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LETTER OF TRANSMITTAL.

DEPARTMENT OF THE INTERIOR,
BUREAU. OF EDUCATION,

Washi.Egton, D. C., October 25, 1916.
SIR: The recording offices of many small colleges in 'various parts

of the country have failed to develop appropriate and convenient
systems for registering important data concerning the academic work
of stu.dents. Members of the Bureau of Education who visit such
institutions are frequently asked to suggest practical methods for
recording the desired information. With a view to meeting the in-
sistent needs of registrars of colleges of this type, I have requested
Mr. Benjamin F. Andrews, specialist in hind-grant college statistics,
to gather the registration forms which have been 'successfully used
in a number of collegiate institutions and to prepare a brief state-
ment on the fundamental operations of the registrar's office. The
accompanying document presents this material. I recommend that
it be published as a bulletin of the Bureau of Education.

Respectfully submitted:

The SECRETARY OF THE INTERIOR.

P. P. CLAxToN,
Conimi8trioner.
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REGISTRATION AND STUDENT' RECORDS.

The registrar's office is the pulse of a college. The machinery for
recording every relation of the student to the university, and the
completeness and availability for reference of this record, reveal the
vitality and efficiency of the institution. Large universities have
recognized this fact for some time. Most of them have developed
pystems of registration entirely adequate to the needs of adminis-
trative officers, systems which may be interpreted also by an outside
inquirer seeking information as to the academic policies or standards.

Some small colleges have developed filar records, but many of
them still tolerate very rudimentary systems of registration, or per-
haps no system at all, depending wholly for knowledge of the standing
of former students upon the memory of some overworked member of
the faculty, reenforced perhaps by a few cryptic marks preserved in
old ledgers or on loose and scattered sheets of paper. A few institu-
tions where such slipshod methods prevail realize the importance of
keeping accurate records, but do not know of tvhat these should con-
sist or what forms have been found most convenient for entering -and
for subsequent reference. Others have. not yet' perceived the value
of the operations of the registrar.

Two paramount reasons may be cite or the keeping of adequate
and systematic records. First, the college owes it to students who
may transfer to another institution or who may later refer to their
alma mater for statements of their character and academia-achieve-
ments. Secoid, no institution may be sure of itself, of the honesty
and consistency with which it maintains its standards, of the 'trend
of its academic policies, unless all data bearing on these matters are
immediatelyand fully recorded. Faculties are generally human2, they
tend to make exceptions. The multitude of exceptions sometimes
nullifies the rule. If an institution is to know whether its rubs or the
exceptions are really the rule, the facts must be put down in the rec-
ords where they can not be forgotten.

In view of the desirability of encouraging Certain of the smaller
institutions to keep proper records, this brief summary of the funda-
mental processes of the registrar's office is offered. It is hoped that
it may prove helpful. The material on which it is based consisted.

7



8 REGISTRATION AND STUDENT RECORDS.

of numerous printed forms submitted in response to inquiries from the
Bureau of Education.

The forms submitted show that college registration records vary
almost infinitely. Appit; Tidy no two institutions use identical
methods. The larger universities have evolved forms and systems
which answer their own purposes pert ctly, but are of little help to
the colleges of smaller diganization. Columbia University, for ex-
ample, with its many departments and very large enrollment, has an
intricate system involving a multiplicity of forms. Yet there are
certain major operations. which must he carried on everywhere, and
forms have been developed for recording them which approach a
common type. These operations are described below and samples
of some of the most convenient forms are reproduced.

The keeping of student. records naturally divides itself into several
main stages:'

I. Before entering college.
II. At entrance.

III. During the college course.
IV. Alumni records.

I. FORMS USED BEFORE ENTRANCE.

1. THE APPLICATION BLANK.

The object of this blank is to file with the institution the name of
the prospective student and such other advance information as may
seem desirable. The blank may he simply an adkes3 card or a form
designed for a somewhat detailed precollegiate and personal history.
The detailed form has the advantage of showing at once whether the
student has covered the preparatory groundand may be considered
for certification or examination for admission. A number of the
institutions accompany the application blank with the rules for admis-
sion printed either on the back (Northwestern, Ie) or ow-a separate
slip fastened to it (Knox, If). This blank is sometimes used to
reserve dormitory or classroom Space, and for this purpose it may
be filed months before actual enrollment. Such% blank is used by
Randolph-Macon Woman's College (Ia). Other examples of the
various forms in use are those of Lehigh University (Ib), University
of Cincinnati (Ic), Massachusetts Agricultural College (Id), North-
western University (Ie), and Knox College (If).

From the forms submitted the following questions have been
tfelected to form a complete application blank. Each of the ques-

in connection with each of these stages are many minor operations, for the recording of which numerous
forms have been developed. These are, for Instance, student Identification cards, cards for admission to
classes, atittstb: tickets, report cards of all sorts, notifications of (allures, excuse for absence cards, transfers
to other departments, etc. Since In the smaller institutions their place can generally be taken with much
economy by atypewrittenletter,no attempt will he exude toshow their use. Forsamples see Appendix 11.



FORMS USED BEFORE ENTRANCE. 9

tions given below appears in several, if not all, of the forms used by
different institutions:

DATE OF APPLICATION.
A. The Applicant...

I. Name, home address.
L. Place and dale of birth. ago.
3. Religious or church preferenCe or connection.

11. Parents or Guardians.
1. Name, home address.
2. Occupation.

C. Preparatory Training.
1. Schools--name. location, principal of each.
2. Length of lime at each. Graduat or not..
3. Other college.
4. Teaching experience (for normal students only).
5. Preparatory studies completedcollege units for each. Which may be cer-

tified? Which require examination? Conditions in entrance studies.
D. College Course.

1. What course do you int.'nd to enter?
2. When or in what class?
3. Scholarship or other aid.

Although this blank is undoubtedly useful in giving the institu-
tion advance information, and thus enabling it to prepare for examina-
tions and instruction, yet its use may be entirely dispensed with, espe-
cially in the small college, where correspondence with the prospective
students has frequently been kept up for months before entering.
Much of the same information is also given on the usual preparatory
school certifl ate. The filing of such: certificate may render the
application klank unnecessary.

(FORM ladForm A
No

RANDOLPH-MACON WOMAN'S COLLEGE.
,Noce. Rooms are assigned new applicants in the numbered order of theirapplications. To

secure a reservation, this form should be properly filled and returned by parent or guardian trtith
inclosure of $19. The money Is credited on account when the student enters, but will be
returned if the application is canceled prior to July I, or if preparation is found to be insuffi-
cient.)

APPLICATION FOR ADMISSION.
, : , 191....

To Randolph-Macon Woman's College:
I herewith apply for admission for my daughter (ward) to college for the session of191 191 , and request that room be reserved in accordance with the conditions

noted above.
Name of parent (or guardian) ,

(With professional title.)
Address
Name of student. i

(Full name.)
Address
Date of birth
Church affiliatimn Member?

Nene of institution
Prepared at LocationI

Principal
6-Number of years in high school or seminary

Graduate?
.

Upon return of this, a blank form of certificate will be sent.
48128° -16-2



10 REGISTRATION AND STUDENT RECORDS.

( TORII 11.1

LEHIGH UNIVERSITY.

I hereby apply for admission to Lehigh University.
Name in full
Place of birth
Date of birth
Preparatory school or college

(Name in order all high and preparatory schools attended.)

Course you purpose taking
Date ypu contemplate entering
Religious denomination
Father's, mother's, or guardian's name

4. /occupation
. 11 14 hddress

[FORM lc.]

UNIVERSITY OF CINCINNATI,

REGISTRATION BLANK.

Date

Name in full
(Including middle name, without initials or contractions.)

Place of birth
Date of birth .
Cincinnati address
Home address

(As you wish it printed in catalogue.)

Is last address within Cincinnati's corporation line?
What is the length of your consecutive residence in Cincinnati immediately prior to

, this date?
Where did you ride before coming to Cincinnati?
Name in full and present post-office address of father, or the name and address of

guardian, if father is not living

Occupation Of father

Denominational Wierence
Are both parents living?
School last attended and date
Have you ever attended this university?
Date of last attendance
In what college are you registering?



FORMS USED BEFORE ENTRANCE.

(FORM Id.)

(Obverse.)

MASSACHUSETTS AGRICULTURAL COLLEGE.

APPLICATION FOR ADMISSION.

Dated

The candidate is requested to fill out this blank and after it has been approved by
the principal to return it to The Registrar, Massachusetts Agricultural College, on orbefore June 1, if candidate for June examinations, before August 1, if candidatefor September examinations. (For regulations concerning entrance, see other side.)
Name in full

Town

11

= Street and No., if auy
County
State

Nurrfe of parent or guardian. ; June
`"1Sept

To enter Massachusetts Agricultural College in
STtetnlier, 19....

I offer for admission, the subjects indicated on
the list appended.

Subjects to be offered on certificate must be
marked "C." Subjects in which examination
Is desired In June, 19 should be marked
"X June." If September examination Is de-
sired, mark "X Sept."
Name of preparatory school

Location

To take examinations at

Recommended for examination in subjects
marked "X."

Will be certified in subjects marked "C."
Moral character of applicant

Approved Principal.
School.

Ex: mination ip September only.
Notebook required as part of preparation will be credited

es part of the examination.
. One must be offered for the required pile, one, two, or

three others may be offered for elective points.
One credit for each offered.

.)40rilt offered as elective If not offered to satisfy re.
eilfred points.

On certh3cate only, no examination given.
or I credit allowed, depending on time spent in prepara-

tion and ground covered. Insert credit earned.

ENTRANCE.

SUBJECTS. I CR.

Agriculture
Botany
Chemistry
Algebra
Mee Geometry
Solid geometry
Trigonometry
Physics'
Geology

Physiology
Physiography
Zoology'
HIstery (one unit required)
Ancient t
English
General'

Medieval and modern Ma..
U. S. and civics

English
English, 4th credit
Ell. French se El.
El. French or El. rm..
French Int
French A d v

German Int
German Adv
Greek A
Greek BI
Latin A
Latin B

Corn. geography'
Drawing'

Manual training'

r

a

1

2

2

1

1

1

2

1

2

1

I
1



REGISTRATION AND STUDENT RECORDS.

(Reversal

REGULATIONS CONCERNING ENTRANCE.

A. MODES OF ADMISSION.

Students are admitted to the freshman class either upon certificate or upon exami-
nation. No diploma from a secondary school will be accepted.

Certificates.--Certificates will be received from those schools in New England which
have been approved by the New England College Entrance Certificate Board. Prin-
cipals of schools in New England who desire the certificate privilege should addree
the secretary of the board, Prof. Frank W. Nicolson, Wesleyan University, Middletown,
Conn. Certificates from schools outside of New England will be received if those
schools are on the approved list of the College Entrance Certificate Board of the
section in which the school in question is located.

Certificates, in order to be accepted, must present not lees than 7 of the necesary
14 credits. The only exception to this rule is indicated under note 6, certification
in these subjects being allowed, although no other subject be offered on certificate.
All credits lacking on certificate must be made up at the time of the entrance exami-
nations. (Two points condition will be allowed on entrance work.) '

Blank forms for certification--sent to principals or school superintendents only
ma be obtained on application to the registrar of the college.

The credentials of the board of regents of the State of New York are accepted as
satisfying the entrance-requirements of this college when offered subject for subject.

Examinations.The examination in each subject may be oral or written, or both.
The standard required for passing an examination for admission is 65 per cent. Con-
ditions to the amount of two units will be allowed.'

B. REQUIREMENTS FOR ADMISSION.

The requirements for admission are based on the completion of a four-years' course
in a )t_igh school, or its equivalent, and are stated% terms of units. The term unit
means the equivalent of four or five recitations a week for a school year. Neither more
nor less credit will be given In any subject than is indicated in the table appended.
Fourteen units must be offered for admission. In the list appended, every subject in
black- aced type is absolutely required aid no substitution is allowed. The subjects so

total eight and one-half units. In addition to these points five and one-half
more units must be chosen from the subjects printed in light-faced type.

Presentation of notebooks.The keeping of a notebook is required as part of the
preparation in those subjects indicated (see note 21.

Candidates presenting themselves for examination in such subjects must present at
the same time the required notebook, properly certified by the principal. Candi-
dates presenting such subjects on-certificate should not present notebooks; but their
certificates must state that notebooks have been satisfactorily completed.

Provision is made for 'the removal .af entrance conditions as follows: (1) First
entrance condition examination, in the week following the Thanksgiving recess. (2)
Second entrance condition examination, in the sixteenth week of the first semester.

Engraft/ Oa condition In Rwirliek. Under the role permitting entrance conditions of not more than
two units Of the preparatory subjects, applicants may be admitted upon examination, with a condition
In English, provided that they show, upon examination, satisfactory preparation in work, entitling
them Co a ranking of 60 or higher.

Students, so admitted, must, to remove the condition, pass an examination covering the regular
three-units requirement.



FORMS USED BEFORE ENTRANCE.

(FORM I.. Raider arrow pages.)

NORTHWESTERN TNIVERSETY.

College of Liberal Arts.

APPLICATION FOR ADMISSION.

13

Registration No
Clerk.

The first page is to be filled out by the applicant In his own handwriting and the blank Is to bereturned to the Registrar's Offloe, Northwestern Vniversity, Evanston, Ill., without delay.

1. Name of applicant
First name. Middle name. Surname.

2 Home address
3. Place of birth Date of birth t 19. Age in years

Month. Date. Year.
4. Name of father (or guardian)

5. Post-office address of father (or guardian)
6. Occupation of father
7. Places of preparation for college:

Name and location of school. Years of attendance. Name of principal

(a)

(b)

(c)

8. If you already have attended a college, give the name and the time spent therein:

9. What are your plans after. graduation?
10. Of what church are you a member?..
11. If not a member, what- church are you accustomed to attend?

Carefully read the following before signing:
I promise, upon my honor, to abstain from cane rushes and from
all forms of hazing while 1 am connected with the university.

Date 191.... Signed
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(Page 2 of ((Aden)

REPORT OP EXAMINERS.

M

entered from the school, is entitled to

entrance credits as follows:

Units of
credit.

Examin-
er's

signature.
Units of
credit.

GROUP A.

1. English --(e), (b). (c)
2. MethemallwAlgebra

(a), (b)
(c) Plane geometry

GROUP B.

a. Greek a)
7. Greek b)
S. Greek o)
9. La a)

10. La b
11. Latin e)
12. Le di
13. French a)
14.
lb. French e)
16. German(a)
17. German(b)
18. Germs'. e)
10. Spanish a)
2D. Spanish b)

GROUP ccontinued.

22. Physiography
23. Physics
24. Botany
2.3. Zoology
26. Chemistry
27. Ancient history
28. Mediaeval and m(xlern

European history.
29. English history
30. American history
31. Civil government
32. Political economy
33. Commercial geography
34. Commercial law
35. Physiology

Examin-
er's

signature.

GROUP C.

21. DLatbematies,-
(a) College algebra
(b) Plane trIgenome-

(e) Soggeometry.

S

OTHER sUBJECTS.

Conditions unite

unite

units
Total units

Surplus subjects.

I)ated 191.

For the board of examiners.

[Page 3 or folder.)

is entitled to college credit
without examination as noted below for work completed in

{Collage.
This credit is to be written up afterlUmveraity.

approval by the chairman of the committee on advanced standing, and is subject to
the completion of a semester's work in a satisfactory manner. Credit as follows:

191.
For the oommlttoe on advanced standing.



FORMS USED BEFORE ENTRANCE. 16

[Page 4 of folder.)

REQUIREMENTS FOR ADMISSION.

Candidates for admission to the college of liberal arts of Northwestern University
must qualify by examination or by certificate on 15 units of high-school work. The
unit is a course of study requiring a daily recitation on a prepared topic for a full school
year, and covering in the various subjects the work defined In the university catalogee.
These definitions of, units are the same as thoee adopted by the North Central Asso-
ciation of Colleges and Secondary Schools. Two hours of laboratory work are counted
as the equivalent of one hour of prepared recitation.

The subjects which may be presented for admission credit and the nufnber of units
acceptable in each are shown in the following table. English, three units; algebra,
one or one and one-half units; and plane geometry, one unit, are required of all candi-
dates. A choice is allowed in the selection of other subjects, but at least four unite
of foreign languages must be presented. These may be four units of Latin, or three
units of one language and one unit of another, or two units of each of two languages.
A single unit of any language will he accepted only when accompanied by at least
three units of some other language or two units of each of two others. The remaining
work may be selected at will from the subjects listed.

SUBJECTS WHICH MAY BE PRESENTED FOR ENTRANCE CREDIT.

The first three subjects to the amounts Indicated nre required of all candidates.

Units. Units.
English 3 Botany 1
Algebra 1 or 1 Zoology 1
Plane geometry. 1 -Chemistry 1

Ancient history 1Latin . 2, 3, or 4 Medieval and modern history... 1
Greek 2 or 3 English history..... 1
German 2 or 3 American history (or with civil
French 2 or 3 government) 1
Spanish 2 Civil government
Advanced algebra 3 Political economy
Plane trigonometry Commercial.geograph y
Solid geometry Commercial law
Physiography

' 1 Physiology
Physics 1 Subjects not specified 2

Under the heading "Subjects not specified " such topics as manual training, domes-
tic science, mechanical drawing, etc., may be presented at the discretion of the board
of etaminers. Subjects enumerated above as full units may be presented as half
units, or they may be presented in excess of the amounts stated, only as "Subjects not
specified" and such credit is thus limited to two units.

A candidate with not more than two units of condition may be admitted to college
as a regular student at the beginning of the year, but all deficiencies must be made up
within one year.

Persons of serious purpose and mature years may ho admitted as special students for
courses which they are qualified to pursue and which are not to be had elsewhere than
in college: In general, special students must meet the regular entrance requirements.
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[FORM IL]

KNOX COLLEGE.

APPLICATION FOR ADMISSION.

THE FOLLOWING INFORMATION 18 REQUIRED OF ALL APPLICANTS.

Date,
1. Name of applicant

First name. Middle name. Surname.

2. Home address
3. Galesburg address
4. Place of birth Date Ago in years
5. Name of father (or guardian)
6. Poet-office address of the same
7. Occupation of fpther
8. Place of preparation for college, the years spent in each school, and the names of

the principals:

(a) , years principal
(b) , years principal

(c) , years principal
9. If you have attended college, give the name of the college and the time spent

therein
10. If you have taught in any school, state the number of years of such service
11. What college degree do you seek to obtain?
12. What are your plane after graduation?
13. Are you a member of a church?
14. If 30, of what denomination?
15. If not a member, what church are you accustomed to attend?

Signed

(Reveres.)

REPORT Or THE COMMITTEE ON ENTRANCE REQUIREMENTS AND CLASSIFICATION.

candidate for
degree, entering from School, is entitled to
entrance credits as follows:

Units. f Units.

Ennuis:
Composition and rhetoric

Hearty oil= literature f.-1
Macey of American literature

Rotor! AND CIVICS:

llmazumco:

.1..0 work
kb=try_i_ork

WAX/"..-.....! work
:A., ' work

.

i

LATIN:
First yem
ilecond year
Third year
Fourth year

OEM:
First year
8e3ood year r
Third year

Oilman:
First year
ite000d year
Third year

Farm:
icalsocest /ear

year
Third year

Total motor ol mite

Tr
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FORMS USED BEFORE ENTRANCE. 17
Deficient .elective units, and specified units as follows:

Advanced credits

Remarks:

Date

Chairman of Committee.
IBlank sheet attached to above.)

REQUIREMENTS FOR ADMISSION TO KNOB COLLEGE.

Fifteen units' are required for admission. All candidates for entrance must pre-sent the following units:
(1) English (composition and rhetoric. I ; reading in the classics, 2) 3(2) Foreign' languages (2 years in same language) 2(3) Mathematics (algebra, 1 or li; plane geometry, 1) 2 or 2i(4) Science (physics recomnAnded)

1(5) History (a year's cduree in ancient history is strongly recommended)_ 1

39 or 9i
unit represents a year's study In any subject in a secondary school, constituting approximately aquarter of a lull year's work.

I Foreign languages accepted.include Latin, Greek, and modern foreign languages.
s Depending on the amount of algebra presented.

The remaining 51 or 6 units may be in any subjets accepter' for graduation from arecognized secondary School; provided, however, that not more than one unit maybe presented in any vocational subject counted toward graduation in a recognizedsecondary school.
A student presenting the units specified above and enough more to total 131 willbe admitted to the freshman class on condition that the deficiency in entrance unitsshall be made up in the first year.
All firstyear students are considered as registered provisionally during the first

semester. Those receiving satisfactory grades for the first semester are considered
as permanently enrolled.

Students may enter by examination or by presenting credentials from a recognized
secondary school. Certificates should be made out upon blank forms which will be
supplied to principals by the registrar upon request. Applicants should, if poesible,
forward these credentials previous to the opening of the college year. It is oftenmost convenient to obtain them before the close of the high- school year. Uponreceipt of these credentials by the college a statement of the student's standing willbe forwarded to him. He then has no further responsibility in the case until regis-
tration day for now students, as announced in the catalogue.

2. PREPARATORY SCHOOL CERTIFICATE.

This. is the basis of the admission plan of a majority of American
universities and colleges. It is made out and signed by the 'bead of
the preparatory school, which usually has been inspected and ap-
proved by the college, State education department, or State univer-
sity as equipped to prepare students for college. This is one of the
two indispensable forms for college registration.*

4
The Wise being the pormanwit mead km to be shown later.

48120$-167-4



18 REGISTRATION AND STUDENT RECORDS.

Several educational associations or groups of institutions have for
some time endeavored to secure the adoption of uniform school cer-
tificates, each in its own section. Chief among these are the North
Central Association of Colleges and Secondary Schools and the Asso-
ciatio:i of Colleges and Secondary Schools of the Southern States.
In spite of these movements, some institutions prefer to use their
own forms, differing in a greater or less degree from those recom-
mended by the associations; so that it seems advisable to ieproduco
several of the independent forms, as well as those used by asso-
ciated colleges. As suggested above, by adding to the school cer-
tificate the few additional questions contained in the application
blank, the small college need use but one form for filing all of a stu-
dent's record previous to entering college.

Of the school certificates illustrated, the one recommended by the
North Central Association of Colleges and Secondary Schools (Ig).
and that of Harvard College (Ih), while differing in form, demand
practically the same information, both being very complete. They
differ chiefly in the fact that the North Central blank (Ig) prints the
names of the studies and furnishes a column to state the year in
Which each is given, while Harvard (Ih) groups the studies in the
different years, but leaves the subjects to bo written in. The Alle-
gheny College blank (Ik) is a model of brevity and compact arrange-
ment. Other examples are those of the University of Rochester (lm)
and of Dartmouth College (In).'

Questions covering the following points aro common to the best
secondary school certificates.

PREPARATORY SCI1001, CERTIFICATE.

(Quest kris in Italic are not usually asked, but are advisable.)

A. Applicant:
1. Name and home address.
2. Place and date of birth. Ago.
3. Church preference or connoetion.

B. Parents or guardians:
1. Name and address.

) 2. Occupation. ik
C. Preparatory school: II

1. Name and location of school.
2. Period in attendance.
3. Graduate? Date.
4. If any of the subjects certified were taken at another school, give name and

date of attendance.

In prawns the oertificate Is examined by the proper officers of the college and the student notified of
the result. No example of notification form is given here, although several were submitted, showing
edmission by full cerUficatlon, by part certificatiqn and part examination, by full certification with entrance
conditions, and of failure to quality. Frequently the proparatcry school Is also notified of its student's
moss on a special blank for that purpose.



FORMS USED BEFORE ENTRANCE. 19
D. System of grading students in preparatory school:

I. Length of recitation period.
2. Number of customary clam periods per week for each student.
3. What is the marking system? Especially, what ietima passing grade?
4. Is grade determined by (a) regular class work? (b) examination? or (c) by

judgment of the instructor?
5. Laboratory work--Length of period? Relation to recitation periods?

E. School recordNames of studies in detail:
I. Textbooks and amounts covered.
2. Number of weeks studied.
3. Number of periods per week.
4. Year in which subject was taken. first, second. third, or fourth.
5. Class standing in each subject.
6. Value of subject in entranwinits.
7. Remarks.' Especially give ante reading and supplementary study.

Peisonal peculiarities:
1. Quick or slow student.
2. Outside interests.
3. General remarks.

G. The college:
1. Course to he entered.
2. Entrance units required.
3. Entrance units offered-

a. By certification.
b. By examination.

By condition (unprepared?.
4. A copy of abstract of rules for admission, self-government pledge, etc., printedon the blank.

H. Certificate of good moral character.
I. Signature of principal of preparatory school.

Date of certificate.

(FORM tad

I Folder of four pawl
Uniform Otani adopted by the Nora Central Association of Colleges and Snondary Schools, modified to mattIowa wages.

NORTH CENTRAL ASSOCIATION OF COLLEGES AND SECONDARY
SCHOOLS.

This is to certify that
who was graduated from the

High Schoolon the day of , 191.... , is a person ofwocl moral. character and studious habits, has satisfactorily completed preparatorystudies as heroin indicated, and is recommended as able to carry forward college work.The amount and quality of the work completed in the several subjects required aregiven in the table on the following pages. Total number of units

Principal or superintendent.
This certificate will be accepted by all universities and colleges in Iowa.
Name of college course candidate desires to pursue
Naas of the farms submitted mks specifically

regarding the student's record In student activities. Itmight be desirable to introduce a few Questions dealing with athletics, musical or literary clubs, mambo--ship In writ sweeties, and other pommel testes. Nam of the colleges submitting forms yam InterestedIn the race, coke, at nationality- of its prospective student. Only cos asks his Intention for lied atterspaduation; one wants to know it hi hes been successfully vaccinated; am (a member of the College U-nman Examination Board) saki whore be Intends to ta=mauninatiooe; sad cos mks muftiLptevions lesohlog expalsooe from Its prcept;itive norms'
.
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[Page 2 of folder.)

Age of applicant, years. Regular total number of class periods
Laboratory peric:is, minutes. per week for each pupil,
Recitation periods, minutes.

N. B. Blank spaces are left under tat?' subject for additions, such as bookkeeping, manual Training, drawing,
etc.

Branches of study.

ENGLISH: Composition and
rhetoric.

American literature
(with classics In pre-
scribed list).

History of English lit-
erature (with classics

-In prescribed list).
Classics read In addition

to prescribed list (or
equivalents).

Grammar

HISTORY: Ancient history
Medieval and modern

history.
English history
United States history
Civil government
Political economy .

MATRIM ATMS:
Algebra to quadratics
Algebra, quadr silo s,

theory of exponents,
progrgisions rail o,
and proportion.

Plena geometsF,
Solid geometry
Plane trigonometry.
Arithmetic (after alge-

bra).

41

Textbooks.
(Need not by given if school is

accredited.)

RI
Remarks.

Sauce: Phys ics
Chemistry
Botany
zoo
Bloicgy

logy

PhYsiolaBY
Physiography

sr

J.



FORMS USED BEFORE ENTRANCE.

it [Page II ei hider.)

Paining grade, per cent.

21

Branohee of study,
Textbooks.

(Need not be given If school b .8
accredited.) .

Z °

A

(I R /MK: Grammar and
reader.

Xenophon ) books.
t'ornposition pages.
Homer.. looks

LATIN: Grammar and reader
Caesar I books
Cioero s orations.
Virgil boots.
C °MEOW/I./On 1 page.
Viri Rome l pages
Junior Latin I pages.

Ii
?a

Remarks.

FRENCH: Grammar and
reader.

Second year
Third year
Fourth year

On/YAM ; fa/tartar and
reader.

Second year
Third year
Fourth year

I De sure to indicate the number of booke,ondione, poem

IN. 4 of (olden'''. .-

CERTIFTCATE OF

From

1)ate.

Unite.

Deficiencies

NAME Or SC)1OOL.

...



REGISTRATION AND STUDENT RECORDS.

(FORM 11..)

1 Four-page folder.]

HARVARD COLLEGE.

1914.

APPLICATION TOR THE APPROVAL OF A SCHOOL RECORD FOR ADMISSION UNDER THE

NEW PLAN.

Candidates for admission under the new plan should present their Phool records for
approval as early.as possible and not later Man two weeks before their erawinotions.

No fee should be sent with this application. If the record sent herewith is approv$d,

blank forrn of registration with directions as fo the fee will be sent with the notice of approval..

Name in full
Date of birth (month, day, year)
Name of father or guardian

acme address (street, city, State)
High schools or academies attended, and the dates of entering and leaving each

school:
0

Name of principal of last school attended
For which degree do you wish to registerA.B. or S.14,1 ?
'At what place shall you present yourself for examinatih?
If you have already taken examinations, either those of Ilan ad or thow of the College

Entrance Examination Board, give the date or dates of those examinations.

Underline in the list of studies below those subjects in which you wish to presert
yourself for examination.

COMPLETE LIST OF AD/419810N STUDIES (NEW PLAN.

English. German.
Greek. French.
Latin. History.

Mathematics.
Physics.

Chemistry.



ARMS USED BEFORE ENTRANCE. 2
'Peso 2 of folder.'

SCHOOL RECORD.

FIRST YEAR (Date,

ntenurriorr or 5TVD11.11. No. of Periods LengthStudies. Text laok s and amount covered, authors read, wee,,.. per of Grade.supplementary work, eta. " weepek. peribd.

Studies.

4

aR

SECOND YEAR (Date,

IMACRITTION 07 9TVIII5.
Textbooks and 8/110tIllt enverNI. al:thors mad.

supplementary work, etc. weeks.
l'eriods

per
week.

Length
of

period.

(Twelve blank lines, as under first year .I

State the time given to laboratory L ork and deibe the kind of work done.
"(Blanks for third and fourth , Qn page 3 of folder, same as for first year.)
_

CERTIFICATE OF PRINCIPAL OR IT EADlfARTER.

I hereuy certify that the record given above is correct.

(Signed)
Date

Grade.

(Page 4 of folder.)

EXPLANATION OF GRADES ENTERED IN THIS 'APPLICATION.
The principal or headmaster who signs the record presented in this blank is requested

to explain the system of marking used in his school. The committee on admission
especially desire to know what grades are regarded as honor grades and what grades
indicate failure and poor work.

(Blank space on balance of paged

(81014doiro o/ priscipal or headmaster.)
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, ( FORM lk.1

ALbEGHENY COLLEGE.

RsCOrn[ENDATION FOR ADMISSION TO ALLEGHENY COLLEGE, MEADVILLE, PA.

This ie to certify that M residing
at is a graduate of the
school of the year , and has pursued courses in the subjects marked off from
the list below, gaining the credit therein recorded; and that he is recommended for
admission tb Allegheny College. I further recommend that the above student is a
person of good moral character.

Signed Principal.

Unit
ulna flublects.1

Length of course Number
and

Inft,,h.°,..f,
r''" ''""laboratory

work
Included

in former.

Textbook used
in class and
laboratory.

Pass mark
used in
school

Class
grade

gained in
this

subject.

Remarks

. ..

In
weeks.

Periods
per week.

Length of
period.

English, first
year.

English, sec-
Year.

Engllah, third
Year

English, fourth
year.

El. algebra..
Adv. algebra..
Plane geom.-

8o/tra.
l'Aomminy
I., (gram-

mar ).
Latin Cresear).
Latin Cicero).
'Agin Vergil)
Greek Reader

and prose

Greek ))(Ana-basis,
Greek (Hamer)
French, first

Ytor.
French, wood

Pier.
French, third

year.
German, find

Yon%
German, aeo-

cad year.
German, third

Par.
Ancient his-

tory.
liedissval

modern Idanda.
tory.

D. 8. hiskez.

ory.
Chris

t

..

...

..

,..

1

'other sahlects, not Included here for lack of apace, ares Drawing (freehand said zneenenbal), botany,
soology, biology, chemistry, physic,, physiography, physiology, geology, other eubJaota.

It is distinctly understood that the acceptance of certificates is provisional. In case
the student's work is not successful in college classes, additional preparatory work may
be required. Permission to send students by certificate will ultimately be withdrawn
from schools whose students prove to be imperfectly prepared. In all doubtful Carl,
the teacher is requested to throw the responsibility of the examination upon the
college.
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WORM hal

UNIVERSITY OF ROCHESTER.

CERTIFICATE OF CANDIDATE FOR ADMISSION.

No .. Street[Full name of candidate.]
(Address.)PREPARED AT - -..-

[Name of school) (Location.) (Principal.)The above to be filled out by the principal.
Candidate notified by the recorder 191.

Date

TO THE FACULTY OF THE UNIVERSITY OF ROCHESTER.
L Certificate of Moral Character.

I have been personally acquainted with for....years and recommend h.... as a person of good moral character.

Signature of principal.II. Certificate of Qualification.
I hereby certify that

has purstied and completedto the satisfaction of the faculty of
the studies notmsNed of et in the following schedule; a point being defined as a subject pursued for anentire school year with five exercises a week of not lees than 40 minutes each.

Studies. Points. Aver
ained.
age grade

att

English
3History:

American and civics
1Ancient
1English
1if dimval and modern-
1Mathematics:

AlgebraElementary (I), intermediate (;) li(leometry
1Review of algebra and geometry '

Latin:
Grammar and first year I

1Caesar
1Cicero and prose compOsItion.
1Vergil
1Greek:

Grammar and first year I
1Xenophon and prose coin I
IHomer
1German:

Elementary (Snit and second year)
2Intermediate (third year)
1French:

Elementary (first and second year)
2Intermediate (third year) IAdvanced mathematics:

Advanced algebra
Solid and spherical geometry
Plane and spherical trigonometry

IPhysic,/ with laboratory notebook for40 or more ex
1Chemistry! with laboratory notebook for SS or more 1Advanced botany '
IAdvanced zoology' ol 1Physical geography '
1Physkiloff s
iOther sublests

In ledin (rammer and prose oonipositIon, Oreek grammar and prose ocenpatithm,algebra and geonsetry,no certificate will be accepted for work that has no bean pursued or reviewed within the year precedingthe time of adadation. Solid geometry may be substituted for the review of plane geometry and eithertrigonometry or advanced algebra for the review of algebra.
Laboratory notebooks must be presented for all work in science offered for admindon.

In view of the work completed as certified above, and because of my personalknowledge of the ability and maturity of the student named, I consider, h.... wellfitted to &roue college work in the course at the University ofRochester with profit to the student and credit to the university.

44126°-16---4 illgeature of prfactpaL
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(roam 1a4

DARTMOUTH COLLEGE.

CERTITICATE 01 QUALJFICATION FOR ADMISSION TO THE FRESHMAN CLASS.

, Principal of the
School in

hereby certify that
of (home address)
has been a pupil in this school from to
and that he was graduated in , 191..

I certify that the candidate has pursued in this school the courses (and i4 the
amounts) given in the following table. and I further certify that the content of every
course with which the candidate is credited includes the prescriptions for that sub-
ject as specified in the requirements for admission to Dartmouth College, and that for
every unit with which he is credited ho has satisfactorily completed work of not
less than 120 onehour exercises or their equivalents.

Subjects. Units. Subjects. Units.

English A I

English B
Greek 2 years
Greek 3 years
Latin 2 years
Latin 3 years
Latin 4
French (elementary)
French intermediate)
German
German in
8 elemen

late)

and
Plane geometry
Advanced algebra

Solid geometry
Trigonometry
History A tiicient)
History B European)
History C ( ngltsh)
History D (American)
Physics
Chemistry
Botany
Zoology
Physiography
Mechanical drawing.

Total units

Erase subjects for which no credit is given. In certifying Greek and Latin mark only the maximum
number of years taken.

I certify that the candidate is of good moral character.
I certify that the candidate ranked number in a class of pupils.
I certify that the candidate is fully equipped by ability, industry, and knowledge

of the subjects for which he has been credited in this certificate to pursue KIICC afully
tsthe course leading to the degree of Bachelor of Acrience in Dartmouth College, and I

recommend that he be given credit without examination for the number of units
hereby certified towards admission to the fresh an class of Dartmouth College in
September, 191 .

Signed

Date,

Certificates are accepted only from 'those schools which have been approved for the
certificate privilege of admission.

For admission to the freshman class without condition a candidate must secure
credit for fourteen and one-half units.

Candidates should meet the requirements in full; but a certificate will be accepted
if it covers eight unite of the requirements, and the candidate will be examined on
the remainder; if the certificate fails to cover at least eight units of the requirements,
the candidate must be examined in full. When a candidate has received his prepa-
ration in more than one school, single certificates for less than eight units will be
accepted, provided the total certification amounts to eight units.

This certificate should not be given to the candidate, but should be filled out and
mailed by the Principal to the Dean of Dartmouth College, Hanover, N. H.

Prbwipst.
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llbeverwit.)

Class IA....

Name, ; address,
School, ; principal,

English
Greek
Latin
French ..
German
S h
A ebra AI and A2...
Plane geometry......
Advanced algebra...
Solid geometry
Plane trigonometry..

Ancient history
European history
Enghtsh history
American history
Physics
Chemistry
Botany.
Zoology
Physiography .. .
Mechanical drawing.

(This page is not to be filled out by the applicant or the school.)

11. AT ENTRANCE.

REGISTRATION OR MATRICULATION.

While matriculation usually means admission to class standing
and registration moans simply a formal notice of being present at theinstitution, the terms are so confused in ordinary practice as to become
synonymous,; consequently no distinction is made in the examples
given.

Registration' or matriculation frequently involves the use of twoforms, one a card giving name and 'supplementary facts (a personaldirectory index), the other giving in detail the class to be enteredand subjects to be studied (a class assignment card). Some insti-tutions combine the two into a single form.
Examples of the personal index card are that of the Municipal Uni-versity of Akron (IIa) and the State University of Iowa (llb). TheState University of Kentucky (IIc) uses this card in triplicate, theextra copies being for the dean,'s office and other supplementary

records. Miami University (IId and He) accompanies the indexcard with a class assignment sheet, and De Pauw uses two cards, oneMO an index, and the other (IIg) a study card.
Although the majority of institutions show the two-card system,yet, for the small institutions especially, there seems to be no reason

why one combined form might not be used. But whether two formsare used or a combined card, the detachable coupon card has certainadvantages. In this a coupon is provided for each operationpay-
ment of foes, entering each class, etc. These are detached by thebursar, professor, or other officer. Th,e coupons may be used eitherfor permanent filing or for the temporary information of the various
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officials into whose hands they come. An excellent card of this
style is used by the Massachusetts Agricultural College (IIh) for
class assignment only. Another, somewhat different in form, is that
of the State University of Iowa (Ilk).

An examination of forms used by 25 different institutions assembles
the following questions for a complete registration record. If it is
desirable to use two forms, one for registration and another for class
assignment, a division will readily suggest itself.

REGISTRATION CARD.'

Part 1.Student's Directory.
1. Name in full
2. Home address.
3. College address
4. Place and date of birth Age
b. Church membership or preference
8. Name of parent or guardian
7. Address of parent or guardian
8. Occupation of parent or guardian
9. Preparatory school from which certificate was offered

10. (For freshmen only.)
A. Entrance subjects offered
B. Entrance units credited.
C. Entrance conditions.

11. (For other students.) Subjects on which failed or conditioned
Part ILClass Assignment Blank.

1. College, school, or course
2. Class.
3. Subjects selected in detail:

A. Required subjects and elective subjects grouped or marked
B. Hours per week in each subject
C. Time and day of each recitation
D. Value of each in units
E. Number of the division of the class
F. Name or signature of th. professor or instructor
G. Location of classroom

4. Approval of college officers
5. Bursar nr treasurer

Fees in details
6. Date

Some questions asked by one or two institutions seem worthy of consideration, such as: "In what
athletic sports do you participate?" "Are your parents college greduates? If eo, of what college?" "Are
you seHirupporting, wholly or In part?" "Have you a scholarship?" One institution gives a brief state-
ment of the marking system used. The two municipal universities submit forms requiring statements of
ength of time resident in the city, ward, or district. Two Institutions provide a special detachable coupon
with Information for the athletic association, includhskathletiO fees. Among the questions which seem
unnecessary on this form are: "Probable future occupation." "Nationality, race, or color.of applicant."
"Is your father a United States cilium?" "Amount of amtlemlo work or reading in addition to required
work." "Have you living brothers or sisters?" Some of them questions have been suggested for the
preperstory school artlitcata



FORMS USED AT ENTRANCE.

(FORM Oa.)

THE MUNICIPAL UNIVERSITY OF AKRON.

Bechtel College of Liberal Arts.

REGISTRATION CARD.

till these blanks{ Date
rlkeot

Name in full

29

No

(last name Arm)
Address while in college
Date and place of birth
From what secondary echool graduated
When graduated
Church preference
Parent or guardian (to be filled out by the student):

Name

Address

Is this address within the corporate limits of Akron?
Occupation

What is the length of your continuous residence in Akron immediately prior to thli
date?

Where did you reside before coming te Akron?

(FORM IIIN)

THE STATE UNIVERSITY OF IOWA, IOWA CITY.

MATRICULATION BLANK.

Tb De filled out onoe only: On entrenoe to the unlversfty.

Date.
Full name
Home address: No. and St. City

'County . State
Date of birth: Month Day of month _Year
Place of birth: State or Country Nationality
Church membership. or Preference
Name of parent or guardian
Address: City State ...
Occupation of father
Name of wife or husband, if married

Institutions previously attended (give names or locations):
sigh school Years attended. AYear graduated....

Academy
Normal school It

College 11 11 11

University as a 111' 11
a

Iowa City address: No. andalt. r ;..Tal. No.

It 41

11 Degree



First name. Second name. Last name.

No.

Fi

1

REGISTRATION AND STUDENT RECORDS.

[FORM Hu/

(Triplicate copies with perforations for separating.)

STATE IINIVERSITY OF KENTUCKY.

Date of birth
Month. Day. Year.

Home address
Street No
County State
Name of parent or guardian
His occupation
His P. 0. address
Church preference
Are you a member?

Of what school, if any, are you a graduate?

Are you a county appointee?
What course do yeti wish to enter?
Lexington address

1913.
1)ate.

[FORM lid.]
No. Date 191

MIAMI UNIVERSITY.

MATRICULATION CARD.

The honor system of examination was adopted by the Miami students in January,
1912. No student should enroll who is unwilling to abide by the following pledge:

I pledge myself to support the honor system at Miami to the utmost of my ability,
and not only myself to act in accordance with what I conscientiously believe to be
its spirit, but also to encourage others to do the same. I mr.ke voluntary application
for admission as a student in Miami University and pledge myself to abide by and
implicitly obey all rules and regulations of said institution, and to enleavor, at all
times, to preserve its good name so long as and whenever I shall be a student therein.

810 in full (Clark, John Christopher.)

Date of birth: Month Day Year
Homo address: No. Street, City State
Name of parent or guardian
Oeiupation Address
Where were you prepared for college?
Experience as a teacher
Name of last school attended
Row long did you attend it?

The Christian Association also requests the following:
Are you member of any church? What church do you attend?
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FORM Ile.MIAMI UNIVERSITY.)

FRESHMAN ELECTION SHEET.

ENTRANCE CREDITS.

English
History
Mathematics
Chemistry
Physics
Botany
Zoology

Physical geography
Agriculture.
Astronomy..
Geology
P h y s i o l o g y .
Drawing
Manual training

Latin
Greek
Spanish
(layman..
French
Domestic mien,*
Commercial geography

Entrance conditions
Conditional advanced standing
Probable future occupation

Check
here. ion.

(Indicate hour of day.)

Instructor.
m. w. Th. F. S.

Required studies:
English I 3
Mathematics 1 .

Leaf
.uattr: 4 ................Greek

French 4
German
Spanish

4
4 ................

History:
History 2 (Europe).. 3
History 1 (American) 3
Latin 8 (Roman)

Selfsame:
Botany I 4
Chemistry 4
Geology I 4
Physics I 4
Zoology I 4

Freshman lecture
Physical training t

,Name of student in full, last name first. Data
ApgrOved:

Adviser.
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(FORM IX(

DEPAUW UNIVERSITY..

(Card with two stubs.)

DETAUW UNIVERSITY STUDY CARD.

Name

No. COLLEGE OF LIBERAL ARTS.

Second semester, 1913-14

Class

Academy, incidental
$16.00College, incidental
30.00Physical culture
1.00Diploma i
5.00Laboratory:

Biology
4.00Chemistry, except courses 3, 44, and 9 7.50Physics, except nurses 5, 6, 7, and 8 2.00Extra hours
1.00Music and art per hour
1.50

Total fees

(Reverse.)

ENTRANCE DEFICIENCIES.

REQUIRED WORE:
Rhetoric.
Physical culture.
Group I.
Group II.
Group III.
Group IV.

Lawn'.
INELIGIBLE FOR READMISSION.
INELIGIBLE FOR FULL HOURS.

(Detachabie stub.)

DEPAUW UNIVERS ITY.

BURBAR'll STUB.

SECOND SEMESTER, 1913 -14.

No.

Fees due from

Toga amount $

NMI* at tioeuttestNotimal Roan.

23

Total amount

11 Zap Unirt.

(Detachable stub.)

DEPAUW UNIVERS

STUDENT'S RECEIPT.

SECOND SEMESTER, 1913-14.

No.

Fees received from
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(FORM 11g.)

To bt asrd by ALL xiodent,

DEPAIJW UNIVERSITY /.EGISTRATItON CARD.

Date , 191....Name in full
First name. Middle name. I Last name. -Parent (or guardian)

Permanent (home) address:
Street
City (or town)
County
State

Greencastle address ..

ttl ire both street and number.
Schoal of university
Relizious den urination of which a member
Religious denomination of which an adherent

/FORM 111.1

, MASSACHUSETTS AGRICULTURAL COLLEGE.
'Card in two parts, with perforations.'

(Part one.)

ELECTIVESFIRST SF.SIESTER. M. A. C.
Name of atudeal

kuut
('LAss 191. ..Name of parent or guardian

Address of parent or guardian

Course name

1
.

Course.

No. Cr.

Laboratory fee,
If any.

.........

t

To THE ADVISER:
In entering the C0111110e1 above be good enough to see'that ALL courses are enterediii theORDER given in thecatalogue, courses in agriculture coming first, horticulture _!next, etc.

. THIRTY credits are controlled by the adviser, the balancepf credits oktho junior"aed senior years being optional with the student, subject to college regulations.
Approved, June 19. ..

Adviser.46126°-16-5
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(Part two.)

To THE STUDENT:

Enroll for each course by writing your name and doss as well as name and number
of course in the spaces provided tie-low. Give catalogue name and number of course;
e. g., Fren0 5, Botany 12.

Courses in military science A1°111(1.1)0 included below.

Name of student ClasS

Course, name, and number .

Name of student ('hats

Course, name, and number.
A

N of student

Course, me, and number

I Ian

Name of student Class

Course, name, and number

Name of student Clas

Course, name, and number.

.Na.me of student (lass

Course, name, and number

Name of student Class

Course, name, and number

Name of student

Course, name, and number.

Class

Name of student Class ... : .. 6.

Course, name, and number

.Name of student Class

Course, name, and number..



FORMS USED AT ENTRANCE.

(FORM Ilk.)

THE STATE UNIVERSITY OF IOWA, IOWA CITY.
(Form of registration curd used in t he UM% ersit y of Iowa, hot varied to suit the needs of the colleges.]

MEMORANDUM.

35

191...

being entitled to preparatory Outfit, as follos
1. Greek 5. English. 9. Science........
2. I.atin 6. llistory 10. Elective
3. French 7. Algebra
1. German S. P. & S. geometry
may be regiAered in the couhe in the College of Liberal Arts.
Conditions:

1.

2

3.

Units.

itVeitatfixastaner.

City aAlti resit Telephone Nu.

College of Liberal Arts.

First semester.
$10.00, Tuition for the Second semester.

Summer session.
$10.00, Matriculation fee.

c

To the registrar: , 191....

being entitled to preparatory units, and having fulfilled
all other requiremehts for admission, may be registered as a student'

in the College of Liberal Arts course, year,upon payment of the matriculation f4Iind tuition.

Metric. foe paid. Amt., $10.00

Tuition paid. . Amt., l'of%ersity emaner.

getrratiiT

N. B.Present this card first to the

Secretary, and then to the registrar.
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$20.00 j THE STATE UNIVERSITY OF IOWA,

itia City.

RECEIPT.

Received of To, Dollars, matriculation fee, and Ten
Dollars, Within for the ,ernester in the College of Liberal Arta.

secretary.
Teveroo or reglolnallon olub.)

Preparatory units:
I. Greek 9. Science
2. 'Latin 6, History lo. Elective
3. French 7. Algebra
4. German 8. I'. A 5. geometry

Conditions:
I. I Cnits.
2.

3.
I'm, trsil el/Milner.

III. DURING THE COLLEGE COURSE.

After matriculation the number and variety of forms used will
depend on the individual institution. Examples of some of the many
differeet forms are shown in Appendix D. Of all records t aken during
the course, the student's class records, usufilly compiled at the end
of each semester, aWinost important. The permanent, record blank
is designed to hold these.

PERMANENT RECORD FORM:

This form shovla contain, besides the class records, certain other
fundamentalsname and personal history, record of admission and
precollegiate work, and possibly a brief alumni record. This is one
of two indispensable record forms, tie other being the preparatory
school certificate.

Throe distinct types of permanent records are used. A large
number of institutions follow the old custom of keeping their per-
manent records in bound books; others are using a card system
because of its conveniekee, while the loose-leaf book record is popular
for the same reason, having the further advantage of compactness

-) where a large number of records are kept. Some institutions use
'several cards or records, an extreme case .being where a different card
is used for each student each year. In general, however, the academic

. record of each student is kept on one card or ledger sheet.
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A brief comparison of a few of the forms in actual use perhaps
will be of service.

Randolph-Macon Wornian's College (III a) uses both sides of a
loose-leaf ledger sheet and finds room for a brief alumnae record.
The University of Rochester (III I)) also uses a loose-leaf sheet and
gets all its information on one page; it substitutes a brief abstract
of the financial relations of the student to the institution for the
alumni record. The University of liansIs (III c) also uses one page
of a loose-leaf ledger sheet, obtaining considerable reduction in size,
but omitting both the alumni and financial records.

Among the card forms, that of the University of Cincinnati
(III d) does not divide the course into years, although' in practice
this is done by rulings under the subjects written in for each year.
While Phis form economizes space, it seems hardly as precise as the
form used by Harvard College (II1 e). The use of both sides gives
space for a very complete record. The form of Harvard College
(III e) shows an excellent arrangement for class record. It also
calls for a personal history, but for no financial, alumni, or student
activity record. The reverse side of the form is not used. The
State University of Iowa (III f) does use the reverse for some of these
questions and shows the same study arrangement as the University of
Cincinnati (III d). Northwestern University '(III g) shows an
arrangement of studies for five years, thus covering a possible post-
graduate year. None of the others shows this, and yet a single
graduate year is becoming quite common, while five-year courses,
especially in engineering, are well established. De Pauw University
(III h) and the College of Wooster (III k) illustrate the use of smaller
cards.

From this comparison it is seen that an excellent form can be
devised using a card about 8i by 11 inches, a standard size. For
loose-leaf ledger purposes a longer form will be found more convenient;
it should be printed leaving a win binding margin and nay be as
largo as 11 inches in width and 15 or even 20 inches in length. The
use of both sides of either card or page gives much more room and
seems advisable.

A wiiparison of forms used by over 25 different institutions
indicales that a permanent record form may appropriately-give the
following information; in spreading it on the card it is suggested
that the Harvard (III e) and Northwestern (III g) forms might serve
for a basis of arrangement, the personal history and class records
being on the front, and the reverse side used for the financial, student
activity, and alumni records.



REGISTRATION AND STUDENT RECORDS.

PERMANENT RECORD FORM.
(Use a different color for each college of a university.)

[Front.]
1. Name in full. 'Class.
2. Home address.
3. Date and place of birth. Age.
4. Church affiliation.
5. Name of parent or guardian.
6. Address of parent or guardian.
7. Occupation of parent or guardian.

Preparatory school.
1. Name and address of preparatory school.
2. Name and address of other schools.
3. Preparatory subjects in detail, giving fur each

(a) Value in units or hours.
(b) Credit for certification.
(c) Credit by examination.
(d) Conditionswhen removed.

4. Subjects and credits for advanced standing.
Collegiate record.

1. College.
2. Course.
3. Degree.
4. Date of matriculation.

. 5. Date of graduation.
O. If nongraduate, date of withdrawal.
7. Honors, grade, etc.. for the course.
8. Scholarships, fellowships, prizes, loans.
9. Nonacademic honors fraternity, clubs, athletics.

10. Claes word.
Arrange studies in five columns, one for each year.
List studies in detail and show for each

(a) Number of each subject-course as per catalogue.
(b) ]ours per week.
(c) Credit in college units.
(d) Grade obtained.
(e) A brief statement of major and minor group subjects on which course

, was based.
[Reverse vide.]

Financial record.
Brief summary of ledger, showing amounts paid by student in course.

Special college records.
It desired, records of scholarships, prized; etc., and nonacademic honors-1m

ternity, athletics, etc.(collegiate records 8 and 9) may be given here in more
detail and omitted from the front page.

Alumni record.
1. Address.
2. Occupation.
3. Married to (a) Date (5) Address
4,. Children.
5. Honors.
6. Deathdate, place, and placd of burial.

In case of transfer to another institution -kit abstract of the perma-
nent record form furnishes the information necessary for advanced
standing... Printed abstracts are in common* use, but need not be
shown since in general the form is an exact duplicate of the permanent
mord form.



FORMS USED DURING TNE COLLEGE COURSE.

Wont ma.)

RANDOLPHMACON WOMAN'S COLLEGE.
[Loose leaf ledger page, 11 by Rh inches; two aides used.)

STUDENT'S RECORD.
Name of student (in full)

RECORD All'ER LEAVING COLLEGE.
Address: P. 0., State Address: P. 0., ..State......
Address changed to P. O., ...State

Date of birth Place of birth
Parerirt or guardian.. Profession

Address: P. 0., State
Church affiliation Member?
Date of enrollment. . ; of withdrawal

Prepared for college in
Entrance requirements satisfied by

Address changed to P.O., .... Slate
Occupation

Married to

Date

Address

School, place

Subjects. Ermine-
ConQtgaO Removed.

9
orint?

User.
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Mathematics
History
Win
Greek
Modern tangos**.
Science

...

Admission to advanced standing.

Courses. Credited by
Remarks.

(Reverse.)

Nms of &mown

Courses.

1

i111111111111
MI

ring
report.

Nasal!
.report.

V ..4

.3,.

E

111

..0 al Q

Third
report.

Paoli%
report.

1

al

Ei

si

iU

.

..

Bignanwe of
instructor.

Gs

Ils

..4

.

.4 c3

11

< -.4 6'

.w.

E

1

1111s
MIME If -19

Zit 'DRUM:

.

.

'

..
v

.
.

, ,, .

,

..

s

Oraana SCRIIV.ALETS. Mow 70, F; 70-73, P; 75-30, Z; 50-36, D; I5-00 C; 90-95, B; 9640, A.
tiobs4ole irsputal tans thus, ma Coe oda plat.



m
um

 m
i4

II
N

IV
IC

R
SI

T
Y

 O
F 

R
O

C
H

E
ST

E
R

.

[L
om

e 
le

af
 le

dg
er

 p
ag

e,
 1

6 
by

 M
e 

In
ch

es
-

N
A

K
R

D
at

e 
of

bi
rt

h.
Y

ea
rly

 a
ve

ra
ge

.

T
.

C
om

m
av

en
ge

.
C

la
ss

.
C

ou
rs

e.
D

id
* 

of
gr

at
ki

st
io

n.

N
am

e,
 o

cc
up

at
io

n,
 a

nd
 a

dd
re

ss
,

of
 p

ar
en

t o
r 

gu
ar

dh
ui

.
In

st
itu

tio
n

la
st

 a
tte

nd
s&

A
D

M
IS

S
IO

N
.

en
tr

an
ce

.
en

tr
an

t
T

im
e 

of

I

M
et

ho
d 

of
.4 co 1

tio
ns

.
&

M
at

.
.

R
.

m
ut

t.

T
im

e
fo

r 
re

-

%
m

u_
lio

n.
S

ub
je

ct
.

R
e-

G
al

l. '

T
im

e
fo

r 
re

-

or
rll

-
Li

on
.

S
ub

je
ct

.
R

e-
su

it

T
im

e
fo

r 
re

m
ov

in
g

co
nd

i-
lio

n.

.

S
ub

je
ct

.
a

T
im

e
fa

r 
re

-
m

ov
in

g
co

nd
i-

G
en

.

t

,

no
rm

 a
y:

A
nc

ie
nt

W
:a

len
d 

m
od

er
n

A
m

er
ic

an
 a

nd
 c

iv
ic

s.

L
A

N
gt

71
02

:
i

.

an
gl

is
h 

A
E

ng
lis

h 
B

t
T

re
nc

h,
 M

at
 y

ea
r

P
ro

m
, e

m
en

d 
ye

ar
.

P
re

m
eh

, t
hi

rd
 y

ea
r.

G
er

m
an

, f
irs

t y
ea

r
G

er
m

an
, s

ec
on

d 
ye

ar
.

G
er

m
an

, t
hi

rd
 y

ea
r.

G
re

ek
 g

ra
m

m
ar

C
om

po
si

tio
n

H
2C

or
at

ru
x5

th
ci

n

-L
at

in
 g

ra
m

m
ar

C
om

ro
el

tlo
n

C
ae

sa
r

C
ic

er
o

V
irg

il

,
M

A
T

SZ
IC

A
T

IC
S:

A
rr

la
ge

nt
af

y
In

te
rm

ed
ia

te
.

A
dv

an
ce

d_
R

ev
ie

w
G

eo
m

et
ry

P
la

ne
S

ol
id

R
ev

ie
w

T
rig

on
om

et
ry

SC
U

D
IC

E
:

=
tr

y
P

hy
si

c,

=
=

hY
Z

oo
lo

gy



ki
er

as
tr

zz
in

s 
m

ul
ct

.
11

12
M

IM
A

IC
 T

H
A

R
.

S
O

P
H

O
M

O
R

IC
 Y

E
A

R
.

Jo
ar

na
L

Su
bj

ec
t.

t
A

ut
um

n.
W

in
te

r"
Sp

ri
ng

.

Su
bj

ec
t.

A
ut

um
n

W
in

te
r.

Sp
ri

ng
.

1 t.i
i >
.

g E
l

ii N
I

g 8
i >
.

§ Pt
i

,,e
; g
Il

i.
.. 1 til

iii N
I

1 C
.)

i >
4

I 0:
1

I >
t

1
i >
4

I IL
I

t X
1 r.
)

i >
.

§ E
l

t 41

Y
ea

r.
l'a

ge
.

E
ng

lis
h

Fr
en

ch

G
er

m
an

G
re

ek
L

at
in

M
at

he
m

at
ic

s

Ph
ys

ic
s

.

.

...
.

4.
..

...
.

"

...
...

.
... ...

...
.

-*

...
.

...
...

.
... ...

...
.

...
.

Fr
an

ck
G

er
tn

al
e.

G
re

ek
L

at
in

I
Pb

ya
ic

al
 tr

ai
nn

le
t.

..

. .

14
41

01
,1

41
4/

0.

H
on

or
s

R
em

ar
ks

on
or

s
I

R
 H

em
ar

ks
r

PA
C

V
L

IT
 =

C
O

W
m

em
.

JI
T

M
O

R
 Y

IL
A

IL
U

N
T

O
/

T
E

A
R

.

- 
- 

--
-

...
...

...
..

-
..-

--
 -

..
...

...
..

. .
...

...
.

.
...

...
..

.
..-

...
..

-
...

..-
.

...
...

..
.

...
...

...

--
-

--
-

-- . --
-

- ...
...

.
-- --

- ...
...

.
...

...
.

...
.

...
...

.
- ...

..
...

..- .-
-

--
-- .. .

A
rt

A
st

ro
no

m
y

E
co

no
m

ic
s

Z
O

O
M

na
l&

G
re

ek
H

is
to

ry
It

al
ia

n
L

at
in

M
at

h®
at

fv
Ph

ys
ic

s

...
...

...
...

...
...

..

,

. ...
...

...
...

...
...

.

A
rt

A
st

ro
no

m
y

B
ib

lic
al

 li
te

ra
tu

re
H

 to
C

he
m

is
tr

y
E

co
no

m
ic

s
&

ne
ig

h
Fr

en
ch

G
er

m
an

G
re

ek
H

is
to

ry
It

al
ht

n
L

at
in

Ph
ilo

so
ph

y
Ph

ys
ic

s
'

.

...
...

..
...

...
...

..
--

- ...
...

...
...

...
--

 -
 -

- .

--
- ...
...

...
..

.

--
--

--
-- .

H
en

an
rs

.



(+
O

R
M

 M
e.

)
U

N
IV

E
R

SI
T

Y
 O

F 
K

A
N

SA
S.

Sc
ho

ol
N

am
e 

of
 p

ar
en

t o
r 

gu
ar

di
an

N
am

e 
in

 f
ul

l
R

es
id

en
ce

"D
at

el
bf

 m
at

ri
cu

la
tio

n
A

dd
re

ss
,

D
at

e 
of

 b
ir

th
D

eg
re

e 
ob

ta
in

ed
O

cc
up

at
io

n
G

ra
du

at
ed

Pr
ep

ar
at

or
y 

sc
ho

ol

E
N

T
1A

N
C

t .
17

11
/1

1C
7S

.

I

.

IR
E

S
ID

E
LN

. -1
11

.1
. 1 C

5 0

0
i Y
.

"a
or

no
tto

an
.

.g 2 i . t.,

i A ... I
ef 1 0

Y
.

JI
I1

11
01

.
1 C

g' 0 si 1
1

i Y
.

S
E

N
IO

R
.

g 8

g :1 g
1 o

i ta
.,

E
le

m
en

ta
ry

 a
lg

eb
ra

A
dv

an
ce

d 
&

Se
nn

.
M

an
e 

ge
om

et
ry

So
lid

 g
eo

m
et

ry
Pl

an
e 

tr
tg

at
am

et
ry

R
id

ar
y:

-

G
re

et
 a

nd
 R

om
an

M
ed

ie
va

l a
nd

m
od

er
n

E
nv

:1
kb

A
m

id
e=

to
on

os
ks

C
iv

ic
s

E
nt

ah
lh

-
I

Pr
o& E
l=

G
re

ek
L

at
in

Ph
ys

ks
 '

Ph
ys

ie
d

3'

ca
m

s
1,

11
) ii

-
(*

)

1

(1
1i

)

(1
)

*e
el

) ()

(1
,2

,3
1

(1
,2

,3
,4

(1
,2

(1
.2

,3
, 4

)

(1
,2

,3
1

e
0,

29
30 (1

(i
, I (1

) i ) ( () (1 (1
) )

(1
,1

,2
,3

)

-
N

..

'

'

.
I

1

--
i.

J

... .

-4

IP

.. -

-
.4

'

.

.

..L
.

.

.

... ...
...

..
...

. .

... ...
. .

an
ID

IT
D

O
na

.
In

G
iO

V
II

D
.



FORME USED DURING THE COLLEGE COURSE.

Revistratios numbers:

(FORM 1:11d.1

UNIVERSITY OF CINCINNATL
(Card 9 by 11 Inches, both Masi

Name

43

Candidate for Degree.

Course.

14 sem. i 2d elm.

Hrs. I Or. Hrs. Cr.
Course.

1st sem. I

Ii

Hrs. Cr.

I

ad eons.

Hrs. Or.

Name
Ineveres.1

Parent or guardian

Address--.City

Out of town State
Date of entrance I

Entered:

On diploma from.

On examination

As special student.

Major

Minor

Denominational preference
191.. . . Removed condition in

.ENTRANCE CONDMONB.

for

Remarks:
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46 REGISTRATION AND STUDENT RECORDS.

WORM Mt.)

THE STATE UNIVERSITY OF IOWA.

(Card, one side, by 111 Inches.)

Iowa City.

NAME COLLEGE

!OBJECT.

lot oem. Ed MM.

Errs. Or. Firs. Or.

Permanent address:
Bt. and No
City
County
Stare'

Date of birth
Piece of birth
Nationality
Church member or preference
Name of parent or guardian
Address
Occupation of father
Name of wife or husband
Address

Institutions previ-
ously attended. Yrs.

BUILTECT.

Class., Degree.

lot Rem.. 9d seen.

Hrs. Cr.I Hrs. Or.

Entrance credits.

Latin
French.
Genglishrman
E
HLto etc

SA ipanbd

ra
8 pmtry

Elective

Date.

Fees.

Amount.

Mats. 810.00
Tul.

.......... ..... .....

Entrance
conditions.

Dated
re-

move/

Cr.

..... - ..... ..........

We of sairloulation Date of graduation Degree
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(FORM Ha.)

DEPAUW UNIVERSITY.

)Card, one side, 74 by inches.)
Name of student

Name of parent or guardian Address

ENTRANCE. DEP A RT M LOT.

FI

Engibt composition .

English literature

Latin grammar

Latin, ciesar

Latin, Cicero

Greek

French

German

Algebra

Geometry! plane

Geometry, solid

History, U. 8.

History, general

Electtves
................

a

I

DEPARTM ENT.

(2S blank spaces for subjects of advanced grades.)

Graduated, 19...., with degree of .

P represents a pass; P PLUS a creditable pass.

0
t-

(FORM 111k.)

(Obverse.)

COLLEGE OF WOOSTER.

[('ard, ,two wide., 74 by 91 Inches.)

RECORD SHEET.
S.

Registrar.

Name
Recommended by..
Date of birth
Father's name '

Guardian
Father's occupation
Church membership

Wit.hdrawalsReel.r.ance.

Credits from elsewhere.
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Special credits, substitutes, etc.

Prepared at.

Date of entrance

Activities, experience, honors, etc.

Y. C. A. cabinetM.

Other such office
Literary society
Oilier club
Forensics
Athletics
Music
Class office
College publication
Teaching experience
Other responsible office
Self-holp
honors
Prizes
General remarks.

1

(Reverse.)

Name Prepared at Degree sought

Entrance units.
College
credits.

Freelunan
19-19. Sophomore

19-19.

1st ld
Rem.

1st
66m.

11
sent.

English 3 Biblical in- I 2B
French .. 2 etructlon.
German Biology ... .. ....Greek Botany . ILatin 4 Chemistry.

..
1 I 4CMathematics: Education ....

Mg .. 14 English lltms-
1 ture.5,0 i French 8 1 4DHistory: Geology

English ..... 1 German
Ancient ..... Greek
General ..... History
Medlieval...... History of art
Modem Latin
U.S . Mathematics . 1 3ACivics i Oratory

Science: Philmophy .
Chem. 1 Physics

3.hor
Political sci-

1 ence.
Zoot Rhetoric
Ph. 0 i Music
Physiology.
B. Dr Examination 8Agr ... ...... Physical edu-

cation.
1 IA 1

Total . ,18d Total for se- ... 14 It. Indltion ..... ..... mteter.
IMade up. Complete total . 17 .

.

College
credits.

Junioris-
19.

1st 2d
511110

Senior
I9---I9. .

lit
841M

2d
sam

Biblical, In-
etruotion.

Biology .. .,.. ....
Botany.

English Moja-
Lure.

French ....
Geology
Getman.
Greek

Latin .. .... .... ....
Maths/titles .... .... ....
Oratory
Philosophy .... ....
Physics .... ....
Politims1 sci-

ence.
- -

Rhetoric . .... .
Music

Phealcoaal Wu-

Total for Mr
master.

Complete total
.
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.1
111983TILiTION Alf EiTUDENT

ALUMNI RECORDS.

Few institutions seem. to attach much importance to their alumni
.records, yet the keeping of alumni records is becoming more impor-
tant every year; a series of main topics has therefore been suggested.
By placing these on the permanent record form, the complete history
of each student is collected in compact form on one record; 'if, however,
it should prove to be more convenient, the alumni record can be
entered in a simple card index file; this latter method may be prefer-
able when there is a special official, such as an alumni secretary, to
handle the records. A postal inquiry addressed to the last available
address of each alumnus will usually keep this record up to date.

RESUME.

The forms outlined and discussed in this bulletin are, in the order
of their appearance in the student's academic career:

11 The application blank.
2. The preparatory school certificate.
3. Registration formsStudent directory.

Class assignment.
4. Miscellaneous forms fee daily record and care of students.
5. Permanent record form. This includes the information given

in 2, 3, and 6.
6. Alumni record, included in 5.

It will be noted that the preceding forms are primarily for the regu-
lar undergraduate students, and that no provisibn has been made for
special classes, such as graduate, irregular or special, short or winter
term, and extension students. Undoubtedly an institution will find
it advisable to use a special blank for one or more of these classes, but
the variations from the standard forms will suggest themselves.



APPENDICES.

Appendix A.Outline of systems used by Randolph-Macon Woman's College,
Northwestern University, and Massachusetts Institute of Technology.

Appendix 12:Miscellaneous forms:
(a) Remission of tuition fees, University of Cincinnati.
(b) and (c) Application for advanced standing, University of Michigan (/' forms).
(d) Change of registration, Earlham College.
(e) Matriculation card, Pennsylvania State College.
(j) Class report of 6xamination to the registrar, Pennsylvania State College.
(g) Notice of low standing, Pennsylvania State College.
(h) Instructor's report card of changes in class enrollment (not attendance),

kisasachusetts Institute of Technology.
(i) Report of absence by instructor, University of Wooster.
(k) Notice of absence to instructor, University of Wooster.
(1) Class grade report, Kentucky State University.
(m) Class list, Kentucky State University.
(n) Report to preparatory schools of Kentucky of grades of admitted students.
(o) Claw standing report, Allegheny College.
(p) Notice of failure, Allegheny College.
(q) Personal grade card, Massachusetts Institute of Technology.
(r) Notice of personal interview, University of Kansas.'
(a) Application for graduation, DePauw University.
(t) Application for permission to carry extra houre, DePauw Univeriity.

a

APPENDIX A.OUTLINE OF CERTAIN SYSTEMS.

'Randolph -Macon Woman's College.

As soon as the application for admission is received, an endeavor is made tosecure
as full and detailed statement as ,possible of the credits offered for entrance (using
the preparatory school certificate) theso being certified by the principal ofthe preparatory school. The registrar estimates the value of each unit, in every
instance requiring at least the minimum of 13 units to bo offered. At the openingof the fall ternitheee certificates of preparation are submitted to the committee on
matriculation, which is composed of the heads of the several departments and theprincipal instructors; this committee, in turn, interviews each applicant personally
and separately, and the credit accorded her in each subject, whether by certificate
or examination, is entered on the matriculation ticket (registration and class assign-
ment blank) by the instructor in that department. The matriculatien ticket and
certificate are then returned to the registrar'soffice, and the credits so Riven are entered
on the student's record,these three formsthe certificate of preparation, the matricu-
lation ticket, and the student's recordbeing our official records.
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Northwestern UnternityCollege of Liberal Arts.

Deecrip.teavr-PPl Forms Used in the Registrar's Office.
Before the days of registration the prospective student is urged to forward the

matriculation blank properly filled out on the first page, and the certificate of entrance
credits made out and signed by the principal of the high school. He is also urged
to read carefully the "Undergraduate's Manual."

On the day of registration the freshman goes first to the library, where he meets
the president of the university and is given a time appointment with the dean of the
college. These appointments are three minutes apart. If the matriculation blank
has not been sent previous to the student's coming, he fills that out before meeting
the dean. From the certificate which has been formerly submitted a transcript
memorandum of entrance credit is written. On this memorandum the dean
assigns an adviser - professor, to whom the student then goes. In company with the
adviser the program of studies is arranged and recorded in duplicate. After this
program is approved by a committeeto prevent entrance to a section already over-
crowded, or enrollment for more than three recitations in a half dayit is then
approved by the registrar and the bill is issued. In the registrar's office the
program is copied on a registration card (different colors being used for different
years) and a class card is made out for each course and sent to the proper instructor
before the time of the first recitation. On the colored card the student's absences
are recorded in the registrar's office. The registration is finally copied on the large
card, which is the permanent record of a student's work.

The program of a sophomore, or upper-clue man, differs from that above mentioned
in that he takes from the registrar's office to his adviser a blank on which the reg-
istrar has indicated certain prescribed studies which ought to be included in the
registration. The adviser has received from the registrar's office a record of the
student's previous work. With the help of this record it is possible to encourage the
registration for prescribed studies in their proper place.

Absences-are reported by instructors to this office every week. When a student has
recorded against him absences in a course amounting to one-eighth of the class
exercises in that course he receives a warning. When his absences amount to more
than one-eighth, but not more than ono-sixth of the class exercises in the course,
ho is notified by the registrar's office that ho is due for an additional examination,
and if the absences exceed one-sixth he is notified that hig registration in the course
is canceled, and notice is also sent to his instructor. When a student's work is
reported unsatisfactory, he is notified and asked to confer with his instructor at once.
When a student wishes to change his program he secures from the registrar's office a
blank, on which the changes are recorded and necessary signatures secured. The
blank is then filed at the registrar's office and instructors aro notified of courses
dropped and of courses entered by receiving class cards. At the cloee of the semester
instructors report grades to the registrar's office, and from the registrar's office the

. semester record of each student is sent to his parents or guardian.
Each student is rtkuired to designate the department which he chooses as his

major at the beginning of his third year. At the close of the junior year a student
expecting to graduate in the following year is required to file with the registrar a
senior petition. A student registering from another department of the university
brings to the registrar's office a recommendation from the department in which he
has his primary registration. The record of a student transferring to another
school is furnished on the certificate of standing.

Massachusetts Institute of Technology.

Each student fills out an attendance card according to the course he elects. Roll
cards supplement the attendance card, and are kept in the registrar's office and used
for a card catalogualor all courses. The address card is used at the information office
for the address of sadents, and giv6 the tabular view of their exercises, which shows
where they may be found during the school hours. The bursar's card is used by him.

The attendance card, which is a petition for each student for admission to the sub-
jects he desires, is approLed by the registrar, and then the roll cards are checked to
agree with each card, by assistants. These roll cards are then separated into subjects
(it is fotuad convenient to use numbers to represent these), and then each subject is
separated into its various sections, if'the class In this subject is divided into sections.
The rolls are written by hand, or by the typewriter on paper, and these rolls are cor-
rected by the instructors, by use of the roll correction card,' a new roll is issued every
month.
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Changes in the attendance card after the card is approved are made by the use ofpetitions to the faculty.
Records are retaned-by instructors on the alphabetical lists. The names of studentsentitled to records are underlined in red ink. There are formal and informal reports.
Informal reports are made for students in the first two years, at the end of the firstfive and first ten weeks of the two terms. Lists corresponding to these alphabetical

lists are gummed and pasted into record books, that are rqled to agree with the spacing
of the alphabetical lists, where these informal records are posted.

Formal records are returned on the same alphabetical lists, but these records arekept in a different way. The names of the students are separated into yftrs, and forthe three upper classes are again separated into courses. The choice of course is notmade by first-year students until after the first terra, and the courses do not differenough in the second term to warrant the separation. The names of students arewritten 30 on a page, at the left, and the subjects are written across the top.. Acopyineribbon is used on the typewriter, so that immediately before the faculty meet-ing to consider these records a copy can be made for the head of each department.
Reports are sent to students on a blank similar to the attend rm.Various printed forms and notes are used in regard to the $ nce of students from

exercises, and notices requesting them to consult various o cert.
Entrance records are kept on cards, and students re to for the entrance examina-tions on a special card, and gummed labels are attache these cards as well as toall examination books. A different color is used for e candidate, such as prelimi-nary, final, complete, and partial. The color of t label, together with the nameon it, assists greatly with the rapid separatio he papers immediately after theexamination, in the registrar's office. Th are examined to correspond with theexamination book, and it is customary perste the books into groups, as prelimi-

nary, final, complete, and partial, and dividing each group, when necessary, intosmaller groups, for examination. The records are returned on these written lists andare entered on the attendance cards. These are kept until the student enters the
institute, and from these the entrance record is recorded on the permanent record ofthe student.
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(FORM Rs.]

University of Cincinnati.

Application for the Reminders of Tuition Fees.

The undersigned, claiming that is a bona fide citizen of the city of
Cincinnati, requests that be matriculated without payment of tuition.
1. Name of applicant in full
2. Date of birth day of 18.
3. Place of birth. City , State , Country
4. Name of parents living
5. Residence of parents
8. Are your parents native-born or naturalized citizens?
7. When did you first come to Cincinnati?
8. What school or collcse, if any, have you attended since your removal to Cin-

cinnati?.
9. (a) When did you enter such school or college ?.

(b) How long did you attend same?
(c) If such school or college had been located elsewhere, would you have come

to Cincinnati?
10. (a) Did you come to Cincinnati primarily to obtain an education?

(b) If not, state fully the purposes for which you came to Cincinnati
11. When you removed to Cincinnati was it your intention toremain in Cincinnati

permanently? .' 12. Had you any intention of ever returning to your former place of residence?
13. (a) Have you ever returned to your former place of residence since your removal

to Cincinnati? If so, how often, and during what periods and for what
purposes?.

(b) Where and how do you spend your vacations?
14. How long do you expect to remain in Cincinnati?
15. Do you expect ever to leave Cincinnati?

If so, when and for what purpose?
18, Where do you expect to live after your graduation? .
17. What profession or business do you intend to pursue or engage in after your

graduation?
18. Do you or your parents own property in Cincinnati?
19. What is your source of support? Parents, friends, self, school fund. (Cross out

all but actual source of support.)
20. Have you any employment in Cincinnati? If so, what?
21. Have you any employment elsewhere? If so, what?
22. Are you a voter? . .
23. Since your removal to Cincinnati have you ever voted elsewhere?
24. When and where have you voted in Cincinnati?
26. Where are you now registered?

State of Ohio
Hamilton County.':

being duly sworn
says that he signed the foregoing application, and that the facts therein stated are
true, as he verily believes.

.
Sworn to and subscribed before le this day of , 191....

jai Notary POW, Hamilton &nag, Ohio.
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WORM 81;4

University of Michigan.

Department of Literature, Science, and the Arts.

may apply for advanced credit for work done at 1-

in the subjects checked.

GREEK

LATIN

FRENCH

StA N IS H

GERMAN

ENGLISH

RHETORIC

ELOCUTION

PEDAGOGY

MATHEMATICS

CHEMISTRY

ANALYTICAL CHEMISTRY

ZOOLOGY

GEOLOGY

DRA WING

This blank, when signed by the heads of the departments concerned, must be returned by the Widen'
Registrar before November 1.

Name
Address

FORM Be.

University of Michigan.

Department of Literature,Sotenee, and the Arts.

APPLICATION FOR ADVANCED STANDING.
(To he filled out by applicant.)

Studied at
Length of attendance years
Graduated 19....
Degree received

COMMITTEE'S RECORD.

(Not to he filled out by applicant.)

Application filed
Adjusted
Advanced credit given - hours
Required rhetoric
seoplicsitt notified
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, SPECIAL INETkICTIONS.

Please fill out this application for advanced standing, paying special attention to
'all details. Kindly insert on the second page of the application your preparatory
work, stating the high school in which it was done, and have the principal of that
high school render the statement official by affixing his signature. If more convenient,
you may forward an entrance certificate, filled out and signed by the principal, direct
to this office. The third page is for the wolsk you have done of,collegiate or normal
grade. Be careful to specify not only the nEmber of weeks, but the number of hours
per week devoted to each study. This statement may be rendered official by' having
it signed by the registrar or president of the college where the work was done. This
paper properly filled out and accompanied by a letter of honorable dismissal from

will enable the committee to inform you immedi-
ately upon its receipt as to the number of hours of advanhed credit which you may
expect to receive should you decide to transfer to this department.

ADMISSION TO ADVANCED STANDING FROM OTHER COLLEGES AND UNTVERBTFIE8.

The following credentials are required: A. A letter of honorable dismissal from
the college or university last attended. B. An official detailed statement of prepara-
tory studies. C. An official detailed statement of college studies completed for
which credit is desired. D. A marked catalogue of the college or university, showing
each subject, including entrance.

This blaak should be filled out with care and accuracy, and forwarded with the
applicant's credentials, as early as possible, to the Registrar of the University of
Michigan, Ann Arbor, Mich.

19

To the Committee on Ahaneed Standing:

I, the undersigned, respectfully apply for admission in October, 1J to the
University of Michigan on credentials from , College,
add herewith submit the following answers in support of the app,cation:

1. When did you enter the above institution9 When did you leave?
2. Did you offer for entrance any school ces,ificate? If so, apply for

a University of Michigan Certificate of Recommendation.
3. Were you admitted without cduditions?
4. If not ,what deficiencies?
5. How did you make up these deficiencies?
6. Were you credited toward graduation with any subjects at entrance?
7. If so, what subjects and how much credit for each?
8. HA many full years have you attended regular instruction in the above insti-

tution?
9. How many terms are there in each year?
10. How many hour's are required for the degrees, exclusive of drill and gymnasium?

11. What portion of your courts have you already completed? E. g. 58/120, 135/180,
etc

12. Can you continue in your institution, if you desire to do so?
13. How many hours did you pass during your last term of attendance?
14. Do you hold an Honorable Dismissal? Send it.
15. Have you sent a catalogue of tik institution, marking the exact subjecta'offered

at entrance and those completed by you? If not, send one.
Name in full
Address
Place and date of birth day month year
Name and address of parent or guardian
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The information given below refers to the work in the preparatory school and not
to the work done in college, which should be listed on the opposite page.Name Graduated from
Preparatory high school 191

Fifteen units are required for admission, a unit meaning theequivalent of five reci-
tations a week in one branch of study for one year, amounting in the aggregate to not
less than-one hundred and twenty 60-minute hours in the clear. Two to three hours
of laboratory, drawing, or shop work will be counted as equivalent to one of recitation.
These fifteen units must include three units of English composition and literature,
two units of a foreign language, one unit of algebra and one of geometry, and one unitof one of the sciences, 'physics, chemistry,,v botany, or zoology, and may include not
more than three units from Group II. They must embrace two subjects of throeunits each from Group I. It is, however, strongly recommended that one or more
studies be pursued throughout the four yearsof the high-schoolcourse. The subjects
from which choice may be made, and the Humber of units which will be acceptedin each subject, are as follows:

Group I.

Subject.
Hours

Per
week. weeks.N° of Grade . Subject.

Hours
per

week.

English oomposit1on and
literature, 3 or 4 units

Greek, 2 or 3 units
Latin, 2, 3, or 4 units ...... . ....
French, 2 3 or 4 units
German, 2, 3, or 4 units..
Spanish, 2, 3, or 4 units..
History, I, 2, or 3 units.... ......
\ Igebra, 1, Wor 2 units

Geometry, 1 or lj units
Trigonometry, j unit
Physics, I unit.
Chemist , 1 unit
Botany, or 1 unit
Zoology, unit
Geology, unit
Physiography, i or 1 unit

No. of
weeks. Grade.

Three units of science may be offered as a three-unit subject.
In order that a half unit in science may be accepted it must be supplemented bya second half unit in science. For this purpose the only groupings permitted are the

following: (a) Botany and zoology; (b) Zoology (or botany) and physiology; (c)
Physiography and geology; (d).. Physiography and physiqlogy.

Two units of mathematics and one unit of physics may be offered as a three-unit
subject, in which case a second unit of science must be presented.

Group II.

Subject.
Hours

per
week.

weeks. f Grade. Subject. .-
Hours

Der
week.

No. ofweeks. Grade.

Agriculture, 1 or 2 units...
Domestic science, 1 or 2

units
Drawing, j or 1 unit

Manual training, 1 or 2
unite

Commercial branches, 1
or 2 units

The above is not designed to take the place of the required official statement. Thepreparatory school, however, may make the above statements official by signing thefollowing statement:
I hereby certify to the accuracy of the above statement.

Principal of the
191

High School.
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COLLEGIATE STUDIES.

The information given below refers to the work completed in
College, as outlined in the catalogue for 19.... For preparatory studies

see preceding page.

Subject.

.

1

az

.
1

r.L-

A

"S '6tL.

.

Subject. rt._.

i
A.

1
8

2
A

t
G.

g
rr.

e
1

24

1

°
10

Remarks.

, .

.

(Name)

The above is not designed to take the place of the required official statement, which
each institution may make in such convenient form as it may prefer. The college,
however, may make the above statements official by countersigning this page as
follows:

I hereby certify to the correctness of the above statements.

To the Registrar:

Department.

(Position)

College.
(Do not forger the lette, of honorable dinnissol.)

FORM Bd.

Earlham College.

CHANGE GIP REGISTRATION.

Cenoel registration in following:

has permission to

Course No. of
No. hours.

, 191....

Indorhement of Instructor.

Restistsr In following:

This permisdcm should be depodted AT ONCE with the Registrar.

, Pre;.
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FORM Be.

The Pennsylvania State College.

Founded 1855.

MATRICULATION CARD.

61

M

has been admitted as a student to The Pennsylvania State College and is entitled to
all the rights and privileges thereto appertaining.

Registrar.Date
4 Title card is to be kept permanently as a certificate of membership in the college.

FORM Br.

The Pennsylvania State College.

REPORT TO REGISTRAR.

Seynester, 191 191 .

Date of examindrion 191 .

I ,

Subject (catalogue name and number)

Credit hours per week (see catalogue)

Ntrm-
BEL

2

S

4

a
6

NAME.
GRAPE

PEE
CENT.

Num-
StR. NAVE.

OLD!
PEE

CENT.

7

8
9

10

11

12

Date of report , 191.... Signature

PLEASE ONSERVE CAREPULLY THE FOLLOWING DIRECTIONS.

Two reports must be made of every examination, the results of which are to go onrecord. The report to the registrar (184 Main Building) should contain the names ofall the students enrolled in the class, arranged alphabetically with initials affixed.Tho class should then be divided according to the school or freshman division in which
each student is enrolled, and a report of each group, with names arranged alphabeti-
cally and initials affixed, sent to itsproper dean or freshman adviser.

Give each subject its catalogue name and number (e. g :, mvah. 5). Use a separatesheet for each subject. Note the time and reason for any withdrawals from the class.If a student's dean or adviser has authorized thedeferring of a grade in a given subject,note the fact and state the reason.
If a student fails in the examination, but has a combined term and examinationgrade of 00 or more, indicate this fact by giving him a grade of "D."
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?OM 110

The Pennsylvania State College.
IMPORTANT.

To M

You are hereby notified that at the end of weeks 'you are reported as
being below the required standing in

, 191 .

FORM Bk.

Massachusetts Institute of Technology.

ROLL REPORT.*

Subject: Year

Tho following students whose names
are not on the Registrars list ATTEND

c

Dean. Adviser.

Sedion:
BOSTON, 191....

The following students whose names are
on the Registrar's list do NOT attend

Signature
Thls should be used for reporting ir4acruratim, not trrrpularity In attendance. It should be returnedwhether rolls are correct or not.

FORM BI.

The University of Wooster,' Wooster, Ohio.,

REPORT OF ABSENCE OR DELINQUENCY.

TIIE REGISTRAR_
The University of Wooster.

(Use a separate cant for each name.)

Subject ('Curse
(1) M was this day absent, making a total

of absences.

(2) I teas this day tardy or egres4ed,
making a total of times not excused.

(3) 1 is neglecting h work

falling below previows standing
and is in danger of failing in this course.

certain to fail
(4) 1 have conferred with the student. A conterente with the dean is suggested.

Date Instructor.

'Now celled "The College of Wooster."
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FORM Bk.

The University of Wooster.

Regletrar's Offlee.

63

Notice is hereby given that has been given
fission to drop

been excused from
withdraum from the university
been dismissed from the university

I'lease note accordingly on class rolls and return the class card to this office at the dose of
the semester.

Date

Supt.

FORM Br.

State University of Kentucky, Lexington.

Registrar.

The following is a statement of the grades fof first term's wor)kof the graduates of
your school who entered this institution the fall of 191

This information Is for the use or the superintendent only
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Grade' means excellent; A, good; C, fair; D, unsatisfactory; E, failure; Inc., incomplete. Cis theirest grade given for satisfactory work.

Registrar.
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FORM REL.

State University of &atm liy.

CLASS MST.

Please return promptly to the registrar and without folding.

Instructor No. weeks

Subject taught Catalogu No

Hour of recitation
Days on which class recites.

Place names alphabetically.
Family name. Given name. College. Family name. Given name. College.

1 9

2 10

3 11

4 12

5 13

14

7 15

8 16

FORM Bo.

State University of Kentucky.

Department of Instructor
Record of class Catalogue No

.,...term of session19..-19.. No. recitations per wk.. No. wks. in term
Credits units Text used Hour of recitation

Supplemental report should be made when "conditions. k"
11:Irldbrent removed

the clone ttinbuyn therteraftrirs.The cause of each student's failure or poor work should

(Place name; alphabetically.)

Given name. Term
ay.

Family name.

2

3

Exam. Report. Remarks.
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FORM Bo.

Allegheny College
Report of Class Standing of

for the term ending

66

Studies. Grads.

Daily standing is marked on the scale of 50.
Examinations are marked on the scale of 50.
Th( Amerage of the daily standing and the examination is the term mark, or finalgrade.
The passing mark is 30.
All reports of students' work are made on the following scale:
A, indicating a grade of from 45 to 50; B, A0 to 44; C, 35 to 39; D, 30 to 34; E, 27 to29a "condition"; F, below 27, a failure.

Registrar.

FORM Bp.

Allegheny College.

Regbtraes °Moe.
M

I regret to inform you that you have failed to secure a passing grade in

Subject. Grade.

Plesso consult with the instructor con g the matter.

Rerietrer.All reports of students' work are made on the following scale:
A, indicating grade of from 450.50; B,40to44; C,35 to 39; D,30to34; E,27 t929a "condition"; F, below 27, a failure.
A. student marked as "failed" in a subject is entitled to a second examination, if

he so desire, at a tinge to be arranged b" theinstructor. In case of a second failure, or
of neglect to apply for a second examination within two weeks of the opening of the
next term, the study must be taken ovbr in class.

A student marked as conditioned" in a subject may have a second examination
as explained above, or he may, at the discretioh of the instructor, continue the [abject,and if he secures an average mark for the two terms of 30 or more, the condition of thefirst term will be removed.

A student who hae been conditioned in a subject must remove such condition before
the subject is given Apia, or repeat the work an class with no credit for his previouswork in the subject.
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FORM Bq.

Massachusetts Agricultural College.

Use this Wank for second seawater only.

Dote, June. 1Ci .
lb the Registrar:
Mr. Clan
Receives a mark of

Course in f ot
l
og

of Course}
NO. OF CREDITS OF COURSE

Sig. Instructor"
wh Bark withheld.
* Conditioned.

FORM Br.

University of Kansas.

Oflice of Registrar.

Please report at Registrar's office to-day or to-morrow during the regular office
hours, 9-12 or 2-5.

Purpose
Bring this notice with you.

19.
Registrar.

(FORM Be.)

DePauw University.

Application Blank for _Graduation.

GREENCAST+E, IND., . 191

, desire to become a candidate for
the degree of at the commencement of June. 191..

I have hours to my credit and am now taking hours.
My majoi is

My required language is
My required science is

(Signed)

Age
Intended occupation

NOM address



APPENDICES.

(FORM 814

DePauw University.
APPLICATION FOR PERMISSION TO CARRY EXTRA Beans.

, 191..Name
First name. Middle name. Last nameGreencastle address

Number. Street.How many semesters have you already spent at DePauw?
For what courses have you just registered?

Department. Courw, Hours,

What extra work do you desire?
Department. Course. Mars.What work will you have in addition to the above courses? (Specify work in music,or art, participation in college activities, work done for self-support, etc.)

5
WhafIcre-yoar reasons for desiring extra work?




