
Pre-Advisor Meeting Checklist 
IT’S UP TO YOU! 

 
PREPARE to meet with your faculty/college advisor, especially to plan your class schedule, by 
updating your Academic Portfolio.  If you do not have one, refer to advising.calpoly.edu for 
instructions to create an Academic Portfolio. 

 
Once you have your Academic Portfolio started, follow these steps. 
 
STEP ONE 
 

 UPDATE TAB 3 of the Academic Portfolio. 
 
Update/obtain a copy of the following four items * 
 

1. your major curriculum sheet for your catalog year ** (see note below) 
2. your major flow chart if applicable (not all majors have flow charts)  
3. your major department’s schedule of course offerings  
4. your unofficial Cal Poly transcript 

 
*Where to find these 4 items - You can find the 1) curriculum sheet, 2) flow chart (if applicable) and 3) 
schedule of course offerings at your college’s or department’s web site.  You can print a copy of 4) your 
unofficial Cal Poly transcript from my.calpoly.edu.  
  
**The catalog year usually coincides with your start date at Cal Poly (unless you entered Cal Poly 
as a transfer student, have changed majors since entering Cal Poly, or have requested 
evaluation on a later or earlier curriculum).  Check with the Office of Academic Records, your 
college advising office, or your department office staff if you are unsure of the catalog year you 
are eligible to follow.  
 
STEP TWO 
 

 UPDATE your curriculum sheet.   
Cross off all courses you have completed at Cal Poly and/or for which you have 
received transfer credit from another college/university.   

 Write in their unit values (multiply by 1.5 to convert semester units to quarter units).   
 Pay attention to check boxes at the top of your curriculum sheet.  
 Cross off each of the requirements (USCP, GWR, upper division requirements, free 

elective units) as you complete them.  
 If you have received an evaluation sheet from the Office of Academic Records, make 

sure it is up to date and bring it with you.  
  
STEP THREE  
 

 Use the Class Scheduling Worksheet and your flow chart to map out courses for the next 
several quarters.  

 Know which GE requirements you have left to fulfill.  
 Be sure to check prerequisites and plan your courses in the appropriate sequence.  
 If you are a junior-level or transfer student, use the Class Scheduling Worksheet to plan a 

tentative course schedule for your remaining quarters.  
 



 
STEP FOUR 
 

 UPDATE TABS 4 AND 5 of your Academic Portfolio. 
 

 TAB 4:   Keep your activity records up-to-date. If you have visited the Career Center, 
keep a record of the information you received. If you are considering graduate school, 
collect information on possible graduate schools and any exams you may need to take 
(GRE, LSAT, MCAT).  

  
 TAB 5:  Make sure you have a copy of all administrative transactions during your Cal Poly 

career.  
 

 This includes any declarations of major/minor/concentration, withdrawals, petitions, and 
evaluations.  

  
 If you are a transfer student, it is especially important that you bring a copy of all 

transcripts from previous colleges attended with you to your first meeting.  
  

 
You have completed your Academic Portfolio.  Congratulations!  Now, it’s time to visit your 
advisor during his/her office hours OR to make an appointment.  Make sure you bring your up-to-
date Academic Portfolio with you. 
 
 
  
OTHER REMINDERS:  
  
GET READY FOR GRADUATION - Four quarters before you plan to graduate  
 

 You need to file a request for a Graduation Evaluation (from the Office of Academic 
Records in 01-222)  

 You need to fill out a concentration form (if applicable—obtain from your department or 
advising office).   

 Also, if you plan to obtain a minor, this must be indicated on your request for graduation 
evaluation form and the minor form (available from the minor department) must be 
completed.  

 Submit all applicable forms to the Office of Academic Records four quarters prior to your 
anticipated last term of attendance.   
 

GRADES 
 

 Check your grade report on my.calpoly.edu at the end of every quarter.  Pay attention 
to any notices on your grade report.   

 If your Current or Cal Poly Cumulative or Higher Education GPA is below 2.0, you will be 
on academic probation.  

 If this happens, seek advice from your advisor on how to remedy the situation in the 
upcoming quarter(s).   
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