
Sul Ross State University
Business Process Analysis – Student Module

Process Name: Commencement ALP
Date: September 22, 2005
Time: 2:09 p.m.
Location: BAB 202
Participants:
Session Lead:

Narrative/Description: Graduation is held three times a year: in May at the end of
the spring semester, in August at the end of the summer session, and in December at the
end of the fall semester on the dates listed in the University Calendar. Graduation
deadlines are printed in the schedule of classes and the Catalog and posted on bulletin
boards throughout the campus. The student is expected to submit an application for
graduation during the semester preceding the final semester of enrollment. Students who
are not able to complete degree requirements as planned will resubmit the application
during the semester or summer term in which they expect to graduate. A diploma fee is
required: the fee to apply by the deadline is $15.00; after the deadline is $25.00, diploma
insert fee is $3.00 and to graduate in absentia is $15.00 and must be paid before the
diploma can be mailed. All forms may be obtained from the dean of the appropriate
school.

The Academic and Student Affairs office sets a deadline for the Deans’ offices to submit
their tentative graduation lists, usually 2-3 days after the last day to apply for graduation.
Diplomas are ordered at least eight weeks prior to the graduation date.

Tentative graduation lists are received from the four schools. Graduation letters and an
information sheet is manually prepared for every student on the lists. If a student is on the
list twice, only one letter is mailed. Letters are sent to the local address listed.

The tentative graduation lists are used to go through the VPAAA diploma file drawers to
determine if some students already have a diploma cover on file. If a cover is on file, then
the cover is used and only an insert and miniature diploma are ordered for the student.

The Secretary to the VPAA determines how many complete diplomas (cover, insert and
mini) and how many inserts and miniatures (only) need to be ordered, types the list and
save it as an ASCII (DOS) Text (*.*) file.

Typed index cards are prepared for each graduating student who is planning to attend
commencement. Cards are not made for those who have indicated that they will graduate
in absentia. The card will contain the following information:

SCHOOL OF ARTS AND SCIENCES (School)
(Double space)

MASTER OF ARTS (Degree to be received)
(Triple space)

NAME: ANY STUDENT (student’s name)
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MAJOR: POLITICAL SCIENCE - PUBLIC ADMINISTRATION

*SUMMA CUM LAUDE (Honors information)

*Special recognition at graduation is provided those undergraduate students who compile
outstanding academic records. Each student receiving a degree conferred Cum Laude,
Magna Cum Laude, or Summa Cum Laude will receive a gold cord, which symbolizes
academic excellence. In addition, this recognition will be recorded on the transcript. The
distinction and corresponding grade point averages are Cum Laude - 3.50 to 3.69; Magna
Cum Laude- 3.70 to 3.89; Summa Cum Laude - 3.90 to 4.00. Each Academic Deans’
offices provides the information. Honors recognition is included in the Commencement
Program but not imprinted on the diploma.

Handwritten index cards are manually prepared for each graduating student who is
planning to attend commencement. These cards are placed on chairs set up for the
graduates. Each graduate receives a typed index card, which in turn will be given to the
announcer at commencement.

The Commencement Program is prepared approximately 3 to 4 weeks before
commencement. The commencement program file is maintained on a PC. It is pulled up
used to replace the old information with the current information. The file is e-mailed to
the typesetter at the Print Shop along with the required paperwork. Several proofs are
prepared before the final proof is ready to be printed. Any necessary corrections are
marked in red ink and returned to the Print Shop. The average number of programs
ordered is 1200. Enough programs are pulled from the final printing to mail out to each
student graduating in absentia and to distribute to the VPAA office, the President’s
office, and the Registrar. The Physical Plant delivers the balance to the Gallego Center.

When diplomas arrive from the third party vendor, they are proofed, sorted and
assembled into the appropriate school and degree:

Agricultural and Natural Resource Sciences
Master of Agriculture
Master of Science
Bachelor of Science
Associate of Applied Science
Certificate

School of Arts and Science
Master of Arts
Master of Science
Bachelor of Arts
Bachelor of Fine Arts
Bachelor of Science
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School of Professional Studies
Master of Business Administration
Master of Education
Bachelor of Arts
Bachelor of Business Administration
Bachelor of Science
Certificate in Office Systems
Vocational Nursing (December only)

Rio Grande College
Master of Business Administration
Master of Education
Bachelor of Arts
Bachelor of Business Administration
Bachelor of Science

(Not all degrees will be represented at each graduation)

Once the diploma covers have been sorted and alphabetized, the inserts and miniatures
are placed inside the corresponding cover. Double checks are performed to ensure that
the right insert and mini have been placed in the right cover. If an error on the cover,
insert or mini is found, the entire diploma is set aside. After this task is completed,
diplomas for those not attending commencement are pulled out. The remaining diplomas
are placed in boxes in the order listed above. Diplomas for those not graduating are
remoced. How many students will be at the Commencement ceremony is tracked so that
the number can be reported to Physical Plant, the Provost and Vice President for
Academic and Student Affairs and the President.

Rio Grande College diplomas, for those attending commencement ceremonies at RGC,
are boxed up and labeled. The Physical Plant is asked to pick they up and deliver them to
the warehouse for pickup by the RGC Dean. He will transport the diplomas to the
ceremony location for distribution. The Dean is instructed to return diplomas for those
students who did not graduate.

A second graduation letter is sent out approximately two weeks before commencement.
Letters are not sent to the students who have indicated that they will be graduating in
absentia.

Graduation rehearsal is held the Friday before Commencement at 2:00 p.m. at the
Gallego Center. The Provost and Vice President for Academic and Student Affairs give
instructions and practice walking across the stage. Students are asked to fill out the
“Graduating Student Survey” before they leave rehearsal. After rehearsal,
commencement programs are placed on the chairs reserved for the platform party, faculty
and graduates. Programs are not available for distribution until the day of graduation.
Someone must be found to help distribute programs on Saturday morning.
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The Academic Dean od each school submits their official graduation list the following
working day after Commencement. The three Alpine lists are combined into one and
grouped according to bachelors, masters, associates and certificates. Rio Grande College
is a separate list. The Provost and Vice President for Academic and Student Affairs
reviews and signs the official lists, which will then be distributed. The Registrar’s office
gets the signed, original list with the student identification numbers. Student
identification numbers are not included on the copies distributed around campus.

Once the official lists have been distributed, in absentia diplomas are prepared for
mailout. Student names are verified from the official list and checked to make sure the in
absentia fee has been paid before mailing out the diploma. The diploma and a program is
placed in a white envelope with the graduate’s name written on the outside. Enclosed is a
graduating student survey, a scan-tron sheet and a stamped, self-addressed envelope.
Both the diploma and survey are enclosed in a padded envelope (Alpine campus only).
All diplomas are mailed certified, return receipt requested. Diplomas can be mailed to the
Rio Grande College students who did not attend commencement in Alpine but will attend
the ceremony in May at RGC in Uvalde. Surveys are not included with the RGC
diplomas. Students not attending commencement ceremonies in Alpine or Uvalde are
required to pay the in absentia fee.

Electronic Inputs: None

Manual/Paper Inputs: All data is manually entered into PC databases and
word processing files.

Key Decision Points (list all):

Related Policy(s): SRSU graduation requirements

Interface to Other Systems: None

Web Features: Student may apply for graduation via on-line form.

Electronic Outputs: Output file sent to Print Shop

Manual/Paper Outputs: Final Graduation List distributed to various offices
on campus.

Customer(s): Students, faculty, and staff.

Regulatory Items:

Frequency/Volume: Each Term

Potential Break Points: Dean’s Office fails to include candidate
information on list.
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VPAA Staff fails to include candidate information
in their input.
Cards mistyped, lost, or dropped.
Candidates failing to apply by deadline or not at all.
Showing up at last minute.
Third party vendor making printing errors. Late
delivery.

Automation: All manual or by PC

Issues: Process is all off-line from SIS.


