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Exception to Policy
Credit Courses Only

Complete the following petition if you feel you have extenuating circumstances that require special consideration.

The following are [ ] Documentation that [ ] Registration was [ ] This form
required: supports your processed before end of submitted
statement* first week of term within the term
current

Student Information:

Term and Year Requested Student ID or SSN:
Student’s Name:
Last Name First Name Middle Initial
Address:
Street City State Zip
Phone Number: Email Address:

List the Course(s) related to your request?

List the last date of attendance for each Course noted above?

If you have not previously dropped this course, would you like to be withdrawn? YES NO

Choose all that apply for your request:

__ Drop Course(s) from Transcript

___ Reverse grade to a "W"

___ Be forgiven for an outstanding debt

__ Ofther exception to a policy (as printed in Southwestern’s catalog or schedule of classes):

Explain why you should receive an exception to a policy. Attach additional paper, if needed.

*Examples of necessary supporting documentation that may assist you in this process.

MEDICAL: Dated documentation from a physician on letterhead with dates of illness and stating inability
to attend classes (include a phone number for confirmation)

EMPLOYMENT: Dated documentation from your employer on letterhead showing a change in work schedule
(include a phone number for confirmation)

MILITARY ORDERS: Copy of military orders

DEATH IN FAMILY: Copy of obituary from newspaper and copy of airline tickets in your name

You will receive a response by email within six weeks explaining the results. Please Note: Financial Aid, Veterans’, or
Agency Benefits that you have applied for or received may be adversely affected, and you will be responsible for the
consequences of this request. If you received funding for your classes and your request is approved, you may end up
owing money to Southwestern.

Student Signature Date:




