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Checklist for Graduation for Majors
in the College of Arts and Sciences
1.  File your Intent to Graduate online at     
 https://saweb.memphis.edu/commencement/intenttograduate
2. The Graduation Analyst for the College of Arts and Sciences will complete a Summary of Coursework Remaining and will e-mail a copy to you and to your advisor.  This Summary will indicate the courses you still need to complete, in addition to those you are registered for in the current semester and in any future semesters.
3. If you are filing this Intent to Graduate to change your graduation date, you will not receive another Summary of Coursework Remaining.

4. If you are filing this Intent to Graduate because you are completing an additional major for the same degree, you will receive a Summary of Coursework Remaining but you will not be included in another Commencement Ceremony and will not receive an additional diploma.  Students will be included in a Commencement Ceremony only once for each degree earned.

5. Print out and take your Summary of Coursework Remaining to your advisor and be sure you understand the courses you must take and any other needs listed on your Summary.  

6. You must meet with your academic advisor to review the Summary of Coursework Remaining, and if there are any questions, your advisor should call or e-mail the Graduation Analyst for clarification so that all concerned will know the answers.

7. Both you and your advisor must sign the Summary of Coursework Remaining.  Make a copy for your records, and bring the original to 107 Scates Hall.  You will not be put on a graduation list until you have turned in the signed Summary of Coursework Remaining to our office.

8. When you return your Summary of Coursework Remaining, you will be asked to complete a Contract for Graduation to verify that you have received information about graduation matters.  You may complete this contract in our office or print a copy to complete and turn in: http://www.memphis.edu/docs/Contract_for_Graduation.doc  

9. Also, while in our office, you will complete an advisor evaluation, and you will be asked to nominate faculty for a teaching award.

10. If your name or mailing address changes between the time you file your Intent to Graduate and your expected graduation date, update this information in the Registrar’s Office and log-in to the online filing form to be sure the change was made there as well.  Please notify us of the change in 107 Scates Hall (678-5454).  Your name will appear on the graduation program as listed on your online intent to graduate form, so you must inform us of any changes. If the name you prefer on your diploma is different from your name in myMemphis, you must make changes in the Registrar’s Office (Wilder Tower 003) and then inform our office.
11. It is YOUR responsibility to ask your advisor if you need to complete an Area Exit Exam during your final semester at the University.
12. If your name is incorrect in myMemphis or on the Intent to Graduate form or if you want your middle name added to your record so that it will show on your diploma, you must use the form at this link and provide appropriate documents to correct it: https://umdrive.memphis.edu/g-banner/data_quality/forms/name_chg.pdf
The Semester of Your Expected Graduation                     
1. Pay all University fees.  Clear all indebtedness through the Bursar’s Office, 678-5579.

    Transcripts and diplomas will be held until you are free of debt to the University.
2. The Commencement Office will mail all students on the graduation list for each semester a 
    Senior Postcard, which will give you the web address for filling out important commencement 
    materials and accessing information about commencement.  If you do not receive this 
    postcard, you should call 678-5454 or come to 107 Scates Hall to find out if you are on the 
    graduation list for the appropriate semester.

3. Read carefully the Commencement website (http://saweb.memphis.edu/commencement/), and 

    follow the steps on this Undergraduate Graduation Checklist. 

4. At least a month prior to the graduation ceremony, check your name on the program 
    proofs posted in Scates 107 or on the Commencement website, for correct degree, honor(s), 
    and spelling of your name as you want it on your diploma and in the graduation program.  
    Also check to make sure the name listed matches the name in myMemphis.  Please read the
    policy on name changes on the Commencement website.  The proof is usually posted about 
    the middle of the semester.
5. Submit your Diploma Mailing Card on-line on the Commencement website by the deadline.

6. Your diploma will be mailed to you by the Commencement Office 8 to 10 weeks after

    the ceremony.  Changes in honors or other printing corrections will be reordered 

    automatically and mailed to you from the Commencement Office.
7. Walking in the Commencement ceremony does not mean that you have graduated.  

    You must be registered for and attending all classes needed for graduation for your name to be 

    included on the Commencement list.  After the ceremony, you must have completed all

    requirements for your degree to be awarded.  A grade of Incomplete will delay graduation
    until the following term.  Grades for all transfer courses must be in the University 
    system no more than 3 weeks after graduation in order for a student’s degree to be awarded. 
COMMENCEMENT Information



Check the Commencement Office website for updated information on the following items:  http://saweb.memphis.edu/commencement/
Academic Honors  


Commencement Schedule

Time and Location                              Ordering cap and gown






Ordering invitations                            Name Change policy

Pronouncer Cards
Graduates not attending Commencement and more
Commencement Arrival: 

Allow time for parking at the site of Commencement.   PLEASE DO NOT BE LATE! 
Check the Commencement website for time and location.
