


 
 
 
 

INSTRUCTIONS FOR COMPLETING THIS FORM 
 
 

1 .  This form must be obtained from the dean’s office of the student’s college. If approved 
by the dean of the school in which the student is presently enrolled, the form must then 
go to the dean’s office of the college to which the student wishes to transfer where a 
major field of study and an advisor will be assigned. After it is approved by both deans’ 
offices, the form must be taken to the Office of the University Registrar in suite 3100 
 SASB North or it can be mailed through campus mail to CB# 2100. 

 
2 .  This form must be signed by both deans’ offices before it can be processed by the 

Office of the University Registrar. If any signatures are missing, the form will be 
returned to the appropriate office. 

 
3 .  It is very important that all the information is filled out correctly on the front of the 

form, particularly the DEGREE information.  Having incorrect degree codes on this 
form can cause problems for students when a degree application is being created for 
them.  If you have any questions about how the form should be completed, please 
contact the Office of the University Registrar at 962-3954. 


