
Instructions 
1. The student requests the Special Enrollment Permission Request form from a Counselor/Faculty Advisor.
2. The student completes the form and check the appropriate box that matches the request.
3. Student explains why special permission is being requested in space provided; attach additional information

and/or documentation, if applicable, and submits form to a Counselor/Faculty Advisor.
4. The Counselor/Faculty Advisor completed the academic portion and submits the form to the Vice President

of Student Services for approval.
5. The Vice President will render a final decision and the student will be notified regarding status ofrequest.
6. If approved, the student should submit the form to the Office of Admissions for processing.

Date Submitted: Semester: Year: Major: _______ _ 
----- ---

Name: Student ID: 
---------------------- --------

Phone No.# --------
Student's Signature 

Request permission for the following: 

REQUIRES APPROVAL OF VICE PRESIDENT: 
Enroll in 19 or more hours (Fall/Spring) or 13 or more hours (Summer Session*) 
Refund tuition and fees after the Refund Policy period*: 100% __ 70% 25% 
Drop after Last Day to Drop Deadline (Census Date)* 
Waiver/Refund of $30 Registration Fee 
Withdrawal after Last Day to Withdraw Deadline* 
File for Graduation after published deadline date 
Other: _____________________________ _ 

*List the course(s) for which special permission is requested:

Reason for request: (Attach additional information/documentation, if necessary) 

TO BE COMPLETED BY COUNSELOR/ADVISOR: 

Cumulative GPA --- Total Hours Completed ___ _ 

OApproved 0 Denied 
Vice President Date 
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