


GUIDELINES 

Fully explain your reason for petitioning on a typewritten statement and indicate reason below: 

Reason(s) for Request: 

Never attended 

Personal illness 

__ Personal and/or family problems 

Work circumstances 

Other: 

Documentation needed: (must be on letterhead) 

Have the instructor complete the Late withdrawal request form, stating 
that the student never attended. 

You will need to provide medical records that provide your dates of 
appointments, diagnosis, and prescribed care. An excuse from a class 
does not constitute medical documentation. 

Description of problem, with verification from Student Health Services, 
personal physician, clergy, police, etc. 

Employment verification by supervisor (including Schedule, date of 
schedule change, and hours per week) 

Statement of problem & appropriate verification. 

Make and keep copies of all documentation for your records prior to submitting your petition. We
will not make copies or return documentation to you. Approval to drop a course(s) DOES NOT 
mean an approval for refund of fees. Please contact the Controllers Office located in Building 80, 
Room 227 for a Fee Petition. Students on Financial Aid are responsible for notifying the Office of 
Financial Aid regarding any changes to their schedule. 

PLEASE NOTE THAT THE FOLLOWING REASONS ARE NOT ACCEPTABLE TO WITHDRAW LATE FROM A CLASS: 1) YOU ARE FAILING OR 
NOT DOING WELL IN THE CLASS; 2) YOU HAVE CHANGED YOUR MAJOR AND NO LONGER NEED THE CLASS; 3) YOU NEED TO PROTECT 
YOUR GPA. 

For College Office Use Only 
UNDERGRADUATE PETITION NOTIFICATION 

Petition Decision: [J Approved [J Approved for Medical or Personal Hardship 
[J Denied 
[J Deferred 

Comments:-----------------------------------

Signature of College Representative _______________ Date __________ _ 
Dr. Evonne Rezler, Associate Dean 

Final Action: ______________________________ _ 

If you have any questions concerning this action, please contact your College Representative. 

College representative will submit original documents to the Office of the Registrar 


