Forms!

Yes - We Have Forms

Presented by:
Bond Allen - Records

Courtney Wimmer - Evaluations
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During Sessions, please...
vSilence Cell Phones

v Save Questions to the end
of the Session
vAvold Side Conversations

vComplete Our Survey  Thank You!
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Overview

Review Purpose Form Processing
Most for each Deadlines Timeline
Commonly Form

Used Forms

% CALPOLY



Record
Forms

Course Withdrawal —
Serious and Compelling

Course Withdrawal —
Emergency Reason

Term Withdrawal —
Serious and Compelling

Term Withdrawal —
Emergency Reason

Grade Change Form

Time Conflicts
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Lourse
Withdrawal -
SErigus and
Compelling

SAMPLE

Course Withdrawal Petition

For Serious and Compelling Reasons

Due Wodnesday, November 6, 2019

Return this getitien to the Offce of the Registrar (01-222) by
500p.m

*For students withdrawing from courses in SUS, ECON or IT,
wisit OCOB's website at this ink:

batps: www soh cal ped edu studentservices withdrams-
eocess/ to learn about the stéps far completing this
withdrawal

Studet Instructions/nformation:

This petition is for seriows and compeliing reasons beyond
the student’s control. It should be emphasized peor grades,

Irreguiar attendance, or dssatisfiction with course o
Instructers are not In themeeves sufficient ressons to
withdrrw alter tha drop deadine.

based on madicd, gency reasons WILL NOT
apply 10 the above Z8-guarter unit limi
Withdrawaks freen Extended Education Courses WiLLapply 5o
the above 28-guarier unit limit.
Co-requisite cowses wil also be withdrawn,
Obtin required Ygnatures and commenss for all sections on
back of petition
Any and 3l corequisite courses wil also be withdrimn.
Financi Ald Reciplests: You mest inform the Financial Aid
Dfice when you withdraw from sy course.

wsthame DO &

fintNwme _ JANE

studereEMPLID 9 gt 2R IHSETD phore BT~ 53069 s FUN

Course and Section = (/A 101

sy number ,1235 . TermfNear Fa // ZQ/e

E ?‘J‘dwrmm stdent [ Geoduate Sttt [ intarmationai Student L) Receive Veterans benefits

] Receive benefits from Cal Poly NCAA Division | team

nd Compelli

AMtach documentation for medical reasons. For cases of rxtrams confidentiality, provide seded documentation 1o the Awocate

Dean.

reen _Student’s  Serious. Md_r_vmpclhnj redson:

This peeitien & due to the serious and compeling reasanis] stated abowe 270 the assgnment of grade I Incomplete)” is not
appropriste. | understand ¥ approved, a grade of "W (Withdrawal)” s sssigned to the course petitioned.

Studer: Signstum QJq,( 3&;&

P Office of the Ragiavar 1 Grand Ave. San Luts CbB0, CA 93807-0013
AL OLY TEL B35-756-2396 FAX: $05-755-T237 www reghstrac calpoby.adv

e [0/9/19

Aevtied 10.011%
WOCOURSE
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Section 2 of 4 Course Instructor

Irstructons do not approve o deny withdrawal reques:.

retructeesrezed tame _John Dude
Spture W owe L0/ /19

Please comment on this student's performance and attendance in this clasy (nqumd? l

Student aHended_ﬂnd_MS;daing fair

| I r S E Section 3of4 § or Chair of Major Department
1 acknowledpe this witsgrawal Petition.

For Ergineering Majors, go to Engiraering Adwsing for required sgrature.

Advisor Pricsed Name SUSQ?’\ :SQ_SQ—

r sgnature M ose 1Q/9/19
I r a W a - Mma'stnmmurnm*

0K, student will +ake Qna{bﬁLgl/Qc:fﬁr,

]
r I u | I S a I I section 4 of 4 Department Chair of
For Engincering courses, RO to Enginesring Adviing for requred signature.

My appeowal certifies this student’s petition(s) for withdrawal 1s/are due 10 senicus and compeling reisens,

Appeoves [ penieg

"
I I I Deprtment Ol Offerig Course Prnted wame 31 || D.ng
D IJ E I n g ’ seror) K _om_l0/9/18

Department Chs bLomments afcmulrtd* S‘{',Uden{:i reason ".S‘ A4 riOVS

and Co,u,f..ﬂl 5n3 : A_Ppmz&_

| D I I t d Contact Student Accounts for refund information at B03-756-142E or visit them in the Adminiszrarion Bldg, 01-Room 211

C P OfVce of the Repistror 1 Grand Ave. Sam Luis Oblesa, CA 93407-0031
AL OLY TEL 306.756-1396 FAX: $05-1%6-123) www.registrav.calpoly.ede
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SAMPLE
Course Withdrawal Petition

Far Emergency Reason Only

Diue: Friday Decernber 7, 201% not in emeshes sulfisint neasos to withdrow atter the
Uindengraduste stedants may vithdras from MO MORE drog deadine,

THAN 28 quarter units faf sea-smedical reasons. [=ased on medical ¥ rEscn 'WILL NOT
Fuatusrn this petition to the Ofics of the Regitrar (01.222) by~ 9Py b0 e aove Z3.quarter unit |imit

B0 i, withdrawsly from Exterdad Education Courses 'WILL apply to
*Far student withdrawing Irem courses in BUS, EO0M o, theabove 28-guarier wilt |,

wisit 0D webaite #t this link: perapriane doc ton indicating the

wenews ok colpal i/l ntznrylees withérawalo roeass an” | Tisted on the form MUST accomgary Withdrmwal petition.
Imarn about the steps for completing this withdrewal. Dviain required dgnatyres asd comments lor all sections on

Student instrurtions/information: back of petiton
This petition is Jor ermerpency resions bayond the student's  AmY and all co-requishe courses wil also be withdramn,
cantned. | shaukd be emprasiad pocr grades, irmagular Financial Ald Beciphints: Fou maust inferm the Financal Ald

piterdance, o dhsatislaction with course or Instruslan e ‘OMice when you withdrow from any sourse.

. T [ TR e
Withdrawal - e ma——rr

Student EMPLID |8 digits) _C’_ﬂ_ﬁﬂflt?ll Phoma m“lﬂ HU&. .

E m E P g E n E y Mmdmunlﬂ.!ngﬂn]_% qe0 T Vo Faf‘f zﬂ‘“?
[ meceee veberans sanefins

E’Unde»ﬂus‘lumt

[ diradusse Szudent

[ isernamional Student
[ Receive henesits from Cal Poky MCAA Division | beam

*hmcndmumwun.hv cases of extreme confidertaling, provide sealed documentation bo the Aikeiane Daan
—_—

muon_STuolents emergency reasen

This petition is g 10 thi emergency reason(s] stated sbove and 3 grade of " will be sssigned

Student Sgnaturn ;&f:«; e Date Hzﬂ.?/""?
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Lourse
Withdrawal -
Emergency
Reason, cont'd

% CALPOLY

Section 2 of 4 Course Instructor

I acknewdedge ths withdrawl pecition and the ssignment of grade *I [Incomplete}” & not approprlate.
Instructor rintedtome _ PELPEr Farker [
sgnature 2 ol Date /,/9/15)

Please comment on ENs Studeet’s perlormance and mranmnmums(__m_ﬂ{‘f dDIIn pocr,
Student was not aﬁ-endmj after week' s

Section 3 of 4 Student's Advisor or Chair of Major Department
1 acknowledge this withdrawal Petiton,

For Ergismaring Majers, go to Ergirerring Advising for required signature: Kim Marsalo k/Diawn Sirely,
(Medical withérawal requines an attached doctor's note|

avsor e ome_Bruce Banner .
Signature éA ,ﬁ‘- 4 Date / //9//7
lhi\imr's('A:n'n'osmsmg:ui_r\:'trk Student? Can take F€9U1 resment
in later term.

Section 4 of 4 Associate Dean of College Offering Course

For Ergimering courves, §0 1o Ingineering Advising for required signature: Kim Marsalek/Diwn Srols.

For Business courses, RO to Ofralea Studest Sevicas (03-100) for required signature: Amy Carter
For Sdence and Math courses, go 10 Coluge of Sclence and Math Studert Services, {53-211)

My spprowal cartifies this student’s petitionds) for withdrawal &fare due to emergency reason [ Acproved [ Dencd)

Assediatn Dean Offering Courge Pricted Name _rD ny Sfar K
Signeture 2 %{ bate _LL/ ﬂﬂf}. S
Asseciate Dean Communty are req,!red*a aree , S*Ud,gnf n eed5 '/‘o

withdraw

i denied, the Office of the Dean jofiering course) will notify student



SAMPLE
Term Withdrawal Petition

For Serious and Compelling Reasons

Ous: Wednesday, November 6, 2019 It &s the student’s respomsibibty to cbesin al signatures and
ubenit the due

Undergraduste students may withdraw from NO MORE FAOK 6 form oy ue .

THAN 28 quarter units for non-medical reasons on indicating the drcumstances

listed on the form must accompany withdrawl petticn.

T E I-. I I I wstiame D 0O, _ Festhame John____
stodert emPLD 9 digish QDB TS 432 prese 717-7777 mie EIND
I I-. a W a o cone of amandance for thistermmminer 10709 ¥ cannot process without
. I3 inaenational Snudent +his date
l{wmgrmmsmm
E I-. I u LI S a n L] Graduate Studest
] Receive Veterans benefits

] Receive denefits from Cal Poly NCAA Divisien | am

Reasen for withdrawal

student's Serious Gnd compelling reason

1 approved, | understand | wil recelve & “W gricsé for all courses enrlied in this term
Seudent Sigrature /wfﬁ oae (0/9 / 9
/4
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Signaturis ara reguined from the Student Acoounts Office (00-211) and Fnandal Aid Office (00-213). Withdrawisg fram Che

TR Yy P e WU 10 Pegary grants snd for kaans, Please read below,

Shudint Areousts Auoelae Signaturs ﬁJW&‘,&mL Dt _;'_{L-"H /’.n"il

Financial 4d Assosiate Suraere TNAY N0t e e ired fiste Irlﬂ,."r‘ﬂ/l".‘
Studeht Aceounts will let

iiui¢i+ Epow or write N4
n
Folltw the coliape-specic Mabnictions Baliw, than et 14 gatition bo the OFice of the Begistrar by 5:00 p.m. on the last
E P m I I-. a W a -
] DED8 Vish e cslpeby ey fadtiing fwith drams-groces bo leam sbout the sheps for completing this wikhdrawal.

[ caFes Obtain signature frem your Degartment Chiie

[ cabn oistain signature fram your Dapartennt Chir

| |
E P I D u S a n ] ¢5M Obtain sigrature from your Department Chair
',II Iifn:u. fstain slgnature from pour Depertment Chair

\D CENG Olbtain signiture fram Engineering Advising.

Compelling, e ——
Hé commant s equices rové wi awa

cont'd S

Firancial S Redipitnt

M pens olbitiined @ ibadient igan while sttending Cal Poly and plan on @king more than nwo cordecutivi guartens ¥ (nelding

wammer), you must complete the mitinterview protess Inmunruim-nh wilthdramwing from this bérm. For mone informution,

20tn the Sudent Aocounts web page: it ps: fald calp ok it us ously,

¥ oo o @ Balance on o genaral Cal Poly student socourt, plﬂse rrulue this peyment at the University Cashier, Admin Bidg.

O Reem 131E. If paymerd is imposshie ot this tme, please speak to an analyst in Student Accoents, Admin Bldg, O feam 311,
A05-F56-141, about & repeyment plan.

Students recehving financial aid should be aware tat i thiy 1taly withdisw $iem #ll deses prior to the completian of 6% of

thve: berm, thaey will be required to nepay a pro-rated porton of the schelankips, graegs, andfor lngns debursed to them dor that

quarter, For sddithoral informaton, conact the Francal s OfMice & 305 T56-2007, o
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SAMPLE
Term Withdrawal Petition

For Emergency Reason Only = Documentation ﬁ:equlred*
—_——— ———
D Fridey, Decasbar 7, 2019 11 ik Ehi Flud ent's responsbibey o obtein all sgnatures and
studenis may withdraw fram N MORE sutei the fanm by dus date.

THAK 1 quarter units for non-medical resscns Appropriate documentation indicating tha crcumdlances
Isted on the form must sccompgany withdesd pesitlan.

T E r I I I Lask Mame _DQE.  FirstMame Ular'l.f.
student EMPLIp g digr) D2H@BIOIL  pore BEG - BBBB  mar FOOD
"
W I t h d I-. a W a ‘ P AT ——————r Y & canrot process W|I+hf-”-"+

+this date

[ insernational saudent

thdernrldulbe Seudent

Emergency =
Reason

[ Receive benefits fnom Cal Paly NCAS Dhvision | team

Emengency raaan for withadrawal Is requined sttach docurentation and addimonal statement. In cases of Exlréme
confidenttalty, yealed dieumintation may De sOh P ET SEpRTaraTy o this Dean's Office. [Esecuthe Order 3037 and Academis
Serale Resokfion A5-T02-100,

students eMergency reozon R

¥ approved, | understand | will receive 2 “yy " prade for 8B counes enrelled in this ferm.
Stusent Sgnatum Q,dag! & ) ) Date il/"—[)}/.’?
L/
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Term
Withdrawal
Emergency
Reason, cont'd

IF you receive Fimancisl Mg, sgnatures are required from the Studant Acesunts OMce (83-211) and Finenclal Ak Office (01

213 Wikhdraswing from Hre term mey require you to repay graces andjon loans. Passs moed belg

Sudent Acsments Associate Slgnature ﬂJWﬂ. F'E(;Uf FECJ _ Dwie /

Finencial Ald Ausocisie Sgrature mﬂ hE J"Eiu’ﬂ'ﬂﬂi [T |ff'=fff‘T
stuvdent .:Jccar..'n ,5 will let

4 Eina

Follew tha college-spacific instructions balow, thee raburn this peiitfon to the Offics of the Rigistrar by 500 gom, on the et
diy of class.

[ ocoR vt eob calpoy schy/nchvisingfwithd rewal-process to leam about the Aiags for completing this wishcrawal
CAFES Obtain signatuse fiom yaur Ausactabe Desn

[ cag ottan sgnatars tram your Assosate Dean

[ 5w otitain signature tram your CSA4- Studien Services (Sidg 53-111)

e Obtain siprabure from pour feseciate Dean

[ cem Obtain signature from Engrering Advising.

swoneromorame Hermione Granger i approed ] it

. o _[1/9/19
approve studenis reguest

Important Infor

Financial Aid Reciphnts

W yow ohisned a shadent loan while attending Cal Poly and plan &a Taikirg mani than bwa consecutve guariers off inchading
SUmTET), YOU must Compiete e asit innerview prociss in conjncticn with withdrawing from the term. For more information,
@0 1o the Soudent Ancounts wab paga: i Cal o by

H ipzia o i Bdllanncie unmwd{,lll'uh Rudmtm.rt phease mmmnpa-fmmutmunhﬂrrrl;"nm admin Bldg.
@1 Rowm 131E. H payment is impossible at this T, plitase spaak 15 wf afbl i Sudent Aocounks, Admin Bidg. 01 Room 211,
805 75E-1628, about 3 repaymrant plan.

Studeras receling firancial aid should be wwire at i they toislly withdraw from 2l dasses prion to thie comslation of B of
thie téne, thary will be fequied 15 rapey & pro-ritid portions of the scholarssips, grams, and/or loans disbusid te tham & that
auartér. For additioral information, cantast the firancisl fd Ofics gt 3057552037

CAL POLY gt ot s o oo on i 3
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sample
Grade Change Form

instructor: To change 2 studest's final courve grade, plica Grade change guldefines arv the tw revene.
complete this form, obtain required sgnatures, and cogy

for records before submission to the Office of the Ragistrac. A grade of W cannot be assigned with this form.
Piease bring your statlacuity 1D caré. Forms cannot be 2c-

cepted from student assatants

wasthame 0B First hame_JaNe
studee ML DB Ggts) P12345 67D phone Y =-HHHY moee FLUN

Course and Section [ex, Eng) 13¢-01) E LN 20 2.-0f0ass Number (ex. 1234) (234 Tarm/Year (ex. Fall 2018) S;xins 2019

Grade Chan Qe - e’
tnstructor Printed Name Bob APPleS

Signature W pue [0/ /1

1
|

Note: Instructons may not allow students to perform estrs work fter the end of the course to Improve grade wnléss the
stuzent received an incomglete {*I°] grade or &R

.Vﬁvrw n originl grade (miscalculation, nstructor error, grade raver enver).
[ Coursewark has been submitted 10 remove an existing incomplete [1°) or repeat in progress (*RP”| grade.
] instractor did not subeit the grade before the guarter's deadlina.

[ othes:

T hevel 0318

AL POLY, o i e CHGGRADE

% CALPOLY



Grade Change -
Example |,
cont'd

Additional Signatures

M Departmant hea\Chalr cfiering eonrse Prinked Hame AHG.I“_I’_)LEG'HE r

Sghatre ellEL Date ID/“:,"H
- feen offering counsE Printed Mame: Hermione Gmnjﬁr

P—— TP L’)‘:.am(ffw _ wmedo /)0

Grade Change Guidelines

HE pcademic Grades [A-NC):
My b changid en the grade mater in the Faculy Cenber untl the end of the 7th meek of the followisg quaner, After the Teh
wiik, it s change form must be submitted including al signatunes.
Must be changed within one year Trom the end of the lerm the erginal grade wes swarded
After one year Tor senior project clavses, ol spratures sre required
Frar thrme yiars for thesls claeses, all signatures ane requined
A minksirative Grades (/AP
May be changed on the grade raster in the Faculty Center unth the end of the Fih wik of the Sl kewing quirber, Aler the Tth
wedk, up L2 one yeen & grede change form mrst be SbMTted oed ool REGUIFES INFNSEI0N Sigh
Bust be changed within one year from the end of the tam the erigingd grade was swarded, unkess it |5 3 Senior Projeot or
Thesis chiss. [Sendor Project and Thesis clasee follow seme guidel nes s stated sbose in Academic Grad es section).
Admiskstrative Grade (D]
0 grades require o grace change 10 and cannat be changed wid the Fagully Cente
Grage change forms should ba subminad &3 labér than the second week of the subseguent berm.

BD grades newver change automatically and wi| remaim 22 A0 on a student’s recend untl] a grade changs b submtted, Studems
eannat graduate with an &0 grade on ther record.

Gty the Instrecior's SEITTun i MQuIned if Subnsiibid wmithis aos e,

Folicy Information:

A charge of grade shall not ooour a5 3 consequence of the aooeptance of additionsl work or re-examinston beyond the
specifed course reguremenss.

A charge of grade subinied 60 diss Gfar & iboadent’s degres has been posbed will not be procesaed.

Agaderric Senats Resakations and Liecuthve Orders determining grade changs polities an ba lecabnd at:

= hn

scademicsenate.calpol, eda) content resakmions

i miw b LG ey EOH EQ-100T e mi

AS 38853/ 1IC
A5 47791
AS BAT-06
EQ 137

AL POLY e’
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Grade Change -
Example Z

Sample
Grade Change Form

Instructor: To chaege i student’s thal course grade, please Grade change guidelines are the the reverse.
compiete this form, oblin required signatures, and copy

for records bedore submission 10 the Office of the Regstrar A grade of W canvct be asslgned with s form.
Ploase bring your stattffeculty 1D card. Forms cannat e ac

capiod from student assistonts

Last Kame VDOC., _ dimtheme JJane _
Studest EM2L D (9 Ggts) Q123HS OB phone F44=HYYY  major FUN

Course and Section (ex. tngl 134-01) FUN |01 Ol Crass wumzer (ex. 123¢) [23Y Tarrmvese fex. Fad 2018) Winker 14

*’.}ano‘mma-n«mpkﬂnlrnulwlmmm mﬁtmmim 51 o Change grade to _A__—

[ unit Change  Change unk from —  Changewitto

tructor Printad Name Bab APPI&S

Sgnanum W — Dae Lﬁm—o

== R s N ettt L)
Rogquired

Note: Instructon may not alow studerts to perform extrs work ster the énd of the course to improve grade uniess the
student recetved an incomplets |1°) grade o RP.

) rree m ariginel grade (miscalodation, instructor error, grade roster errerl,

Q{an‘rm hisi ben subemitted to remove on exlsting Incomplets [11%) or repeak in progress |"RP”) grade

] Instractor did not submit the prade before the quarter's deadiios,

] oener: -

% CALPOLY



Additional Signatures

Departmert beady/Chair ofering course Printed Name net rea,uired for +hl$, Ch@n&e 5
Signature Date
Oean offering course rinted Name _NOF rfgwred for this change

Sigrature Date

Grade Change Guidelines

Academic Geades (A-NC):

May be changed on the grade roster in the Faculty Cester wntfl the sd of the Teh week of the following quarter. After the Teh
woek, a grade change form st ba submitted indudng ol wgratures,

Must bw changed within one yewr from the end of the term the original grade was awarded

After one year for senior project classes, ol Signatures are requined
— Aftar three years for thesis cicssas, All Signitures are regquired
*“Mm(l]ﬂ#

May be changed on the grade roster in the Faculty Center until the end of the 7th week of the folowing quaries After the 7th
week, up Lo ane year, 3 grade change form muit B submitted and only requines nstructor Sgnature.

Muit be changed within ane year from the end of the term the orginal grade was awarded, untess it is a Senior Project o
Thesis class. [Senlor Project and Thes's classes foliow same guideines as stated abiove in Academic Grades section).

Administrative Grade {RD):
R grades quire a grade change form and canrot be changed via the Faculty Center.
' Grade charge forms should be submitted no later than the second week of the subieguest trm,

RO grades never charge autematically and will rewain i AD on 3 stuslent’y mecond untd » grade change is submitted. Students
cannot graduate with an RD grade on theis ecorg

Only the instrector’s signature Is required If submitied within one yeac

Policy Information:
A change of grade shal set occw 48 » of the of work or re ' Beyond the
specifind course tequrements

A change of grade submited 60 cays after a student’s @agros has boen posted will not be processed
Academic Sanate Resokations and Borcut've Orders cetermining grade change polcies can be located ac:

o hitps) academicsematn col ol educostent resalubans

o hitgs rewwcaktate.eda O £0-1037 himl

AS 3860200
AS 477.97)C
AS 84706
01037

CA P Offce of the Peghitror 1 Grand fve. San Late Obinpe, CA 54070033
L OLY TEL BOS-TSE-2306 1AX: WOS-TSE-T23T www.reghtraccalpslys ofu

% CALPOLY



SAMPLE
GradeLChange Form DEN'ED

Instructor: To change & student's final cowse grade, pleme Gencle thange guidefings re the the reverse
complete this form, obtain required sgnatures, and copy

for records Defore submission 1o the Office of the Registrar A grade of W cannot be assigned with this ferm
Please bring your sta¥aculty 10 card. Forms cannot be ac

cepted from studert assstants

Student Information

Last Name DO&— First Name 'Jﬂﬂe
Student MR I0 0 gy O1234SLTB  mone 444 =444 majer FUN

Grade Change -

Course and Section (ex Engl 13¢01) FUN 100 Qs Numiner (e 1230} 1234 Term/fear [ex, fab 2038) ﬁpg_ps 2018
1 L
Do of coursework <omog¢f$\!lrr;wxgdl"‘2vdﬁm lO/ﬂ/lﬁ Osmnr.meiro'\r(‘:) Choarge grade t0 7_A

Exam D lp 3 e

nsaructor Printed Name qu Appbs —

Sipmuwﬁ/_a%«&q P Date ’0/‘1 /19

Reason for Grade Change

Requived
Note: Instructors miry 2ot aliow students 10 perform estra work after the éad of the course to improve grade uniess the
student receved & Incomplete () grade or AP

] Error i origirad! grade {miscalculation, instructor emmor, grade roster errar).
'f((ouvsum oty basss submizted to remove an existing incorrplets (%) or repsat in progress ["RF7) grode.
] Instructor did ot submi the grade before the quarier’s deadine

] ocher:

% CALPOLY



Additional Signatures

Depariment head/Chair offering course Printed Name }'iarr Y Poﬁ er
Sgnate H’W _ Dete {0/‘, /H

Dean otring coure Pinted Name HEFmion1e Gmngr.r
Sgnatuce /W‘L Wl : oate 10/9 /19

Grade Change Guidelines

Acagenic Grades (A-NC):

May be chenged on the grade roster In the Facuiy Center untll the end of the 7th wekk of the folowirg guarter. After the 7th
week, 2 grade charge form must be submitted inchading all signaturas

Musz Be dhanged within one ywie frem the end of the term the crginal grade was awarded
After one year for senior project classes, ofl sigratures are reguired

Grade Change - e ——

May be chanped on the grade roster in the Faculty Center until the end of the 7th wesk of the falowisg Guarter, After the th
week, up to one year, 3 grade change form mwst be submited and ondy recuines instructor signsture,

*&.a be chasges within ane yoir from the end of the term the original gracee was swarded, unless & (s 2 Senior Froject of
Trwsis dass. {Sanier Project and Thesis classes folow same gudel nes as stated above in Academic Grades section).

Administrative Grade (RD);
RD grodes require 2 prade change fom and cannot be changed vis the Faculty Center.
[ Grade changs forms should be vobmitted mo later than the second week of the subsequent term.
D grodes never charge automaticaly and will remain 25 RD on a student’s cocord wntd 3 grade charge is submsted Students
annct gradudte with an BD grade cn thek recard.
’ Onlythe s Sigy i requied if within one yese
Policy information:
E D n A change of grade shall net coowr 35 2 consequince of the acceptance of sdditionsl work or re-sxamnation beyond the
spedfied course reguirements.
A chinge of grade submmied 60 days after 3 student’s degree has been posted will not be precessed.
Senate Re! and Orders i e change policies cm be locsted st
o Mtgs academicsenate cdl ol aducortent remolutiors

o hitpa wew calstate. echs €0, €0 1037.0mI
AS 3B4-92/5C

AS A77AC

AS 64706

EQ 1037

C P Office of the Pepiatror 1 Grand Ave. San Luds Clinpa, CA 534070023
AL OL TEL 805 756-2396 FAX: 605 J%- 237 weww.ragitrazcalpaty edu

% CALPOLY



e httos://academicsenate.calpoly.edu/content/resolutions
o https://www.calstate.edu/EQ/EQ-1037.html

Grade Change - /s

AS 477-97/IC

final thought oo

EO 1037

% CALPOLY



SAMPLE
Time Conflict Request

Due Moaday, September 30, 2019 Student must not hiwe ragistration holds and must have pad
regrstration fees for berm indicated on request.

Only ove time conflict imvolving two COUrses per quartesr - no

asceptions. This form does not override the 16 wnit mesemum durieg the
st round of rigistration.

LestName _Do€. First N Jahn
susemtempLD 3 dgt) 010487654 rhone 444-4HYH_ weer KIND —

Describe reasanls} for the time conflict request. Use mtochments f neowssary. Fakeing  two classes

that overl ?yd are reguired for my gradvation. at end of
term

Student Signature AL 20 — Date Q/ 27 / 9

u [ ]
Lecture Course and Section (ex. Evgl 13¢-02KIND [0 Gass numiber fex. 1234) 1234 TermyYear fex. Fal 2036) Eall 2019
units M Grading O crine (?l/euuo Cuss day and time {ex, MwF 9:1000 MWE 10:10 = (2
Coreq Course and Saction m&y,mul.'dﬂm el Term/ear

Uwits — Class day and time

Both Instructons must Sgn
Lecture instructor Printed Name A} | Dente S —
Lcture imiractor Sgnature 7 _ Date ﬂ/l7/j?

Laby/Act instructor Printed Name

Lab/act irstructor Signature Date

nstructor Statament: Descrbé how missad time wit be resoted, _SELdenE wrll be mmmq
+o office hours fo make vp missed +ime
structor name Al D(’n*f

Pevond DA 1930

(67 6 &, 0] by - i~ br i iomeoomiton ooy CONFLICT

% CALPOLY



lime Caontlict,

cont d

Course to be added

Lecture Course and Section (ex Ergl XROI.F,MI Class oumber {ex xm)‘ﬂ&l Term/Year (ex. Fall 2018) &LLQOI‘,‘

T | Gradiog ) came 2casotn Cios doy and time fex s :1010p TR 9210 =
Co-req Counse and Section Class pumber TermyYear

Ussits — Class gy and time S —

Both Instrectors mest sgn

Lecturw Instructor Printed Name DA N Qt‘ INne

Lecture Instructor Signature .&m, ﬂtoyw

* ?ovm ENROLLMENT CAPACITY? R‘(Mll!u PREREQUISTES?

Lab/Act Isstructor Printed Name _
Lab/Act Instructor Sigrature

] overnine eNROLLMENT cAPACTTY? [ oveRRiDE PREREQUISTES?

Time Con

Date Q/37/l‘1

_ not always necessar
] ovesaior ENROLUMENT EXCEEDING 22 UNIY MAXIMUIMY

Depart Head/Chak Printed Norme Pea.r ' E Wh if’!
Depart Head/Char Signature W
( @ renoveo [ oesen

Daan Printed Name Tl.m__ B(ZCC
Dese Sigrature ilm ﬁl‘/f

asprovein ] oemien

oan_9/30 /19

ow_Y2f19

WsiC ensemiio courses [examples from the 2015-17 catalog Indude MU 170 and MU 370}

Courses that do mot meet ot their regulary scheduled times (axasgles from the J015-15 catalog ndude senior project courses,

POLS 113, SCM 1505

Students whe have ragistired for # course with a lecture/lsboratory combination, but whe have al-eady passed the laboratory
cempanant of the course [so-caled “ghost labz") and have 3 time conflict with the scheduled abarstory time,

Students who have registered for 3 course with a lctumlabarstory combination and have a time conflict with the schwdule
laboratory time, but who can complite the Wbarmary component with ancther section of the Lo,

Undingraduats studests wiho, in order to facl tate praduation, have oo othar 0ption, & within three quarters of graduation,
#nd, in the process, do not droumvent other Usiversity policies, precedures, or desdlines,

CAL POLY: B s telacin tisemn

abpsteeiu

% CALPOLY



Evaluations
Farms

Major/Support Course
Substitution

GE Substitution

GE Course Substitution
for Study Abroad

Petition for Special
Consideration

Change of Degree
Completion Term

Former Student
Evaluation Request
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CAL POLY MAJOR OR SUPPORT COURSE SUBSTITUTION/EXCEPTION
Return All Copies to the Office of the Registrar, Administration Building, Room 222.

SAN LUIS OBISFO

Name: Student Empl ID:,
Phone #; Maor__ Cv1l Evaginecnmig
= .l
Cal Poly Email Address: Concentration:
Expected Degree Completion Term: SP 21 Catalog Year:, 9-206
T(Ex: Spring 2019) (Ex: 2017-2018)
PLEASE USE: Engr P A Statice 2
Course Prefix & Number (Ex: ENGL 14) Title: (Ex.: English Composition) Quarter Units
TAKEN ATXI 70 BE TAKEN AT ] When: _SpPrimg 2019 Where: _Portlaw-d Stod-c
[ ] " (Ex: Spiing 2017) (Cuesia Coilege)
i I D r D r If course s not a Cal Poly course, attach a course description and if possible, a syllabus.
TO SUBSTITUTE FOR: Me =211 Englacerimg Stadics 3
(If applicable) Course Prefix & Number (Ex: ENGL 134)  Title: (Ex: English: Witing Exposition) Quarter Units

Reason for Substitution: 1 0o« e uivalcat couvce in O ffﬂo [al

S LI p J u I-. t E D LI I-. S E If the course is also being used to satisfy a GE requirement, which GE Area? VA (Ex B2, D5, C4)

| acknowledge that approval would not alter prerequisites for future courses in my major or change the total number of units
required in residence or for my graduation.

" " Student’s Signature R Mo “\T—:’IJN
L
L S I | I I D I I Obtain Signatures in the Order Listed: (Recommenders may gitach documents or comments to this form)
DO |>_(| 1DO NOT u RECOMMEND APPROVAL V‘U g/las/19

| have consulted with the student about the pelition. E Student Advisor's Signature Date
100 /] 1ponoT| | RECOMMEND APPROVAL Vo s 2/z24/19
T ra
Need for this signature VARIES, Check with your advisor, Chair of Dept (ofurlqg_ i Signature  Date

oo |v'| I1DonNoT RECOMMEND APPROVAL (] M glae/ 19
o
Student’s Dept Chair/Head Signature Date

i
Do W 1DO NOTl_l RECOMMEND APPROVAL  /\, '/[/W‘\/- a/i /19
}

Student’s College Dean Signature Date

The Office of the Registrar will forward this petition lo the Associate Vice Provost ONLY IF signafure is required.

| DO | DO NOT APPROVE "‘/(:\

% CALPOLY



Petition for

GE Course
Substitution

SAMPLE
C AL POLY PETITION FOR GE COURSE SUBSTITUTION/EXCEPTION (not for major/support)
—_—— See Reverse for Instructions on Use and Processing
Office of the Registrar Return all copies to the Office of the Registrar, Administration Building, Room 222

In most cases, courses taken at Cal Poly that have not been approved for GE credit will NOT be allowed
to count for GE.

Name: Student ID #:
Local Phone: Major: Kivrie
Cal Poly Email: Concentration: H‘t’,d& Hi Seilecnce
Expected Grad Term S 2C  Catalog Year (-1
(Ex: Spring 2018) (Ex: 15-17; 17-19)
PLEASE CONSIDER: Engl 30l 20%cent Amer Lit T

Course Prefix & Number (Ex: ENGL 14) Course Title (Ex: English Composition) Quarter Units

. ;
Takenat [ To be taken at E When: SP"" A 2O \where: BYIUL
(Ex: Fall 2015) (Ex: Cuesta Collage)
If the course is not a Cal Poly course, attach a course description and, if possible, a syllabus.
Petitions without documentation will not be considered.

TO COUNT FOR CAL POLY GE AREA: C'q’ (Ex: D3; C4)

Reason for substitution: You must give a clear and complete reason for your request for substitution in order for your patition
to be considered. If you need more space, you may altach a page of additional explanation.

Swdentcomments: L wanrt totake a GECH class online. Evigl 301

‘s sivmilar 1o Engl 243 which is a GECH at Cal por?ﬂ

| acknowledge that approval would not alter prerequisites for future courses in my major or change the total number of units
required in residence or for my graduation.

|
| Student's Signature Date —|

1.1 have consulted with the student about the petition. [, /204
Advisor-Comments: J Student Advisor's Signature Date I
2. Office of the Registrar, Administration Bldg, Room 222
—E— IM(_ q/la/aorq
| Evaluations’ $ignature Date ‘

Evaluations’ Comments:

BYU s GE st (s viery Srmall Fuv Usper EVvi'sion Hhinanihieg!

=gl 301 hac g siinnlor htle w'#aﬁgr 343 (c4\e cal Poly .

3 Ipo A, IDONOT [ APPROVE /1,,(@_4 1o/1/19

Vice Provost J Date

% CALPOLY



GE Course
Substitution
for

Study Abroad

ge.calpoly.edu

9 CALPOLY

GE COURSE SUBSTITUTION FOR STUDY AHROAD
{Da ot Lise far Mafur or Supgort Courdgy) AUG 9 5 2009

Sea Reverna for importent infarmatian

CALPOLY S 34 2610

AN LUIF QRIErG

TaL POLY

hama; Studenf D 8 ITERNATIONAL CENTER
Locs Phare: Mejor; m@
Cal Poly Emall: Miror §if eppdinabde]:
Expacted Grad, Tan; 202 ﬁeﬂ'ﬂ%_
Sty Abtosd Program, Host Unlvarshy, Clty and Country: | orein 22

w _ Peremboel 7019

Dofes of Sludy Abread Program (e From 3ept20 o Dee@y  Froe; —_-wﬁ;

L
Month s Menth Ymar
the Study Abroed Adviear, | heve consulied with this &1 ﬁa regerding 8 to b faken ar that hava been feken abroad,
(1. Study Abroad Advisor Signeture msume  { fiiu.., %mﬁ- Date 8 ./ 2 /19

| werild I8 o subaiute the Study Atraad courssis) below for GE credit; | scknewlasps thef spproval dosg not: (1) altar praacilfsitue for fufus courges In my major of

{2} change the numbar of wnite required In reakdenca o (3] ater my grasustke requiements,
2, $tudent Slgnaiure C.é“ \Av«»ﬁi‘&:‘f/\_, Dain _ pV] / 24 (204
.! y

s =
Diflua Lse Only

L = Lawsr Civielon and U = Uippar Civisiar, Y = Rpsairriend or W= Do WOT Recammend appeve
M FINAL DECISION f = Approvad or H = Met Appravad
Study Awoad Couran |nfarmation lo ooun for GE m( {Ncia: A aingla ciaks can court for M_GE_EEET\ 3. Endumtiony 4. FINAL DEGISIDN
LU | Caurss Frefixg No, Soursa THie: (8., D-;!-Il_h Litwrtuire{ 450 = Promerd) Ul'lllll m {Eilf:; Y Inittal hiL|
THE Y g Cobtove feTood & Wing wi Hali 8.5 [ (L Tom —— | NN
hiagy 228 | & i ) W Sl |l ————Y/YTY
Tl ¥ 3 Serdies - eleetvg, -
le 0 APVl —~ - .
MIS0C AL [T Bliges o Dvapruzed Womet 40 DE 8 |—"t—— | Y/Y
Mafia € andtV-fllabie w, l-?ﬁi}u}
8. Anwaciate Yice Provost Signaturs: M q&-\_ ¥ M!&. 2 pete:_#/2p /:"b
Pt tp oolit ok [1$00 ¢ ibovm, mtach su ooring Saeumantstiol in caures A@arintan b 1l 4 Flalantd mRamAnRlar AF oAk FIRKAFIR (55 SR IRIAER SAIAH ol aminims o8 ek aln 1 dha oot




SAMPLE CAL POLY

SAN LUIS OBISPO

PETITION FOR SPECIAL CONSIDERATION
NOTE: This petition is to be used for exceptions to regulations. DO NOT USE for Curriculum Substitutions.
RETURN ALL COPIES TO THE OFFICE OF THE REGISTRAR, ADMINISTRATION BUILDING, ROOM 222.

Mame:, Student Empl ID:
Phone #: Major;, i et
Cal Poly Email Address: Concentration:
Expected Degree C ion Term___ Sprivg 202 0 Catalog Year___| S — |7
(Ex: Spring 2016; Winter 2017) (Ex 2013-15; 2015-17)

What exception are you rec ingz. L wantiotale (& it = of ve £l
40 degree applicalble tnits —at anether College .

I dvm macuivig owae vy last

What are your reasons for requesting this exception?,
g tiarter comad T want+o talee vy laetf e it e At a

‘ t | t | f
] N
College in vmiy hormmie Tpuwim,
E E I a s Sig fg?%ﬂ“c}‘ﬁ?ﬂ‘ﬁ Date:_8/15/19
SIGNATURE #1 MUST BE OBTAINED BEFOq?E{THERSIGNATURES. OBTAIN SIGNATURES 14 IN THE ORDER LISTED.

1. Office of the Registrar, Administration Bldg., Room 222
Does this request meel requirements as listed in the University Catalog? YESD NO E N/A

]

] [ |
Does this request meet requirements as listed in the State Administrative Code? YESD NOD MIA
Evaluations’ Signature: o= Loe Date: A/=4/19
Comments:_Cotl Poly catalog véguives 2 & v g im vesidence of tine

| ASt 40 unitS commted foward the dearee . State Admin Cod+e

does not speaify.

2.1po__™* DpoNoT. RECOMMEND APPROVAL Pl g g/=2 /14
Slude}u:: Advisor Date

3.100_ < _ponoT RECOMMEND APPROVAL e gf22/i=
smdé}t/? rtment Head/Chair Date

4.100__"“ ponort RECOMMEND APPROVAL g/la /19
Student's College Dean Date

o

RETURN TO OFFICE OF THE REGISTRAR AFTER DEAN'S SIGNATURE

FINAL DECISION: I D0_>(‘ DO WOT____ APPROVE

Senior Vice P t, hcademic Programs and Planning

CALPOLY



Change of
Degree
Completion
Term Request

Change of Degree Completicn Term Request

Undergraduate Students SAMPLE
Complete this form only if you are a currently enrolled/ NOTE: Approval of request does not constitute a contract
registered student. between the student and the University, nor is it an official

notification of remaining degree requirements. Itis a

If requesting an extension: if this form is approved, it
permission to extend the student’s graduation term.

will allow you to register for subseguent terms, and will
determine when we process your final degree check. This change will typically be processed within 48 hours of
receipt of final signatures, Please return this form to the
Office of the Registrar (Admin. 222). If you have guestions,
please contact the Evaluations Unit of the Office of the
Registrar, B05-756-2396.

Do not use this form unless you already have an expected
graduation term. Wait until you have been assigned a
graduation term befare submitting this farm.

You will not be able to register beyond your stated degree
completion term

Student Information

Student EMPL 1D (9 digits) Phone
Last Name FirstName _ Middle Name
Major Evrive Cal Poly Email

New Term and Year of Completion St 2019 0ld Term and Year of Completion SE/\‘H | 2019

Please state in detail your reason, or reasons, for requesting to extend your graduation term. Be as specific and thorough as
possible:
Iy take v last cleiss onlim< (n Suimvir ey

Student Signature (}, L= \0 E’”‘- fl‘n-x—" Date 5/| q/ ! 9]

Additional Approvals

Take this form to the appropriate office (see next page) for possible approval of an extension. If you are moving your graduation
term earlier, you do net need signature approval; you should submit the form directly to the Office of the Registrar to ensure
timely processing. Do not submit to your Advising Center.

g ApPROVE ] DO NOT APPROVE THIS REQUEST

Please be as specific as possible about the reason(s) regarding approval or denial of the extension:

Stndred was vable o A4 her Arial GE coursc
o hher Sprivng schedud.
College Representative Title A1 Sov”

-~
College Representative Signature e A{"‘(‘(— Date

% CALPOLY



Farmer

StL
Fval

Rec

dent
lation
UEST

(AL POLY

OFFICE OF THE REGISTRAR
Former Student Evaluation Request

» This request is intended for former Cal Poly students who have not been awarded a degree and would
like an evaluation. This request is not for students who were academically dismissed from Cal Poly. If
you were dismissed, contact your major department or college advising center for further guidance.

» The evaluation you will receive will be an updated curriculum sheet showing any remaining degree
requirements.

Name: Jane. Smith swdemtine: OO05725247p32

Former Name: Major: 131; o) C}Ttm ($Hren

Birth Date: Q2D sg ZH 2( ) Phone: MM
Email Address: AMMHQ%EMJ_LLLAGQ—
Last Quarter Attended: Feell 2813

Mailing Address:

Los Argeles , CA
ad )7

Other Institutions Attended Dates Attended

c :"7’:!)4' (:()//ejh' 2007-Zax6)

1 certify under penalty of perjury under the laws of California that I have provided complete, authentic
and unaltered records that pertain to me.

//)W% Los 0{% ;é'as &gg{e_&, / Og:g 4’29
St}rﬁture City & Cou Date

Please submit this form to the Evaluations Unit. At the same time, and in the same envelope with this
form, please include unopened official current transcripts from any other institutions you have
attended, both prior to your attendance at Cal Poly and after. You do not need to include a Cal Poly
transcript. Updated transcripts must be received in order to process your request. Transeripts on file
cannot be older than two years. It may take 8-12 weeks to process a former student evaluation request.
The evaluation will be sent to your mailing or email address when it is complete.

% CALPOLY



EAP Deadline : Last Day of Instruction

registrar.calpoly.edu

Impacts Registration Date and Time

Any student form which will change the progress towards degree

(excludes minor coursework)

Dates Available on

Office of the Registrar Website
Student Planning Calendars

Important Dates

Office of the Registrar Summit
OCTOBER 9, 2019

Faculty and Staff, visit the Summit Webpage for session
information, registration link, and additional information.

Fall 2019

nrollment Appointments Fall 201
Stude! o019

Final Exam Schedule Fall 2019

Winter 2020
Enrclliment Appointments Winter 2020
Student Planning Calendar Winter 2020

Final Exam Schedule Winter 2020

Spring 2020
Enrollment Appointments Spring 2020
Student Planning Calendar Spring 2020

Final Exam Schedule Spring 2020

% CALPOLY



EAP Deadline ; Last Day of Instruction

registrar.calpoly.edu

Home Plan Your Degree ¥  Register For Classes~  Stuc

Fall 2019 S5tudent Planning Calendar

Fall 2019 Student Planning Calendar

Deadlines:
® Last day of instruction.
® Last day to withdraw from course(s) or term for emergency reason (5:00
pm).

December & Friday e Last day to submit paperwork for Cal Poly coursework (substitutions,
concentration declarations, ICS statements, etc.) and transcripts (from
other colleges) in order to affect Academic Progress level for Spring and
Summer 2020 registration (received in the Office of the Registrar by 5:00
pm).

%CAL POLY



Student Forms Online

registrar.calpoly.edu

@ CAL POLY ‘ Office of the Registrar

Home  Plan Your Degree ¥  Register For Classes~ = Student Records~ Formsv  Calendars v

FORMS

student Forms

Faculty Forms

% CALPOLY



.. S .
Office of the Registrar Forms

Academic Progress and Records

® Change of Degree Completion Term - Undergraduate

» Change of Degree Completion Term - Graduate

® Change of Catalog (For current students wishing to change their catalog)
* Choice of Catalog (For departmental use only)

® Former Student Evaluation Reguest
® Graduate Application for Graduation
® GE Substitution Form - Obtain form from the Office of the Registrar (01-222)

® Major/Support Courses Undergraduate Substitution Form - Students, please refer to your major Department to obtain form (except
College of Engineering students, who should consult with College of Engineering Advising Center in building 40, room 115)

]
F D I—. m S D n ‘ I n E ® U.S. Cultural Pluralism Course (USCP) Substitution - For use by students to request that another course be used to fulfill the USCP
requirement.

For information about how certain types of forms affect your Expected Academic Progress gauge (and so your registration appointment),

refer to Evaluations Form and Transcript Processing Timeline.

Registration, Enroliment and Personal Information
® Audit Petition
® Excess Units Request
® Name, ID, Date of Birth, Address change form
® Student (EMPL) ID Number Request
» Verification Request (enrollment, GPA, expected graduation date)

* Withdrawal form(s) (Course and Term) are available at the Office of the Registrar.
® Credit by Examination (Challenging Cal Poly Courses) form available at the Office of the Registrar.
* Intrasystem Visitors and/or Intrasystem Concurrent Enrollment Application Forms available at the Office of the Registrar.

® Time Conflict form available at the Office of the Registrar.

% CALPOLY



Thank you

o) CAL POLY



