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When is a CPOS petition (CPOS PET) not required?

• If the catalog states verbiage that is or 

similar to "...substitution as approved 

by program director, GAR, PhD 

Committee, etc.", then a CPOS PET is 

not needed and an email to your 

R&G should allow the substitution.

• If student is not on financial aid, please 

use the Waiver for University Wide 

Requirements petition (PET).

• Certificate/non-degree seeking student

o Non-degree seeking students do 

not receive financial aid.

• Pursing a certificate while in a Master's 

or Doctoral program

o Certificate classes will only count 

toward CPOS/Financial Aid hours 

if they are also being counted 

toward the major program of 

study.

Example:



Definitions:

• Non-Compliant: enrolling in courses that do not apply to your program of study

and are receiving financial aid.

• Compliant: enrolling in courses that count towards your program of study while on

financial aid

• Federal financial aid: federal grants, federal loans, and federal work-study

• PET: Petition for Waiver of University Wide Requirements

How do I know which petition to use for a change in a program of study?

• Why is the CPOS petition needed?

o It is for those students on federal aid that need to substitute a course that is not 

in their program of study.

• How is the CPOS petition different from the Petition for Waiver of University 

Wide Requirements (PET)?

o CPOS Petition needs to be submitted before a student takes the course. A PET 

follows our forms deadlines listed here. 

o The CPOS petition is reserved for any exceptions made to the program of study 

and the student is on financial aid.

https://onestop.utsa.edu/financialaid/eligibility/cpos/:~:text=federal%20financial%20aid%20(federal%20grants%2C%20federal%20loans%2C%20and%20federal%20work%2Dstudy).
https://graduateschool.utsa.edu/faculty-staff/forms/paperwork-deadlines.html


CPOS Petition Information & Process

• Department will need to complete the CPOS PET and 

route to the college for Graduate School approval. 

Deadlines

Registered Courses for Fall August 1st

Registered Courses for 

Spring

January 2nd

Registered Courses for 

Summer

May 1st

Key points

1. Please indicate the program of study section being 

petitioned.

2. Indicate the student's Banner I.D.

3. Select the catalog year which is listed in two-year 

increments.

4. The form will need to indicate if the student is thesis, 

non-thesis, post-bac, or post-master's and, if applicable, 

the concentration of their degree.
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CPOS petition process



Course Program of Study (CPOS)

Course Substitutions



Section A, B, C, D, etc.

Graduate Catalog Breakdown

Course abbreviation, 

number, and title

DegreeWorks is 

structured 

according to the 

graduate catalog



❑ Both of the course's abbreviations, numbers, and course titles.

Ex. Sub MBA 5113: Business Foundations with FIN 6953: Independent Study

❑ Answer the following questions in the justification:

o Why did the student not take the required course?

o Was the core course content covered in the requested substituted course?

❑ If needed, provide additional details on where this substitution should apply in program of 

study.

CPOS Petition

Core Course Substitution
Quick Points

• Department will need to complete 

form and route to the college for 

Graduate School approval.

• *If petitioning for any core 

course(s) substitution listed in the 

catalog, the justification must 

include the following information 

provided in the example to the 

right.

• The justification will be completed 

by the department and not the 

student.

Example of Core Courses listed in Program 

of Study



❑ Both of the course's abbreviations, numbers, and course titles.

Ex. Sub CS 5103: Software Engineering with EE 5103: Engineering 

Programming

❑ Answer the following question in the justification:

o Why did the student not take any of the provided prescribed elective(s)?

❑ If needed, provide additional details on where this substitution should apply in the program 

of study.

CPOS Petition

Prescribed Course Elective 

Substitution

Quick Points

• Department will need to complete form 

and route to the college for Graduate 

School approval.

• The justification will be completed by the 

department and not the student.

Example of Prescribed Elective 

Courses



❑ Both of the course's abbreviations, numbers, and course titles.

Ex. Request to count CS 5103: Software Engineering as an elective.

❑ Answer the following question in the justification:

o Why has the student taken this course instead?

❑ If needed, provide additional details on where this substitution should apply in the 

program of study.

CPOS Petition

Elective Course Substitution

Quick Points

• Department will need to complete 

form and route to the college for 

Graduate School approval.

• The justification will be completed by 

the department and not the student.

Example of Elective Course



Course Program of Study (CPOS)

Anticipated Timelines



Note: If the CPOS petition 

deadline falls on a weekend or 

holiday then the deadline will be 

the following working day.



Note: If the CPOS petition 

deadline falls on a weekend or 

holiday then the deadline will be 

the following working day.



Note: If the CPOS petition 

deadline falls on a weekend or 

holiday then the deadline will be 

the following working day.



Course Program of Study (CPOS)

Important Information



• Anything that changes the student's program of study could impact CPOS compliance, 

which includes the following: 

o Doctoral Degree to Interim Master's Degree Request 

o Change from Doctoral to Master's Degree Request

o Graduate Certificate Form (new form for degree-seeking students)

o Change of Catalog (to be submitted by the student through their MyUTSA account)

o Concentration or Thesis/Non-Thesis Change (new form)

• If the student needs one of the above requests, it must be submitted by the deadline:

Things to consider with CPOS

Deadlines

Registered Courses for Fall August 1st 

Registered Courses for 

Spring

January 2nd

Registered Courses for 

Summer

May 1st



Recommendations & Best Practices:

• Plan ahead! 

o Ensure student is following the appropriate Program of Study in 

Degree Works this includes Graduate Catalog, concentration and 

thesis/non-thesis, interim master's, change in level, and graduate 

certificate (degree seeking students). 

o Ensure the courses the student is registering for applies towards 

their Program of Study. 

o If course(s) is not in the Program of Study, submit the appropriate 

request(s) by the deadline. 

• Questions or concerns can be emailed to Graduate.School@utsa.edu. 

mailto:Graduate.School@utsa.edu


Helpful Links and Resources

• One Stop

o CPOS

o DegreeWorks

o Financial Aid

• Graduate School

o Graduate Catalog

o CPOS Petition

o Other forms

https://onestop.utsa.edu/
https://onestop.utsa.edu/financialaid/eligibility/cpos/
https://onestop.utsa.edu/registration/degree-planning/degreeworks/
https://onestop.utsa.edu/financialaid/
https://graduateschool.utsa.edu/
https://catalog.utsa.edu/graduate/
https://graduateschool.utsa.edu/faculty-staff/forms/petitions-and-other-forms.html
https://graduateschool.utsa.edu/faculty-staff/forms/petitions-and-other-forms.html

