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SUBJECT: SUBMISSION OF DEGREE RECOMMENDATION 

A. ISSUSANCE AND PURPOSE 
This standard operating procedure (SOP) is the issuance of REG SOP No. 3, dated 10 May 2016 and establishes guidelines for Deans/Associate Deans on how to submit documentation for pending graduates.

B. BACKGROUND
The University has purchased a new university wide Student Information System (SIS), USU Empower. In addition the university has reorganized many of its business processes with reference to graduation. The University Registrar (REG) is the lead on this initiative and is seeking to automate many of its processes, including the submission of degree recommendations. 

C. DEFINITIONS
Degree Recommendation- document used to state the students and degree to be received from USUHS, to be approved by the Board of Regents.

D. POLICY
All University Schools/Colleges will be responsible for submitting copies of graduation recommendations to REG. The degree recommendations accepted by REG are copies of the documents required by the Board of Regents.  The degree recommendation must have the student’s complete name, degree to be received, and the date to be received.

E. RESPONSIBILIES
The responsibility of grade submission lies with the offices of the Dean/Associate Deans of Schools/Colleges of Medicine, Nursing, Postgraduate Dental and Allied Health Sciences.

F. PROCEDURES
1. The administrative personnel is invited to submit a list of the potential graduates one month prior to graduation for graduation preparation.
2. [bookmark: _GoBack]Final lists are due at submission to the Board of Regents.
