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“Graduate Admissions Hold” Process (Pilot: AY 2025–26 & 2026–27)

Step 1: College/Unit Request
· The initiating college or unit requests permission from the Provost. 
· The initiating college or unit prepares a memo requesting an admissions hold.
· The memo must include rationale, effective term, and confirmation of Provost approval.
· The memo must be sent to catalog@msu.edu, with Assistant Provost Stacia Moroski-Rigney (rigneyst@msu.edu) copied.

Step 2: AACC Intake & Routing
· Upon receipt, AACC will upload the memo to the shared Teams channel that includes the Graduate School and the Slate Team (Office of Admissions).
· AACC will verify that Provost approval is documented before any system or catalog action occurs.

Step 3: Graduate School Action
· The Graduate School will close the program’s Slate application to prevent new submissions.

Step 4: Office of Admissions Action
· The Slate Team will process refunds for any active applications:
· Refunds must occur within the limited refund timeline; if the college does not act within that period, the program cannot be placed on admissions hold.
· For international applications, refunds must be processed via wire transfer (no checks can be issued internationally).

Step 5: Catalog Update
· Once Slate is closed and refunds are confirmed, AACC will:
· Update the Academic Programs Catalog to reflect the admissions hold.
· Notify the college/unit that the catalog language is live.

Step 6: College Communication
· After catalog confirmation, the college should:
· Update its website with identical language to that in the catalog.
· Optionally, include a note redirecting prospective students to related or alternative programs.

Step 7: IRF/Process Automation (Exploratory)
· AACC and the Graduate School are exploring whether the IRF form can automatically cc the Slate Team to streamline notification.
· If implemented, this will occur after Step 1 (memo submission) and act as a formal internal handoff.

Step 8: Pilot Period & Evaluation
· This process will serve as a pilot policy during AY 2025–26 and AY 2026–27.
· If successful for the Graduate School, colleges, AACC, and the Office of Admissions, it will be formalized as a standing complement to the Moratorium and Discontinuation Policy.

Final Notes
· A program is eligible for an Admissions Hold for one academic year. 
· At the end of the academic year, the Admissions Hold will expire, and the Graduate School and the Office of Admissions will reopen admissions through Slate. 
· If a college does not wish to reopen admissions, the program must be placed in Moratorium and follow the academic governance curricular processes. 
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