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TECHNIQUE OF PROCEDURE IN COLLEGIATE
REGISTRATION

C0NTENT8.InefEcient methods still usedPoints of agreement among registrarsMethods most com-monly usedAnalysis of typical plait., =1.me helpful suggestionsRecommended registration plan.

It is a well-known fact that, while we have a considerable body of
literature on public-school administration, information on collegiate
administratilAn is meager. This is especially true concerning the
problems ()lithe registration °office. Almost the only sources of in-
formation ,are the minutes of the American Association of Collegiate
Registrars. These have been of great:assistance to the writer. This
study is, however, made from the basis of observation of the professor
rather than. the registrar.

In, collecting the data used for this report, the institutions holding
membership in the Association of Collegiate Registrars were requested
in October, 1922, to send their registration forms, together with their
methods of procedure, to the writer. The response which they made
was unusually fine. A number of very busy men took occasion to
send additional information which proved very helpful. The discus-
sign of these reports, if it is to be of benefit, must be very frank.
There are certain inefficient methods to which many 'Universities still
cling, and the position taken here is that it is best te scrutinize all such
unsparingly, although in the spirit of entire good fellowship.

The purpose of this article is to stucky one phase of the registrar's
workthat of the registration of the student. The question of admis.
sion will not be discussed, since several good reports have been made
upon this, including that of the Carnegie Foundation. The latter
technique has been rather well standardized.

INEFFICIENT METHODS STILL USED

The registratibn period of the university in the phast and at many
institutions to-day has been a time of confusion. Students are thrown
in one small central arei or are crowded into long lines and ofttn have
to wait for an hour before receiving their registration materials. hel.
quently their instructions require them to visit points situated at the
ektreme boundaries of the.college grounds, and oftentimes these trips
have to be made back and forth before the tration is complete.
This may b,e beneficial to the health of the stu ent, but is °alai*
lacking in efficiency.
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TECHNIQUE OF COLLEGIATE REGISTRATION

I It is indeed surprising that, after improved registration methods
have been discussed in the meetings of collegiate registrars, so many
influential institutions of the country persist in methods which are not
only archaic but inefficient. Often the registration period is unduly
prolonged. Students are permitted to igegister at any time during the,
first week. This is wasteful and unaecessary, as such schools as Co-
lumbia and Illinois are able to complete their registration in one or
two days. In a letter from a snialler school it was reported that their
methods worked we4, and that it, was possible to enroll 800 students
in two days. Such enrollment could easily be made in one.

Other institutions permit an unduly long period in waking out
programs 4of study. Universities of six to ten thousand students are
able to send out permanent programs of study to the instructors on
the first day the classes meet. It is surprising, therefoie, that some
well-known institutions still permit from one to two weeks for the
making out of programs of study.

Another very wasteful requirement has been to ask the instructors
to sign the individual card of each student. This plan has been
dying out, but is still continued by a number of schools, particularly
those of the East. Although the theory underlying this may be that
the instructor becomes better acquainted with the student, this is
actually not the case. Leading professors of the United States have
admitted that this method was fruitless. There are always certain
courses which require the consent of the instructor, but this should be
obtained before the student enters the class.

One of the worst causes of confusion in the registrar's office has been
that of changes in program. The student does not devote any par-
ticular care to making out his program, as he knows that he can change
it any time durin.g the first two or three weeks. This simply amounts
to a delayed period in completing programs of study and is found un-
necessary in largest and most efficient schools. It may be ob-
viated to a at degree by requiring a fee of several dollars for the

, ,change of every course where the college is not responsible'. This
plan has worked well in the University of Iowa, and practically all
progressive colleges are using some such method for late registration.

The faculty member is especially troubled by these delays in, making
out a program. Where there is little or no restriction for the first
week or two, his classes are changing and the time is almost wasted.
Financially, the loss of this period represents thousands of dollars.
Worse than that, the student early dovelops inattentive, unsystem-
atic habits, which are likely to become the basis of poor scholarship.
This is the time when frateinities and sororities are besieging the
registrant and when certainly he should show a determination to
place first, emphasis on his school work.
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PBCRITIQVE OF COLLEGIATE REGIBTRATION

POINTS OF AGREEMENT AMONG REGISTRARS

In answer to the inquiry sent out, excellent suggestions were re-
turned by almost; every registrar. They emphasized the need of
clear directions to the students. These should be brief and to the
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point. They should be systematically arránged .and should cover
each step of the registration, and should óf course be expressed in
good English, a point often not considered. The location of the
various registration stations should be described so that they will be
unmistakable.
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TECHNIQUE OF COLLEGIATE REGISTRATION

Since this topic hinges rather largely on registration blanks, it
will be mentioned only briefly here. Many registration crimes have
been committed in the organization of such forms. It seems that
most institutions have made this an experimental study of their
own, without inquiring into what has been done by other colleges.
There are only a few that could not materially improve their forms
by a careful analysis of sinh methods as those of Iowa, Illinois,
Pittsburg (Kans.) , or Stanford. Certainly these blanks should be
as brief as practicable, and yet there should lie sufficient forms made
out to satisfy the needs of the registrar.

It has been frankly stated by many registrars that the success of
their work has been largely due to the careful organization of the
corps of assistants. At the outset there should be a sufficight number
for the special registration days. Ofie of the most frequent causes of
failure to carry out a registration program successfully has been the
lack of help. Usually competent assistance can be obtained from
students. The efficiency of the individual clerk may be _ctecked by
requiring him to put his initials upon every form which it is necessary
for him to pass upon. Illinois and Iowa have special conferences for
those who are to take part in the registration, and the entire pro-
cedure is explained. It is also well to have a committee meeting with
those members of the faculty who are to assist. Printed or mimeo-
graphed directions for their use should be provided, especially if they
are located in apartments separated4rom the main registration hall.
The faculty adviser officially approve's the course of study chosen
by the student, and he should be held accountable for the cards
which he approves.

Careful consideration of the line of march for the students who are
registering will materially add to its efficiency. The trips between
the various windows should be short, the lines should not cross, and
the student should not be required to return a second or third time
to the same window in the course of procedure.

One of the best ways 'to prevent crording is to have additional
clerks and additional space provided for stations where much delay
occurs; for example, stations concerned with checking and receiving
fees. Most registrars feel that -it is- desirable to have a .complpte
elass roll of the instructors for the first session. Among the larger
institutions there is a possibility that a student not regularly en-
rolled may attend the classes and later cause complications for the
registrar's office. Certainly the most efficient system 'will provide
each instructor with a complete class list. In order to do this promptly
it is necessary to have a large additional force of secretaries to sort
out the class lists.
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TECHNIQUE OF COI.LEGIATE REGISTRATION

There were many pointl of difference among the regisirars, which
can perhaps be brought out in the discussion of the methods of
registration.

The steps of admission as outlined by Mc Conn, of Illinois, and
very well agreed upón are as follows:

(a) Preenrollment. This includes the steps necessary for the
qualification of the student for college entrance.

(b) Admission. Here the student submits credentials showing
that he is entitled to matriculation and is given the :various registra-
tion forms.

(c) ling out of forms. The student has some idea of the work
he expects to take, and since during the first year his _program is
somewhat restricted his problems are not so great as will occur with
upper classmen or irregular student§.

(d) Advisers. His next step is to have his temporary program
criticized aild approved b'y the adviser. Such a program for fresh-
men, as before observed, is restricted. Upper classmen should have
consulted their major departments iring the previous term. This
can be best provided for by arranging a definite time.

(e) Sections. The problem of assigning students to sections affects
the larger schools more than the smaller ones. It is usually done
arbitrarily or in the order sof application of the student. Nearness
of registration stations reduces the difficulty of section assignments.
At this time provision is made for the filling out of class cards.

(f) Inspection. The complete list of rekistration forms are care-
fully scrutinized not only for accuracy, but legibility, and unsatis-
factory blanks rejected.

(g) Fees. These are frequently paid at the beginning. When so
done, each registration assistant should be required to check care-
fully the fee receipt.

(h) Grade cards. Provision for the return of student's grades is
made either in -a course book or on one of the registration forms.
These are mailed to the student at the close of the term.

(i) Delays and changes in registration. These constitute one of
the chief problems of the registrar. The most efficient method for
control thus far seems to ,be a sistem of fines, as previously indicated.
When used, however, clear mentipn of them should be made in the
catalogues, announcements, and directions for registration..

METRODS MOST ÇOMMONLY USED

The chief methods of registration areAs. follows: (a) Clerical, (b) self-
registratiott, (e) a combinhtkin, of (a) and (b) , and (d) registration
by mail.

The clerical method provides for the filling out of a very limited
number of forms by the studEnt. paese are later copied by'the regb,
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TECHNIQUE OF COLLEGIATE REGISTRATION

istrar's office, and the information necessary for the various divisions
of the institution forwarded to them. It is the older form of regis-
tration and has been frequently used by small schools where the
college authorities get most of their information as a result of 1per-
sonal conferences. It is also used by institutioris of wealth that are
able to provide for a great deal of clerical work in the registration
office. Such institutions as Maine, Massachusetts, California, Brown,
Armour, Baker, Connecticut College, Dartmouth, Denver, and
Georgia Institute of Technology illustrate this method. While recog-
nizing that this plan may be carried out efficiently, it can and will
be very much improved by the adoption of some of the methods de-
scribed under self-registration. An argumeat reported for this
system is that the forms are made out in a more uniform handwriting
and are more accurate and legible than when prepared by the stu-
dent. This has not been found to be the case by other institutions
that have given the self-registration plan a careful trial.

The student self-registration method takes its name from the fact
that the student registers himself and in the eourse of doing this
prepares a number of duplicate forms for the registrar, the dean,
the department head, and dean of men or women, eft. It provides a
maximum of information for a minimum of, cost. The Harvard system
it( really the foundation of this plan, alt*h here most of the mate-
rial is written upon a large card, which is later cut up into sections.
The Harvard- plan has been further developed and elaborated by
Illinois. This institution has arranged for these various forms to
be printed in folded coupon form, much like a railroad ticket. These
forms are later on detached and sent to the various departments.
Iowa has also developed a very bxcellent system similar to that of
Illinois.

It should here be mentioned that the blanks themselves have been
brought together in three different forms: First, as a number of loose
cards or sheets; second, in the coupon form; and third, bound in a
little booklet form from which they.may later be detached. The
first method is not as efficient as are the others. When the student
is confronted with as many as a dozen loose forms to fill out, varying
in size and in stock of paper, he is likely to lose some of them or fill
them out in an unsatisfactory manner. This is roily' a "messy "
form of registration, and while the plan of some of 'these (as that of
the UniVersity of A*ona) is excellent, it could be very much improved
by putting them in a bett,er organized form. The following are in-
cluded among the institutions using Ns method: Akron, Alfred,
Alma, Butler, University of Colorado, Goucher, and Grove City.

The booklet method was devised by Q. L. Elliot, Iregistrar.of Stan--
ford Universitx, and includes most of ihe advantages of the coupon
method, with ihe addition- of several other features. At matriculse

.



TECHNIQUE OF COLLEGIATE REGISTRATION '7

tion the student is Presented with ¡little booklet somevihat similarto a check book, provided with blank detachable-forms, which areprepared to fit exactly the file index. General instructions areprinted on the outside of the booklet and specific instructions on thestub of each coupon, explaining exactly what disposition to make ofthe coupon. The psyshological effect of such a booklet is good. Itis so small and convenient that it does not seem a difficult task toprepare the forms. When registration is completed the blanks areremoved from the booklet; but the latter, including the stubs andreceipts; is returned to the student, which gives him a completer6sumé of his registration procedure. The principal disadvantage ofthis plan is its additional costthe expense of these booklets beingabout 10 cents each in California. They could be prepared for some-what less in other parts of the country, but even at that, the totalcost for registration of 2,500 students is only $250, which is2, a smallsum compared to the efficiency obtained from them. In no institu-tion in the country is the praise of the faculty more unanimous forthe registration plan (so tar as the experience of the writer is con-cerned).
The combination method includes a combining of the self-registra-tion plan with the clerical plan, or (b) the combining of the coupon*form of blanks with the separate card form. These methods arereported by institutions in a transition stat between the older andnewer methods. There are certain reasons why various institutionsfeel that they must have one or two separate blanks, as for example,the admission card for matriculation. Such institutions use thecoupon method in thi main. There are all stages of developmentfrom the older form 4of one or two coupons to the more highly devel-oped plan. It must be observed in this conneCtion that the old plan

competently organized will bring better results than the newer planwhen the latter is,not backed by satisfactory administration.
Registration by mail was used by the University of Minnesota in thepast as the chief method of registration, but the registrar has recentlystated that this methoid is being done away with. Carnegie Instituteof Technology has sent out its registration forms by Iliad, asking'that these be filled out if possible on the typewriter and later returnedin person to the college. With an institution of this nature, wherethe election of courses is very limited, this plan has proven rathersatisfactory. The University of Iowa has adopted a plail of registra-tion by mail, but because of its expense as *ell as other unsatisfactoryelements, it is likely to be discontinued.

ANALYSIS OF TYPICAL PLANS
In attempting to devise a system which will meet the requirementsof the greatest, number of institutions it may be well to briefly analyze

101373°-24t 2



8 TECHNIQUE OF COLLEGIATE REGISTRATION

a few of the more outstanding plans. From this we will have a chance
to select the features which appear best. The registration plans
used at Arizona, Columbia, Denver, Harvard, Illinois, and Stanford
will thus be criticized.

The Alizona system shows a large number of carefully devised
forms which permit an orderly and systematic registration, pro-
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TECHNIQUE OF COLLEGIATE REGISTIVATION 9
of which are enumerated by department and course number all
subjects given. The registrant merely places a circle around thenumber of each course. In addition he fills out two coupons forthe directory and one for the dean. All forms thus mentioned areattached together in one folder. The fees are mkde out:on a separatecard, upon which is also attached a registrar's record And the stu-dent's receipt. Two class admission cards are made out for thestudent by-the registrar's office for each course taken. There is noquestion but that this plan enrolls a large number of students ina minimum of time, but it does not provide as complete files of infor-
mation for' such offices as the dean of men, head of deparment,
and social director as many institutions desire. There is only one
program of study made by the student. All others must be copiedby the registrar's office. Experience has shown that class admission
cards can be prepared as efficiently by the student as by the enroller.

Denver uses three cards.: (1) Card of general information for
matriculation, (2) tin admission card which includes the program,and (3) a duplicate of (2) . Objections are, first, that a greater
number of forms are needed, and unless copied the institution will
be handicapped; second, the signature for each teacher is required;
third, a delay of one week in completing registration is allowed.

Harvard requires (1) a matriculation blank and (2) a registration
card, including coupons for registration office, catalogue, directory,dean, and religious organizations. The student is presented with athird form which provides for the course of study, as well as class
cards. Its advantages are simplicity and yet provision for informa-tion for a number of files. The plan includes preparation of daiscards, which are cOnipactly.printed on one sheet. Its disadvantagesare due to the meagerness of information on the registration coupons
(only one office ;Is provided with a student:s piogram) and to thefact that the.student must take two days in completing his regis-tration.

'Illinois makes use of the following study list coupons: - (1) 'Student's,trial study, (2) dean, (3) recorder, (4) registrar, (5) dean of men or
women, (6) adviser, and the following coupons which do not requirestudy listsphysical appointment, information- office, bursar state=ment, and receipt.. On the back of each study list is a cops ofgeneral infora.ation statistics. The student is also required to fillin loose class cards, one for every course. The forms are well devisedand include information of value. The chief- objections are due tothe fact that the student can not meet the selion representatives inone plaCe. Also there appears to be no reason why theclass cardscan not be brought together in coupon form in the same manner asare the study coupons. A number, of institutions have excellent
coupons of this sort.
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10 TECHNIQUE OF COLLEGIATE REGISTRATION

The Stanford plan includes the coupons in a coupon book on the
IPP

cover and stubs of which are provided directions. The bo9ks are so
cazinveniedt tjaat the student does not realize the number of forms
which he fills out. The following is a list of the forms: (1) Comp-
troller's office, general fee; (2) comptrolier's office, delayed special
fees, such as.laboratory, (3) trial study; (4) registrar's study list,
(5) major professors study list; (6) dean of men or women's study
list, (7) appointment bureau; (8) directory; (9) nialigious; (10)

vocational guidance, (11) vaccination, (12) library, (13) college
paper; (14) physi.cal education or military training; (15) physical
examination; (16) intelligence examination; (17) receipt, certifj-
cate of registration, and admission ticket for games combined. The
registrar's card is cleverly devised with a column for grades and points
for each subject. Since the registrar always copies this form in his
permanent records, the student's grades may be filled in and delivered
to him at the end of the quarter. Its advantages have been pre-
viously dealt with. The forms are.better organized here than,under

..any other plan. The objections are, first, the cost of the booklet
and, second, the fact that no class list or class cards are required:
Class coupons could be very readily included in this booklet. This
system, however, foreshadows a danger to all self-registration plans
that of requiring the student to fill out too large a number of rather
unnecessary blanks.

SOME HELPFUL SUGGESTIONS

There are some general suggestions it may be well to mention be-
fore recommending a registration plan:

1. It is unnecessary and wasteful to rester students during a
preceding term or several months before the time of opening It
was originally provided in the hope that it would increase the total
registration. It has not, holete-ever, materially increased the enroll-
ment of former students, but has disarranged the enrollment records
and made the returns untrustworthy, and as a method, has been
largely given up.

2. The regisirar should be careful in the use of penalties. Some
are manifestly unfair. These include penalties of failure marks for
trivial offenses, such as neglect to report courses dropped by a certain
day. It is not fair that estudent should go thibough life nith his
collegiate record, containing failure matks for such 'offenses. There
is also the request to sign unusual pledges, particplarly when the
student is supposed to sign them of his owp free will. Certain in-
stitutions require their students to sign pledges to refrain from drink-
ing, smoking, dancing, card playing, etc., while in attendance at
College, and add that this student iidoing it " of hit own free will anda.



TECHNIQUE OF COLLEGIATE REGISTRATION 11

accord." The writer has beenwolso surprised at the number of insti-tutips requiring pledges not to join fraternities or sororities.
4. It is well to avojd certain threats, especially when they are

untrue, such as "If this carj, is lost, it wiA not be replaced. It is
your evidence of enrollment."

5. It is thè part of Wisdom and systematic methods tcl have the
naze of the university of &liege printed upon the various forms.

6. Some colleges require the student to fill out a complete program
card for every teacher. This is needlessly onerous.

7. It is not necessary to prepare a separate series of registration
forms for men and women or for the various colleges. Aid in the
sorting of such cards rhy be obtained by the use of different colored
paper.

Schools that provide for the paying of fees as the fint step of the
registration process have often established a certain fixed fee for
incidental expenses. Where a number of special and laboratory fees
connected with certain courses are assessed, it is usually necessary
to provide for their payment as the last step.

In using the booklet or coupon system, it will make it easier for
the student to copy his trial study blank on his regular forms by
detaching it and placing it immediately over his record.

As the result of action taken at the American Association of Regis-
trars several years ago, some institutions are requesting the result of
intelligence tests given by high-school authorities. Such a plan is
discountenanced by those who )aave devised these tests, since, first,
the necessary uniformity in the administration_of the examination
can not be obtained; and second, there is a possibility of the student's

,obtaining previous informatiòn concerning such tests, especially when
theseare brief and do not provide for alternate forms. Such tests
should be administered by tilt department of psychology.

In the earlier collegiate days one man carried on the entire regis-
tration, but only the greatest confusion arises nowadays when one

-person tries to do it all.
College traditions stand in the way of improved methods of regis-

, tration for example, some schools cling to the archaic plan of having
every student sign the registratibn book. The methods of lit listra-
tion recommended in this article will ndt be used by some institutionz;
because tradition would be violated. It is a strange predicament
when tradition stands in the way of progress in a college.

On the whole, the percentage of agricultural colleges using modern
registration forms is greater than that of other ciilleges.

The form used at Dartmouth by the registrar for permanent filing
is excellent.

The advantages obtained from the self-registration Ain described
are hilpful, even for eimall college. A number are using it, and all
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12 . TECANIQUE OF CtoLLEGIATE REGISTRATION

speak highly of it, especially commending tift amount of complete
information provided just when it is needed for the registrar's office.

While there is no special objection to 'the use of course books such
as are found at Chicago, these are cumbersome- and are more and
more falling out of use.

There is about an equal division in the siie of coupons; either of
the leading sizes-8 by 4 inches or 5¡ by 3.,¡ inch4sis good.

The most satisfactor) material for these coupons seems to be a
good, heavy stock of paper, rather than a card. This is very satis-
factory for firing, and the coupons do not break ¡Tart easily.

Some standardized form for the writing of the registrant's name
on the coupons should be used. Many students ao no.t know what
the term "surname" or " Christián name" means. The following
form is therefore recommended:

Name
Lut name First name Middle name

In order to further avoid confusion, coupons should always be
numbered. It is also wise to ask the student to give the name, as
well as the number of the course, as this arovides a double check.

It is not necessary to have a duplicate set of study cards, since
the registrar can obtain tliivinformation from his program card.

Many methòds for breaking up tho formation of long lines of
students have been suggested. The best plan'is to have a number
of rlerks at stations which are most crowded. This will, of course,
produce a number of short lines rather than a single long one. Col
leges can do well to study the methods used by the railroads or
cafeterias in handling crowds. The former, in times of athletic
games dr other periods of traffic congestion, multiply the number
of their ticket stations. The registrar's office can do the same.
Excellent suggestions come from Iowa and Illinois. The former
uses a duplicate number card, having printed on it the hours between
which numbers are good for admission to the various stations and
reading as follows: " This number is good for admission only between
the hours designated. If you are not present at the proper time it
will be necessary for you to procure another number." By having
a man give mil numbers at the entrance to the first station, where
there is Likely to be congestion, and other men at the extreme entrance
ways of the various stations to collect the coupons as the students
are admitted, much fatigue and discontent are saved. Illinois uses
the following form:

This card is good for admission to (name of station) ahead of any higher
number at any time on registration day. It is not neoessary for you to stand
in line or wait in the hidls. Go about your other affairs and comb back later.
A. soon as this number is reached and any time thereafter you will be admitted
Immediately on propenti4g this card. No. 2608.

a
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TECHNIQUE OF COLLEGIATE REGISTRATION 13

This report closes with the following recommèndatio'n of a coupon
form of self-registration for either large or small schools:

RECOMMENDED REGISTRATION PLAN

A. SATISFACTORY QUARTERS

1. The quarters, to be satisfactory, should be as large as possible,
always preserving ample space for the registrar's booths. This
implies that there will be means of keeping the registrants from the
registrar's inclosure. A large gymnasium provides excellent quarters.
If possible, there should be no seats fastened to the floor, such as are
usually found in auditoriums.

2. Central offices of deans and departments should be established
in ihe registration room or in rooms closely adjoining.

3. An ample reserve force thoroughly trained, as a resuli, of pa.st
conferences, should be provided. Registration stations should be
systematically marked out.

SI

B. TIME

1. The maximum for schools of moderate size, one day; of large
schools, two days.

2. When the latter is used in the fall, new students, including
freshmen, should registeN the first day and returning students the
second.

3; The hours should be from 8 to 12 and from 1 to 5.
4. Provision should be made for an extension of time for students

who have, through no fault of theirs, been unable to complete regis-
tration.

5. A sufficient fine should be levied and enforced for late registra-
tion.

C. COUPONS
s

The registrar should jealously guard against an undue increase of
coupons. His office can not become a clearing housebof experiwental
investigations in Nigh departments as sociology, economics, journal-
ism, etc. The following coupons tire oonsidered as the minimum:

1. Student trial study.
2. Registrar's program. Columns for grades and points so

that these cards may be later returned to the student as
grade coupons.

3. Dean's program.
4. Dean of men or womeA's program.
5. Adviser's program.
6. Directory.
7. Religious.

411

9

.
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8. Class cardsone for each section.
9. Fee card.

10. Receipt, registration certificate, and admission ticket
.4( combined.

SUPPLEMENTARY COUPONS

The following supplementary coupons have been found of advan-
tage in certain schools. The number of such additional coupons
should be limited.

1. Vaccination.
2. Physical examination.
3. Employment.
4. Recorder.
5. Post office or printed directory.
6. College paperWhere the student periodical is distributed

to all registrants, the coupon will facilitate an immediate
and accurate subscription list.

7. PhotographLarge institutions in particular are finding it
advantageous to photograph each new student. This is
attached to the record card and becomes an easy means of
identifiCation, both when such student's affairs are being
discussed, as well as at the time when recommendations
are issued, as it is often difficult to recall a student from
his name.

8. Library.
9. Physical and military.

10. General informationUsually enough of this can be pro-
vided on each of the foregoing cards.

11. Alumni.
12. Social.
13. Student activities.

PROCEDURE FOR THIS REGISTRATION PLAN

Previous to the introduction of the coupon plan, publicity should be
given through the college and local press to the reasons for the new
methoas. Such reasons should also be mentioned in the general in-
structions. Students appreciate being taken into the confidence of
the office.

Previous to registration, t6se who are to assist attend a registra-
. tion school of one or two sessions, where the various parts of the s'ys-

tern are carefully explained. Each department or booth'is organized
with some one in charge with specific duties to perform, and every
other assistantis clear ks to his work.

3
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The registrar's office, previous to the registiation days, has pre-
pared a set of study coupons for each student who is entitled to reg-
ister, including those in school who are eligible to continue and new
students for whom permits have been issued. This will include a
large proportion of registrants. These coupons are distributed at the
central office as the students appear and present their credentials. In
Aertain schools where.entrance requirements are very much restricted
and unusual safeguards are desired, photographs may be requested
to accompany the admission blank. Universities cramped for space
often distribute study coupons from the various college headquarters.
Registration for small institutions should be limited to one day; for
large institutions of over 2,000 students, two days. In the latter case,
if in the fall, new students register the first day and old the second.
The latter half of the second day is also held open for those who arrive
late or who have had unusual difficulties in completing their pro-
grams. If the problem of crowding is still. great, -the studehts are
divided alphabetically and register at certain hours of the day.

Step 1. At the first station the student presents his admission card.
He is given the announcement of courses and the coupon or booklet of
registration forms. He then prepares coupon No. 1, -the trial study
list. Extra trial study blanks are obtainable if this is spoiled. If
there are certain exemptions or substitutions which are needed in his
program, he goes to the exemption committee, which is in continuou
session, and submits his request, which is acted upon shortly, since
the committee is sufficiently large and such requests are not enter-
tained except in unusual casés. If because of outside work he desires
to be enrolled in special sections, lie appears before anothei s6ction of
the exemption committee, where his case is acted upon in a similar
way.

Step 2. He is now ready to present his class list to the adviser for
approval. These advisers have been previously provided with bal-
ance sheets showing the records of those in their group. It is gen-
erally understood that the upper classmen go tothe head of their major
department as adviser, that other students are assigned to des- rah

ignated faculty members, and that new students will go to the dean
of men or women and their assist s ts or some other previously as- .

signed representatives. The advis check the students' program
with his requirements and assist him in his electives. The student
then copies his trial study list on coupon No. 2. The advisers sign
on the line below the last line.used by the student on coupon No. 2 to
avoid additions to thelist.

Step 3. The proble% of assigning a student to sections is not such
a difficult one in schools with under 2,000 students or in the very
large schools that have sections meeting at almost &very hour.
However, it is a considerable problem in every institution of 2,500

,

.
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students or over. The student goes to the section room of his cone/
if this is separat2 from the general registration headquarters. If
not, he visits the section headquarters of each course for which he
is applying, where he is given his sectional assignment. The section
repiesentative signs his approval to. the section in the right-hand
column of coupon No. 2. He also enrolls the student's name on the
section list.

Step 4. The student now copies his approved study list on all
other coupons requiring it, fills out the remainder id the blanks,
including those on the reverse side of the .coupons, with the exception
of the fee slip and the receipts. He also fills out the class card blanks,
which are found in the booklet or which are given to him in a separate
strip if the coupon form is used.

Step 5. The registration blanks are now taken to the inspection
tables where the forms are carefully examined to see that they are
legible, copied correctly, and completely filled otrt. A considerable
number of student clerks is needed here. After this check is com-
pleted, the student assistantpffixes the registrAr's stamp on each of
the coupons.

Step 6. The student then goes to the treasurek office, where the
fee clerks fill out the feo blank and the student pays lii fees and turns
in all coupons. His registration is now. finished.

ADMISSION
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them. An additional force for the second night is employed, or the
regular force may be put under contract to continue the work until
finished, as is done in Iowa and Illinois, in order to complete the
sorting so that the cards may be ready for the first classes. The
coupons, if attacDed, are first sorted before being separated. When
finished, registration files are ready for the registrar, dean, dean of
men and women, adviser, student directory, religious
and all of the classes.- In this manner the University of Illinois,
from which the main points of this procedure are taken, distributes
on the first day of classes as many as 80,000 class cards and 50,000
study lists.

Those that register later than the last day enrollment should be
charged a fee large enough to be worth while; registration fees are
frequently cheaper than hotel bills. These penalties should be
enforced.

A penalty should be provided of at least $2 per course for changes
in program, unless these ctanges are made necessary by the institu-
tion.
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REGISTRATION CARDS

NAME OF INSTITUTION
DIRECTIONS FOR RiGISTRATION

(On back of trial study coupon)

Coupons invalid after seven days.
Follow these point by point. Check off each item in margin as completed.
Use-ink write plainly.

1. Read over general directions in Announcement of Courses, also outline
of requirements.

2. Make out a trial study list on coupon 1.
3. Submit your trial study list ,1 to adviser.
4. Copy corrected study list in ink on coupon 2 (not yet on 3-5) and secure

your adviser's signature on 2.
5. Leave 3-5 unfilled. Obtain at registration booth for your college

signature of department representative for each sectional course on
study list.

6. Copy study list accurately from coupon 2 On coupons 3, 4, 5. Dvot
fill out fees on coupon 9.

7. -Fill out coupons 6 and 7. (For information offices.)
8. Fill in name and address on coupons 9 and 10. Do not fill in fees.
9. Fill out in full backs of coupons 2, 3, 4, 5.

10. Fill out class card for each subject on study list. Make,out separate
card for laboratory, lecture, and quiz sections.

11. Submit éntire sheet coupons and class cards to checking clerk. Then
¿ present study list to business office for assessment of fees.

12. Tear off coupon 1 and keep for your own reference. Turn in 2-10 andE

(1)

your class cards at bursar's office and pay fees. (A student whose
fees are not paid on registration days is charged a late registra-

tiou fee of $5.) Report for classes at hours shown on your trial study
list.

NAME OF INSTITUAN
For directions of registration see back of this coupon

Trial study listto be kept by student.

Write neatly, plainly, abbreviate.

flint College-
Last name First name Middle name Course

College address Class
Major.Telephone

Date

ome address

Dept., e. g.,
Math.

Course
No.

Subject, e. g.,
Algebra Sec. Instructor,

e. g., Smith
Time e.

M.1.W.

Th. 8
Units

a
a am. SID e ....... a

Mo

a

_ ...

I

4

. ,

M. T.

.

18

_ _ _ _

M

g.,
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NAME OF INSTITUTION
Rviatrar's Card

Write neatly and plainly and abbreviate.

Print .d M. .1. MD

Last name
College address

Home address

Telephone _

Dept.

(3)

Print name_

Course
No.

First name Middle name
Date
College..__

Course

Class_

19

WR

Ms da MP

Subject

alb mw

Last name

College address_ _

Home address_

Sec. Instructor Time

NAME OF INSTITUTION
For the Dean of the aollege

First name Middle name

Telephone

Units Points Grades

College

Course

Class

Dept. Course
No.

(4)

Print name__

Subject\ Sec.
4

ONE.

Last name
College

Home address

Dept. Course
No.

Instructor Time

NAME OF INSTITUTION

Units Signatures
of dept. clerks

For the Dean of Men or Women
DateI

First name Middle-name
Telephone

dim

College _

Course dm

Class

--

Subject Sec. Instructor Units Memo.

46.

MP, ma 4. -- M. .1. =1.

m . . II. ft.

_

_ _

, a Imb

_ _ .
_

MID .ND

DM. .1111, IND I=11.

__

i

1

,,

i
t

_ _ _ _ -

.

t.

air am. Ma .....

f

__ _

_ _

ON,

ma. aim

7

0.4

Time
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(5)
NAME OF INSTITUTION

For the Adviser

Write plainly and neatly and abbreviate
Print name_

Last name First name Middle name

College address_

Home address_ _

Dept., e. g.,
Math .

Course
No.

Telephone.

Subject
(as algebra)

(6)

Print

Sec. Instructor,
e. g., Smith

Time,

NAME OF INSTITUTION
For the Information Office

Last name First name
College address

Home address

Middle name
Telephone_

Age
Place of birth: City_
If foreign born, naturalized
Where
Church preference
Parent or guardian
Address of parent or guardian
Occupation of parent or guardian
Name of wife or husband, if married

-

Date first papers

(7)

College address
Home address

Om.

Date of birth
Statqa,

Race

Membership

Date

Course_ _

Class_

Units Memo.

Date
College
Course
Class

Country_ _

Final papers

NAME OF INSTITUTION
For the Religious Organizations

Last name

Athletic teams and positions
Musical clubs: Glee..
Qrchestra
Positions on publications

OM MP

MI6 wb IMO M.

IM aim

First nape Middle name

Telephone

a MD.

Chorus
Band

4WD ollim

College
Course_

Chöir
Instrument

MO.

_

a

.... aft Ma dime

e
_

.

e. g., M .
T.W.Th.

ram, Aim 40 V. MEP

dm, ..
alp

.. _ 411. I=1.

4..

4E0

College__ . am,

_ _ _

r .

do. .. .. -MD ...

e.

.

M 4m. i

am sow

...... an alb a.

Date

_

11 - MID

Claps_ ED 41mt .m.

_ _ MP 00 .0 . ,./ OM _ , _ _ _

.

am M a. NO

I wi . OW mo gm.

ml

4.
_ _ _ _ _

_

_

_ _ _ _ .1111. fale

_

_ _ _

ii
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Dramatics_ _ __ _ ... ......... ....me.-
Other positions held in class society or athletic organizations Illa 1M Illa OP OaHave you rendered. service in church?__ ___. ........... maca
Sunday school, Y. M. C. A., Boy Scouts?_ 4 ........ - - _ _ _ 4P a
Young people's societies? State which

oa bm a. am alb

Do you need employment? What__ _ _ ____________...................
Of what church are you a member?_ .....................
Church preference____ _ _ _ _ __

(8) NAME OF INSTITUTION

Course___

Name_ P.m ow OM 4m =Op Im

Last name

Name of institu-
tion

Date registered

Instructor please
return this card
with final grades

Course___

Sect_ Days_ _ _

Hour____
4410 am-

First name Middle name

ma 00

C

1
2
3
4
5

e

a

-- -
. MP

Tent Final

PaINIMEM

10. GO

4M.

T h

O

7
8
9

10

Th
011

oD =.

ow M. vs

Mlb

...a-a. ....a

11
12.,
13
14
15

110

M, On

M.

Th

Name___-__- .....
Mar

NAME OF INSTITUTION

Last name First name

1)ate registered

Instructor please
return this card
with final grades

Name

Sect_ 0110

{Days._-Hour_....... Ow 111.

name

MD Oa

al la la

2
3
4
5

Tent Final

ID a

T.12

abeam

la VIP

Th

a a Ghee. 11 ...
.......... a.... 12 ....

13........... 414

sae. 14 a.
aaba 15 .01111

.4 Th41

M. ow

MP

NAME OF INSTITUTION

a 4m. a a

ION. Mo. 4D 40 M. OMB 414O. =IN

Last name

Date registered

1 1 MI.

Sect________ f Days__ __

Fint name Middle name

Tent Final

Instructor please
return this card
with final grades

1

2

4
5

Mo. l

T W Th
4114 pim

Th1
a ga a_ 0. 11

12
avee gametal sea. 18
SOO MD 14........ 16

40

T W Th F

a 4N

40 MI 0. lb

AO P

a 14 I* eva.
mo ,114 111. ebad

p.

CA.

___ _ _____
00 _____ __

_

i __

my.

.....
.....

.

IND 11

... ..........

,

ow =MY MS

o

ME,

Mi..

my

,

FI

a

ay

F

'Course________

t

.

_________ _ IY =II

11 "MO

lartildle
MO

_.

IMO

I

1

M.

myy

YID

41

a .

6

8
9
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gly

00

.._ L.
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o
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(9) NAME OF INSTITUTION

Name of college_

Print name

qv

Last name

Fee Slip

Date

r.A

MID ow =. 411

First name Middle name
City address, Tel

Tuition_ _

Other fees__ _

,

List__

(10)

Name of university

_ ME

Certificate of registration
Name

Nonresident

mg gMlo 40. go _____

Last name First name Middle name

Has registered on this date
For the current semester or quarter
This ticket is good for admission to athletic games.

It must bear the registrar's stamp.

Name

. M.&

4 )n back of all program coupons except trial lists

o. a ...... eLast dame First name Middle name
Nameeof parent or guardian
Address of same, street and No
City
Do you live on a farm?

Site of farm or town

State _ . _________
Or in town?

Ion farm
Years sPentlin town

Vocation AL2u contemplate -
Do yoalexii56ct to qualify for a teacher's certificate
Fattrefr's occupation (former occupation, if deceaied)
Date of your birth (month, day, and year)
Place of birth, city or town, and State
When did you last attend school?
What school?
Of what lodges, fraternities, or sororities are you a member
Church preference Are you member?
If married, please so state

4

MO

.

db

a

o

.

.. _ _ _ _

. _

l

.

_._

a

q.
,

I I

_ _ _ _

M,

go M. me. 410 IMD

_ ...... _
_ . .... . _ _

_

ca

b.

e
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STANFORD COUPON BOOKLET
[Outside cover)

Read Directions First; Ask Questions Afterward

1922-23: Autumn Quarter ,NEW STUDENT: UPPER DIVISION]

MATRICULATION BOOK P.-MATRICULATION BOOK

The blanks in this book are
numbered, and it will expedite
matriculation (registration) if
they are filled opt and disposed
of in numerical order.

ThiA book is to be returned to the
Registrar's Office on Registration
Day (or, if a later date is stamped
below, on the date so indicated):
nMerwise an additional fee ol$f will
be collected.

a

This Book oontains the blank forms which have to do with regis-tration (matriculation) in the University.If this Book is spoiled in the process of fillin&qut and registering,duplicates rimy be obtained at the Registrar'sffice at a cost offire cents each.
If the candidate is resdy to matriculate in the University, creden-tials have already been filed, accepted, and registration permitissued. Actual matriculation (registration) is accomplished by%filling out the blanks iA this Book and folio% ing the directions hereinndicated. Matriculation will be complete when Number 6 hasbeen stamped at the Registrar's Office and returned to the student.(Number bats also to be promptly filed with the Director of PhysicalTraining as indicated.)
All of these blanks (when properly filled out), except Nos. la, lb,6a, 5b, and be, will be torn off at the Registrar's Office.Do not fold this Book.
On Registration Day the Registrar's Office will be open to receiveMatriculation Books until 5.45 p. m. (The Comptroller's Officecloses at 5 p. m.)

( Inside of first cover]
ORDER Cria' PROCEDURE

1. Read carefully the printed directions before filling out theblanks in this hook.
2. Pay fees at the Comptroller's Office. The Comptroller's Officewill stamp and detach Nos. la and lb3. Purchase Time Schedule at the Comptrollep's Office (10e).4. Proceed next ,fo the office the department in which youlwireto enroll as a major student (see last page of Time Schedille for*Mice numbers and narries of department heads). Fill out No. 2a inpencil (carefully veri(ying each item by reference to the Timeschedule). (A sample study-list card will be found on the thirdpage o f the cover ofthis book.) When the study-list is satisfactorilarranged, copy the result o4 No. 2b and secure signature of depart-ment adviser. If for any good reason the study-list card cannot befully arranged or signed immediately, it must nevertheless be re-turned to Registrar's Office on the date indicated and extension oftime arranged for; otherwise a special fee will be charged.5. Fill out remainder of blanks with care, and as directed, and re-turn book to Registrar's Office on date stamped on first page of cover.

la
TUITION AND INCIDENTAL FEES

Pay fees at the Comptroller's
Office.

The Comptroller's Office will
stamp and retain Nos. la and
lb. (The Comptroller's Office
will also place its stamp on this
stub for convenience in checking
by the Registrar.)

(Purchase Time Schedule at the
Comptroller's Office; it will be
needed in filling out No. 2.)

Laboratory[ fees (except In
(hemistry, which must be paid
before desk can be assigned) are
payable one month after the be-
ginning of the Quarter. The list
of such fees will be found in the
Time Schedule.)

4
Foreign students will And in

the lobloy of the Administration
Building a Secretary of Foreign
&udents, under the auspices of
the Cosmopolitan Club, codperat-
ing with the University, and ready
to assist them in any way possible.

[First coupon)

1922-23: Autumn Quarter
(cobtrritot LEE'S ornasj NEW STUDENT: UPPER DIVISION la

-

is entitled to register in the University for the current Quarter4donpayment of the prescribed fees.
0. L. ELLIOTT, Registrar.

Graduate
Tuition, $50; Guild, $2/n Medicine: Tuition, $85;

Guild, $2
In Law: Tuition, $65; Guild, $2

Undergraduate
Tuition, $76; Incidental, $20;

Pavilion, $1
In Medicine: Tuition, 185;

Guild, $2; Pavilion, $1

Late Registration ($2 to $10)

Total (including late registration)

$52

g7
67

S8

i

2a, 2c,

Is

Ip.

M _

..

96

p.

..

f°

p.
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UNIVERSITY OF ILLINOIS FORM
1 TRIAL' 9TUDY-LIST TO BE KEPT BY THE STUDENT

NAME
DATE[Surname first; then given names]

'FOR DIRECTIONS. FOR REGISTRATION
SEE THE BACK OF THIS COUPON

qt.

College

Course_

CLASS 5

Subject
(L e., Department)

Course
No.

Credit
Hours

6

INI444

Sec. Grade M

Leave

this

umn

blank

Memoranda

.10

N. B.The Adviser's signature is not necessary on this coupon, but must appear on Coupon 3. It shouldbe placed at the left on the line following the last line used by the student.

2

NAME

FOR THE DEAN OF THE COLLEGE

DATE
[Surname first; then given names) College

{URBANA-CHAMPAIGN
ADDRESS

Telephone Registrar's Stamp Here

Subject
(i. e., Department)

Course
No.

Credit
Hours Sec. Grade

4. ...11m. 4.

dourse

CLASS

Signatures of
8 Department

Clerks

..
p.

--

T W T F

col-

..

I

moo,

OW Ow

.00 Mr

M TW T F

meaamMa.+M

- ,

fo

'Or

_
_ _ _ _ _ _ _ _

a
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FOR THE 111CORDIR DATE

COLLEGE

COURSE

[Surname first; then given names] -

f URBANA-CHAMPAIGN
ADDRESS

Telephone

Subject (i. e.,
Departmei4)

Course
No.

Credit
Hours Sec.

Registrar's Setimp Here

25

eV. e e e e .111. OW MP Ow =11

Sera. Hrs. Earned
to Sept 1

deneral Fees

M.

T.

Sp.

LR.1111.
I Ch.

Ex.

R.

4 FOR THE REGISTRAR DATE

NAME
(Surname first; then given names]

4
f URBANA-CHAMPAIGN
I ADDRESS_ 4.

Telephone Registrar's Stamp Here

COLLEGE _ al =ID

COURSE

Sam. Hrs. Earned
to Sept 1 4.

Subject (I. e.,
Department)

Course
No.

Credit
Hours

ci.,,,.
`'''' T Memoranda

.

5

NAME

FOR THE DEAN OF MEN OR WOMEN

DATE

[Surhame first; then given namesi .

COLLEGE

IURBANA*41AMPAION
ADDRESS

Telephone

Subject
(i.e., Department)

Course
No.

4W110111.

..111110~

Registrar's Stamp Here.

COURSE

CLAW

a Memoranda

'

. e .... ._ _ ... - _ _ e .... ..... _ .. _ do. mo .. _ AID

e

i

M T W,T- s Special
frees

ell, Alb e ow a. vim

.....111

_ ..

_ _

, Grad M
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TRCHNIQUE OF COLLEGIATE REGISTRATION

FOR THE INFORMATION OFFICE

NAME IN FULL

{ URBANA-CHAMPAIGN
ADDRESS

Telephone

Address of parent or guardian
Street and No

City and State

Church preference

7

DATE

COLLEGE
Or SCHOOL..

Sem. Hrs. Earned
to September L.

11. MM. . I.. MEP

County

kre you a member'

FOR NEW STUDENTS ONLY

Physical Examination Appointment

Name

for Physical Examination at
a. in .

p. m

Bring this slip with you

8 UNIVERSITY OF ISAINOIS
BUSINESS OFFICE

STATEMENT OF FEES
COLLECTED FROM

ADDRESS

PHONE

Matriculation

[SURNAMI THgN GIVEN

4Mb

Incidental
Tuition
Late Rags.
Special Exam.
Change List
Diploma
Agronomy
Animal Hush.
Ath. Coaching
Bacteriology
Botany
Ceramics
Chemistry

CASH

Civil Engr.

will report

FOR THE BURSAR

Dairy Hush.
Elec. Engr.
Entomology

*CHECK

Farm Mech.
Oen. Eng. Draw.

IL
Geography
Geology
Home Economics
Horticulture
Raman Anat.
Journalism
Mech. Engr.
Mining Eng....

ai 6 ar

M. O., ETC.

M. and S. E.
Music
Photography .

Physics
Physiology
Psychology
Railway Engr.
T. & A. M.
Zoology

Instill. Rental

Lib. Flue
Old Charges
Tofra

9 UNIVERSITY OF ILLINOIS
MINUS -OFFICE

. .

FOR THE STUDENT

FIB COLLIIICTID $

TO THE STUDENTSAVE THIS RECEIPT. ABSOLUTELY NO
REFUND WILL BE GIVEN UNLESS THIS IS PRESENTED
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