East Tennessee State University

Office of the Registrar

GRADUATION INSTRUCTION SHEET for December 2008 Graduates

*The information on this sheet may change without notice.

TO:
Candidates completing requirements in December 2008.

NOTE: The Office of the Registrar, Graduation Section, is located in Room 102-B, Dossett Hall (Administration Bldg).  Also, information about graduation can be found on our web page at http://www.etsu.edu/reg/graduation/index.htm 
1. GRADUATION FORMS. By September 11, 2008, all graduation forms, including the major/minor sheets should have been filed in the Registrar’s Office, Graduation Section.

2. EXIT EXAM. All graduating undergraduate Baccalaureate students must take the Senior Exit Exam.  This test will be given October 8, 10 and 11; Nov. 8, 10, 11, 12, and 13; Dec. 6, 2008. Call the Testing Center (439-6708) to register to take the exam if you have not already done so.  You may also register on the web at http://testingcenter.etsu.edu/index.php and click Testing Center-Registration.
MAJOR FIELD TEST – Students majoring in Mass Communication, Speech, Sociology, and Psychology will be required to take the Major Field Test.  The following department required the major field test this year: Geography.  Check with your major department to schedule the test.

3. FINANCIAL ACCOUNTS.  All financial accounts must be settled by December 11, 2008.  OTHER FINANCIAL OBLIGATIONS – Library fines, parking fines, obligations to the Instructional Media Center, returned checks, telecommunications bills, loan exit interviews, etc., must be cleared. Neither the diploma nor transcripts can be released until all accounts are cleared.

4. TRANSFER CREDIT/TRANSCRIPTS.  Transcripts of all work taken in other schools (including correspondence work) during this semester must be received by December 15, 2008.  The diploma cannot be released until the Graduation Office receives an OFFICIAL transcript.  Please send transcripts to Denise Gilly, Assistant Registrar, Box 70561, Johnson City, TN 37614.
5. INCOMPLETES.  All incompletes in courses necessary for graduation must be removed.  An incomplete not necessary for graduation and not removed will automatically become an “F” upon graduation and be reflected in the GPA in accordance with institutional policy.

6. ADDRESS CHANGE.  Any candidate for a degree whose current mailing address changes from that shown on the Intent to Graduate form should promptly notify the Graduation Office, Room 102-B, Dossett Hall.

7. TELEPHONE NUMBER. If your telephone number on the Intent to Graduate form changes, please notify the Graduation Office where you can be reached during the processing of final grades.  Often we are unable to reach students during the final term when emergencies arise.
8. E-MAIL.  If you prefer to be contacted by e-mail and did not list your e-mail address on the Intent to Graduate Form, please come by the Graduation Office and do so or e-mail gilly@etsu.edu. 
9. INVITATIONS may be ordered and the CAPS AND GOWNS may be picked up at the GRADUATION CELEBRATION in the BALL ROOM of the Culp Center on October 9th from 10:30 a.m. – 5:00 p.m.  You do not have to be fitted for the cap and gown.  YOU MAY ALSO PICK UP THE CAP & GOWN IN ROOM 101, DOSSETT HALL, BEGINNING NOVEMBER 24TH CONTINUING THROUGH DECEMBER 12TH.  You may request the cap and gown be mailed to you between November 24th and December 1st.  The shipping charge is $5.00 and must be included with your request.  You must also include your size (S, M, L, XL, etc) and your height. 
If you are a candidate for honors (undergraduate students only), you will be given the honors medallion when you pick up your cap and gown.  This will be based on your current GPA and will not include this semester’s grades.  YOU WILL BE GIVEN ONLY ONE MEDALLION – please do not lose it – NO REPLACEMENT WILL BE ISSUED.
10. GRADUATION REHEARSAL.  The rehearsals are Friday, December 12, 2008 at 10:00 am and 2:00 pm. in the Memorial Center (Minidome).  Final instructions will be given at that time.  The ceremonies will be divided among the colleges as listed below:

10:00 am--- College of Business and Technology, Medicine, Clinical and Rehabilitative         Health Sciences, Public Health, and the School of Continuing Studies 

2:00 pm---Colleges of Arts and Sciences, Nursing, and Education 

11. GRADUATION CEREMONY.  The graduation ceremonies will be Saturday, December 13, 2008 at 10:00 am and 2:00 pm.  There will be two ceremonies to accommodate the large size of the graduation class.  The colleges to attend each ceremony are listed below:
10:00 am--- College of Business and Technology, Medicine, Clinical and Rehabilitative      Health Sciences, Public Health, and the School of Continuing Studies 

2:00 pm---Colleges of Arts and Sciences, Nursing, and Education 

12. ACADEMIC HONORS. 
Cum laude

   3.50 – 3.649

Magna cum laude 
3.65 – 3.849

Summa cum laude 
3.85 – 4.000

Honors are awarded to undergraduate students only.  Graduate degrees do not receive honors.

13. CAREER DEVELOPMENT.  You are encouraged to take advantage of the Placement Service offered by the Office of Career Development.  This is a lifetime, free service of interviews, job notifications, and mailing of credentials in support of your application.  This office is located in the Culp University Center.

14. PLEASE NOTE:  No diplomas will be issued at the Graduation Ceremony.  You will be given the diploma cover as you cross the stage and you need to keep this for your diploma.  Diplomas will be available January 12th – February 6th in the Graduation Office, Room 102-B Dossett Hall.   Beginning February 9, 2009, those diplomas not picked up will be mailed. 
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