MAINTAINING THE ADVISING FOLDER
Maintaining accurate and up-to-date records on all advisees is highly recommended.  It is important to be able to refer to a list of courses recommended for students each semester, any substitutions or exceptions approved, and other details that could affect the student or advisor when the student’s information is reviewed.

The CAMPUS program is designed for keeping notes of advising meetings.
UMdegree is the best place for notes about substitutions and exceptions.

Although much information can be stored electronically, advisors may want to keep hard-copy folders on each student whom they advise.

The contents of the folder may include the following:

· Student contact information (phone, e-mail, address)
· Degree sheet (which should be updated on a regular basis)
· Registration worksheets (so that advisor can remember which courses were selected in a given semester), and any other advising notes
· E-mail correspondence (including that between student and advisor, and between advisor and college office)
· Any forms signed by or copied to advisor that have an impact on student’s academic record
· Advisor’s copy of Summary of Coursework Remaining sheet (once forwarded by College office)
· An indication somewhere as to whether or not the student has applied for graduation (there is a box on the degree sheet for this)
