Union Institute & University

440 E. McMillan Street, Cincinnati, Ohio 45206-1925 -- 513.861.6400 -- 800.486.3116 -- FAX 513.861.0779

COLLEGE OF UNDERGRADUATE STUDIES

LEARNER CHANGE OF STATUS REQUEST

Learner’s Name __________________________ Learner’s ID _____________________

Center__________________________________

A. Address Change (if any): ________________________________________________
B.  Telephone Change (if any): Home_________________ Work __________________
C.  E-mail Change (if any): _________________________________________________
Effective Semester/Session: _________________ Effective Date ___________________ 
DROP/ADD (Sponsored Learning ONLY) See Instruction on Reverse Side Original Credit Total ____


	
	Course Number and Title
	Grade Option*
	Instructor Name & ID Number
	Credit Hours

	Courses

Dropped:
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Courses Added:
	
	
	
	

	
	
	
	
	

	
	
	
	
	


 *Indicate Satisfactory/Unsatisfactory (S/U) or Letter Grade (A/B/C/U).

No grade selection may be changed after the DROP/ADD deadline.

Credit total after DROP/ADD _________    

Grading Option Change Only

Course Number and Title______________  

Previous Grading Option Selection   FORMCHECKBOX 
S/U   FORMCHECKBOX 
 A/B/C/U

New Grading Option Selection          FORMCHECKBOX 
S/U   FORMCHECKBOX 
A/B/C/U
______________________________________________________________________

Faculty Change Only

Course Number and Title_______________

 FORMCHECKBOX 
Previous Faculty                FORMCHECKBOX 
New Faculty
_______________________________________________________________________      

Withdrawal (See instructions on reverse side)
Effective Date____________ Initiator__________

Reason:  Please attach appropriate documentation
Approval:
______________________

 Faculty Advisor

______________________                                         _____________________

Learner Signature




  Dean or Dean’s Designee
Tuition will be adjusted according to the current year’s Registration and Tuition Policies. ________________________________________________________________________
DROP/ADD

Drop/Add requests must be made prior to the Drop/Add deadlines each semester/session as stated in the current academic calendar.  All requests must have the approval of the faculty advisor and, in some circumstances, may also require the approval of the dean.  The new total cannot exceed 16 semester credit hours without dean’s approval.
 Learners who are receiving financial aid must carefully consider the implications Drop/Add may have on continuing aid eligibility and maintaining adequate academic progress.
 Please contact the Financial Aid Office if you are receiving grants and loans and you are dropping below full-time status (12 hours).
________________________________________________________________________

 WITHDRAWAL

It is the learner’s responsibility to notify the Office of the Dean in writing of withdrawal from the program.  It is understood that a learner who fails to notify The Union Institute in writing of withdrawal from the program is obligated for tuition for the complete semester.

The learner who has informed the Office of the Dean in writing of his/her wish to withdraw from the program may be eligible for a tuition refund.  For withdrawals, the refund due for the last semester/session of attendance is prorated by the Receipt (postmark, date, e-mail or FAX transmission receipt) of Notification of Withdrawal according to the schedule published in the current Registration and Tuition Policies statement.
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