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Graduation Basics and Reminders

1. Graduation Application:

The filing of a graduation application closes your academic file and initiates an order for your diploma.  It has nothing to do with your attendance at the commencement ceremony.  If you have not already done so, be sure to obtain a graduation application from the Records Office Room 142 in the Student Services Center. After you have filled out the application, make your check for $25.00 payable to CSU and turn in your check and completed application to the Student Records Office (SRO).  The Records Office will process your application and forward it to the University Registrar’s Office.  Once you have applied for graduation, if you will not be completing your requirements for the original term you selected, you must change your graduation date with the University Registrar’s Office.  The graduation application is the most important part of the graduation process.  This is how the Records Office determines that you are a candidate for graduation.  If you do not submit a graduation application, we will not know that you are ready to graduate and you will not be certified for a bar exam.

Deadlines:  December Grads – July 1st
                  May Grads          - November 1st
                  July Grads          - January 15th
2. Graduation Worksheet:

After your graduation application is submitted to the SRO, the SRO will pull your file, print out an unofficial transcript and complete a graduation worksheet checking off every core class that you have completed and listing your electives.  We then fill out an information form that will be sent to you. This form details how many credit hours you have completed, the credit hours you need to graduate, what requirements, if any, you need to complete your program, and whether or not you are on the right track for your residency requirement.  We then mail this form to you at the address that is on your graduation application.

Please note:  Upper Level Writing requirements are somewhat difficult to determine from a transcript.  If there is a class that is listed on the course schedule with a special notes number beside it and you take this class, usually we see this and will note your graduation worksheet accordingly.  Other classes, where professors give you the option of receiving upper level writing credit and check it off on their grade submissions are harder for us to catch, so when we are in doubt, we check on your form that you need to fulfill that requirement so that you will contact us.  This is one way we verify that you have completed your Upper Level Writing Requirement.

3. Bar Exams:

If you are planning to take the February or July Bar exams, there may be forms that the SRO needs to complete prior to you graduating.  Usually these forms have due dates, so please pay attention to the deadline dates and submit your forms early for completion.  The deadline for the Application to take the bar exam for February is November 1st and the deadline to take the July exam is April 1st.  Once again, please pay attention to your C-M email as we do send out reminders and additional information regarding bar exams.

3a.  Other State Bar Exams:

Please check the “Bar Board” outside of Room 142 in the Student Services or refer to www.barbri.com for information, requirements, and filing deadlines for other state bar exams.
4. Substance Abuse Seminar:

If you are planning to take the Ohio Bar Exam, you are required to receive one hour of Substance Abuse Education. Cleveland-Marshall holds a seminar each semester where a speaker comes and talks about the effects of drug and alcohol abuse and the law profession. Pre-registration is required for the seminar. Notification goes out via email when it’s time to register and also look for postings on the information board outside the Records Office and throughout the law school.  You will also receive a confirmation email a few days before the seminar letting you know the time, place, etc. 

5. Employment Report for the Office of Career Planning (OCP):

Please complete the short (7 question) report on the status of your employment upon graduation.  It is your responsibility to contact OCP so that you can complete the report.  This report is important in that it provides OCP with information about your future plans and it gives them contact information that they will need to help you locate employment.  The statistics generated from the report are those used to create the U.S. News & World Report and the Princeton Review rankings of law schools so do not be shy about reporting that you are seeking employment and should your employment or contact information change, please let the Office of Career Planning know.  If you have further questions regarding the report, please see OCP. 

6.  Cap and Gowns:

You will receive information via email and also in a letter sent to your home address regarding the ordering of your academic regalia for commencement.  You will be able to order your caps and gowns from the CSU Bookstore or in Mid-March when the bookstore will have a table in the law school to take your orders.  You must have a cap and gown to participate in the commencement exercises.  Please read your email, so you don’t miss the notification of dates.  

7. Commencement Procedures:

You will receive a letter via regular mail to your home address in late February or early March from Sandra Natran, LB 125, with commencement details as soon as order dates are confirmed with the Bookstore.  This letter will give you information regarding the ordering of your regalia, diploma frames, rings, and tickets for the ceremony.  If you have verified a correct mailing address with the Records Office but do not receive a letter, please contact Sandra Natran, 216-687-2354 or stop by her office, LB 125, to pick up a copy.

8.  Commencement Viewing:

Commencement viewing will take place the first few weeks of March.  This is the time for you to come into the Records Office and view the information that will be placed in the commencement program and make changes if necessary.  Please take time out of your schedule to check your information, since this is exactly how it will appear in the program.  If you do not check your info., you run the risk of something being omitted, etc.  
9. Diplomas:


Following a final audit of your academic record and verification of the 
successful completion of all degree requirements by the Records Office, the 
University Registrar will mail a diploma to the address listed in CampusNet (approximately six weeks after the end of the term). You are strongly encouraged to verify the accuracy of your name AND current mailing address in CampusNet. Please make any necessary address changes online from the University Registrar’s website at:

http://www.csuohio.edu/registrar/. Your name will appear on your diploma exactly as it is in the student database and not as provided on your graduation application.
10. Financial Aid – All Graduating Borrowers:

Federal regulations require you to attend a loan exit interview prior to graduation. This interview will last approximately 45 minutes and will cover loan debt and repayment options, including consolidation. This open format will provide answers (or referrals) to all your questions. Financial Aid will notify with details via email.  Please note:  if you have not submitted an application for graduation, you will not be on financial aid’s list for exit interviews so remember to turn in your graduation application if you haven’t already done so. 

FINAL NOTE:  Please be sure to read your Cleveland-Marshall email. Spring semester is full of pertinent information regarding graduation, bar exams, etc., and this is how the Student Records Office relays information to you.

