $ H

(O~ 10 PART FORM

INSTRUCTIONS ON BACK OF FORM

ERIC>Rm sizE-8"x 10"

Aruitoxt provided by Eic:

183
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COLLEGE FORM R-203

O

ERIC

Aruitoxt provided by Eic:

STATEMENT OF DEGREE REQUIRFMFENTS
MAJOR FIELD

FOR: DATE:
Credit in {Credits Achieved
DEGREE REQUIREMENTS Hours REQUIREMENT SATISFIED BY: | Pro- Grade
grems |Hours|Term | Year
FRESHMAN YEAR:
Balow sach year heading, list required courses & List courses completed here;
alectives (hours). for transfer students include
all courses completed et
previous college for which
credit is awarded.
SOPHOMORE YEAR:
JUNIOR YEAR:
SENIOR YEAR:
TOTAL CREDIT HOURS REQUIRED TOTAL CREDIT HOURS ACHIEVED
TRANSFER CREDIT APPLIED FROM SHOWN ABOVYE
COLLEGE OR UNIVERSITY
Dear Mr. {College)

On behalf of the Department (Collegs) let me weicome you into our Degree Program. This form outlines the Program of Study you must
fol'ow to satisfactorily complete the major requirements of this Departmant. it 1s therefore an important and useful dowment which you should

retain and kesp current throughout your student career here at

—. Use this form as a worksheet to keep track of

your scademic progress. Have it with you when you meet with your advisor sach term to plan your future course selections.

Sincerely yours,
1 8 9 DEPARTMENT CHAIAMAN

1v=-21



Form R-204

Form Letter

Dear Student:

To facilitate your registration for classes for the term, we are
sending you some materials to enable you to select the courses you wish
prior to the date of registration, This early registration offers several
advantages, First, you will have a better chance of obtaining the courses
you want at times and days of your choosing. Second, you will probably
reduce the time required for your registration during this initial term on
campus, permitting you more time to become familiar with your new environ-
ment, to pick up class supplies, and to make new friends., Therefore, we
encourage you to take advantage of this opportunity to accomplish part of
your registration in advance.

The enclosed forms include (1) a Statement of Degree Requirements, which
indicates the courses you are required to take as a freshman and the electives
that are available to you or the transfer credit awarded to you, (2) A Master
Schedule of Classes which lists all courses and their times of meeting, (3) A
Catalogue/Bulletin which may also prove helpful for reference, (4) A Student
Course Request/Fee Bill Form on which you may indicate your course selections,
and (5) A return envelope which you may use to mail us your Course Request
Form.

Review the instructions on the back of the Course Request Form carefully
before completing it., Be sure to write nothing more than your name on the

Fee Bill section of the form. We will complete the rest of that form. Since
you have not yet received a student number, please make no marks in the spaces
provided for it. We will assign one to you subsequently,

After completing the Course Request Form. and the appropriate section of the
Fee Bill, insert both in the envelope provided, (do not detach one from the
other), and mail it to us. No other materials need be returned, It is im-
portant, however, that you bring the Statement of Degree Requirements with
you when you enroll for classes, since you will be using it in subsequent
terms and since your advisor will wish to see it if you need to counsel with
him,

If you should have questions rega-ding the courses open to you, the choices

you wish to make, or how to compliete the forms, we suggest you write, telephone,
or visit Mr, » who is in charge of our (freshman/transfer) counseling
program,

Welcome to our college and I look forward to the opportunity to meet you per-
sonally during your career here at College.

Sincerely yours,

Registrar

‘ 199 IV-22




PROCEDURES MANUAL

(College Name)

Sub-System III ~ Pre-Registration, Student Sectioning

Action

Page

Date

Performed by

Receive Course Request Forms until cut-off date. Purge
file of Forms submitted by students who have withdrawn

or been dismissed since preparation of Form.

Prepare a tally of tentative registrations by course

and section. Note carefully those courses which have
inflexible class limits that may be exceeded or multiple
sections. The course tally sheet need indicate only
course number, time and days of meetings, and tally of

students requesting each section listed.

Determine section adjustment necessary to accommodate
student demand, giving weight to historical experience
regarding tentative demand and subsequent actual demand
as evidenced by previous registrations. Sections may

be added, cancelled, or class limits adjusted.

If adjustments are necessary:
Prepare class cards and post adjustments to
Course Information Sheet and a roster of master
schedule adjustments (sections added or cancelled)

to be issued to students on Registration day.

19i

Registrar

Registrar & Department

Chairman

Registrar
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PROCEDURES MANLUAL

(College Name)

" Page

Date

Sub-System III ~ Pre-Registration, Student Sectioning (Continued)

Action

Performed by

Prepare tub files for pulling of class cards. Place
class cards in file by department, course and, for
multiple section courses, time and day of meeting.
Insert color coded limit cards (for those courses with
critical class limits) behind the serially numbered
class cards and in front of the unnumbered cards for

the courses concerned.

Arrange Course Request Forms in priority of registration
sequence. For example, priorities might be assigned to
handicapped students, students working off-campus, etc.
Request forms might also be arranged by class-seniors
first, juniors second, and so on - and then by major
field of study within class = fields with critical sched-

ule requirements being processed first.

Process each Course Request Form, pulling class cards
corresponding to the course selections indicated on the
form. In pulling class cards, the card with che lowest
seat number should be the one pulled. If one or more

course requests cannot be filled in the time and days

19<

Registrar

Registrar

Registrar
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PROCEDURES MANUAL : Page
Date

(College Name)

Sub-System III - Pre-Registration, Student Sectioning, Continued

Action Performed by

indicated by the student, so note on the form but pull
class cards for those courses requests which can be

accommodated.

Verify that a proper class card has been pulled for each Registrar
entry on the student Course Request Form or that a course

request not filled has been noted on the form.

Record section numbers in columm provided on student Registrar
Course Request Form; check full or part-time status on
fee bill, indicating hours in appropriate space if

student has requested a part-time program.

Check for special course fees (Music, etc.) which are Registrar
identified by color coded class cards. Post total of

such fees to Fee Bill section of form .

Separate Fee Bill from student Course Request Form. Registrar
Foward Fee Bill to Business Office. Separate copies of

Student Course Request Form. Insert original copy of

194
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—nd

PROCEDURES MANUAL Page

Date

(College Name)

Sub-System III -~ Pre-Registration, Student Sectioning, Continucd

Action Performed by

Student Course Request Form and accompanying class cards
in a window envalope and place in (a) Pre-Registration
Complete file if all course requests of the students

were filled or in (b) Pre-Registration Incomplete file if
all requests were not filled., In both cases, file

alphabetically by name. Hold for Registration Day.

Insert copy of the Student Request Form in a windoﬁ | Registrar
envelope and mail to student. If the student was

successfully sectioned into all the courses he had
requested, insert Form R-301., If all the student's

course requests were not filled, insert Form R-302.

‘ 1 9 4 IV-26




SUB-SYSTEM IlII. Pre-Registration, Student Scheduling
FROM STUDENTS

REGISTRAR

ACCUMULATE COURSE REQUEST
FORMS & PURGE FILE OF STUDENTS
WHO WILL NOT ENROLL.

TALLY TENTATIVE REGISTRATIONS
8Y COURSE & SECTION

K]

REGISTRAR & DEPARTMENT CHAIRMAN

COURSE
REQUEST
FORMS

ADD OR ADJUST SECTIONS iF
NECESSARY

DJUSTMENTS¥NO
NECESSARY
?

REGISTRAR

PREPARE CLASS CARDS

UPDATE COURSE INFORMATION
SHEET AND MASTER SCHEDULE

ADJUSTMENT SHEET
/ L
REGISTRA- ‘
TION)
REGISTRAR

PREPARE TUB FILES FOR PULLING
OF CLASS CARDS

CLASS CARD

TUB FILES

COURSE
REQUEST,

FORM

REGISTRAR

1. PULL CLASS CARDS & PROCESS

— COURSE REQUEST FOR! IS

2. NOTE REQUESTS NOT FILLED
ON COURSE REQUEST FORM

CLASS CARDS
COURSE
REQUEST
FURM
e 195
ERIC c
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-

—
REGISTRATIO
INSTRUCTIONS

COURSE
REQUEST
FORM
(CONFIRMA.
TION)

SUB-SYSTEM il . ...Contd.

REGISTRAR

1. VERIFY CLASS CARDS TO
COURSE REQUEST FORM

2. COMPLETE APPROPRIATE
" PORTIONE OF REQUEST FORM
& FEE BILL

3. RELEASE FEE BILL

4, MAIL COURSE REQUEST
(COPY) & REGISTRATION
INSTRUCTIONS TO STUDENTS

5. DETERMINE IF ALL RE-
QUEST FCRMS HAVE
BEEN FILED

YES ,ALL COURSE\ NO

TO STUDENTS

CLASS CARDS

COURSE
REQUEST

FORM
(ORIGINAL)
“PRE-REGISTRATION
COMPLETE" - FILE

P

FEE BILL

TO BUSINESS OFFICE

REQUESTS
FII;ED

SUB-SYSTEM IV

CLASS CARDS

COURSE
REQUEST
FORM
(ORIGINAL)

“PRE-REGISTRATION
INCOMPLETE” - FILE
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Form R-301

FORM LETTER

Dear Student:

As enclosed Student Course Request Form indicates, you have been
enrolled in all the courses you have requested, This will simplify
the registration process for you on Registrat.6on day.

When you arrive on campus to pick up your class cards be sure

to complete your financial arrangements with the Business Office
before requesting your class cards from us., Our staff will be
authorized to issue validated class cards only to those students
who present a fee receipt obtained from the Bursar. When you
have your fee receipt, take it with you to our station for
"Pre-Registered Complete' students. where your class cards

will have been filed. There you will complete a Student In-
formation Form and record your name and student number on each
class card. The class cards will then become your ''admission
tickets'" to the courses you have selected and should be turned
in to your instructors at the first meeting of each of your
classes,

Sincerely yours,

Registrar

197
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Form R-302

FORM LETTER

Dear Student:

As your enclosed Student Courc: Request Form indicates, we were
unable to enroll you in one or more of the classes you had se-

lected. However, classes you had requested and in which space

was available are being held for you.

When you arrive on campus to complete your registration, you
should complete another Course Request Form, listing only v¢ -
alternate selections to those you did not achieve. The second
form will be used to select class cards for the alternate
courses you have chosen and will subsequently be merged with
your original Course Request Form. On Registration Day, please
bring your Course Request to ihe registration station designated
"Pre-Registered Incomplete."

Sincerely yours,

Registrar

193
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PROCEDURES MANUAL Page

Date

é (College Name)

Sub-System IV - Registration

Action Performed by

Students will arrive at the registration area with

varying degrees of Pre-Registration processing completed.

For students who have obtained a complete schedule and
have paid their fees in advance: see procedures de-~
scribed after the heading "Students with Completed

Schedules and Fees Paid."

For students who have a completed schedule but have not
paid fees: see procecures described after heading

"Students with Completed Schedules.”

Students with Schedules Requiring Adviser Approval

1f student has not been advised prior to registration
and has not completed a Course Request Form:
(a) Meet with adviser to plan academic program. Student and Adviser
(b) Prepare and sign Student Course Request Form.
(c) Approve student's academic program and course

selections for current term.

If a student's requests were not filled in initial

selection of courses:

(a) Prepare alternative course selections to Student and Adviser

replace those requests not filled.

| 199
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PROCEDURES MANUAL Page

Date
(College Name)
Sub-System IV - Registration (Continued)
Action Performed by
(b) Complete and sign Student Course Request Form. Student
(c) Review and sign Student Course Request Form, Advisor

To signify approval of schedule.

Present Student Course Request Form to Registrar. Student

Review Student Request Form for completeness and
legibility, 1If illegible or iucomplete, return to Registrar

student for correction,

Check Pre-Registration Complete and Pre-Registration Registrar
Incomplete File to insure that student is not presenting
a duplicate Student Course Requast Form. The student
may be requesting alternatives to an original set of
requests which were not completely filled. 1In such

cases, the next step may be avoided,

Check Permanent Record File to verify that student is Registrar
authorized to register for classes. If student is not,
inform student of the reason and the office to which he

should appeal if he wishes.

1f student has in his possession a Validated Request for
Registration Clearance Action (Form R-401), remove one
copy of the clearance form and file in the student's

permanent record folder. Then continue his registration.

200 IV-32




PROCEDURES MANUAL Page___
Date

(College Name)

Sub-System IV - Registration (Continued)

Action Performed by

Process Student Course Request Form, pulling class cards Registrar
corresponding to the course selections indicated on the
form., Note any course requests not filled. If the
courses represent alternatives, staple the two Student

Course Request Forms together.

Verify that the proper class card has been pulled for Registrar

each entry on the Student Course Request Form.

Record section numbers; check full-time or part-time Registrar

status, and hours as indicated in Sub-System I1.

Separate Student Course Request Form and Fee Bill; Registrar

distribute in manner described in Sub-System II.

Post Tuition and Special Instructional Fees from Fee Bursar
Bill received from Registrar to a previously prepared

Fee Bill containing other student charges and credits,

Place consolidated and now complete Fee Bill in Bursar Bursar
Fee Bill file.

(Student continues his registration in succeeding steps)

Iv-33




PROCEDURES MANUAL

(College Name)

Sub-System IV - Registration (Continued)

Action

Fage

e —

Date

Performed by

Students with Completed Schedules

If student is receiving financial aid:
(a) Execute financial aid award documents (loyalty
oath, loan agreement form, EOG and College Work
Study standard forms).
(b) Obtain financial aid clearance form (Form R-402)

signed by Financial Aid Officer.

Pull fee bill for student when he presents himself to

pay his bill.

If a Request for Registration Clearance Action card is
attached to the bill and the student does not have a
validated copy of the card, inform the student of the
office or offices which have requested that the student
clear with them before being allowed to register and
instruct the student to report to the appropriate

office(s).

If the student hars a validated copy of the Request for
Registration Clearance Action card indicating clearance
by the office concerned, detach the original copy from

the Fee Bill and attach the validated copy presented by

the student. Place the Request for Registration Clear=-

ance Action Card in history file. 20 P
-

Student and Financial

Aid Officer

Bursar

Bursar

Bursar
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PROCEDURES MANLUAL

(College Name)

Sub-System IV - Registration (Continued)

Action

Page

Date____

Performed by

Check Fee Bill for financial aid entries. If the Fee
Bill indicates the student is receiving financial aid,
verify that he has a valid financial aid clearance form.
Otherwise, instruct him to clear with the financial aid

desk before settling his account.

Colle:t fees due and prepare a fee receipt. (A copy of
the fee bill would suffice if properly validated. In
any case, the fee receipt should display the student's

name.) (Student continues registration with succeeding

steps)

Students With Completed Schedules and Fees Paid

Prepare a Student Information Card (Form R-403) and a

Compliance Report Data Card. (Fall term only) (Form R-404)

Check student fee receipt; accept Student Information card
if it is legible and complete; otherwise, return form to

student to make corrections,

Accept Compliance Report Data Card and hold for Compliance

Report preparation.

Pull Student Course Request Form and class cards from

Pre-Registration Complete file.

203

Bursar

Bursar

Student

Registrar

Registrar

Registrar
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PROCEDURES MANUAL

(College Name)

Sub-System IV = Registration (Continued)

Action

Page

Date

Performed by

. Smp——

———————

Record name and number on each class card. (An embossed

student I.D. card may be used for this purpose.)

Validate class cards. Remove registrar copy of class
card from each three part class card. File in Section
Enrollments file. Give remaining two copies of each

class card to student to be turned in to instructor.

Prepare Selective Service Nntification Request (Form

R=405) (optional for male students in Fall term) and

turn in to Registrar at registration.

Prepare VA Enrollment Certification Request, if appro-
prizce, (Form R=406) and turn in to Registrar at

registration.

Distribute copies of the Stucdent Information card to the

Dean of Students and the Public Relations office.

File Student Course Request Forms (hereafter called

Registration Cards) alphabetically by student name.

Record the name and address to whom grades are to be

mailed on all class cards in the space provided. (May

be done after leaving registration area.)

204

Student

Registrar

Student

Student

Registrar

Registrar

Student
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Page

PhUCEpURES MANUAL
Date

(College Name)

Sub-System {V -- Registration (Continued)

Action Performed by

Prepare a student directory from information supplied Registi.

on Intormation card.

Turn in cl.._.s cards to instructors at first day -f | -

class meeting.

‘ 203
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SUB-SYSTEM V. Registration

STUDENT

AP .IVES ON
CAMPUS

P

STATEMENT
OF DEGREE |

REQUIREMENTS

i T
MASTER
SCHEDULE

TRANSCRIPT
rCATALOGUE I

MASTER
SCHEDULE
ADJUSTMENTS
ROSTER -

'

STUDENT & ADVISOR

COURSE

REQUEST
FORM PRE-
PARED
’

PREPARE ACADZMIC PROGRAM <
FOR TERM (COMPLETE & SIGN
COURSE REQUEST FORM)

COURSE

REQUEST
FORM

ALL

REQUESTS NO

FIL?LED

YES

REGISTRAR

REVIEW COURSE REQUEST FORM --
RETURN FOR CORRECTIONS IF

CHECK PRE-REGISTRATION FILES
VERIF? AUTHORIZATION TO REGISTER

NECESSARY d

STUDENT AND
HAVE CLEARING
CLEARANCE | AUTHORITY |
FORM ATTEMPT TO OBTAIN
? CLEARANCE

O

ERIC No

CLEARANCE
GRANTED
?

CLEARANCE
FORM

e 20.q
. “AINATE REGISTRATION
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SUB-SYSTEM IV ...........Contnued SCHE DULE COMPLETE

FEE NOT PAID

D CLASS CAND E
TUB FILE | .
S D e STUDENT & BURSAR
REGISTRAR ves
;:g‘}\";ﬂ“né EXECUTE AWARD
PROCESS STUDENT COURSE . . LAlbA , DOCUMENTS
REQUEST FORM \ //
N

FINANCIAL

AlID
CLEARANCE

FORM

CLASS CARDS

| counse BURSAR
REQUEST —_
FORM REGISTRATION 1 PULL FEEBILL

2 CHECK FOR REG
ISTRATION CLEAR:
/ ANCE ACTION

7 L _

—————— g CLE ARANCE
|FORM

REGISTRAR ] STUDENT | FEE BILL
VES FILE
VERIFY CLASS CARDS TO REGISTRATION
COURSE REQUEST FORM ALTT‘E;";’L e TTozgﬁgg 2
RECORD FULL/PART TIME CLE ¢ NATT
STATUS ON FEE BILL ! AT APPROPRIATE OF FICE s
SEPARATE & DISTRIBUTE i 4
COURSE REQUEST & FEE BILL NO

|
|
_ ‘ YES

CLEARANCE

OBTAINED COLLECT FEES
CLASS CARDS | FEE ? & PREPARE FEE
l BILL RECEIPT
NO‘
COURSE .
REQUEST ! . Y
FORM L. / TERMIMATE

! REGISTRATION
T0 PREREGISTRATION [0l

COMPLETE FILE | REQUEST |
ICONFIRMA- i

TION!}
SCHEDULE COMPLETE & FEE PAID

TO STUDENT e |
_ BURSAR | STUDENT

1 POST TUITION TO PREPARED
FEE BILL
2 PLACE FEE BILL IN FILE

FEE RECEIPT

PREPARE STUDENT
INFORMATIDN CARD

1

FEE RECEIPT

o ——————-

[%TUDENT
INFOR

|MATION CAR

*COMPLIANCE | !
iREPORT DAT

CARD

L_/l

FEE BILL
ICOMPLETED]

g

TO BURSAR FEE BiLL FILE

O

Hie 2 0 ? Iv-39
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SUB'SYSTEM 'v: e e s e 0 Contd-

PRE-REGISTRA-

G TION COMPLETE

FILE
-

REGISTRAR & STUDENT

CLASS CARDS

REGISTRAR

1. ACCEPT STUDENT INFORMA -
TION CARD & COMPLIANCE
REPORT DATA CARD

2. PULL CLASS CARDS & COURSE
REQUEST FORM

3. VALIDATE & SEPARATE CLASS
CARDS

T

COURSE
REQUEST
FORM

TO SECTION
ENROLLMENT STUDENT
FILE 1. PREPARE SELECTIVE SERVICE &
VA FORMS IF NECESSARY ?J?SS&IT.ON
CLASS CARDS 2. RECORD ADDRESS ON CLASS CARD
(COPY) CARDS (COPIES)
STUDENT
COURSE
REQUEST
FORM TO DEAN OF STUDENTS
I?Lg'-"““- STUDENT & PUBLIC RELATIONS OFFICE
INFORMATION
CARD
REGISTRAR
CLASS CARDS -
PREPARE STUDENT
DIRECTORY
TO STUDENT - TO
BE SUBMITTED
TO INSTRUCTOR
OF FIR:T DAY OF
CLASS
STUDENT
DIRECTORY
SUB-SYSTEM V

203
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College FOKM R-401

REQUEST FOR REGISTRATION
CLEARANCE ACTION

| STUDENT LAST NAME FIRST NAME MI STUDENT NUMBER

DATE:

TO: REGISTRAR

FROM:

THE ABOVE NAMED STUDENT SHOULD NOT BE PERMITTED TO REGISTER
WITHOUT FIRST OBTAINING CLEARANCE FROM THIS OFFICE.
ACCEPT AN APPROPRIATE SIGNED COPY OF THIS FORM AS YOUR

AUTHORIZATION TO REGISTER THE STUDENT,

SIGNATURE OF REQUESTOR OFFICE _
COMPLETE THIS SECTION [O AUTHORIZE REGISTRATION

DATE

TO: REGISTRAR
THIS OFFICE WITHDRAWS ITS REQUEST THAT THE ABOVE NAMED STUDENT

BE PROHIBITED FROM REGISTRATION FOR THIS TERM.

SIGNATUFE OF APPROVING OFFICE
AUTHORITY

Form Size - 5" x 8"

209
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FORM R-402

Student Last Name First Name Mi Studernt Number

FINANCIAL AID CLEARANCE FORM

The above named student has appeared before me on this date
and executed the documents necessary to his/her legitimate
receipt of the financial aid awards granted by or through

this institution.

Date Signature-Financial Officer

Form Size - 8 1/2" x 5 1/2"

ERIC 2190 1v-42




COLLEGE

FORM R-403

Male O Female O

Last Neme First Neme M.1. Student Number Mejor Ciess |Sex (check sppropriets box)
STUDENT PERMANENT OR HOME ADDRESS:
Street Address Town or City County County Code Stete |[State Codl Telephone No.

STUDENT LOCAL ADDRESS:

Resident Student [
Commuter Student O]

Dom | OR
Dormitory Code —_ Street Address Town or City Telephone No. S:etus (check one)
PARENT/GUARDIAN NAME AND ADDRESS:
Perent/Guardien Name Street Address Town or City Stete Telephone No.
PERSON TO MOTIFY IN EVENT OF EMERGENCY:
Nems — Show Reletionship if Releted Street Address Town or City Stete Telephone No.

STUDENT STATUS:

g:gca':)x First Time Freshmen [] ContinuingStudent [[] Returning Student (O Trenster Student [0  specisi Student O
I OTHER DATA:
CHEICK B0
1" MARRIZEOD
Freternity or Sorority Home Town Newspeper Religion (Optionsl} O Meiden Neme

[ [/

MO. DAY YR
DATE OF BIRTH

INSTRUCTIONS:

1.

4
COLLEGE

STUDENT INFORMATION CARD

Review codes snd definitions eppeering on the beck of this form BEFORE
completing it.
2. Use 8 bell point pen; press firmly; write on @ herd surfece.

3. Write legibly. To be useful, the form must be reedeble end complete.

lign the Form.

Student Signeture

Dete

FORM SIZE — 5" x 8"

Q

RIC

Aruitoxt provided by Eic:

211
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FORM R=404
Colleges

COMPLIANCE REPORT DATA FORM

In accordance with Title VI of the Civil Rights Act of 1964, the
College must make a report to the Federal government regarding the minority
group representation among members of its student populatlion.

We ask that you assist us in this requirement by checking the appropriate

boxes in the categories provided below. Your response will remain anonymous.

Thank you,
Registrar
Student Response Section
1. My student status is: Freshman
(Check one)

Sophomore
Junior
Senior

First year Graduate cr
Professional Student
Second year Graduate or
Professional Student
2. 1 consider myself a member of one of the following minority groups (check
one if appropriate):
American Indian
Negro
Oriental

Spanish Surnamed American

3. I do not consider myself to be a member of one of the above named minority

groups . 212 IV-4b




FORM R=405

COLLEGE

SELECTIVE SERVICE NOTIFICATION REQUEST

NAME

Last Name First Name Middle Name
SELECTIVE SERVICE NUMBER
LOCAL. ADDRESS
Street or Dorm City State

PLEASE NOTIFY

Local Board

Street Address

City and State

OF MY STUDFNT STATUS. I UNDERSTAND THAT ANY CHANGE IN MY STUDENT STATUS WILL BE

AUTOMATICALLY FORWARDED TO THE LOCAL BOARD NAMED.

SIGNATURE OF STUDENT DATE

213
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Form R-406

College

VA ENROLLMENT CERTIFICATION REQUEST

Name VA File No.

Current
Address

Degree
Program

Credit Hours Carried This Term

To Student:

This Form will be used to prepare your
enrollment certification to the Veterans
Administration.

It must be completed at least once each year
(normally at the start of the Fall Term) if you are

to receive the benefits to which you are entitled.

Form Size - 5" x 8"

Q 23].4
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PROCEDURES MANUAL Page_

Date
(College Name)
Sub=System V - Change of Program
Action Performed by
Return to the Section Inventory File class cards pulled for
students who pre-registered but did not complete regis-
tration on the day(s) set aside for registration. Registrar
Review enrollments by section and adjust Section Inventory Registrar and Department
Chairman
File as necessary, adding cards if the section is expanded,
cancelling sections and shifting students to other sections
{f enrollments are not sufficient to warrant the section.
Make alternate class selections, referring to student Student and Adviser

copy of Student Course Request Form and Statement of

Degree Requirements.

Prepare and sign each course entry on Change of Program Adviser

Form iForm R=501).

Verify legibility and completeness of Change of Program Registrar
Form. [f not legible and complete, return to student

for correction,

Compute and collect any fees due; validate Change of Bursar

Program form.

Pull class cards from the Sectlion Inventory File for Registrar

each "add" course indicated on the Change of Program

‘ 215
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PROCEDURES MANUAL

.(College Name)

Sub=-System V - Change of Program, continued

Action

Pagc

Date -

Performed by

Form. For each "drop", take a class card from the
unnumbered group provided for each section, note the
lowest seat number of the section still remaining in

the file, subtract 1 from that number, record it in the
seat number box on the previously unnumbered card, and

Place it at the front of the cards for that section.
Record name and student number on class cards just issued.

Validate class cards; remove Registrar copy from class
card set; place Registrar copy in Section Enrollment

Mile; give remaining copies of class cards to student.

Scparate Change of Program Form copies and distribute
is follows:

IV Registrar

2) Adviser

3) Student

Post registration forms with changes of program; remove
class card copies from Section Enrollment File for all
*"drops'" noted on the Change of Program forms. Place

Change of Program in a history file alphabetized by

name.

210

Student

Registrar

Registrar

Registrar
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SUB-SYSTEM V.  Change ut Program

ERoNeE” |

o i i REGISTRAR
TSTSTRATE ok - * JALIDATE CLASS CARDS

R [ '
OEPARTMENT CHAIAMEN §2:,’3§§, DISTRIBUTE CLASS CARDS
1 BETURN CLASS CARDS PUL LED FORM & CHANGE OF PROGRAM

FOR STUDENTS WHO DID NO {STUDENT PORMS
COMPLETE REGISTRATION copy

2 REVIEW EMROLLMENTS AND
ADJUST BALAN\.C‘ AS

STATEMENT |

!
]
— REQUIREMENTS

NECESSA 1OF DEGREE REGISTRAR COPY
i i lcLAss camos
' (SECTION
ENROLL-
L . MENTS FILE)
o CHANGE OF
- _. PROGRAM
CI.ASS CARDS ' 1 FORM
L SYUDENT & ADVISOR o NAL)
l ]
CLASS CARO 1 REVIEW & REVISE ACA-
Tuasiqn.ss o DEMIC PROGRAM
2 APPROVE CHANGES

CHANGE OF
PROGRAM
FOAM (COPY)

CLASS CAROS
{Cory)

'

ADV|SOR

CHANGE OF
PROGRAM
FORM (COPYI

PREPARE AND SIGN EACH
ENTRY ON CHANGE OF PRO.

GRAM FORM
| TO ADVISOR
. 7O STUDENT
CHANGE OF REGISTRAR
PROGRAM
FORM 1 POST REGISTRATION FORMS

2. REMOVE CLASS CARDS FROM
FILE, FOR ALL "DROPS”

REGISTRAR

PLETENESS OF CHANGE OF
PROGRAM FORM

1
| VERIFY LEGIBILITY & COM

CHANGE OF
- | PROGRAM
' FORM
* (TO HISTORY
/ . FILE)
A
NO AND
. : COMPLETE
\ e
YES
BURLAR SUB-SYSTEM VI

\ 1 COMPUTE & COLLECT FEES
\ 2. VALIDATE CHANGE OF PRO-
GRAM

| '

REGISTRAR

1 PULL CLASS CARDS FOR
*“ADD" COURSES

, 2 ADJUST INVENTORY FOR
. “DROP~ CO'JRSE

CLASS CARDS CHANGE OF

PROGRAM

O

ERIC

Aruitoxt provided by Eic:
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COLLEGE

FORM R-501

Student Last Name First Name M.

COLLEGE

OFFICE OF THE REGISTRAR
CHANGE OF PROGRAM FORM

CURRENT HOURS
OF REGISTRATION

INSTRUCTIONS TO STUDENT

1.

Record your name, student number, term and year,
and the current total hours for which you are
registered

Take this form along with your statement of degree

requirements and your copy of your course requests

to your sdvisor for consultation.

In consultation with your Advisor, record any
courses you wish to drop in the coiu.mns provided
to the right.

Record any courses you wish to add in the
columns providad to the right

Get Advisor approval of ALL drop and add entries
macie,

Bing the change of program form to the Registrar’s

office for issuance of Class Cards and propar
recording.

Accommodate the statement below with your
signature

| request my registration for classes ba changed as
indicated above.

Term and Year Date
Dept. [Course & | Section Time Days Hours |Advisor/instr. Approval

D -
R -
) -
P -
TOTAL HOURS DROPPED

+

A +
D +
D +

TOTAL HOURS ADDED

ADJUSTED TOTAL HOURS I

STUDENT DO NOT WRITE BELOW THIS LINE

FOR USE BY BURSAR

ADJUSTED FEES

FEESPAID
DIFFERENCE

NET E] DUE COLLEGE DDUESTUDENT

Signature of Student

FORMSIZE — 7" x 8 1/2"

Q

ERIC

Aruitoxt provided by Eic:

13
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PROCEDURES MANUAL

(College Name)

Sub-Syst..a VI - Preparation of Class Lists

Action

Page

Date

Performed by

Verify that all courses and section changes made during
registration have been posted to the course information
sheets. Make a photo copy of each course information

sheet and forward to the appropriate department.

Record instructors names where missing, and confirm

room iocations for all sections.

Arrange class cards in Section Enrollments file by

name within section.

Prepare three part class lists (Form R-601), Forward
two copies to the instructor; retain one copy for

reference.

Review and note corrections; return both copies to

Registrar.

Cherk instructor notes and corrections against regis-

tration forms.

Make corrections or call in students to resolve

discrepancies if records are in conflict.

Post student enrollments by section to course

information sheets. If credit hours vary by siudent

within the section, pos: total credit hours as well;

219

Registrar

Dept. Chairman

Registray

Registrar

Instructor

Registrar

Registrar

Registrar

Iv=-51



PPOCEDURES MANUAL Page_
Date

(College Name)

Sub-System VI - Preparation of Class Lists

Action Performed by

forward corrected Class Lists to instructors through

lepartments.,

Post student enrollments by section to room utilization Registrar

cards.

A
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FROM FILES

SUB-SYSTEM VI. Preparation of Class Lists

A — - - 5 > 9O T o — ——

REGISTRAR

COURSE
INFORMATION
EETS

VERIFY THAT CHANGES HAVE
BEEN POSTED TO COURSE
INFORMATION SHEETS

PHOTO COPY INFORMATION
SHEETS

OEPARTMENT CHAIRMAN

POST INSTRUCTORS NAMES &
CONFIRM ROOM LOCATIONS ON
COURSE INFORMATION SHEETS

FROM FILES

CLASS CARDS
{(SORTED BY
NAME
WITHIN
SECTION)

{UPDATED)

REGISTRAR

PREPARE CLASS LISTS

LASS LISTS
(INSTRUCTOR'S
{COPIES)

INSTRUCTOR

REVIEW AND MNOTE
CORRECTIONS

CLASS LISTS
(CORRECTED
& REVISED)

TO INSTRUCTORS

CLASS LISTS

{CORRECTED)

Y

REGISTRAR

1. REVIEW CORRECTED CLASS
LISTS

2. REVISE CLASS LISTS (USE
STUDENT HELP IF NEEDED)

3. POST SECTION ENROLL.
MENTS TO COURSE INFOR-
MATION SHEETS

221

REGISTRAR

POST SECTION ENROLLMENTS
TO ROOM UTILIZATION CARDS

ROOM

UTILIZATION
CARDS

Iv-53



COLLEGE FORM R 601

CLASS LIST DEPARTMENT
AND COURSE AND
INSTRUCTOR GRADE SHEET SECTION NO.

TERM YEAR TIME AND DAYS
BUILDING & ROOM

DESCRIPTIVE INSTRUCTOR
TITLE OF COURSE NAME M

! STUDENT NAME CLASS | STUDENTNUMBER  [on: D\ |GRADE COMMENTS

0O~ OO WN -

SR8 2888U88R8882833Y

of

Page Peges

A 8 ¢ D F WP | WF P | Total Credit
GRADE DISTRIBUTION Total Students Hours

Signature of Instructor Date
J 222 e

ERIC
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PROCEDURES MANUAL

(College Name)

Sub-System VII - Grade Reporting

Action

Page

Date

Performed by

Post student grades on class cards (Form R-103) and on
Class Lists =~ Instructor Grade Sheet (Form R-601).

(The grade sheet (Form R-601) will serve as the official
grade record.) Forward both copies of the Grade Sheet

to the department.

Tally grade frequencies by section on the Grade Sheet.

Forward the class cards and the original copy of the

Grade Sheet to the Registrar.

Prepare Report of Instructor Grading Patterns.

(Form R=-701)

Log in receipt of class cards on course information sheets.
Count class cards and compare to section'enrollments

posted to course information sheets. If a discrepancy
exists, match class cards with corresponding class list

copy held by Registrar to determine nature of discrepancy.
Arrange graded class cards alphabetically by name.

Check to insure that graded class cards have not been
turned in for students who have been dismissed, withdrew
early in term, are now deceased, or for other reasons

223

should not be receiving grades.

Instructor

Department Chairman

Department Chairman

Department Chairman

Registrar

Registrar

Registrar
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PROCEDURES MANUAL Page

Date

(College Name)

Sub=System VII - Grade Reporting, Continued

Action Performed by

Separate graded class cards. Insert carbon copies in Registrar
window envelopes - one envelope per student = and mail

to student.

Post grades to permanent records from original copies Registrar
of the graded class cards (course information including
descriptive title can be typed on continuous form labels
during term from information provided on Registration

forms).

Calculate term and cumulative indexes; post to Student Registrar

Academic Records.

Prepare academic performance rosters for Dean's List, Registrar

probation, and dismissal action.

224
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SUB-SYSTEM VII. Grade Reporting
FROM INSTRUCTOR FILES
VA
GRADE SLIPS
(GRADED
CLASS CARDS)
REGISTRAR
annavas caszen e
POST GRADES TO COPIES & MAIL STUDENT
CLASS CARDS & CLASS COPY IN WINDOW ENVELOPE
LISTS
GRADE SHEET \ GRADED GRADED
{ORIGINAL CLASS CARDS CLASS CARDS
__|copy) CLASS LISTS (REGISTRAR {(STUDENT
{DUPLICATE) COPY) COPY)
TRUCTOR FILES
INSTRUCTO TO STUDENT
——§
DEPARTMENTAL CHAIRMAN . REGISTRAR ..
1. TALLY GRADE FREQUENCIES
8Y SECTION 1. POST GRADES TO PERMA-
2. PREPARE GRADING PATTERN 2. 3‘5&#’ TREERCS R UMULATIVE
REPORT INDEXES, TO ACADEMIC
RECORD
1 ,
/ \ 3. PREPARE ACADEMIC PER-
) - : FORMANCE ROSTERS
CLASS
INSTRUCTOR CARDS CLASS LIST
GRADING
PATTERN
REPORT GRADE SHEET TO DEPARTMENT FILES
(ORIGINAL
COPY) L
CLASS CARDS
(GRADED) DEAN'S LIST
REGISTRAR > 4 {ALPHA FILE) - .
tlsgrBATION PERMANENT ]
1. LOG RECEIPT OF CLASS RECORD
CARDS (UPDATED)

. COMPARE ENROLLMENTS
2 ON COURSE INFORMATION DISMISSAL %}Ageeg‘::g
SHEETS V.S. CLASS CARDS COURSE LIST REGUIRE.
INFORMATION MENTS
SHEET (REGISTRAR

COPY)

REGISTRAR

TO ACADEMIC DEAN

MATCH CLASS CARDS WITH

CLASS LIST TO RESOLVE
DISCREPANCY

SUB-SYSTE
vili

")

TO STUDENT FOLDER

IV=57
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PROCEDURES MANUAL Page
Date

" (College Name)

Sub~-system VIII - Permanent Record Maintenance

Action Performed by

Permanent records are maintained in two files - active
and inactive - alphabetically by name., Student folders
are maintained in a single file alphabetically by

name and include both active and inactive records.

Various transactions affecting active and, in some cases,
inactive student academic records will be transmitted
to the Registrar on an intermittant basis. Common type
of transactions will be:

. Name and address changes.

. Grade changes.

. Declarations of major field of study.

. Notices of changes in major fields of study. -

. Notices of course withdrawal.

. Notices of withdrawal from college

. Notices of dismissial,

227
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PROCEDURES MANUAL Page
Date

(College Name)

Sub-System VIII - Permanent Record Maintenance (Continued)

Action Performed by

Post name change to original student record from a Registrar
Change of Nam: or Address Form (Form R-801) and

prepare a new student folder which reflects the change

of name. Move all documentation contained in the
original folder to the new folder, The old folder should
remain in the file in its original location, Insert a
copy of the Name and Address Change Form in the old
folder., If the student is currently enrolled, post

name change to Registration form and Student Information
Card. Send copies of the Name or Address Change Form

to the Dean of Students, Public Relations officer and

the Bursar, If the student is inactive, send a copy of

the Name or Address Change Form to the Alumni Officer.

Post change in permanent address to the Student Academic Registrar

Record “n pencil., If the student is currently enrolled,
post the Student Information Card also and send copies
of the Change in Name or Address Form to the Dean of
Students and the Public Relations Officer. (Post change

in local address to the Student Information Card. Send

copies of the change in Name or Address Form to the Dean

of Students and the Public Relations Officer.)

‘ 223 IV-60




PROCEDURES MANUAL

(College Name)

Sub-System VIII - Permanent Record Maintenance (Continued)

Action

Pape

Date

-

Performed by

Post change of grade to the Student Academic Record from

the Change of Grade Form. (Form R-802) Adjust grade

point average accordingly. Post grade change to the
original grade sheet prepared by the instructor and
retained on file for an extended period., The grade
sheet should be so posted that the original grade and
the subsequent change with accompanying posting date
both appear. A copy of the Change of Grade Form should

be mailed to the student for his records.

22)

Registrar
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PROCEDURES MANUAL

(College Name)

Sub-System VIII - Permanent Record Maintenance (Continued)

Action

Page

Date

Performed by

Post declaration of major on Student Academic Record
upon notification by academic department. Post changes
of major to the Student Academic Record from the Change
of Major Field Notification Form., (Form R-803) File
the original copy of the change of major form in the
student folder. Forward copies to the Dean of Students

and Public Relations Officer.

Post notices of course withdrawal to the student academic
records from class cards submitted by the instructors

and approved by the student advisors, If student
withdraws prior to date on which withdrawal must be
reflected on his academic record, remove corresponding
class card from Section Enrollment file. If the
withdrawal is to appear on his academic record,
instructor should retain class cards and include with

regular submission of graded class cards.

230

Registrar

Registrar
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PROCEDURES MANUAL
.

(College Name)

Sub=System VIII - Permanent Record Maintenance (Continued)

Action

Page

Date

Performed by

Post notices of withdrawal from college received from the

Academic Dean or Dean‘of Students to the Student Academic

Record from the Withdrawal from College Form (Form R=-804).

Check Selective Service, Social Security and Veterans
Administration record files; make appropriate notifica-
tion as necessary. Post the date of withdrawal on the
Student Information Card and the Registration Form. If
the student is withdrawing prior to the date on which
his course enrollments must be reflected on his academic
record, remove student's class cards from the Section
Enrollment file; post withdrawal date to Registrar's
copy of class list; stamp each card "Withdrew from

College Effective ;' post the date;

and forward class cards to the appropriate instructors.
Otherwise, the Section Enrollment file is not adjusted
since graded class cards will be turned in for the
student. Initial a detached copy of the Withdrawal
from College Form and send to Business Office signify-

ing academic clearance of withdrawal. File remaining

copy in student folder.

Registrar

1v-63



PROCEDURES MANUAL

(College Name)

Sub-System VIII - Permanent Record Maintenance (Continued)

Action

Page

Date

Performed by

Post notices of dismissal received from the Academic Dean

or Dean of Students to the Student Academic Record.

Check Selective Service, Social Security and Veterans
Administration record files; make appr:priate notifica-
tions as necessary. Post the date of dismissal on the
Student Information Card and the Registration Form. File
the permanent record in the inactive file. Remove
student's class cards from the Section Enrollment File.
Stamp word "Dismissal" on cards, post date, and forward

to instructors. File dismissal letter in student folder.

232

Registrar
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SUB-SYSTEM VIII.

DISMISSAL
NOTICES

COURSE
WITH-
DRAWALS

DELETIONS &
CHANGES
IN MAJOR

ADDRESS
CHANGES

e

—

|

REG!STRAR

1.

2.

RECEIVE TRANSACTIONS
AFFECTING STUDENT
RECORDS

PEFORM THE FOLLQOWING
DEPENDING ON TYPE OF
TRANSACTION

ADDRESS
CHANGE
?

GRADE
CHANGE
?

DECLAR-
ATION OF
MAJOR
?

Permanent Record Maintanance

REGISTRAR

1. POST CI{ANGE TO ORIGINAL
STUDENT RECORD

2. PREPARE NEW FOLDER &
LEAVE OLD FOLDER IN
PLACE

3. IFCURRENT STUDENT POST
REGISTRATION FORM &
STUDENT INFO CARD

NAME &
ADDRESS
CHANGE
FORM (COPY)

TO: DEAN OF STUDENTS

PUBLIC RELATIONS
BURSAR

ALUMNI OFFICE
(GRADS ONLY)

REGISTRAR

1. POST: PERMANENT CHANGE
TO STUDENT ACADEMIC
RECORD & STUDENT INFO.
CARD {IF CURRENT STL'DENT)

2. POST LOCAL ADDRESS
CHANGE TO STUDENT
INFO. CARD.

NAME &
ADDRESS
CHANGE

FORM (COPY])

TO:

DEAN OF STUDENTS

PUBLIC RELATIONS

REGISTRAR

1.POST TO: ACADEMIC RECORD
ORIGINAL GRALE
SHEET

2. ADJUST GRADL AVERAGE
ACCORDINGLY

CHANGE OF
GRADE
FORM

MAILED
TO STUDENT

REGISTRAR

POST TO STUDENT
ACADEMIC RECORD
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NOTE:

SUB-SYSTEM VIIL. ... Continued

REGISTRAR

CHANGE
OF MAJOR
?

1.

POST TO STUDENT ACA-
DEMIC RECORD

FILE ORIGINAL COPY OF
CHANGE FORM IN STUDENT
FOLDER

CHANGE OF
. MAJOR FORM

TO DEAN OF STUDENTS
PUBLIC RELATIONS

REGISTRAR

NOTICE

OF COURSE

ITHDRAWAL
?

YES

. POST TO STUDENT ACA-

DEMIC RECORD

. IFWITHDRAWAL BEFORE

DEADLINE REMOVE CLASS
CARD FROM SECTION FILE

AR

I L
CLASS CARDS —
TO INSTRUC-
TORS, |F WITH-
DRAWAL PRIOR
TO DEADLINE

REGISTRAR

NOTICE

WITHDRAWA
FROM

COLI?.EGE

NO

. POST TO WITHDRAWAL

FROM COLLEGE FORM

. POST DATE ON INFO. CARD

REGISTRATION FORM, &
CLASS LIST.

WITH DRAWALI
FROM
COLLEGE
FORM
(COPY)

———

TO BUSINESS OFFICE
STUDENT FOLDER

CLASS CARDS

“DISMISSAL "
STAMPED ON

/’1

NOTICE
OF DISN?MSSAL

YES

. POST TO STUDENT ACA-
DEMIC RECORD

NOTIFY FEDERAL ORGANI-
ZATIONS

POST DATE ON INFO. CARD
& REGISTRATION FORM

CARD)

'

PERMANENT RECORD
MAINTENANCE IS A CON-
TINUAL PROCESS &

THE ILLUSTRATED FLOW
CHART DOES NOT IMPLY
SEQUENTIAL PROCESSING

234

DISMISSAL
LETTER

FILE INSTUDENT
FOLDER
(INACTIVE FILE)



FORM R-801

COLLEGE

CHANGE OF NAME OR ADDRESS FORM

College

Student LasiL Name

First Name Middle Initial

PLEASE CHANGE THE COLLEGE RECORDS TO SHOW MY NEW

Student Number Date

[:::] Name

[::::] Permanent Address

E:::] " Local” Address 4s Shown bBelow”

STUDENT SIGNATURE

MY NEW NAME IS

Last Name First Nauc Middle Name
NAME
NOTE: 1IF THE NAME CHANGE IS DUE TO MARRIAGE, DOCUMENTATION IN SUPPORT OF THIS
CHANGE FORM IS NOT REQUIRED. OTHERWISE, A COPY OF THE COURT ORDER LEGALIZING
THE CHANGE SHOULD ACCOMPANY THIS FORM. )
FORMER ADDRESS NEW ADDRESS
CHANGE STREET ADDRESS STREET ADDRESS
IN .
CITY AND STATE CITY AND STATE
PERMANENT
ADDRESS TELEPHONE NUMBER TELEPHONE NUMBER
EFFECTIVE DATE:
. — —
FORMER ADDRESS NEW ADDRESS
CHANGE
STREET ADDRESS STREET ADDRESS
IN
LOCAL CITY AND STATE CITY AND STATE
ADDRESS

DORMITORY TELEPHONE NUMBER

DORMITORY TELEPHONE NUMBER

EFFECTIVE DATE:

233
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FORM R-802

COLLEGE

CHANGE OF GRADE FORM

Miss
Mr.
Mrs.
Student's Name:
Ccurse:
* Date-Taken? “Fall’ - ", Spring "~ Summer__ ~ ) )
Year Year Year
Grade Formerly Reported:
Now Changed To:
Instructor's Signature Date
Form Size - 5 1/2" x 8 1/2"
- 2:— 6 L 0 3
\(o 1V-68




Form R-803

COLLEGE

CHANGE OF MAJOR FIELD

. NOTIFICATION FORM —
Student Student

Name Number

R e e e e e e e e —————————

NOTIFICATION OF DEPARTMENT FROM WHICH STUDENT IS TRANSFERRING HIS MAJOR
This Department has been notified by the above named student that he :s

transferring his major field of study to another Department.

- P - - - . - . . -

Signature of Department Representative

Department Date

— —— —————— — — — — — _ _— —— —— ——  _ ——— - —

NOTIFICATION OF DEPARTMENT TO WHICH STUDENT IS TRANSFERRING HIS MAJOR

This Department accepts into its major pro-

gram of study. A statement of degree requirements has been pre-

pared and issued to the above named student. A copy is attached.

Signature of Department Representative

Department Date

237
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FORM R-804

COLLEGE

WITHDRAWAL FROM COLLEGE FORM

Student Student
Name Number Class

has been permitted to withdraw officially.
has been withdrawn unofficially with failing grades
Effective date of withdrawal is

This student's reason(s) for withdrawal is (are) checked below

Financial Difficulty Planning Transfer

Academic Difficulty Planning to Marry

Health Has lost interest in
college

Planning to enter Military Service
Other

Date Academic Dean

TO THE STUDENT:

TO ACCOMPLISH PROPER WITHDRAWAL FROM THE COLLEGE, IT IS NECESSARY THAT YOU
CLEAR YOU STATUS WITH THE SEVERAL OFFICES CHECKED BELOW, OBTAIN CLEARANCE
VERIFICATION FROM EACH OFFICE AND THEN RETURN THIS FORM TO THE BUSINESS OFFICE.

Housing Office

Signature Date
Major Department

Signature Date
Financial Aid Office

Signature Date
Dining Office

Signature Date
Dean of Students

Signature Date
Library

Signature Date
Registrar —_—

Signature Date
Business Office

23 SSignature ~ Date
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PROCEDURES MANUAL Page

Date ___ _
(College Name)
Sub-System 1X - Certification to Federal Agencies
ol
Action Performed by
Arrange Selective Service Notification Requests and VA Reglistrar

Enrollment Certification Request forms alphabetically by

-

- - - - - -

name.

Prepare SSS Form i09 from each Selective Service Notifica- Registrar
tion Request form and VA Form 21E-1999 (for continuing
students) from VA Enrollment Certification Request Forms.
Utilize Registration Card File as reference for current
course load data. (First time certification of appli-
cants for veterzns benefits is accomplished on the back
-of the Certificate of Fligibility VA Form 21E-1993a upon

its receipt from the VA).

Mail certification forms to appropriate agencies and file Registrar
request forms by name and term in files established for

that purpose.

Pull previous term request forms from the files and match Registrar
them to the current term registration forms. Prepare
appropriate notice (Selective Service --- SSS5109,

Student Certificate or SSS103, Graduate or Professional

ERlC 233 71




PROCEDURES MANUAL Page

Date

(College Name)

Sub-System IX - Certification to Federal Agencies, Continued

Action Performed by

College Student Certificate; Veterans Administration ---
VA Form 21E-1999b, Notice of Change in Student Status;
Social Security --- SSAISAZ, Notice of Cessation of Full
Time Attendance) of change forms for students who have
not re-enrolled (refer to a graduation list to determine
those students who have not returned by reason of

graduation) and forward to the agencies concerned.

Note: For further information on Veterans Administration

Certification procedures, see Certification of Students

Under Veterans Laws, The American Association of

Collegiate Registrars and Admissions Officers, August

1967.

,El{llC 240 Iv-72




SUB-SYSTEM IX. Certification to Federal Agencies

REGISTRAR

1, ARRANGE SELECTIVE
SERVICE SYSTEM (SSS) &
VA REQUESTS ALPHABET!I-
CALLY

2. PREPARE SSS & VA FORMS
FOR RESPECTIVE REQUESTS

- - - - e .. - - -

—
REQUEST CERTIFICA-
FORMS TION
(VA & SSS) FORMS

{VA & SSS)

TO FILES TO PROPER AGENCIES

L ] -

REGISTRAR

1. PULL PREVIOUS TERM
REQUEST FORMS

2. PREPARE NOTICE FOR
STUDENTS NOT ENROLLED
THIS TERM

NOTICE OF
PERSONS NOT
ENROLLED

TO PROPER AGENCIES

SUB-SYSTEM X
N———

24 i
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PROCEDURES MANUAL

(College Name)

Sub-System X - Degree Audit

Action

Page

Date

Performed by

Pick up Statement of Degree Requirements from major
department. (Department has listed courses and credits

required for the degree in the column provided.)

Complete the Statement of Degree Requirements, filling

in the courses taken in satisfaction of the requirements,
each course to be listed on the same line as the require-
ment it is intended to satisfy. Record hours, term,

year and grade for each course, referencing the Statement
of Degree Requirements maintained by the student during

his program.

Review, note, and authorize exceptions and substitutions

to the prescribed program.

Pay graduation fee and obtain validated Application for

Degree Form (Form R-1001),

Submit authorized Statement of Degree Requirements and

Application for Degree to the Registrar,

Use Application for Degree form as a reference in pre-
paring graduate lists for the diploma company and the

commencement program printer.

242

Student

- - - . P

Academic Advisor

Student/Business Officer

Student

Registrar
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PROCEDURES MANUAL

(College Name)

Sub-System X - Degree Audit (Continued)

Action

Page

Date

Performed by

Check current enrollments listed on Statement of Degree

Requirements against Current Registration Cards.

Check the Statement of Degree Requirements against the

permanent record for courses previously taken.

Verify that student has met any index requirements and
residence requirements. Note any students with low
indexes who may be ineligible to graduate if they were to

fail one or more courses.

If a student has applied for gradvation but his record
does not meet normal requirements notify the 3tudent,
the appropriate major department, and the academic

Dean,

As grades are received during the period just prior to
graduation, perform a "last minute'" review, checking
Jr, failures in required courses, insufficient total

credits and inadequate cumulative grade index.

Prepare list of students who are graduating with academic

honors.

Registrar

Registrar

Registrar

Registrar

Registrar

Registrar

IvV=-175



PROCEDURES MANUAL

(College Name)

Sub-System X - Degree Audit (Continued)

Action

Page

Date_

Performed by

If the last minute check detects degree candidates who
hagg failed to cqmp{etg ;heir pegree.rgquiremqpts by
failing to complete their final term work satisfactorily,
notify the student, the commencement coordinator, the
academic Dean, and, if time permits, the commencement
program printer. Remove diplomas from the file of

those to be awarded,

244

Registrar
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SUB-SYSTEM X Degree Audit

FROM MAJOR DEPT.

STATEMENT
OF DEGREE
REQUIRE-
MENTS

STUDENT

1. COMPLETE STATEMENT OF
DEGREE REQUIREMENTS

- . . ACADEMIC ADVISOR

REVIEW. NOTE & AUTHORIZE
STUDENT'S PROGRAM

STUDENT
1. PAY GRADUATION FEE

2. OBTAIN VALIDATED APPLICA-
TION FOR DEGREE
3. SUBMIT COMPLETED APPLICA-

TION & STATEMENT OF DEGREE
REQUIREMENTS TO REGISTRAR

APPLICATION
FOR DEGREE

STATEMENT
OF DEGREE
REQUIRE-
MENTS

REGISTRAR

LIST
GRADUATES
{TENTATIVE)

TO PRINTING COMPANIES

1. PREPARE L!ST OF PROBABLE
{DIPLOMAS & PROGRAMS)

GRADUATES

2. VERIFY THAT STUDENT HAS
MET GRADUATION REQUIRE-
MENTS

3. PERFORM FINAL VERIFICA-
TION OM PROBABLE

GRADUATES
4 Enzra:nz&ugrs OF HONOR -
RADUA NOTICE OF M
5. NOTIFY APPROPRIATE FAILURE TO 1&&’33;%‘;:
PERSONS OF STUDENTS WHO MEET GRAD- y

PRINTING COMPANIES,

FAIL TO MEET GRADUATION STUDENT

REQUIREMENTS
8. REMOVE GRADUATES’
DIPLOMAS FROM FILE

UATION RE-
QUIREMENTS

‘ SUB-SYSTEM X! 245
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Form R-1001

APPLICATION FCR DEGREE

I hereby certify that 1 expect to complete require-
ments for the degree of BA] | AB[ B: N Other]_—__:]

by the following date .

I wish my name to appear on the diploma as follows:

. - ~ (PLEASE PKINT CLEARLY) ' o

I find it necessary to request that the deg.ee be con-
ferred in absentia.

Signature

Signature

Address

INSTRUCTIONS TO STUDENT:

This form is valid only
when stamped by the Bus-

iness Office upon payment

Bus, Off, Validation

orf the Graduation Fee,

FORM SIZE - 5 1/2" x 8 1/2"

IV-78




PROCEDURES MANUAL

(College Name)

Sub-System XI ~ Processing Transcript Requests

Action

Page

Date

Performed by

Prepare Transcript Request (Form R-1101). Payment for
transcripts should be made at the time request is

presented.
Initiate Request for Transcript by letter or telephone.

Fill out Transcript Request for requests received from
alumni or former students; record name and address of
requestor on a post card to be used for confirmation
that transcript(s) was mailed; inform requestors that
transcripts will be released:
(a) if there are no outstanding obligations to
the institution which the requestor has
neglected to satisfy; and

(b) when payment for the transcript is received.

Place requests and accompanying post cards in a transcript
suspense file pending availability of student academic

records and receipt of remittances.

Match remittances to suspended transcript requests and

pull matched items.

Prepare transcripts. Insert address slips and

transcripts in window envelopes. Mail transcripts and

247

post cards.

Student

Alumnus or Former
Student

Registrar

Registrar

Registrar

Registrar
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PROCEDURES MANUAL Page
Date___

(College Name)

Sub-System XI - Processing Transcript Requests, continued

Action Performed by

Forward remittances and copies of the transcript request Registrar
to the Business office. (For good internal control, the
cash receipts and transcript processing functions should

not be assigned to the same clerk,)

File request copy. Registrar

: Q 248
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SUB-SYSTEM XI Processing Transcript Requests

ALUMNUS OR

STUDENT FORMER STUDENT

PREPARE TRAN- INITIATE REQUEST
SCRIPT REQUEST FOR TRANSCRIPT

REGISTRAR

REMITTANCE

FILL QUT
TRANSCRIP REQUEST & CON-
FIRMATION POST CARD

FILE BY NAME

TRANSCRIPT
REQUEST

r
ADDRESS
sLIP

]

[CONFIRMA
TION POST
CARD

TRANSCRIPT
REQUEST

ADDRESS
SLIP

/7

N, o
IN SUSPENSE FILE REMITTANCES

REGISTRAR /
1. MATCH REMITTANCES
TO SUSPENDED RE-
QUESTS

2, PULL MATCHED ITEMS

o

PERMANENT
RECORD

REGISTRAR

-

. PREPARE TRANSCRIPTS

. FORWARD TRAN-
SCRIPTS & REQUESTS

[

.

TRANSCRIPT
REQUEST
CQP

TRANSCRIPT

ADDRESS
SLIP

CONFIRMA
TION POST
CARD

REGISTRAR
FILES

REMITTANCES

TO RECIPIENT
OF TRANSCRIPT

TO REQUESTOR
TO BUSINESS OFFICE

Q 2 4 9 SUB-SYSTEM XII
1v-81




FORM R-1101

*Fill out an address slip for each recipient.
your record.

ADIRESS SLIP

PRINT LEGIBLY IN THE ADDRESS BOX BELOW:

College
TRANSCRIPT REQUEST
Date
Print legib'y
Your Student
Name Number
Last First M.
No, .
Ordered To he sent to:* (Print here the name & address of place(s) to which you want your
transcript sent)
Name Address State
Name Address State
Name Address State
Will call.
The minimum charge on each transcript order is .
Whenever two or more copies are requested on the same order,
the charge for the first copy is and each addition-
al copy 1is .
Fee id
Pa Total

It will be used in a window envelope fcxr inailing

L] -
the name & address of the office, firm, insti-
tution, agency or person to whom you wish your

record sent.

Name

Street or
Institution

City % State

Student's Name (Print)

The enclosed record is sent at the
request of the student.

OFFICE OF THE REGISTRAR

COLLEGE

250

Q

IERJ!:‘Notc: Supplemental copies of the lower part of this form (address slip) would be used to record

IToxt Provided by ERI

additional addzesces.
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PROCEDURES MANUAL Page

Date

(College Name)

Sub-System XII - Management Reporting

Action Performed by

Post Credit Hours carried from registration forms to Registrar
student information cards upon termination of change of

program period.

Prepare Student Enrollment Report (Form R-1201) and Registrar
Distribution of Students By Credit Hours (Form R-1202)

from data provided on Student Information Cards.

Prepare Higher Education General Information Survey (HEGIS)| Registrar

enrollments reports (Undergraduate Enrollment By Subject
Area, Graduate Enrollment by Subject Area, Residence and
Migration) from data provided on the Student Information

Card.

Summarize total sections scheduled, total periods in use, Registrar
and total student stations occupied on each room

utilization card.
Prepare Room Utilization Report (Form R-1203) and Room Registrar

Utilization by Type of Room (Form R-1204) from data

provided on Room Utilization cards.

ERIC | 25 19-83




PROCEDURES MANUAL

" (College Name)

Sub-System XII - Management Reporting

Action

Page

Date

Performed by

Prepare Report of Credit Hours Produced by Instructor
(Form R-1205) and Report of Credit Hours Produced by
Department (Form R-1206) from data provided on course

information sheets.

252

Registrar
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SUB-SYSTEM Xil Management Reporting

REGISTRA-
TION
CARDS

STUDENT
INFORMA.
TION

CARDS

REGISTRAR HEGIS EN-
ROLLMENT
1. POST CREDIT HOURS TO REPORTS
STUDENT INFORMATION
CARD STUDENT
2. PREPARE REPORTS ON ENROLLMENT
STUDENT ENROLLMENT REPORT
& DISTRIBUT!C ‘
DISTRIBUTION}—
OF STUDENTS
BY CREDIT
HOURS
ROOM
gna LIZATION
ARDS REGISTRAR
| »
PREPARE ROOM ROOM UTILIZA.
UTILIZATION REPORTS TION REPORT
ROOM
UTILIZATION
BY TYPE
: OF ROOM
"

COURSE
INFORMA-
TION
SHEETS

REGISTRAR

N PREPARE CREDIT HOUR
REPORTS

REPORT OF
CREDITHOURS
(INSTRUCTOR)

REPORT OF

CREDIT HOURS
(DEPARTMENT)

253
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FORM R-1201

-

SLIN3IANLS IN3QIS3AY
S1N3ANLS AVQa

SLN3ANLS ITONIS
SAN3IANLS AIIHHVYW

SLN3ANLS ITv3d
SLN3IANLS IV

SAN3ITNLS ONINYNLIY
SLN3IANLS ONINNILNOD
SLN3IANLS HI4ASNVHL
NIWHSIHS IWIEL-1SHId

S1N3ANLS v

H3IH10 4o us ur (0.

Hd

AVLIO0L ||43HIO 49 ys ufr oS

Hd

aviol

SAN3ANLS INIL-1LHVYd

S1N3AN1S IWIL-1TINd

Iv1l0lL
aNVHO

AHOOVLVO

31va

40 SVY O3HVvd3Hd LHO43Y

HV3IA ANV WYL
1H4O0d34 LINJWTTOUN3T INJANILS

39371102

Q

Aruitoxt provided by Eic:

E
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FORM R-1202

Iv-87

49

s ur

oS Hd

FIvwad ITIVN

SSY10

X3S

SiN3aNnis
ANIFTIVAIND3 WL TTING

SINIANLS 40 HIANWNN

SHNOH 1103HD A8 SLN3ANLS 40 NOILNBIY1SIa

S1viol

OFN”'ID@#QQR
- - - - - -
259

- N M e DO ~O0R

ANIANLS A8 IBYVYI SBNOH

3937100




COLLEGE FORM R-1203
ROOM UTILIZATION REPORT
TERM AND YEAR
T STUDENT | STUDENT
BUILDING ROOMNUMBER | ¥ |AVAILABLE | 'INUSE. | "IN USE. Aﬁ}ﬁ[}f;f_se STA TS STA. USED

1v-88




COLLEGE

ROOM UTILIZATION BY TYPE OF ROOM

TERM AND YEAR

FORM R-1204

TYPE OF ROOM

NUMBER OF
ROOMS

HOURS
AVAILABLE

HOURS
IN USE

% TIME
IN LUSE

SEMINAR ROOMS

5-15 STUDENT STATIONS

CLASSROOMS
16-30 STUDENT STATIONS

31-50 STUDENT STATIONS

LECTURE HALLS
51-100 STUDENT STATIONS

OVER 100 STUDENT STATIONS

LABORATORIES
1-10 STUDENT STATIONS
11-20 STUDENT STATIONS

OVER 20 STUDENT STATIONS
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FORM R-1206

HOLONHLISNI A8 G32NA0Yd SHNOH LIG3YI 30 14043y
39371102

a0
My
N
; ; INIWIT0UNI
403S/SUH QW) IZISNOLLIIFS | SUNOH 1103¥D IN3ON1S | SNOILD3S 40 u3aWNN IJNVN HOLONYLSNI INIWLHV43Q
‘IAY JOVHIAY vioL Wiol _
HVY3IA ONV WHIL
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COLLEGE FORM R-1206
REPORT OF CREDIT HOURSPRODUCED BY DEPARTMENT

TERM AND YEAR
TOTAL TOTAL AVG. AVG.
DEPARTMENT ng'ng:s s:gi'?c:ns STUDENT CREDIT SECTION ;22?.?; s;g‘;‘;g:" CR. HRS.
NROLLMENTS | HOURS SIZE PER SECT.
TOTALS
Q ,
ERIC 259 vo1




