C-4.  Preparation for the Planned Academic Program Worksheet (CC FM 104-R, Dec 04) are as follows:  

a. The CC FM 104-R will be completed for each applicant/cadet who is contracting to ensure academic alignment.  The intent of this form is to input the data on the PC to prevent errors, especially in the formulas.     

b. Preparation of this form is self-explanatory.  When the various Blocks are “chosen”, a “What’s This?” message block will appear which provides instructions for entering correct data in each block.   Once the information in Block 1 and Block 4a of page 1, and Block 9 of page 2 is entered, the same information will automatically populate page 3, Statement of Understanding.

c. Block 5. Credit Hours.  Items in Block 5 will automatically calculate when data is entered.  Block 5 will calculate both semester  and quarter hours.  From the drop down menu box, select “S” for semester and “Q” for quarter system.   A sample with instructions for completion of Block 5 is below—

 

	SAMPLE

	5.  CREDIT HOURS
	 

	a. Total hours required for degree 
(Does not include ROTC)
	120

	(1) ROTC Hours that do not count                       

(Include any ROTC hours that do not count towards  the degree to ensure academic and military alignment  is maintained
	20

	(2) Total Hours Required (automatically calculated)
	140

	Normal Academic Progression Standard (NAPS) (automatically calculated)       

(The Total Hours Required divided by the total number of semesters/quarters established in the school catalog to complete the degree + ROTC  hours).  In this sample, 120 hours (which is normally a 4-year academic program), and eight (8) semesters was  used to calculate the academics + ROTC hours required (e.g., 140/8 = 17.50).  This is the normal academic progression required per semester in order to remain academically aligned. 
	17.50

	b. Transfer credits accepted toward degree (Based on institutional certifying official)
	45

	c. Credits toward degree completed to date
	30

	d. Remaining for Degree, e.g., 140 - (45 + 30) = 65 (automatically calculated)
	65

	e. Number of authorized semesters (automatically calculated) (Remaining for Degree/Normal Academic Progression, e.g., 65/17.50 = 3.71 (rounds up to 4)).  (Any fraction equal to or less than .5 will be rounded down to the lower whole number and anything greater than .5 will be rounded up to the next higher whole number.)
	4


 

d. An outline of all courses (term, year, course number, course title, number of credit hours per course (Hrs.), number of credit hours per course that counts towards the degree (Cts.), and grade) will be annotated for each term.  This academic assessment should be designed to meet the cadet’s academic ability while maintaining fulltime status.   Block 7 will calculate the total credit hours and credit points per school term when the data is entered.

e. The registrar and examiner of credentials (or other institutional certifying official) and the cadet must sign and date Blocks 10 thru 13. 

f.   The PMS and the cadet will sign page 3, Statement of Understanding, the date the cadet in contracted.

g. The CC FM 104-R will be reviewed with the cadet at the end of each school term (upon receipt of grades) in order to monitor proper academic alignment and proper Mission Set.  

    (1) The cadet initial and date Block 8 beside each term to indicate they have been counseled.  

    (2) If the cadet’s initial Planned Academic Program Worksheet changes, initiate a change within 30 days.  PMS will revalidate proper Mission Set alignment.      

