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Definitions

INITIATOR: Person or department that initiates the process of a graduate 
form for the benefit of the student.

APPROVER: Entity/Administrator that verifies that compliance is being 
met once a request is submitted.  Compliance includes GPA 
requirements, enrollment, that Graduate School guidelines are being 
met, amongst others.

PROCESSOR: Department/entity that process the request into the system 
(Banner) once approval is granted from all entities/administrator.



A) IN-STATE TUITION WAIVERS 
B) APPLICATIONS FOR CANDIDACY (DOCTORAL STUDENTS ONLY)

C) APPLICATIONS FOR GRADUATE DEGREE (FOR DOCTORAL AND 
MASTER STUDENTS)

WHAT HAS CHANGED?



In-State Tuition Waiver
Previous Approval Process

INITIATOR: Student

APPROVER(1st): Department (cost center information 
needs to be provided)

APPROVER(2nd): College Associate Dean (Dr. 
MacDonald)

PROCESSOR: Graduate School

Current Electronic Approval Process

INITIATOR: Department

APPROVER: CAO/Associate Dean (Dr. Eric MacDonald)

PROCESSOR: Graduate School

A notification is sent to the Dean’s Office after approval 
process is completed

IMPORTANT: NEW ELECTRONIC FORM IS ONLY 
APPLICABLE FOR STUDENTS THAT ARE APPOINTED AS 
RA’s, TA’s & GA’s at 20 HOURS FOR THE CURRENT TERM.

New Electronic form available: https://forms.utep.edu/form.aspx?pid=303bd7c4-e334-4570-af66-867e2a2fad48&formid=264b6746-a3ef-
43a2-b689-92bf5193c511

PREVIOUS VERSION OF THE FORM

https://forms.utep.edu/form.aspx?pid=303bd7c4-e334-4570-af66-867e2a2fad48&formid=264b6746-a3ef-43a2-b689-92bf5193c511


Summary for In-State Tuition Waivers



In-State Tuition Texas Law

• Students Receiving an Appointment from an Institution:



In-State Tuition Texas Law

• Students Receiving a Competitive Scholarship:



FORMS FOR CURRENT UTEP 
STUDENTS



Reservation for Graduate Credit
Current Approval Process

INITIATOR: Student

APPROVER (1st): Graduate Advisor

APPROVER (2nd): College Associate Dean (Dr. 
MacDonald)

PROCESSOR: Graduate School

Form available: https://www.utep.edu/graduate/_Files/docs/admission-
and-enrollment/reservation_graduate_credit_form.pdf

https://www.utep.edu/graduate/_Files/docs/admission-and-enrollment/reservation_graduate_credit_form.pdf


Fast Track Combined BS/MS Program 
Application

Current Approval Process

INITIATOR: Student

APPROVER (1st): Undergraduate Advisor

APPROVER (2nd): Graduate Advisor

APPROVER (3rd): College Associate Dean (Dr. MacDonald)

PROCESSOR: Graduate School

Form available: https://www.utep.edu/graduate/_Files/docs/admission-
and-enrollment/fast-track.pdf



Course Substitution Petition

Current Approval Process

INITIATOR: Graduate Program Director

APPROVER (1st): Department Chair

APPROVER (2nd): College Associate Dean (Dr. 
MacDonald)

PROCESSOR: Graduate School

Form available: Available to request in the Dean’s Office to Paulina Alvarado

NOTE: Memos & Notifications will also be accepted by the Graduate School with
the condition that the College of Engineering, Dean’s Office is included in the
notification process.



Doctoral Degree Progress Report

Current Approval Process

INITIATOR: Candidate

APPROVER (1st): Dissertation Supervisor

APPROVER (2nd): Doctoral Program Director

APPROVER (3rd): College Associate Dean (Dr. 
MacDonald)

PROCESSOR: Graduate School

Form available: 
https://www.utep.edu/graduate/_Files/docs/forms/forms/Doctoral_Progress_Rep
ort_Form3.pdf



Diana Natalicio Dissertation Research 
Fellows Program

Current Approval Process

INITIATOR: Student

APPROVER (1st): Dissertation Chair

APPROVER (2nd): Doctoral Program Director 

PROCESSOR: Graduate School

Form available: https://www.utep.edu/graduate/funding/internal-
funding.html#nat

https://www.utep.edu/graduate/funding/internal-funding.html#nat


GRADUATION FORMS FOR 
DOCTORAL STUDENTS



Application for Candidacy
Previous Approval Process

INITIATOR: Candidate

APPROVER(1st): Doctoral Program Director

APPROVER (2nd): College Associate Dean (Dr. 
MacDonald)

PROCESSOR: Graduate School

Current Electronic Approval Process

INITIATOR: Candidate

APPROVER: Doctoral Program Director

PROCESSOR: Graduate School

A notification is sent to the Dean’s Office after 
approval process is completed

New electronic form available: https://www.utep.edu/graduate/forms.html

PREVIOUS VERSION OF THE FORM



Degree Plan

Previous Approval Process

INITIATOR: Student Signature

APPROVER (1st): Program Director

APPROVER (2nd): College Associate Dean (Dr. 
MacDonald)

PROCESSOR: Graduate School

Electronic Access Available: https://www.utep.edu/graduate/forms.html

Current Electronic Approval Process

1. Log-in process is required to goldmine 
in order to access a degree evaluation 
through faculty services.

PREVIOUS VERSION OF THE FORM



Application for Graduation for Doctoral 
Students

Electronic Form available: https://www.utep.edu/graduate/forms.html

Previous Approval Process

INITIATOR: Candidate

APPROVER (1st): Doctoral Program Director

APPROVER (2nd): College Associate Dean (Dr. MacDonald)

PROCESSOR: Graduate School

Current Electronic Approval Process
INITIATOR: Candidate

APPROVER 1: Chair of the Committee

APPROVER 2: Graduate Program Director

PROCESSOR: Graduate School

A notification is sent to the Dean’s Office after approval 
process is completed

PREVIOUS VERSION OF THE FORM



Completion Defense Form for Doctoral 
Students

Current Approval Process

INITIATOR: Student Signature

APPROVER (1st): Program Director

APPROVER (2nd): College Associate Dean (Dr. 
MacDonald)

PROCESSOR: Graduate School

Form Available: 
https://www.utep.edu/graduate/_Files/docs/forms/completion_defense
_doctoral_form.pdf



GRADUATION FORMS FOR 
MASTER STUDENTS



Thesis Proposal Form for MS Students

Form available: 
https://www.utep.edu/graduate/_Files/docs/forms/forms-for-masters-
students/Thesis_Proposal_Form2.pdf

Current Approval Process

INITIATOR: Candidate

APPROVER (1st): Graduate Advisor

APPROVER (2nd): College Associate Dean (Dr. 
MacDonald)

PROCESSOR: Graduate School



Application for Graduation for Master 
Students

Electronic Form available: https://www.utep.edu/graduate/forms.html

Previous Approval Process

INITIATOR: Candidate

APPROVER (1st): Graduate Program Director

APPROVER (2nd): College Associate Dean (Dr. MacDonald)

PROCESSOR: Graduate School

Current Electronic Approval Process

INITIATOR: Candidate

APPROVER 1: Graduate Program Director

APPROVER 2: Chair of the Committee 

(If graduate candidates are pursuing a thesis option)

PROCESSOR: Graduate School

A notification is sent to the Dean’s Office after approval process is 
completed

PREVIOUS VERSION OF THE FORM



Completion/Defense Form for MS Students

Form available: 
https://www.utep.edu/graduate/_Files/docs/forms/completion_def
ense_masters_form.pdf

Current Approval Process

INITIATOR: Candidate

APPROVER (1st): Doctoral Program Director

APPROVER (2nd): College Associate Dean (Dr. 
MacDonald)

PROCESSOR: Graduate School



Application for Graduate Certificate

Current Approval Process

INITIATOR: Student Signature

APPROVER: Program Director

PROCESSOR: Graduate School

Form available: 
https://www.utep.edu/graduate/_Files/docs/forms/Application_for_Graduate
_Certificate.pdf

https://www.utep.edu/graduate/_Files/docs/forms/Application_for_Graduate_Certificate.pdf


GRADUATE FORM FOR FACULTY



Application for Temporary Membership

Current Approval Process

INITIATOR: Graduate Program Director

APPROVER (1st): Department Chair

APPROVER (2nd): College Associate Dean (Dr. 
MacDonald)

PROCESSOR: Graduate School

Form available: https://www.utep.edu/graduate/_Files/docs/APPLICATION-FOR-
TEMPORARY-MEMBERSHIP-IN-THE-GRADUATE-FACULTY.pdf 



RECORDS & REGISTRATION 
FORMS



Grade Change Form

Form available: Form can be requested by the department/instructor 
to the Records & Registration Office via email at records@utep.edu

Current Approval Process

INITIATOR: Instructor

APPROVER (1st): Department Chair

APPROVER (2nd): College Associate Dean (Dr. 
MacDonald)

APPROVER (3rd): Graduate School (only applicable for 
research courses)

PROCESSOR: Records and Registration

mailto:records@utep.edu


Complete Withdrawal Notification

Current Approval Process

Student has to go through different 
departments at UTEP in order to 
have form cleared by Records & 

Registration

Form available: https://www.utep.edu/student-
affairs/registrar/students/Forms/Registration%20and%20Drop%20Forms/COMPLE
TE%20WITHDRAWAL%20FROM.pdf



Course Drop Form (After Census Day)

Current Approval Process

INITIATOR: Student

APPROVER (1st): Academic Advisor

APPROVER (2nd): College Associate Dean (Dr. 
MacDonald)

PROCESSOR: Records & Registration

Form available: https://www.utep.edu/student-
affairs/registrar/students/Forms/Registration%20and%20Drop%20Forms/Course-
drop-form.pdf

https://www.utep.edu/student-affairs/registrar/students/Forms/Registration and Drop Forms/Course-drop-form.pdf


Course Add Form After Late Registration

Current Approval Process

INITIATOR: Student

APPROVER (1st): Instructor

APPROVER (2nd): Chair

PROCESSOR: Records & Registration

Form available: https://www.utep.edu/student-
affairs/registrar/_Files/images/COURSE%20ADD%20FORM%20AFTER%20LATE%20
REGISTRATION.pdf



Course Waiver Form

Current Approval Process

INITIATOR: Student

APPROVER (1st): Chair

APPROVER (2nd): College Associate Dean (Dr. 
MacDonald)

PROCESSOR: Graduate School

Form available: template can be requested by sending an email to Records & 
Registration



Faculty Drop Reinstatement Form

Current Approval Process

INITIATOR: Instructor

APPROVER (1st): Chair

APPROVER (2nd): College Associate Dean (Dr. MacDonald)

PROCESSOR: Records & Registration

Form available: https://www.utep.edu/student-
affairs/registrar/_Files/docs/faculty-staff/Faculty_Drop_Reinstatement.pdf



Petition for an Incomplete

Petitions for an incomplete can be 
submitted by the instructor through 

goldmine under faculty services.

Instruction Available: https://www.utep.edu/student-affairs/registrar/faculty-
staff/Instructions%20to%20Assign%20a%20Grade%20of%20Incomplete.pdf



Office of International Programs 
and Study Abroad Forms



DS-2019 Renewal for J-1 Visitors
Current Approval Process

INITIATOR: Student

APPROVER (1st): Chair OR Dean

APPROVER (2nd): Human Resources (HR 
approval is only required if scholar/professor is 
employed at UTEP)

PROCESSOR: International Programs

Form available: https://www.utep.edu/student-
affairs/oipsa/_Files/docs/oipsa/j-visa/J-1-DS-2019-Extension-Form-
Scholars-Professors.pdf

https://www.utep.edu/student-affairs/oipsa/_Files/docs/oipsa/j-visa/J-1-DS-2019-Extension-Form-Scholars-Professors.pdf


Approval Process for OIP forms
• The following forms are submitted through the SUNAPIS 

portal that is available in the following OIP link: 
https://www.utep.edu/student-affairs/oipsa/office-of-
international-programs/visas/f-type-visa/cpt.html

• Curricular Practical Training Application (CPT)
• Curricular Practical Training Renewal 

Application
• Optional Practical Training (OPT)
• F-1 Visa Forms
• Reduced Course Load Form

CPT Information available at: https://www.utep.edu/student-
affairs/oipsa/office-of-international-programs/visas/f-type-visa/cpt.html

OPT information available at: https://www.utep.edu/student-
affairs/oipsa/office-of-international-programs/visas/f-type-visa/opt.html

F-1 Visa Information: https://www.utep.edu/student-affairs/oipsa/office-of-
international-programs/resources/f-visa-forms.html

Reduced Course Load Information: https://www.utep.edu/student-
affairs/oipsa/office-of-international-programs/visas/f-type-visa/maintaining-
status.html

https://www.utep.edu/student-affairs/oipsa/office-of-international-programs/visas/f-type-visa/cpt.html
https://www.utep.edu/student-affairs/oipsa/office-of-international-programs/visas/f-type-visa/cpt.html
https://www.utep.edu/student-affairs/oipsa/office-of-international-programs/visas/f-type-visa/opt.html
https://www.utep.edu/student-affairs/oipsa/office-of-international-programs/resources/f-visa-forms.html
https://www.utep.edu/student-affairs/oipsa/office-of-international-programs/visas/f-type-visa/maintaining-status.html


COLLEGE OF ENGINEERING 
FORMS



Graduation Clearance Form

Current Approval Process

INITIATOR: Student

APPROVER (1st): Department

APPROVER (2nd): Key Shop

PROCESSOR: Dean’s Office

Form available: 
https://www.utep.edu/engineering/_Files/docs/hForms/GraduationCle
aranceForm2013.pdf



Resources to Access Forms

• Student Forms from Records & Registration: https://www.utep.edu/student-
affairs/registrar/students/student-forms.html

• Faculty Forms from Records & Registration: https://www.utep.edu/student-
affairs/registrar/faculty-staff/faculty-forms.html

• Graduate School Forms: https://www.utep.edu/graduate/forms.html

• Office of International Programs Forms: https://www.utep.edu/student-
affairs/oipsa/office-of-international-programs/resources/Forms.html

https://www.utep.edu/student-affairs/registrar/students/student-forms.html
https://www.utep.edu/student-affairs/registrar/faculty-staff/faculty-forms.html
https://www.utep.edu/graduate/forms.html
https://www.utep.edu/student-affairs/oipsa/office-of-international-programs/resources/Forms.html


Graduate Catalog 2021-2022 Approval 
Policies

• Graduation Requirements: http://catalog.utep.edu/policies-regulations/graduation-
requirements/#graduatedegreerequirementstext

http://catalog.utep.edu/policies-regulations/graduation-requirements/#graduatedegreerequirementstext

