
DEGREE COMPLETION PLAN GUIDELINES 
 
 

Step 1: Check Suggested Degree Completion Plan for your major 
Go to your department’s website or the university’s 2014-2015 online 
catalog.  Print a copy of the Suggested Degree Completion Plan (labeled 
“Four Year Plan of Study” on the TU catalog website) for your 
major/concentration/track.  [On the TU catalog website, plans are listed 
under each major/track/concentration.] 

 

Step 2: Open Your Academic Requirements 
Go to Towson Online Services, click on Self Service, and then Student 
Center.  On the left hand side, next to your schedule, select Academic 
Requirements from the drop-down menu. 

 

Step 3: Cross Off Completed University Core Courses 
Using your Academic Requirements, cross off the University Core 
courses you have already completed from the Suggested Degree 
Completion Plan you printed in Step #1. 

 

Step 4: Cross Off Completed Major Courses 
Using your Academic Requirements, cross off the major courses you 
have already completed from the Suggested Degree Completion Plan 
you printed in Step #1.  

 

Step 5: Check Your Prerequisites 
Using your major/track/concentration prerequisite list, check to see if you 
have completed the prerequisites for required courses you still need to 
take for your major; if you have completed them, cross them off the 
Suggested Degree Completion Plan you printed in Step #1. If not, write 
down the prerequisites for the courses you still need to complete.  

 

 



 

Step 6: Create an Individualized Degree Completion Plan 
Using the Individualized Degree Completion Plan spreadsheet, create a 
plan with the courses you still need to complete in order to graduate. 
Keep in mind your prerequisites, the courses you have completed, and 
the Suggested Degree Completion Plan for your major.  In short, you still 
need to take anything you did not cross off in Steps #3-5. 

• Click on the spreadsheet to open it in Microsoft Excel or save it to your computer. 
• After the spreadsheet is open in Excel, input the total units earned up to today. 
• Input the number of enrolled units you are now in (current semester).  

Subtract your current semester units from the “units taken” number under 
the “120 Credits and a 2.0 GPA are Required to Graduate” section of your 
Academic Requirements. This difference is the number of enrolled units. 

• Fill in the remaining schedule by term (use drop down menu for each term). 
• You must have a minimum of 120 credits showing in the “Total Career Units” box.  
• You must satisfy all University Core and major courses.  
• When you’re done, save your file and attach the file in an email to your adviser. 
	  

Step 7: Meet With Your Advisor 

      Schedule a meeting with your advisor.  Bring a copy of your Individualized    
      Degree Completion Plan to the meeting.  You and your advisor will review the  
      plan, and when finished and approved, you will both sign the approved plan.  
      You will keep a copy of the signed, approved plan; and your advisor will keep   
      a copy of the signed, approved plan.   Your advisor will then remove your  
      registration hold. 


