To:  Junior and Senior College of Arts & Sciences Majors
From:  Dr. James Klein, Dean

The College of Arts and Sciences has implemented a new graduation procedure, beginning with the August, 2007 graduation, to assure that you have met all of the requirements for graduation.  Over the past few years we have had a number of students that think that they are ready to graduate and for some reason do not meet the necessary requirements. This new procedure will get you involved in the process earlier and will allow additional time to alleviate any problems.  It will also allow for timelier processing and posting of degrees on transcripts.
The process involves these five steps:
1. Download a copy of your degree evaluation on MyLeo.  Take this with you to Step 2.  
2. Meet with your faculty advisor.  You and your faculty advisor will go over the checkout sheet so that you both agree on what needs to happen for you to graduate.  You and your faculty advisor will sign the checkout sheet.  
3. Take the checkout sheet with your degree evaluation and/or other departmental forms to the Head of your department no later than the Checkout Ends date.  Once the department head reviews these documents, it will be signed and forwarded to the Dean’s office for verification. 
4. Register for graduation with the University Registrar by the deadline posted by that office.
Following are dates to begin the checkout process and complete checkout with the Head of your major department:
For August 2007

Checkout begins
March 27, 2007
Checkout ends
June 10, 2007
For December 2007

Checkout begins
April 1, 2007
Checkout ends
September 1, 2007
For May 2008

Checkout begins
September 15, 2007
Checkout ends
January 15, 2007
For August 2008

Checkout begins
February 1, 2008

Checkout ends
June 10, 2008
