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A. ISSUSANCE AND PURPOSE 
This standard operating procedure (SOP) is the issuance of REG SOP No.5, dated     
02 June 2016 and establishes guidelines for designated Administrative Officers    
(AO), Departmental Chair Persons (DCP) and Course Instructors (CI) of all 
Schools/Colleges on how to change student grades.

B. BACKGROUND
The University has purchased a new university wide Student Information System (SIS). In addition the university has reorganized many of its business processes with reference to admission, registration, graduation and enrollment. The University Registrar (REG) is the lead on this initiative and is seeking to automate many of its processes, including updating of course catalogs to the REG. 

C. DEFINITIONS

D. POLICY
The Course Instructor (CI) is responsible for submission of grade changes to REG via the USUHS email system.  

E. RESPONSIBILIES/PROCEDURE
The responsibility of submitting the change of grade is the responsibility of the Course Instructor (CI). Change of grades will take place 1-2 business days after email receipt.  


F. EFFECTIVE DATE
This REG SOP No. 5 is effective immediately.











