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Concurrent Enrollment/Guest Student Procedure
*Please be aware that this process can take up to 7 business days.


GRADUATE STUDENTS— This is the procedure ONLY if you are taking undergraduate classes – not graduate classes - at another U.S. school.  If you are interested in taking graduate classes at another U.S. school, you need to contact the Graduate School for approval instructions.  After approval from the Graduate School, you need to submit your schedule and grades to the OIS for the class taken outside EMU (follow steps 7 and 8).
UNDERGRADUATE STUDENTS:
Step 1:  Verify with your academic advisor that the class(es) you wish to take at another school will actually count towards your EMU degree.  If you are receiving an EMU scholarship or other type of Financial Aid, it is your responsibility to determine if your eligibility will be affected.  Check first!

Step 2:  Enroll for at least 50% of minimum required hours at EMU (4 for grad, 6 for undergrad).
Step 3:  Come to OIS – tell the front desk you would like a Concurrent Enrollment Letter.  They will prepare the letter for an OIS Advisor to sign.  There is NO need for an appointment, but allow at least 24 hours processing time.
Step 4:  Print the MICHIGAN UNIFORM UNDERGRADUATE GUEST APPLICATION form found at http://www.emich.edu/admissions/forms_library/applications/undergradguest.pdf and fill out part 1.
Step 5:  Submit the Application to Service EMU (2nd floor, Student Center) or to Records & Registration (303 Pierce Hall). They will complete part 2. They will then mail the application to the other school. This can take 2-3 days.
Step 6:  Admissions Decision & Registration: The other school will receive your application and make an admissions decision. Once you are admitted you will be notified and can then register for classes at the other school.  Be sure to determine if the guest school will automatically enroll you in their health insurance – if so, you may need to complete a waiver. 
Step 7:  Print your class schedule from the guest school & bring to OIS for your file
Step 8:  Print a copy of your final grades & bring to OIS when the semester if over. This is proof that you actually completed the class and thus were enrolled full-time, maintaining your immigration status.. 
Please Note – if you do not provide a copy of your grades to OIS, approval for another concurrent enrollment in future semesters will NOT be given.
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