 School of Music

ACADEMIC PETITION FORM
or

REQUEST FOR WAIVER OF DEADLINE TO ADD OR DROP A CLASS
( Undergraduate Studies Committee



( Graduate Studies Committee
ABSOLUTE DEADLINE:   November 1st for Fall Semester; April 1st for Spring Semester

INSTRUCTIONS:  You must complete both sides of this form for the Committee to act on your request. Incomplete or missing information will result in the form being returned to you for completion, which will delay committee action on your request. You must also fill out a “Notice of Petition/Request for Instructor Remarks” form for each course listed in your request and ask the instructor to complete the form. All forms should be sent to Beth Loree, University of Louisville, School of Music, Dean’s Office, Louisville KY 40292.  Dean’s Office phone number: 502-852-6907, fax 502-852-0520.
Please Type or Print Clearly in ink

Name____________________________________ Student ID#______________  Phone____________​​​​_________​​

Address________________________________________City__________________State_______ Zip__________
E-mail address______________________________

This is a     (  FIRST PETITION   
or       (  APPEAL OF A PREVIOUS PETITION
Enrollment Unit:    ( Music    ( A&S
( Other
Music Major_______________​​​​​__________________
COURSE(S) for academic decision or to be added/dropped after the deadline:

	DEPT. ABBREVIATION
	COURSE #
	SECTION
	SEMESTER
	INSTRUCTOR
	ACTION REQUIRED

	MUS
	109
	01
	Fall 2006
	Prof. K. Lloyd
	Add

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


(OVER)
What will your total hours for the semester be if this petition is approved?      _________hours
***** DO NOT WRITE BELOW THIS LINE *****
RESULTS




COMMENTS:

( Approved

__________________________________________________________________________
( Denied

__________________________________________________________________________
( Deferred

​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​__________________________________________________________________________
Reported by________________________________________
Results Date_________________________
Name____________________________________________

Student ID#________________________
REQUEST FOR ACADEMIC DECISION OR WAIVER OF DEADLINE TO ADD/DROP A CLASS


Please Type or Print Clearly in ink
NOTIFICATION:  I understand that, as soon as it becomes available, the committee’s decision will be e-mailed or mailed to me at the address on this form. I affirm that the statements I have made in this petition are true to the best of my knowledge. I understand that if information I have provided is later determined to be false, my petition may be returned to the reviewing committee for review and the matter may be referred for academic discipline.
________________________________________________



__________________________________

Student Signature







Date

=  =  =  =  =  =  =  = =  =  =  =  =  =  =  =  =  =  =  =  =  =  =  =  =  =  =  =  =  =  =  =  =  =  =  =  =  =  =  =  =  =  =  =  =  =  =  =  
FOR OFFICE USE ONLY

Received in Dean’s Office on______________________________   

By________________________________
NOTE:  IT IS THE RESPONSIBILITY OF THE STUDENT TO OBTAIN INSTRUCTOR’S REMARKS 
NOTICE OF PETITION/REQUEST FOR INSTRUCTOR REMARKS

The student named below has submitted a petition to the School of Music Undergraduate or Graduate Studies Committee for reasons including late withdrawal from, addition to, or change of grading status in your class.

The student may return this form with his/her petition, or the instructor may return it by campus mail to Beth Loree, School of Music, Dean’s Office. 
TO BE COMPLETED BY STUDENT

Student’s Name_____________________________________________________  Student ID#_________________________

Course___________________________________________________________  Term_______________________________

Request for a waiver of deadline to:

(ADD
       (WITHDRAW       (CHANGE TO AUDIT        (CHANGE TO PASS/FAIL      (CHANGE TO LETTER-GRADE

(OTHER _______________________________________________________________________________________________________

Instructor’s Name__________________________________________________ Date________________________________
TO BE COMPLETED BY INSTRUCTOR

Your immediate response is requested. Committee action on a petition may be delayed if your response is missing.  Please be sure to complete all three sections before signing. Thank you for your assistance in this matter.

NOTE:  This form will be made part of the student’s official academic file.

1. Student’s attendance______________________________________________________________________________

2. Student’s performance/grade in the course___________________________________________________________

3. Comments on the requested action.  (Leaving this space blank or simply inserting a yes or no is NOT an adequate response.)

Instructor’s Signature_____________________________________________
Date____________________

8/06
In the space below please explain your situation and your reasons for thinking an exception is warranted; restrict your comments to the space below. Attach copies of all pertinent documentation needed to support the facts of your case. Have your instructor complete the Instructor Remarks Form specifying the date you began the course and your arrangements to make up any missed work. If supporting evidence is incomplete, action may be deferred until missing material is provided. This will delay the final action of the committee. 








