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EP 010 Academic Record Modification

I Purpose:
An academic record modification is used to replace or waive a required course in a
degree or certificate program at the request of individual students.

Il.  Scope:
This would apply to students who have taken courses equivalent to those in a required
program path at PPSC or another institution.

Ill.  Process:
At the request of a student, a program faculty advisor completes an Academic
Modification Request located on MyPikesPeak Portal on the Forms tab. The Academic
Modification Request Form consists of three sections:

A. Section A is used to change the catalog year. This is helpful for students when
the requirements for a program have changed from when they enrolled in the
college.

B. Section B is used to substitute a course for a required course in a degree or
certificate program. Both the required course and the substituted course must
be listed. The course being used as a substitution must be listed on the student’s
transcript. Section B can also be used to approve the use of credits over 15 years
old that are already on the student’s PPSC transcript. When making
substitutions a minimum of 15 credit hours taken at PPSC must be within the
degree program and a minimum of 6 credit hours taken at PPSC must be within
the certificate program.

C. Section Cis used to waive a required course(s) in a degree or certificate
program. This waiver does not reduce the required total hours needed to
complete the degree or certificate program.

After the program faculty advisor completes the form, it is routed to the Associate Dean
or the Executive Dean of the Division in which the required course is offered and the
VPIS, or designee, for signature. Once signature routing is complete, the form is sent to
the records office within Enrollment Services for entry. The student is notified once the
process is complete.

Before submitting an Academic Record Modification form, ensure the student is aware
that a modification may impact the transferability of a degree under the Community
College System articulation agreements. It is the student’s responsibility to verify the
transferability of the degree to their school of choice.



EP 010 Academic Record Modification Request
10.4.2024

Final Audit Report 2024-10-10
Created: 2024-10-08
By: Susi Holmes (Susi.Holmes@pikespeak.edu)
Status: Signed
Transaction ID: CBJCHBCAABAAd7ejK5R9IMb3Sep5SwxtGjESjY 16gfvyG

"EP 010 Academic Record Modification Request 10.4.2024" Hist
ory

B

)

Document created by Susi Holmes (Susi.Holmes@pikespeak.edu)
2024-10-08 - 6:27:03 PM GMT- IP address: 73.229.105.186

Document signing automatically delegated to Gary Walker (gary.walker@pikespeak.edu) by Jacquelyn Gaiters-
Jordan (Jacquelyn.Gaiters-Jordan@pikespeak.edu)

2024-10-08 - 6:28:13 PM GMT

Document emailed to Gary Walker (gary.walker@pikespeak.edu) for signature
2024-10-08 - 6:28:13 PM GMT

Document emailed to Jacquelyn Gaiters-Jordan (Jacquelyn.Gaiters-Jordan@pikespeak.edu) for signature
2024-10-08 - 6:28:13 PM GMT

Document e-signed by Jacquelyn Gaiters-Jordan (Jacquelyn.Gaiters-Jordan@pikespeak.edu)
Signature Date: 2024-10-08 - 11:10:42 PM GMT - Time Source: server- IP address: 172.59.172.76

Document emailed to Joseph Miller (Joseph.Miller@pikespeak.edu) for signature
2024-10-08 - 11:10:44 PM GMT

Email viewed by Joseph Miller (Joseph.Miller@pikespeak.edu)
2024-10-09 - 3:05:56 PM GMT- IP address: 164.47.161.128

Document e-signed by Joseph Miller (Joseph.Miller@pikespeak.edu)
Signature Date: 2024-10-09 - 3:06:05 PM GMT - Time Source: server- IP address: 164.47.161.128

Document emailed to Deidre Schoolcraft (Deidre.Schoolcraft@pikespeak.edu) for signature
2024-10-09 - 3:06:07 PM GMT

Powered by

/> PIKES PEAK | Adobe

STATE COLLEGE

Acrobat Sign




9 Email viewed by Deidre Schoolcraft (Deidre.Schoolcraft@pikespeak.edu)
2024-10-09 - 3:38:27 PM GMT- IP address: 174.231.89.155

2% Document e-signed by Deidre Schoolcraft (Deidre.Schoolcraft@pikespeak.edu)
Signature Date: 2024-10-10 - 8:31:04 PM GMT - Time Source: server- IP address: 67.190.45.155

@ Agreement completed.
2024-10-10 - 8:31:04 PM GMT

Powered by

/> PIKES PEAK | Adobe

STATE COLLEGE ACl'Obat Sign




	Pikes Peak State College (PPSC) Educational Procedure
	EP 010 – Academic Record Modification
	Originated:
	Revised:
	References:
	Approved By:
	I. Purpose:
	II. Scope:
	III. Process:




		2024-10-10T13:31:08-0700
	Agreement certified by Adobe Acrobat Sign




