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INSTRUCTIONS FOR COMPLETION AND SUBMISSION
Please be surethisformislegible. Illegible submissions may result in a delay of processing.

Pleaseread all instructions prior to form submission. Complete all sections. Incomplete formswill be returned to the student unprocessed
and will delay action on your request.

PURPOSE

To Add, Drop or Change hours for course registration
After the end of the first week, Add/Drop/Fee deadline, in each semester.

ADDITIONAL HELPFUL INFORMATION OR REQUIREMENTS

» Petitions will not be processedf an administrative hold exists on the studentsord. The student should log into OASIS to check
the hold status. Resolve any holds before submittiis petition. The program/dept. should vetiifg student’s hold status before
forwarding the petition for approvals. If a hofdfound in the student’s record, do not forwardghttion for processing. Notify
the student of the hold and return the petitiohito/her unprocessed.

» A written letter or note is required from the student indicating the reasorthe petition request.

» Written documentation or explanation from an employer, doctor, etc. on letterhead yarif the circumstances associated with
the petition request is required. A printed OABEe indicating an error message can be submatpdoaf of technical
difficulties when you attempted to register or deoplass before the end of the first week of ckasse

» Petition requestsmay take several weeks to process. Timing israéted by the availability of all the signers, pessing time in
each department and routing time from departmedepartment via campus mail. The Office of theiRtegr will send a copy of
the petition to the student once processing has bespleted.

» Tuition/Fee Liability An action taken on a petition may result in @ l@gistration fee, late payment fee and additituiibn costs
for the addition of credit hours. A petition toogra course does note remove the student’s finldradidity.

» Fee Adjustment form: If the student completes a petition to drop arselecause of extenuating circumstances that vesiend
their control, they may submit a Fee Adjustmentnfrdirectly to the Office of the Registrar for catesiation after the petition
request has been approved by all signers and meddy the Registrar. The Office of the Registidirmake a final determination
concerning the fee adjustment request.

» Late Registration Payment Waiver formt may be completed and submitted to the OfficthefRegistrar if the student has
registered and is paying their tuition late becafsgrcumstances beyond their control.

» Both the Fee Adjustment form and the Late Regisingftee Waiver form can be found at:
http://www.reqistrar.usf.edu/data_display.php?liyioe=Forms

DIRECTIONS FOR INTERNATIONAL STUDENTS

INTERNATIONAL STUDENTS : Please checkKES or NO in the International Student box on the fronth# petition to verify your
International student status. Students with aidd\iisa must meet with an ISSS advisor prior to sittimg this form for signatures. If
the advisor does not approve the action requeB®dNOT PROCEED WITH THE PETITION REQUEST . Petition requests for

International students will not be processed witharior ISSS approval. Make an appointment witH&8S advisor by calling (813)

974-5102. ISSS is located on the USF Tampa carip@fR 469. Information about immigration statguirements is available at
http://web.usf.edu/iac/isss/student F-1.html

ISSS ADVISOR: The ISSS Advisor should check tHES box and provide initialsindicating approval of the request within the
International student box. A written approval etidrhead from ISSS may be attached to the petitgpecial circumstances are to be
considered.




PART I. STUDENT INFORMATION

» Name: Input last name first, then first name and middigal (if applicable).

» USF ID# Input your USF ID#, (DO NOT put in your Socia&irity Number).

» Address: Input your current mailing address. If this ifatent from what is on file in the Office of thRegistrar, please contact
the Registrar to update your file.

» E-mail Address: Input your email address. Please make surethisil address is one that you check regularhihabyou are
aware of any information electronically sent to yowa timely manner.

» Telephone Number: Input your telephone number including area codeke sure the number is one that can be reaclsilg a
case there are any problems or questions aboutfgour

» College and Dept.: Abbreviate your college, (e.g. CAS, COE, BUS) add your Program/Department, (i.e. Elementary
Education, Business Administration, Journalism)

> Student Classification: Check the appropriate fooxour correct student classification.

PART Il. COURSE INFORMATION

» Semester & Year Action is RequestedIf you want to drop, add or change hours folagg registration, check the appropriate
box for the semester in which you want to takeatton. Write in the year.

» Is Action Requested?: Check correct boxsée bel ow)

Late, (i.e. requested action isfor the current semester, after the first week of class).
Readmit after P3 (i.e. Sudent is current in probationary 3 status and has a probationary hold that does not allow
registration without submission of the Graduate Petition for readmission after P3).

» Readmit after P3 petitionsmust have an action plan from the student’s adwdttached. The action plan must include steps the
student will need to take for removal from probasioy status. The action plan must be signed badvésor and the student
indicating approval and understanding of the acgitam. Any courses the student and advisor agpestudent should register form
must be submitted on the face of the petition. Readmit after P3 petition request may be requestgdone time for one
semester, with the condition that the student netorgood academic standin@RA at or above 3.00) once grades are submitted and
the Registrar updates the student record for tirester. If there is no possibility that the studeitl achieve good academic
standing within one semester, the Graduate petitidkeadmit after P3 should not be submitted.

PART lll. COMMENTS AND RECOMMENDATIONS

Instructor :

Check the appropriate box, sign and date the fdPtease add your e-mail address or contact phomberufor immediate contact if
necessary. Be advised, the student may requéssaactor’s approval via e-mail, noting the reasonthe request, the reference number,
prefix, number, section and hours. The Instruoiay give approval via e-mail and the student megchtthe Instructor’s e-mailed approval
to the petition in lieu of the Instructor’s signegdu

Dept/Program Chairperson/Director and College DearZoordinator :

Check the appropriate box, sign and date the fdPtease add your e-mail addressontact phone number. Original signatures areired
in these areas. E-mail responses are not acceptabl

Comments

All signers may use the comment lines to add & btegement or verification of facts,d student has completed all assignments to date,

etc.)

PTA: (Power to Act)

Colleges have been given the “power to act” ontipetrequests through the tenth week of class#seiispring and Fall semesters. The
PTA option should be exercised on Summer petitamuests through the date established and indicatélte Registrar’'s calendar as the
“last date to withdraw without academic penalty: summer A, B and C sessions. The College De&@vordinator must check the PTA
box and send the original petition with all attaemts directly to the office of the Registrar to edjte processing. Colleges must also send a
copy of all petitions that have been given PTA appt to the Office of Graduate Studies in Bayboail H5uite 204.

EXCEPTIONS TO PTA APPROVAL : Requests related to readmit after P3, dissertatiedit, past term and delete requests must be
approved by the Graduate School. Delete requbstddbe submitted on a Delete Course form.

PART IV. THE DECISION OF THE GRADUATE DEAN/ASSOCIA TE VICE CHANCELLOR FOR GRADUATE STUDIES

» Graduate Dean/Associate Vice Chancellor for Gradua Studies:

Check the appropriate box, sign and date the fdPtease add your e-mail address or contact phomberu Original signatures are
required in these areas. E-mail responses araceeptable.

Comment:

Signer may use the comment line to add a brieéistant.

Routing/Approvals: If approval is needed by the Graduate Schoolpthgnal form will be forwarded to the Office ofdtRegistrar
with two copies attached. Once processed by tiieeddf the Registrar, the Registrar will forwardeocopy to the college and one
copy to the student.

YV VYV
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PART I. STUDENT INFORMATION

NAME: U-1D&J
Last First M.
EMAIL:
STREET:
PHONE:
CITY/STATE/ZIP: COLLEGE & DEPT:

STUDENT CLASSIFICATION ? [] Graduaté] Doctoral Candidate | Certificate Programl] Non Degree Seeking

PART Il. COURSE INFORMATION

SEMESTER & YEAR ACTION IS REQUESTED FOR ? [ Fall [J Spring [1 Summer Year:
IS ACTION REQUESTED... (] Late (Current Semester) | Readmit after P3
CHECK HERE... if you are dropping courses in exchange for addimgrses in the same semester! Yes

COURSES TO BE ADDED OR DROPPEL? Check one action and fill in all course informatioglow. If a Drop is approved, a “W”
will be noted on the transcript. The studembains financially liable for a dropped course.

L] Add or [| Drop Reference No. Prefix Numbe Section Hours

L] Add or [ | Drop Reference No. Prefix Numbe Section Hours

CHANGE HOURS? Use this section to change (increase/decrdasdiours only for a currently registered coursateEcourse information below:

Reference No. Prefix Number Section Hours (Change from)__s. (tm) hrs.

NOTE: Granting this petition to late register, addioop, may affect late charges or student fee ltgbilf reimbursement applies, the student mubnsitithe “Late
Registration Fee Waiver Request Form'tlee “Fee Adjustment Request Form” located on tredGate Studies websitetdtp://www.stpete.usf.edu/spgrad

X STUDENT SIGNATURE: DATE.:
PART Illl. COMMENTS AND RECOMMENDATIONS

U Approve [ Disapprove Date: E-Mail or Ph:#
Instructor’s Signature

COMMENTS:

U Approve [ Disapprove Date: E-Mail or Ph:#
Instructor’s Signature

COMMENTS:

| Approve [ Disapprove Date: E-Mail or Ph:#
Dept/Program Chairman/Director Signature

COMMENTS:

01 Approve [ Disapprove Date: E-Mail or Ph:#

College Dean/Graduate Coordinator’s Signature

1 PTA COMMENTS:

PART IV. THE DECISION OF THE GRADUATE DEAN

0 Approve [ Disapprove Date: E-Mail or Ph:#
USF St.Petersburg Graduate Studies

COMMENTS:

OFFICE USE ONLY [ Registrar (original) | College [1 Graduate Schooll Student




