
40 

GENERAL 
INFORMATION 



41 

GENERAL  INFORMATION  
A/PASS/F SYSTEM 
You may enroll in certain courses on a non-graded basis.  The purpose of the non-graded 
option is to allow you to explore courses outside of your major field without risk to your 
grade point average. 

The University requires that at least 5/6 of the credit hours taken at Kansas State and 
presented toward a bachelor's degree must be graded hours.  Therefore, you may submit non-
graded hours for graduation up to and not exceeding 1/6 of the total number of hours 
required for a bachelor's degree OR 1/6 of the credit hours taken in residence at Kansas 
State. 

Courses in CBA curriculum eligible for A/Pass/F option for undergraduate business students 
are: 

1. Upper division courses (300 and above) that satisfy restricted electives in 
Humanities, Natural Sciences, Quantitative, and Social Science 

2. Unrestricted Electives 
You may not use A/Pass/F for the following situations: 

1. First semester freshman 
2. Students on academic warning 
3. Free electives if courses are satisfying dual curricula requirements 
4. Electives in communications, economics, or major field 
5. Courses specified by number or name in degree requirements 
6. Lower level (below 300) restricted elective requirements 

Note:  Once a course grade is recorded as a "P", the grade cannot be changed to a letter 
grade at a later time, except by Retake. 

ACADEMIC ASSISTANCE CENTER 
The Academic Assistance Center, located in Holton Hall 101, provides academic 
counseling and academic support services through a variety of programs and services. 
A Learning Skills Seminar provides study skills instruction and assistance with social 
sciences and mathematics courses.  A computer-assisted math lab is also available.  
The Course Supplement Program offers students help in introductory level courses, 
assisting with course content, providing exam reviews and helping with note taking, 
test-taking strategies, and textbook mastery.  The Study Skills Laboratory instructs 
students in basic academic and study skills, including time management and stress 
management.  Other services provided by the Academic Assistance Center include 
placement/assessment testing in mathematics , reading, and study skills; credit-by-
examination; and entrance and professional examinations.  For more current/specific 
information see web page:  www.ksu.edu/aac/. 
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ACADEMIC FRESH START 
I. Conditions for a readmitted student to be eligible to apply for Academic Fresh Start are:  
 A. Student was not enrolled in a KSU course for three (3) calendar years prior to  

readmission. 
B. For the course work completed following readmission the student has earned a  

  cumulative GPA of 2.5 or higher at the end of the academic session in which the  
twelfth credit was earned 

II. The calculation and reporting of Academic Fresh Start cumulative GPA and its uses in  
academic evaluation are: 
A. The beginning point for the Academic Fresh Start cumulative GPA shall be at the end 

  of the first, second, third, or fourth regular academic semester following the student's  
initial KSU date of entry.  The choice of starting point is designated by the student  
at the time of applying for Academic Fresh Start. 

B. Academic Fresh Start deletes nothing from the student's academic record.  Grades  
earned before the Academic Fresh Start will remain on the transcript along with the 
cumulative GPA for all hours taken.  In addition, the transcript will clearly indicate  
the starting point of the Academic Fresh Start as well as the Academic Fresh Start  
cumulative GPA. 

C. University-wide academic policies based on a cumulative GPA will use the  
Academic Fresh Start cumulative GPA.  In order for students in the Academic Fresh  
Start program to be eligible for university academic honors, they must complete a  
minimum of 60 hours in residence, with at least 50 hours in graded courses after  
returning to KSU.  Other academic policies will not be affected. 

BUSINESS MINOR PROGRAM 
Upon graduation, most students will be involved in organizations, profit or nonprofit, that 
will use business concepts and principles to improve their services or products.  To complete 
the business minor program, you will need to graduate from another Kansas State University 
College, have at least a 2.5 cumulative GPA and complete the business courses listed below: 

Title Credit Hours 
 ACCTG 231 Acctg. for Bus. Operations Pr.: MATH 100, Sophomore standing 3 
 ACCTG 241 Acctg. for Invest. & Finan. Pr.: ACCTG 231 3 

 
 

 MANGT 420 Management Concepts Pr.: Junior standing 3 
 MKTG 400 Marketing Pr.: ECON 110, ECON 120, 60 hrs 3 
 FINAN 450 Principles of Finance Pr.: ECON 120, STAT 350,                  

       ACCTG 231 
3 

Students are responsible for meeting the prerequisites for the business courses in the minor 
program. 

Students must achieve a grade of C or better in each of the five courses that comprise the 
minor. 

At least three of the five business courses required for the business minor must be taken 
at Kansas State University. 
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CAREER AND EMPLOYMENT SERVICES 

The Career and Employment Services in Holtz Hall assists undergraduates, graduating 
seniors, graduate students, and alumni with career planning and employment searches for  
internships, co-ops, and full-time positions.  Website:  http://www.ksu.edu/ces/. 

Through the services offered by the Center, prospective graduates may take advantage of 
interview contacts with representatives of business and industry throughout the United 
States.  Registration with CES enables you to: 
1. Create/update your resume on the World Wide Web, selecting your format and style;  
2. Gain 24 hour internet access to Jobline listings of career, intern, summer, and co-op jobs; 
3. Be referred to employers requesting resumes through SEARCH candidate referral;  
4. Participate in on-campus interviews for career, intern, summer, and co-op jobs. 

Students should register with CES online at www.ksu.edu/ces to initiate the process. 
There is a $20 annual registration fee. Contact Holtz Hall at 532-6506 with any questions.  

The Academic and Career Information Center located at Holton Hall 14 provides many 
resources to assist students who are indecisive about their major or would just like 
information on a career.  Website:  http://www.ksu.edu/acic/. Resources include: 

1. DISCOVER - A computerized, self-directed, career assistance program which 
can help you learn more about yourself and find occupations that might be right 
for you.  DISCOVER includes inventories to measure your interests, abilities, 
experiences, and values. 

2. Career Information Library containing comprehensive reference materials to 
assist with career exploration issues. 

3. Curriculum guides 
4. Career opportunities of specific majors 
5. Placement profiles of recent graduates 
6. Graduate school directories - GRE Graduate School Selector is a computer-based 

program that provides detailed information about graduate institutions and 
graduate programs of study. 

7. Personal Staff Assistance 

University Counseling Services, Lafene 2nd floor, can assist you in the process of 
assessment and choice-making through personal and career counseling and credit courses. 
Website:  http://www.ksu.edu/ucs/.  Services offered are: 

1. Individual Career Counseling.  An opportunity for students to explore life and 
career decisions in a one-to-one, confidential setting. 

2. Career Related Assessment.  Strong Interest Inventory, Campbell Interest and 
Skills Inventory and Myers-Briggs Type Inventory 

3. Career Life Planning Seminar.  A two credit hour course taught by UCS staff. 
4. Major Decisions.  A one credit hour independent study course focusing on the 

elements and processes of career decision making as it relates to curriculum 
choice. 
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CLASS ATTENDANCE 
The instructor of each course determines class attendance policies.  It is your responsibility 
to learn the policies of each of your professors.  Absence from all classes does not constitute 
dropping a course and may result in a grade of "F" being recorded.  If you will miss more 
than three consecutive days of classes in any semester due to illness or extenuating 
circumstances, notify Student Services, Calvin 107, 532-6180. 

COMMENCEMENT 
Candidates for graduation are urged to attend commencement.  Prospective summer 
graduates may participate in the spring ceremonies by contacting Student Services, 107 
Calvin, in advance.  Candidates for fall graduation will have commencement exercises 
during the last week of the fall semester. 

An application for graduation clearance must be completed and returned to Student 
Services by the end of the fourth week of the semester in which you will graduate.  See 
the current Schedule of Classes for exact dates. 

COOPERATIVE EDUCATION 
Students in the College of Business have the opportunity to participate in a program called 
Cooperative Education (Co-op).  It is a program that provides you with the opportunity to 
integrate your academic experience with planned employment experiences in your major 
field of study.  Co-op allows you to secure compensated, career-related work experiences 
under the supervision of both a sponsoring employer and the appropriate academic 
department, with the potential of receiving academic credit.  The Co-op office is located in 
Career and Employment Services, 101 Holtz Hall, 532-6956.  See also Internships on page 
46. 

CREDIT BY EXAMINATION 
Credit by examination may be placed on a student's transcript for Advanced Placement (AP 
credits), regularly scheduled departmental exams (SPCH 106 Public Speaking I, some levels 
of Modern Languages, special exams arranged through the University Testing Center 
(CLEP, DANTES, PEP), and special departmental examinations (primarily Modern 
Languages).  For additional information about credit by examination, contact the Academic 
Assistance Center, 101 Holton Hall, 532-6492, or the Office of Admissions, 119 Anderson 
Hall, 532-6250. 

CREDIT HOURS 
University credit is measured in semester hours.  A semester credit hour represents one 
hour of instruction each week for a semester, except in laboratory courses, where the 
credit may be less than one hour for one hour of instruction.  KSU courses carry credit 
ranging from one to six semester hours.  The CBA requires 126 completed credit hours 
for graduation.  (cont.) 
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To be considered a FULL-TIME STUDENT, you must take a minimum of 12 credit 
hours per semester.  No one may take more than 18 hours without prior consent from 
their Academic Advisor,  Student Services, Calvin 107.  There are also restrictions on the 
number of credit hours you may take during the summer sessions.  Contact your advisor 
for specific information. 

Ordinarily a student takes 15 to 18 credit hours each semester.  By taking this number every 
semester, a student can complete his or her business degree in eight semesters (four years). 

CREDIT/NO CREDIT SYSTEM 
Enrollment in a course on a credit/no credit basis is limited to courses offered on a credit/no 
credit basis only.  Courses offered solely on a credit/no credit basis will not count as part of 
the 1/6 hours for the A/Pass/F system. 

Business majors may  pick up an A/Pass/F form in Student Services during the third and 
fourth weeks of the semester.  Refer to the current Schedule of Classes for A/Pass/F and 
Credit/No Credit status of classes.  After the sign-up period, no change may be made in the 
option chosen. 

DUAL DEGREES AND DUAL MAJORS 
Dual degrees are obtained by completing the degree requirements for two K-State colleges. 
This usually requires at least two extra semesters of study.  Consult with advisors in both 
colleges for exact requirements. 

Dual majors are obtained by completing the degree requirements for two majors within the 
same college.  A student takes only the courses that are different and will usually not need 
unrestricted electives.  Consult with a Academic advisor for exact requirements. 

E-MAIL 
Advisors, professors, and other university officials will use your K-State Email Account to 
send important information about enrollment, billing and university deadlines.  It is 
important that you activate this account and check it on a regular basis once you have 
enrolled at KSU.  For detailed information on how to activate your account, how to access 
your account and how to have your email forwarded you may go to the Info Tech Help Desk, 
313 Hale Library or to their website at: www.ksu.edu/activateid 

THE GRADUATE PROGRAMS 
The College of Business Administration provides graduate study leading to the degrees of 
Master of Business Administration (M.B.A.) and Master of Accountancy (MAcc).  Both 
graduate degree programs involve advanced study in behavioral management, quantitative 
techniques, and organizational decision-making processes.  Depth in a particular field is 
provided through the use of electives.  For further information about the graduate programs, 
contact the Director of Graduate Studies in Calvin 107, 532-7190. 
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GRADUATION CHECK 
Once you are in your degree track you will receive a copy of your official curriculum guide, 
which is a Graduation Requirement Check.  This graduation check will have marked on it 
the courses you still need to complete your degree.  This check safeguards against students 
lacking required courses for graduation. 

GRADUATION CLEARANCE 
Complete an Application for Graduation Clearance form during the first month of the 
semester you plan to graduate.  Students planning to complete degree requirements 
during the summer semester should complete the Application for Graduation Clearance 
form during the spring semester.  Prior to pre-enrolling for your last semester, double-
check with Student Services to confirm your hours remaining for graduation. 

INTERNSHIPS 
Internships are not required for College of Business majors but should be considered if 
related work experience or career direction is needed.  Information on available 
internships can be obtained from Career and Employment Services, The Small Business 
Development Center (SBDC), Calvin Hall internship bulletin boards located on the 
second floor, CBA departments and faculty, or direct personal contact with businesses.  
To receive credit for internships, consult Student Services in Calvin Hall 107, 532-6180. 
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KATS (K-State Access Technology System) 
KATS is an interactive system that gives you access to your academic information and 
allows you to manage some of your university business.  For example, you are able to 
enroll, change your schedule, update 4 addresses; and view your grades, semester 
schedule, holds, account status and other related information. 

This interactive system is available to you through the WWW (via a computer or kiosk) 
using the url of http://kats.ksu.edu/ or over the telephone by calling 1-785-395-1200.  
KATS can also be accessed via the WWW directly from the K-State home page.  Not all 
information is available and not all business can be conducted via the kiosk or the 
telephone.  (Kiosk machines are located in the K-State Union, Anderson Hall and Hale 
Library.) 

When using KATS you need to appropriately log-on and log-off of KATS as instructed.  
These procedures are necessary to secure the information being presented to you.  When 
using a public computer and/or the kiosk with printing capabilities, the printed 
information will not contain identifiable information, i.e. your name or student ID 
number. 

If you have questions about KATS, see http://kats.ksu.edu/ Frequently Asked Questions 
about KATS or call Enrollment Services 1-785-532-6321; for a PIN reset call the KATS 
Help Desk at 1-785-532-6282. 
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October/November and March/April are designated periods when you can pre-enroll for the 
next semester’s classes. 

ENROLLMENT PROCEDURES 
1. Each student will receive an e-mail sent to their KSU e-mail address concerning 

instructions/procedures for pre-enrollment.  READ e-mail carefully and determine 
appropriate option for advising.  Follow procedures carefully as described in the e-mail. 

2. Schedule/attend the appropriate advising session well in advance of individual 
enrollment date, or come by Calvin Hall Rm. 107 to sign a waiver of advising form.  
Once this process has been completed you will be cleared for enrollment. 

3. To make the most efficient use of you advising session please come prepared: 
  --Bring College of Business Student Handbook 
  --Consult Course Schedule, paper copy available in the Student Union Bookstore or 

on-line at: http://courses.ksu.edu/. 
  --Develop a tentative list of classes you wish to take 
  --Double-check to see that you have completed course prerequisites 
4. Select classes and build schedule 
5. Complete enrollment process through KATS, by telephone or by taking completed 

enrollment form to the enrollment center, Willard Hall 217. 

****   Students who enroll in multiple sections of the same class will be administratively 
dropped from all but one section.  Students who enroll in more than 18 hours per semester 
must have permission from their academic advisor. 

****   If you abuse the enrollment system we will simply select sections and drop you 
without giving you the opportunity to decide which classes you want. 

KATS WWW--Log on http://kats.ksu.edu/ on or after your assigned time. 

KATS Telephone--1-785-395-1200 on or after your assigned time. 
Walk-in Enrollment Services, 217 Willard Hall on or after you assigned time. 
 Office hours 8:15a.m. to 11:45a.m., 1:00p.m. to 4:45p.m. 

PRE-LAW 
The study of law attracts a number of CBA students and graduates.  Admission requirements 
vary among law schools, but they usually include a bachelor's degree and the LSAT (Law 
School Admissions Test).  The degree requirements for a bachelor's degree in business 
provides an excellent background for law school.  The blend of communications, social 
sciences, and business courses is exceptionally well-suited to a pre-law program.  Contact 
the pre-law advisor in 113 Eisenhower Hall, 532-6900. 
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REINSTATEMENT PROCEDURES 
Dismissed Students will be reinstated to Kansas State University through the College of 
Business Administration (CBA) only when approved for reinstatement by the Academic 
Standards Committee of the college.  Students must wait at least two semesters before they 
will be considered for reinstatement.  (Summer term is not counted as a semester of layout.)  
Applicants planning to petition for reinstatement to CBA must meet with a CBA academic 
advisor before applying for reinstatement.  The advisor’s assistance should be sought to:  
Explain the application process, plan class schedule, and estimate grades for the semester 
which reinstatement is granted to ensure improved academic performance and standing.  
Reinstatement paper work should be completed and returned to 107 Calvin Hall no later than 
one month prior to the Reinstatement Hearing.  Reinstatement hearings are held three times 
per year, May, July, and January.  For specific hearing dates and deadlines please call CBA 
Student Services at 532-6180. 

RETAKE POLICY 
You may elect to repeat a course at the University.  Only the repeated hours and the 
grade recorded will be figured into the grade point average, except as noted below.  On 
the transcript, parentheses will be drawn around the original grade and an "R" placed 
beside the retaken course.  Retakes apply only to KSU resident credit courses.  Retakes 
cannot be applied to courses transferred from another institution or courses taken by 
special examination.  Courses must be retaken at KSU to affect a student's record.  
Courses originally taken at K-State must be retaken at K-State to be computed as a retake 
in your KSU GPA.  If a course was originally taken for a letter grade, it may be retaken 
on an A/Pass/F option, provided it conforms to the regulations of the A/Pass/F option as 
already stated.  If a course was originally taken on an A/Pass/F option, it may be retaken 
for a grade.  Only the retaken grades are recorded, even when the original grade is higher. 
  

There is no limit to the number of times a course may be repeated, but only the first five 
courses retaken will result in the original grade being disregarded in gpa computation.  All 
retakes in excess of five will be figured as usual, with no removal of the original grade.  
Only one retake per course is allowed for grade replacement. 

Courses retaken before Fall 1986 will not be used in determining whether five courses have 
been retaken. Any course retaken after completion of a bachelor's degree shall not affect the 
credit or the GPA applied to that degree. 

SCHEDULE CHANGES (DROP-ADD PROCEDURES) 
You may drop a course, add a course, or change sections of a particular course by following the 
procedure outlined below: 

1. Secure a Drop-Add form from Student Services (107 Calvin) or the Enrollment Center 
Willard Hall 210. 
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2. Advisement:  See your academic advisor if you need assistance with reassignment.  After 
meeting with your advisor, take the completed form to Willard Hall 210 for processing.  Classes 
may be dropped via KATS until the end of the first week of class.  Note that the College of 
Business does not require any signatures. 

3. If no assistance is needed, go directly into KATS or Willard Hall 210.  The College of 
Business does not require a signature from either your advisor or the dean. 

Courses dropped during the first five weeks of class do not appear on your permanent records.  
After five weeks, a Withdrawal (W) is recorded on your transcript.  No course may be dropped 
after the tenth week of class, and no class may be added after the first week of class without 
instructor's permission.  Refer to the current Schedule of Classes for exact dates of Drop-Add 
and linear fee periods.  You will receive a tuition refund ranging from 0-100% depending on 
when you drop a course.  Be aware of the last day to drop without a "W" showing on your 
transcript.  All of these dates are listed in the front of each semester's schedule of classes. 

SCHOLASTIC DEFICIENCIES 

Academic Warning 
Students will be placed on academic warning if they have earned less than a 2.0 semester or 
cumulative GPA.  Students will automatically be taken off academic warning when both 
semester and cumulative GPA’s reach 2.0 or above. 

Dismissal 
Students may be dismissed from the University if they have completed 20 or more hours, 
been on academic warning the previous semester, and have the following hours and gpa: 

Total Hours completed* K-State GPA 
20-29 1.50 
30-45 1.75 
46-60 1.80 
61-75 1.85 
76-90 1.90 
91-105 1.95 
greater than 105 2.00 

 *The number of credit hours used to determine the appropriate threshold will include 
transfer hours, all KSU hours attempted, and any miscellaneous hours accumulated.  Grades 
from transfer institutions will not be used in the GPA calculation.  Students will not be 
dismissed if their KSU semester GPA is at least 2.200 on 12 or more graded hours (or the 
minimum grade point average established by the student's college, if higher). 
 *Summer and Intersession course work does not change a student’s warning status. 
Exception:  A student who earns less than a 1.0 semester GPA in his or her first semester at 
K-State will be dismissed.  See Reinstatement Procedures pg. 49. 
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SCHOLASTIC HONORS 
To be eligible for semester honors, you must receive a letter grade in at least 12 semester 
credit hours of undergraduate work in residence at Kansas State and be in the upper ten 
percent of your class within your college for that semester's work. 

Bachelor's degree candidates who have completed a minimum of sixty graded credit hours in 
residence at Kansas State are considered for graduation with scholastic honors as follows: 
Summa Cum Laude--3.95 or above overall K-State GPA 
Magna Cum Laude--remaining CBA candidates in top 3% of class 
Cum Laude--remaining CBA candidates in top 10% of class 
For the Commencement program, graduates with honors will be computed on a minimum of 
forty-five resident credit hours completed prior to the semester of graduation.  Candidates for 
degrees other than baccalaureate are not considered for this recognition. 

STUDY ABROAD 
Study abroad is a great opportunity to earn Kansas State University academic credit for 
courses taken at a foreign university.  Kansas State University offers a variety of exciting 
programs.  Interested students need to start the planning process well in advance.  Deadlines 
for many of the exchange programs are due as early as 1 year in advance, including 
application for summer programs.  Start planning early!  Students must validate course work 
they wish to complete at the foreign university before they leave to ensure that classes will 
transfer back to K-State and be applicable toward their major (if desired).  Scholarships 
available!  For more information, visit the Office of International Programs in 304 Fairchild 
Hall, 532-5990, or contact the International Education Advisor, Crissen Zeigler at 
czeigler@ksu.edu.  Website:  http://www.ksu.edu/oip.  Also talk with your Academic 
Advisor about other opportunities.  For information about the CBA Certificate in 
International Business, see pg. 39. 

TRANSFER CREDITS 
For information concerning courses which may be accepted from another institution and 
applied toward your business degree, consult Student Services in Calvin 107 or the Transfer 
Equivalency Information webpage at http://www.ksu.edu/admit/tran.html.  

TUITION (FEE PAYMENT) 
Once you have pre-enrolled, you will be mailed a billing notice for tuition and fees due.  You 
must respond to the Cashier's Office by the stated deadline-even if your financial 
aid/scholarship(s) exceeds your charges.  Failure to respond by the deadline, will cause a 
late fee assessment to be charged.  Contact the Cashier's office, 212 Anderson Hall, 532-
6317 with any questions. 
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WAITLIST PROCEDURES  (These procedures apply ONLY to business classes) 
1.  Choose the Reference Number of the section you want and place your name on the “Wait 
List” for that section, either at the Enrollment Center or on KATS. 

2.  Choose only ONE “Wait List” for each course needed.  Students on multiple “Wait Lists” 
for the same course (but different sections) will be administratively dropped for all but one 
wait list. 

3.  If you have successfully enrolled in a section of a class, you should not place your name 
on a “Wait List” for another section.  You will have to choose during enrollment whether 
to take a space in an open section or to place your name on the “Wait List”.  If you have 
successfully enrolled in a section and have placed you name on a “Wait List” for another 
section, you will be dropped from the “Wait List”. 

4.  If a space becomes available you will be notified by the respective departments via your 
KSU email prior to the start of the semester or within the first week of classes. 

For detailed “Wait List” procedures please stop by Calvin 107 and pick-up a flyer or see the 
College of Business website at: http://www.cba.ksu.edu 

WITHDRAWAL FROM THE UNIVERSITY 
To withdraw from the University, report to or contact Student Services.  A withdrawal form 
must be processed or you will not be removed from the class rolls and thus will receive a 
grade of "F" in all classes in which you were previously enrolled.  Consult the current 
Schedule of Classes for deadlines to withdraw from the University and for the fee refund 
policy.  Students cannot withdraw if they are delinquent to any K-State office. 


