

Program______________


Add/Drop Request Form                      Argosy University/SFBA

All add/drop requests must be submitted using this form. Submission of this form does not guarantee approval. The student is responsible for attendance in the original class until your class is confirmed. Please check AU Student Link to confirm changes to your schedule. Requests for changes to closed classes will not be considered. Please be aware of additional restrictions to the add/drop policy for limited enrollment courses. Credits dropped will be subject to the refund policy in effect at the time of the drop. Withdrawing from AUSFBA or dropping units may affect your Financial Aid.

	
	
	
	
	

	Name (Please Print)
	
	Student ID #
	
	Signature

	
	
	
	
	

	
	
	
	
	

	Contact number 
	
	E-mail
	
	Date 


Term: _________    Year: ________
Tuition Discount (specify cohort name):____________ 
VA Benefits? ____________
Student Finance Signature_________________________________________
International Student Advisor Signature______________________________
(For F-1 Visa Students)
	
Circle One
	
CRN
	
Course #
	
Sec
	
Course Name
	Day & Time Class Meets 
	
Credits

	Part of Term
	*Dept Chair’s

Signature

	ADD     DROP
	
	
	
	
	
	
	
	

	ADD     DROP
	
	
	
	
	
	
	
	

	ADD     DROP
	
	
	
	
	
	
	
	

	ADD     DROP
	
	
	
	
	
	
	
	

	ADD     DROP
	
	
	
	
	
	
	
	

	ADD     DROP
	
	
	
	
	
	
	
	


ARE YOU DROPPING ALL YOUR COURSES?__________________________________________________________________

ADD/DROP GUIDELINES – PLEASE READ

ADDS
· Is this the FIRST time registering for this semester?  ______ YES   ______ No
· *Your department chair’s signature is required if adding course after the first meeting of the course or if the course is full

· *Your department chair’s signature is required if you are adding an independent / directed study

· Payment must accompany add/drop requests
· If you add a class after Financial Aid (FA) is posted to your account or your FA does not cover your balance, please provide payment below

· Students may not add a course if it has met once for a 7 ½ week course or twice for a 15 week course


Payment Information

	
Signature:
	
Date:

	
                 CHECK (Check #______)
	
______MASTERCARD
	
______VISA
	
_____DISCOVER 

	
Card#:_________________________________________________________                                          
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Credit Card Security Code: _______________
	

Exp. Date: 


DROPS

· A $50 drop fee applies once the semester BEGINS.
· Refunds for a course are based on Argosy’s refund policies (please refer to CA pro-rata refund & Title IV on page 22 of the 05-06 Academic Catalog).
· The last day of attendance may need to be verified by the instructor of the course.  Students may not drop a course after 50% of the course is completed
· Online courses last date of attendance is based on log in activity
· If you are receiving a Pell Grant, Cal Grant or a HEAL Loan (additional Unsub. loan for Psy.D students), your grant or loan may be effected or returned
· If you are receiving VA benefits, a change in credits, may effect your benefits
ARGOSY UNIVERSITY 

COURSE ADD/DROP DEADLINES

Academic Year 2007-2008

Students dropping a class must provide official notification to the Student Services Department by completing the ADD/DROP Form.  Students officially dropping all classes in a semester are considered withdrawn for refund purposes and are subject to the institutional refund policy as published in the academic catalog. 

PLEASE NOTE:  For weekend courses, the official start date may precede the on campus component. Tuition credits will be applied to the student’s account according to the refund schedule below:

	For 15 week courses, if a student drops:
	Refund percentage

	By noon of the second Friday after the session start date
	100%

	After noon of the second Friday of session start date

	 0%


	For 7 1/2 week courses, if a student drops:
	Refund percentage

	Within the first 7 days of the session start
	100%

	After the 7th day of the session start date
	0%


In order to receive a refund of 100%, students must officially drop a course through Student Services by the 

following dates.  Please note that the deadline for 15 week courses is noon on the date listed.

	Fall 2007
	Spring 2008
	Summer 2008

	September 14, 2007                 for Session I - 15 week courses
	January 18, 2008                 for Session I - 15 week courses
	May 16, 2008                             for Session I - 15 week courses

	September 11, 2007                for Session I - 7½ week courses
	January 14, 2008                       for Session I - 7½ week courses
	May 12, 2008                                  for Session I - 7½ week courses

	November 1, 2007               for Session II - 7½ week courses
	March 6, 2008                                    for Session II - 7½ week courses
	July 3, 2008                                        for Session II - 7½ week courses


	Grades

	Students officially dropping a course before the end of the add/drop period will have the course removed from their transcript.  A record of the course attempted remains on the student’s ledger and in the student’s academic record.  Students who officially drop after the end of the add/drop period and before 67 percent of instructional time will receive a “W” on their transcripts.  Students who complete more than 67 percent of instructional time may not withdraw from a course.  Deadlines for dropping with a “W” grade are below.

	Fall 2007

‘W’ Grade Deadlines
	Spring 2008

‘W’ Grade Deadlines
	Summer 2008

‘W’ Grade Deadlines

	November 12, 2007                 for Session I - 15 week courses
	March 17, 2008                    for Session I - 15 week courses
	July 14, 2008                              for Session I - 15 week courses

	October 08, 2007                   for Session I - 7½ week courses
	February 11, 2008                        for Session I - 7½ week courses
	June 09, 2008                                  for Session I - 7½ week courses

	November 29, 2007                 for Session II - 7½ week courses
	April 3, 2008                                     for Session II - 7½ week courses
	July 31, 2008                                         for Session II 7½ week courses


For Office Use Only

Processed by:____________
  Date:________________                  Student Services Fax #: 510.217.4805

