Student Program Form Instructions
The Student Program Form (SPF) serves as a registration form and an agreement between the student and the CSU International Programs of what the student will take each semester.  At the beginning of each semester, the student is required to complete the SPF, assisted by the Resident Director (RD) or where there is no Resident Director, the Program Coordinator (PC).  Any changes to the form must be documented and approved by the RD/PC.
Before the SPF is given to students, the RD/PC should complete known fields including:

· Academic Year

· Study Center (Host University)
· Indicate terms of study by checking the appropriate box (i.e. Summer, Intersession/January, Semester 1 or 2 )

· Courses which are required by all IP students or specific groups of IP students, like in the case of Architecture students in Italy.

The SPF can then be copied and given to students when meeting with them during individual advising sessions.  Use one form for each half of the year.  Note that two SPFs are available on pages 2 and 3 of this document.  The first SPF is for IP programs which have a summer/PLP session OR an intersession or January session at the start of the second semester.  The second SPF is for IP programs which do not have a summer PLP session or an Intersession or January term.
The student completes the header information (not already completed by the RD/PC) and the fields below:

· Course Number (if known)

· Course Title 

If the actual course title is in a language other than English, the course title translated in English should be entered, followed by the actual course title.  The RD/PC should assist with the translation.  

The following fields should be completed by the RD/PC together with the student:

· PLP Placement Level
· Course Number (if the student left this field blank and there is a course number)

· CSU Home Campus Department abbreviation 
· Course Level (suggested)
· CSU Semester Units
The CSU home campus department refers to the department which closely fits the course taken. The department abbreviation (found in the campus catalog) should be entered rather than the complete department name.   
In cases when the CSU semester unit value is not known, the student should be advised that the unit value will be entered or confirmed once verified with the Office of International Programs.  

The course levels entered are levels suggested by the RD/PC for programs which do not have predetermined course levels, e.g. Germany.   Suggested levels may not necessarily be reported to the CSU home campuses as such, and are subject to review by the Office of International Programs. This must be explained to the student.  

The form must be signed by both the RD/PC and the student.  Once signed, provide a copy of the SPF to the student, for his/her records.

If the student withdraws from any course after the SPF has been signed with approval of the RD/PC, then enter a “W” in the last column under Raw/CSU Grade.  Also enter a date when the student withdrew from the course somewhere on that line.  Both the RD/PC and the student should initial the line.  

If the student adds a course with the approval of the RD/PC, then add the course to the SPF.  Also include the date when the course was added somewhere on that line.   Both the RD/PC and the student should initial that line. 
It is the RD/PC’s responsibility to ensure that the information recorded on the Student Program form is accurately entered in the academic database or Excel spreadsheet (once available).  
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	STUDENT PROGRAM
	          Academic Year:
	2011-12


INSTRUCTIONS:  PROVIDE INFORMATION BELOW.  PRINT CLEARLY.  USE ONE FORM FOR EACH HALF OF THE YEAR.
	Study Center:
	
	             CSU Campus:
	

	
	
	
	

	Student’s Name:
	
	 Expected Graduation:
	

	
	Last name                              First name
	
	Month          Year

	Major:
	
	 Class Level (UG, GR):
	

	
	
	
	

	Minor:
	
	PLP Placement Level:
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	   INTERSESSION/JANUARY TERM:
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	*Suggest the level of the course taken by entering LD for lower division, UD for upper division, GR for graduate.  Course levels are reviewed by the Office of International Programs.
	TOTAL
	
	
	
	

	AGREEMENT:  The courses listed above shall constitute the program for the student named above.  Signatures of the student and on-site Resident Director or Program Coordinator on this document shall signify an agreement between the student and the CSU Office of International Programs for the enrollment of courses listed above.  The student acknowledges by his/her signature an understanding that any changes to the above program must be reported to the Resident Director or Program Coordinator, and that unauthorized withdrawals of listed courses or uncompleted courses (e.g. not taking the final exam or completing all assignments), will be assigned a grade of "WU" as CSU grading policies apply.  The student’s signature also acknowledges an understanding that any unpaid program fees may result in a hold on student enrollment or reporting courses to the home campus until all fees are paid in full.


	
	
	

	           Student’s Signature                                               Date
	
	Resident Director/Program Coordinator’s Signature            Date
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