Procedure for Completing CC Form 104-R
CC 104-R guidelines - READ FIRST
Ideas to help prepare your CC 104-R
The 104-R can be time consuming.  The best way to begin is to go to the online catalog click on the year that you will start attending Hood College and print out a degree audit for the GENERAL EDUCATION REQUIREMENTS (approx. page 38-43).  For your major you will need to find out what you MUST take, find your degree in the catalog and use the course requirements to fill in your 104-R.   This is a document that can always change, but it needs to be filled in for all the years of your attendace at Hood College.  If you change a class a new 104-R needs to be approved by your Military Science instructor during your semester counseling or by appointment.

If you are a current student you need to only include the semesters you participated in ROTC.  Nothing before that.
Do NOT include any minors in the 104-R.  Minors need to be approved and you must agree that taking the classes for the minor will not affect your GPA nor your graduation date.  After the contracting 104-R is completed and approved, then discuss with your Military Science instructor about taking a minor. 

After each semester you will add the number of credits received in block #5c.   

1.
You can obtain the appropriate by clicking on the following hyperlink: http://www.msmary.edu/inside/online-catalogs/undergraduate-catalog/academic-departments/military-science/contracting_cadets.html  Download the form that is titled “CC Form 104”
2.
After downloading the form, fill in lines #1, #2, #3 of page 1. SAVE YOUR DOCUMENT!!
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3. 
Use the couse catalog to fill in this document, make sure it is validated by a Military Scince Advisor  before consulting with your academic advisor.  Then fill out block #7.  Please note for each box you will need to fill out the term, year, course number, course title, credit hours.  Place one school year per row.  Include your military science classes.  

Please fill from left to right, starting with fall term and ending with summer term.  If you don’t follow this format you will be asked to do it again.  
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4. 
If you are getting a Bachelors of Arts or a Masters degree fill in line #9, to reflect your plan.  Also be sure you fill in your expected graduation date.
5. 
Page 3 of the form should be automatically filled out for you as fill in the other two pages.  Please double check to verify that the information on page 3 is correct.

6.  
Once you get to this point, you’ll want to save your work.  The file is a read-only file so you will have to rename it in order to save it as: your last name, your first name_104-r year.  For example, SMITH, JOE_104-R 2009.  Send an e-mail attachment of the file to your Military Science Instructor for validation:  

7. 
**After military science personnel have approved your 104-R, print out copy, sign and date lines 10 & 11.  Also sign and date the appropriate line on the third page.  Your academic advisor needs to sign lines 12 & 13.  Bring this signed hard copy to your Military Science Instructor.  

*If you are having trouble turning the pages, just look at the bottom of the form and you will see three tabs.  These are used to turn the pages.   
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**If you are having trouble printing all three pages, make sure you have “Entire Workbook” selected as seen [image: image5.png]
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