ARTICULATION AGREEMENT PROCESS
1. Communication is made with the 2-year institution (either they contact us or we them) and they send their course descriptions (minimally) or syllabi for the courses in their program that is similar to one of ours either to Linda Young, Transfer Coordinator or to the Program Director (depending on how initial communication was made). 

a. The information reviewed by Program Director/Department is only major related courses.  General Education is handled by Transfer Coordinator.

2. Course descriptions/syllabi not already evaluated are reviewed by the appropriate department for an evaluation of how the courses should transfer to UW-Stout.  If this is the Program Director, they may also determine how the course fits into the major.
3. Information returned to Transfer Coordinator to put into the Articulation Agreement format. This includes mapping the courses out on a program plan sheet for that particular major and determining what would be left to complete the B.S. degree here at Stout (included on page 2 of the agreement).
a. Information required for this step is set by UW System.  Sample template used for WTCS articulation agreements attached.
4. The completed agreement is sent electronically to the program director of the major for their review. If something needs to be changed, this is communicated. If not, final formal agreement is put together and sent through for signatures.
5. Final agreement is routed for signatures: PD, Dean, Provost  
6. Upon receipt of all Stout signatures, agreement is forwarded to the 2-year school for their signature(s).
7. The signed document is returned to Stout.  

a. Electronic copies are sent to PD, cc’d to Associate Dean, Dean and Provost.   
b. A copy is also sent to UW System in Madison to have the Articulation Agreement officially filed with system. 
c. PDF copy for posting to website sent to Webmaster.

8. Articulation agreements should be reviewed whenever there are updates made to programs at either institution but minimally at the five-year mark.
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