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• Voluntary Withdrawal for Continuing Students
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Curriculum Change Forms
• Catalog identifies these requests as approved degree options. A petition is not 

needed.

• Typically require department approval only

• Routed and approved through DocuSign

• Update the student's Program of Study in Degree Works (DW)

• Examples: Concentration Change, Thesis/Non-Thesis Option, Change in Catalog 
Year, Graduate Certificate (for degree-seeking students), Voluntary Withdrawal
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• Catalog identifies specific requirements, but the student is requesting a different 
option or exception.

o Petitions WUWR (ex. Substitutions)

• Catalog identifies Graduate School approval is needed.

o Forms (ex. Doctoral committee forms)

• Submitted by colleges through the Graduate School Documents Team folder.

o Looking into electronic submission for all forms such as Docusign

o Concerns about limitations of needing reviewer levels

o Concerns about not being able to revise forms once signed, if needed

Petitions and Other Forms
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Curriculum Forms Petitions and Other Forms 

Purpose Changes follow catalog-
approved options.

Catalog requirement not 
met, exception or other 
option require approval.

Approvals Requires department 
approval.

Requires Graduate School 
approval.

Submission Method Routed through DocuSign Routed through the GS 
Document Team process.

System Impact DegreeWorks Updated Review before form 
approved and DegreeWorks 
updated. 

Key Differences
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1. Visit The Graduate School Website 

2. Select "Faculty & Staff" at the top of the 
webpage.

3. Select "Forms" from the drop-down menu.

4. You should be on the landing page for the 
"Graduate School Forms".

5. Select “Petitions and Other Forms”.

6. Select “Doctoral and Master’s Forms”.

7. Select appropriate form from list.

Steps:

Where to access Curriculum Forms?
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This is a department initiated form and must be submitted by the department for Graduate School 
processing. Forms received by the  published deadline are guaranteed to be processed for the 
requested term. Forms submitted after the deadline may not be processed in time, if not completed, 
will be processed during the next  registration period.  

Deadlines:
• Fall: August 1st 
• Spring: January 2nd
• Summer: May 1st

This form is used to request a concentration change. Concentration has to be declared in Banner.

Processed Forms: this change will be reflected in DegreeWorks under the Student Header, allowing 
students to verify their concentration. 

Graduate School Follow-Up: Once the process is complete, an R&G will email the student that the 
requested changes have been completed.

Concentration Change
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This is a department initiated form and must be submitted by the department once the thesis or non-
thesis option  has been determined, and no later than the semester of graduation for Graduate 
School processing.

Deadlines: 
• Fall: August 1st 
• Spring: January 2nd 
• Summer: May 1st

This form is used to indicate whether a student is following a thesis or non-thesis track. Beginning 
with the 2025-2027 catalog, students' default to non-thesis until this form is submitted. Prior catalogs 
combine the thesis and non-thesis options into one option and do not require this form. 

Processed Forms: this change will be reflected in DegreeWorks under the Major Header, allowing 
students to verify whether they are in the thesis or non-thesis track.

Graduate School Follow-Up: Once the process is complete, an R&G will email the student that the 
requested changes have been completed.

Thesis or Non-Thesis Change
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Thesis or Non-Thesis Change
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This is a department initiated form and must be submitted by the department for Graduate School 
processing. Forms received by the  published deadline are guaranteed to be processed for the 
requested term. Forms submitted after the deadline may not be processed in time, if not completed, 
will be processed during the next  registration period.  

Deadlines: 
• Fall: August 1st 
• Spring: January 2nd 
• Summer: May 1st

This form is used to request an addition or removal of a certificate for currently enrolled degree 
seeking graduate students. Applicants who are not currently enrolled at the university or are 
considered special graduates are required to submit an application for admission.

Processed Forms: this change will be reflected in DegreeWorks under the Student Header, allowing 
students to verify their certificate. 

Graduate School Follow-Up: Once the process is complete, an R&G will email the student that the 
requested changes have been completed.

Policy on Graduate Certificate Request: Certificate Program Regulations

Graduate Certificate 
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This form is only used and initiated by University College and must be submitted by the department 
for Graduate School processing. Forms received by the  published deadline are guaranteed to be 
processed for the requested term. Forms submitted after the deadline may not be processed in time, 
if not completed, will be processed during the next  registration period.  

Deadlines: 
• Fall: August 1st 
• Spring: January 2nd 
• Summer: May 1st

This form is used to request a change of certificate for currently enrolled MDST students. Applicants 
who are not currently enrolled at the university are required to submit an application for admission to 
the MDST program.

Processed Form: this change will be reflected in DegreeWorks under the Certificate tab, then the 
Student Header, allowing students to verify their certificate(s). The certificate(s) can also be viewed 
under the Degree tab, then the Major Header reflecting the full POS.

Graduate School Follow-Up: Once the process is complete, an R&G will email the student that the 
requested changes have been completed.

MA/MS MDST Certificate Change
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This is a department initiated form and must be submitted by the department for Graduate School 
processing. Forms received by the  published deadline are guaranteed to be processed for the 
requested term. Forms submitted after the deadline may not be processed in time, if not completed, 
will be processed during the next  registration period.
 

Special Note* This form can be submitted at anytime during a semester. If CPOS requirements apply, 
please follow the deadlines below.

Deadlines: 
• Fall: August 1st 
• Spring: January 2nd 
• Summer: May 1st

This form is used to request an exception in DegreeWorks for the "As Approved by GAR" section.

Processed Forms: this change will be reflected in DegreeWorks under the Major Header, allowing 
students to verify the exception. 

Graduate School Follow-Up: Once the process is complete, an R&G will email the student that the 
requested changes have been completed.

GAR Approval Form
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This is a department initiated form and must be submitted by the department for Graduate School 
processing. Forms received by the  published deadline are guaranteed to be processed for the 
requested term. Forms submitted after the deadline may not be processed in time, if not completed, 
will be processed during the next  registration period.  

Deadlines: 
• Fall: August 1st 
• Spring: January 2nd 
• Summer: May 1st

This form is used to request a change to their current catalog. Catalog changes may only be approved 
for a subsequent catalog year and are subject to university policies and program requirements. 

Processed Forms: this change will be reflected in DegreeWorks under the Student Header, allowing 
students to verify their catalog. 

Graduate School Follow-Up: Once the process is complete, an R&G will email the student that the 
requested changes have been completed.

Policy on Change of Catalog: Catalog of Graduation

Change of Catalog
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This is a department initiated form and must be submitted by the department once conditions have 
been met, and no later than the semester of graduation for Graduate School processing.

Deadlines: 
• Fall: December 1st 
• Spring: May 1st 
• Summer: August 1st 

This form is used to indicate that conditions placed at the time of admissions have been successfully 
satisfied. If conditions have not been met, follow the established guidelines and procedures set by 
your department. This change will be reflected in SGASADD under student attribute.

Graduate School Follow-Up: Once the process is complete, an R&G will email the student that the 
requested changes have been completed.

Removal of  Admission Conditions
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This is a department initiated form and must be submitted by the department for Graduate School 
processing.

Deadlines: 
• Fall: December 1st 
• Spring: May 1st 
• Summer: August 1st 

This form is used to indicate that a non-thesis master’s degree student has successfully completed 
the comprehensive exam. Thesis students will complete the Certification of Thesis Requirements for 
Master’s Degree to fulfill this requirement. Departments can continue to submit the forms they 
currently use.

Students who complete a capstone course and meet the Master’s Degree Requirements do not need 
to complete this form. 

Processed Forms: this change will be reflected in DegreeWorks under the Major Header, allowing 
students to verify comprehensive exam  check-off. 

Graduate School Follow-Up: Once the process is complete, an R&G will email the student that the 
requested changes have been completed.

Policy on Comprehensive Exam: Master’s Degree Requirements

Comprehensive Exam for Non-Thesis
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This is a student initiated  form and must be submitted by the student for Graduate School 
processing. Forms received by the  published deadline are guaranteed to be processed for the 
requested term. Forms submitted after the deadline may not be processed in time, if not completed, 
will be processed during the next  registration period. 

Deadlines: 
• Fall: August 1st 
• Spring: January 2nd 
• Summer: May 1st

This  form allows new incoming graduate students to withdraw completely from the university. 
Submission of this form is final. Once processed, the student must reapply for admission to the 
university if they wish to return and continue their studies. This form does not drop students from 
courses.  If a student is currently enrolled, please have them follow One-Stop procedures using their 
Withdrawal form.

This change can be viewed in Banner under the SGASTDN and SZAREGS screens.

Graduate School Follow-Up: Once the process is complete, an R&G will email the student that the 
requested changes have been completed.

Voluntary Withdrawal for Newly Admitted Students 
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This is a department initiated form and must be submitted by the department for Graduate School 
processing. Forms received by the  published deadline are guaranteed to be processed for the 
requested term. Forms submitted after the deadline may not be processed in time, if not completed, 
will be processed during the next  registration period.  

Deadlines: 
• Fall: August 1st 
• Spring: January 2nd 
• Summer: May 1st

This  form allows continuing graduate student to withdraw completely from the university. 
Submission of this form is final. Once processed, the student must reapply for admission to the 
university if they wish to return and continue their studies.  This form does not drop students from 
courses.  If a student is currently enrolled, please heave them follow One-Stop procedures using their 
Withdrawal form. 

This change can be viewed in Banner under the SGASTDN and SZAREGS screens.

Graduate School Follow-Up: Once the process is complete, an R&G will email the student that the 
requested changes have been completed.

Voluntary Withdrawal for Continuing Students 
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Curriculum Forms Approval Process
Student

• Meets with 
GAR

• Determines 
which form to 
submit

Department

• Prepare form
• Department 

level approval 
is all that is 
required

• Submit form

Graduate 
School

• GS reviews 
and 
processes

DegreeWorks

• GS updates 
Degree 
Works*

• Emails that 
requested 
change has 
been 
completed

*Please keep in mind we receive forms daily from 8 colleges. Please allow time for review and updating of 
DegreeWorks.
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• Each form has a priority deadline to ensure petitions/forms are processed in a timely manner and reflected in 
DegreeWorks for accurate degree audits. Forms submitted by the priority deadline are guaranteed to be 
processed  for the applicable term. While we will make every effort to process forms received after the priority 
deadline, processing cannot be guaranteed.

• Curriculum Forms are subject to firm deadlines, as updates need to be completed prior to Census Date. 
Forms received after the deadline, or are submitted after Census, will be processed for the next available 
academic term.

• Ensure forms are submitted in a timely manner.
o Review DegreeWorks to ensure all courses are applying where needed and submit petition/form if 

necessary
o Delays will slow the process of the updates to student academic records in Degree Works
o Curriculum forms effects a student’s academic progress in DegreeWorks

• All deadlines available for review online

 

Forms Deadlines
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Degree Audits Workflow

• Advise students on degree requirements

• Review student records and verify completion of program requirements

• Prepare degree audits and submit supporting petitions/forms when required

Colleges/Departments

Graduate School
• Review submitted petitions/forms 

• Process approved updates in DW and/or Banner

Graduation Coordination (GCO)
• Review completed degree audits for graduation

• Approve degree audits and certify students for degree conferral
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Final Takeaways
• Forms submitted after the priority deadline can cause stress to all involved due 

end of semester priorities.

• When forms are not submitted in a timely manner, students may become 
concerned about the progress they see in DegreeWorks.

• Copy of approved forms are indexed in AppEnhancer (formally Xtender).

• It's essential that we all work together to ensure that every necessary form is 
submitted and approved in a timely manner.

• Your attention to detail and commitment to this process are vital. By collaborating 
effectively and supporting one another, we can ensure DegreeWorks is accurately 
tracking student progress.
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Resources
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• Best tips for understanding DegreeWorks, please view the 
DegreeWorks 101 training

• Best tips for understanding Petition and Other Forms, please view the 
Petition and Other Forms training

• This presentation will be available online.

• Questions: contact your college R&G 

MATERIALS

Resources
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