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PROCEDURES: 
 
1. Course substitutions must be initiated as part of the advising process.  Course 

substitutions must be approved by the student’s declared academic program’s 
Department Head or designee, in consultation with the Department Head or 
designee in which the course is housed, when applicable.  A technical course may 
be substituted for another technical course; a basic education requirement may be 
substituted for another basic education course.  All general education 
requirements must still be met.  (A basic education course is any entry-level, non-
tech class.) 

 
2. A request for approval of the substitution is initiated with the academic advisor or 

the department head of the student’s declared program of study.  The approval of 
the Chief Academic Officer is required, and it is then routed to the Records Office 
for the academic degree audit process. 

 
3. A course substitution should not be considered approved until the substitution is 

officially posted in the student’s academic record. 
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