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AN IMPORTANT WORD OF GUIDANCE REGARDING PETITION SHEETS 

Petition sheets (degree plans) have become a major concern on 
the campus. This word is being written by way of suggestion to 
deans and department heads charged with the responsibility of keep-• 
ing petition sheets up to date, ready for each registration. Dur
ing a long period of years all the petition sheets were prepared
and kept up to date by the Registrar. The bulk of work, however, 
has increased many, many times during the last few years. It is no 
longer possible for one person to carry this responsibility, there
fore it has been divided among the deans and their department heads. 

Dean Ellis M.Sowell who deals with approximately one-fourth 
of these petition sheets prepares them ahead of time on each re
turning student and fer each new student using data made available 
for him through this office. This suggestion is offered to assist
others who are in charge of petition sheets to keep up with the 
situation that the Registrar's Office and each of those charged with 
the responsibility of petition sheets may give each other the full
e s t cooperation.

While a brief word of instruction and guidance has been given 
to each one who is charged with this responsibility, we feel that in 
som instances the responsibility is not fully understood. These 
suggestions are offered in the spirit of cooperation and to urge 
that each one handling petition sheets follow them rather carefully. 

1. A petition for candidacy is based upon the general require-
ments for a given degree plus the requirements for the major and 
minor designated by the student. The catalog lists these require
ments. 

2. When the original request comes to the Registrar's Office, 
the Registrar has been making the degree plan. One copy is sent 
to the major professor, the other tc the student. From that time
forward it is the responsibility of the major professor to keep the 
peti t ion sheet up to date, ready for the time of pre-counseling or 
registration. It is up to the student to keep his own record on his 
copy. 

3. At the end of each semester and at the close of the summer, 
after the grades have been turned in and recorded, a copy of the 
grades on each student is available in the Tabulating Office for 
faculty use on keeping the petition sheet up to date. We can't send 
these grades to you for we do not keep a list of the majors for each 
school or department. This responsibility, we feel, should fall 
upon the department head or the dean involved, for example, Dean 
... oore is responsible for the petition sheets on students majoring in 
Spanish, German or French. The remaining petition sheets in the 
Add-Ran College of Art, and Sciences are distributed among the 
Denartment Heads. These grades on slips of paper have been alpha
betically arranged and are available as indicated above. 
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4. It is quite important for the department head to have a 
close contact with the student majoring in his department and these
petition sheets readily available for help in pre-counseling, or, 
a conference at any t ime. 

5. It is very essential that these be accessible and where 
they will not be lost. An alphabetical file is preferable. A num-
ber cf these petition sheets have been lost for one reason or 
another, and we have had double difficulty in preparing the list of 
candidates fort he coming graduation. 

6. Candidates for graduation at the next summer or spring
commencement will be called for by the Registrar. This list should 
be accompanied by the petition Pheet on each student listed and each 
petition sheet should be up to date showing the work of the past 
spring or the past fall semester respectively. It is from this
data turned in by the department heads and deans that the Registrar 
makes up the list of candidates for graduation. 

7. These notes are offered by way of guidance to all charged 
wit-h petition sheets leading to Bachelors degrees. Together we 
share this responsibility. 

A SPECIAL NOTICE FROM THE REGISTRAR'S OFFICE 

1. The Regist rar' s Office will be closed all day Thursday,
August 4, that all equipment rr.ay be moved to the new location where
the Ampitheater used to be, so kindly do not ask f or service from
this office on that date.

2. As the summer term draws towartd a close, teachers are urged 
to secure suff icient copies of the final examination blue books
ahead of time, for there will be only one door to the REgistrar's
Office and it will be locked until the regular time for opening at 
9:00 A.M It is distressing both to the office and to the teacher
to knock on the door requesting special service out of office hours, 
for the REgistrar' s Off ice staff is exceedingly busy these days. We 
will appreciate your cooperation in this matter. 

3. The Tabulat ing Office is under administartion of the Regis
'.rar and will render service regularly. for the purpose assigned,
but there is nc connecting door between the Tabulating Office and 
the Registrar's Office, therefore, you will be unable to enter that 
way.

4, Secretaries from other offices are requested to note our 
off ice hours and that we will not be open to serve unt il 9: 00 A .M.• 
T lephone us if we can he of service to you or come during regular 
open hours, 9:00 to 12:00 and 1:00 to 4:30.

S.W. Hutton 
Registrar 
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