Plan of Study (Forms 6 and Form 9)
NOTE: This file is informational only.  Students MUST fill out their plan of study in consultation with their Academic Advisor 

The FAU Graduate College now requires that all graduate students complete a “Plan of Study” for their program. All MPA students must complete this form.   You are supposed to file the form once you complete 21 hours.  (For those of you who have earned 21 credit hours or more, you must submit the Form 6 – Plan of Study to us now.  For those of you who have earned less than 21 credit hours, please submit Form 6 after you have completed the 21 credit hours).  Please follow the instructions below for completing Form 6 - Plan of Study. You can’t file Form 6 and graduate in the same semester, so please complete it now.

At the beginning of the semester you graduate, you must make sure that the Form 6 you originally filed lists the exact classes that you ended up taking as part of your MPA program.  If you ended up taking different courses than what you included on your Form 6 Plan of Study, you must fill out Form 9 Revision to Existing Plan of Study.   Form 9 is also attached, so save it to your computer now.

Form 6

1) You must have Adobe Reader 8.0 or higher to work with the form, so if you don’t have it yet, download it now. http://www.adobe.com/products/acrobat/readstep2.html?promoid=BUIFZ
2) Go to the MPA Online Community and click on “Information” – click on “Course Information,” and read through the lists of core and elective courses. 
3) Get your “student MPA program sheet” or your transcript so you know the course numbers, names of courses, and your grades (if you have already taken classes).

4) If you haven’t taken all of your elective courses yet, decide on which courses you will include on form 6.  Please keep in mind that there is no guarantee that the elective courses you select will actually be offered while you are in the MPA program.  

5) Go to the Graduate College website and download form 6. http://www.fau.edu/graduate/forms/index.php
6) Save the file to your computer – with your name in the file name as follows:  YOURNAMEFORM6
7) Type in your name, type in your Z number, the date, and the anticipated graduate date.

8) You don’t need to type anything into the first table (Courses to remove deficiencies).  

9) If you transferred any credits from another university that you are using toward your MPA degree, complete the 2nd table (Transfer of Credits from Other Institutions). Make sure that you talk to Dr. Santo about transferring courses before you complete the form.

10) On the 3rd table (Graduate Courses Taken at FAU), list all of the courses you have taken thus far.  The subject should be “PAD.”  All courses should be “3” credits.  Be sure to include your grade for each course you have already taken.

11)  On the 4th table (Graduate Courses Currently Taking or to be Taken), list the courses that you still need to take. The subject should be “PAD.” All courses should be “3” credits.  Do not fill in the grade.

12)  The “total credit hours in the plan of study” is already listed as 42 – please make sure your credit hours add up to the 42 hours.

13) Leave the “Certified by” and  “date” blank.

14)  Save form 6 again - with your name in the file name as follows:  YOURNAMEFORM6
15)  Send the file to Dr. Sofia Santo (ssanto@fau.edu)  When you send the email, please put “MPA – POS” in the subject line of the email.

16)  We will send your file to the appropriate folks for signatures.  

Form 9

1) By the beginning of the semester you graduate, you must ensure that your plan of study will match your transcript.  Examine the original form 6 that you filed and compare it to your transcript - you can get it online.  If you need to revise the plan of study, use form 9 to do so. http://www.fau.edu/graduate/forms/FORM_9_Revision_to_Existing_Plan_of_Study.pdf
2) Complete the form and save it with your name in the file name as follows:  YOURNAMEFORM9

3) Send the file to Sofia Santo (ssanto@fau.edu)
