CC FORM 104-R – YOUR PLAN TO GRADUATE ON TIME

Purpose: USACC requires each Army Senior ROTC program student to complete and update the CC Form 104-R, Planned Academic Program Worksheet. Using this form helps assure you are scheduled to meet graduation and program completion requirements on time. Take the time NOW to plan your college courses—DO NOT wait until your junior or senior year to discover you failed to take a required course. Prior planning with your academic advisor NOW, is time well spent.
GENERAL INSTRUCTIONS: Follow these step by step instructions to complete your CC Form 104-R. Your CC Form 104-R is kept as a permanent record; it will not be destroyed even if a new CC Form 104-R is completed. An appropriate institutional official must REVIEW, VERIFY, and SIGN section 12 of this plan in ink. Return the completed CC Form 104-R to your Military Science Instructor. NOTE: It is extremely important that you read all of the following instructions at least once before you start filling out the CC Form 104-R.
THIS FORM MUST BE FILLED OUT ELECTRONICALLY!! 
The current form is dated Sep 13.  Do not “Google” it.  Please see your military science instructor or the HRA for the most current version.

STEP BY STEP INSTRUCTIONS: 
1. NAME: Last, First, middle initial

2. ACADEMIC MAJOR: Enter major field of study. If you change your major, you MUST complete a new CC Form 104-R.
NOTE: if you are on scholarship you must obtain approval by the Professor of Military Science PRIOR to changing your academic major. A change of major that also changes your Academic Discipline Mix (ADM) requires Brigade Commander approval.

2a. CIP Code will be completed at the Detachment

3. AS OF DATE (DAY, MONTH, YEAR): This is the date you complete the form.

4. ACADEMIC SCHOOL: this is the campus where you attend your academic classes          (i.e. Ball State, IPFW, IWU)


a. Identification (check the appropriate block)

     if you attend Ball State check host



     if you attend IPFW check extension center




     if you attend IWU check extension center


b. Ball State

c. 001786
5. CREDIT HOURS


a. Total required for your degree



(1) ROTC Hours that do not count 



(2) Total Hours Rqd for NAPS - This block will auto-populate

b. Credits toward degree Comp to date (use a current transcript/degree plan)

c. Transfer Credits accepted

d. Remaining for Degree – auto-populated

e. Number of authorized S/Qs: – auto-populated
6. GRADE POINT AVERAGE (GPA): Identify by term your current and cumulative GPA

7. TERM, YEAR, COURSE NUMBER, COURSE TITLE, COURSE CREDIT HOURS, CREDIT THAT COUNT TOWARDS ACADEMIC DEGREE, AND ACHIEVED GRADES: List all courses you plan to take each term by course number, course title, and credit hours. List all terms required to complete degree and commissioning requirements from left to right (a.b.c.d. etc.) Fill in the heading to indicate the term and year. After completing the headings, list each course by number, title, and number of hours.

A. No.:  Enter the course number as listed in the school catalog (ENG-W131, HPER-E130, MILS-G101, etc.).

B. Course Title: The name of the course (Elementary Composition, Leadership Under Fire, etc).

C. Hrs.: Enter # of hours specified in the college catalogue.


D. Cts.: # of credits received for this course (in almost every case, this will be the same as “hours”).

E. Grd: Grade received for the course (if complete)
Since single course offerings may not be known when you prepare the CC Form 104-R, you may list “electives” and the number of hours you anticipate. You may add the actual course title later when your plan becomes a reality. You must list all military science courses and the term they will be taken. 
Keep in mind as you fill out this form that you must be a full time student (12 credit hours or more each semester) while on contract. This may be waived without penalty during your final semester prior to graduation if all other requirements have been met. 
If you are taking an online course please make sure it is identified as such on the 104-R.  Only 25% of your course load can be taken online. 

8. STUDENT INITIALS & DATE: This will be done at the time of counseling with your instructor

9. REVIEW: Check the appropriate box. Indicate the degree being obtained and YYMM it will be completed.

10. SIGNATURE OF STUDENT: Sign

11. DATE: Date it when you sign it

12. SIGNATURE OF REGISTRAR AND EXAMINER OF CREDENTIALS (OR OTHER INSTITUTION CERTIFYING OFFICIAL): Must be signed by your academic advisor.  Also provide the phone number and email address for the individual signing the form.
13. DATE: This is the date the university official signs the form.

PAGE 3 – STATEMENT OF UNDERSTANDING


a. First blank - full name (Last, First, MI) 

b. Second blank – name of the academic school of attendance (must match Block 4)

c. Third blank – name of the degree you are pursuing (must match Block 2)
Date for the day you sign it.

Sign the form

PMS will review and sign at a later date 
** NOTE: This is an extremely important form. In addition to being a mandatory document, this form tells the Detachment, and ultimately the Army, that you have a plan to graduate and will only deviate if absolutely necessary. If you have any questions please come see Mr. Smithson for guidance.

Contact info:  765-285-8347  alsmithson@bsu.edu


   
             anthony.l.smithson.civ@mail.mil
