Award MPA degree/graduation procedure
or what to do after receiving “student
-Asst. Dir receives email from Lori asking for director’s approval 
-Asst. Dir forwards email to Jan to generate SZRPGPR for each student in email

-Jan generates SZRs and forwards to Asst. Dir

-Asst. Dir prints SZR and checks against student’s info in spreadsheet to make sure that:

· 60 total grad credits have been completed

· All core courses (and concentration if applicable) have been completed

· All admission conditions and internship have been completed, if applicable

-Asst. Dir notes “OK to award” with initials and date on SZR and hands off to Jan

-Asst. Dir emails Lori and Jan to OK awarding of degree and ask Jan to deal with student file

-Jan:

· Files SZR in student’s folder
· Changes info on student’s file folder tab to reflect alum status (graduated, quarter of grad)
· Moves the student’s folder to the alumni file area

-Asst. Dir emails student and cc’s Jan to inform them that degree award has been OK’d, lets them know they will be removed from mpa-all, added to mpa-alumni listserve and address changed on mpa-jobs listserve; reports non-Evergreen email address in spreadsheet and asks to report if changed (Jan could do this but is opportunity for Asst. Dir to have student contact); asks if willing to be in contact with prospective students; asks for current job title and employer
-Asst. Dir enters date in cohort spreadsheet to reflect OK to award email sent to Reg

-Student emails back to Asst. Dir
-Re: listserve and job info, Asst. Dir forwards response to Jan for handling

If student is willing to talk to prospective students, Asst. Dir files email response in appropriate Prospective Student folder

-Jan makes listserve changes: removes student from mpa-all, adds to mpa-alumni and changes address on mpa-jobs

-Jan updates job/org info in alumni spreadsheet

