Declaration/Change of Major/Minor form procedure

1. Student acquires a Declaration/Change of Major/Minor form from the Advisement Coordinator of the desired major or minor or from 302 Culkin Hall.

2. Student meets with the Advisement Coordinator in each of the desired majors and/or minor and acquires all necessary signatures and codes.

3. Student will submit the completed form (with all copies attached) to 302 Culkin Hall for processing.  (It is the student’s responsibility to submit the form in person in order to ensure proper processing)

4. The Records room will update the student record with the new major/minor and update the student’s advisor information. The pink copy is returned to the Advisement Coordinator of the former major/minor and the yellow to the Advisement Coordinator of the new major/minor (If more than one major or minor is declared a copy will be sent by the Records room to each department).

5. The Advisement Coordinator of the old major will send the folder to the Advisement Coordinator of the new department when the pink form (or copy) is received, ensuring that the process is complete.

6. Declaration/Change of Major/Minor forms are due in the Registrar’s Office by the end of week 7 of each semester, in order to avoid major restriction and registration issues.
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