JAMES MADISON UNIVERSITY

Instructions for Appealing the Course Adjustment Deadline/Tuition Charges

James Madison University has established registration dates and deadlines to adhere with state requirements regarding accreditation, enrollment management, financial aid, and budgeting.  Under all circumstances the university expects students to abide by these deadlines.   However, for extenuating circumstances in which the student feels relief from the deadlines is warranted, this appeal process should be followed.  Failure to complete this process in its entirety will result in the appeal not being heard.

This appeal should be first filed with the Office of the Registrar (Warren 504A) if a removal of a “W” grade (late drop) or a late addition (beyond the “add with signatures” deadline, if applicable) to a class is requested.  The Office of the Registrar will act on the appeal and the following will ensue:

· If the appeal is successful for a late drop, the “W” will be removed from the transcript and with it the corresponding tuition charges.  

· If the appeal is unsuccessful for a late drop, the “W” will remain on the transcript and tuition charges will apply.  If requested in the appeal, all materials will be forwarded for review by the University Business Office to determine whether tuition charges should be waived.  

· If the appeal is successful for a late addition to a class, the Office of the Registrar will manually register you for the class.  Please note that this may result in an increase of tuition charges for that term.

THE DECISIONS BY BOTH OFFICES ARE FINAL AND MAY NOT BE APPEALED TO ANY OTHER UNIVERSITY ENTITY.
BEFORE YOU DECIDE TO APPEAL
· Consider carefully why a rule/deadline that applies to others should be waived for you, and thoughtfully articulate that point in your statement.

· How timely is the appeal?  A successful resolution for you is more likely when the appeal is filed as soon after the breach of deadline as possible.  The appeal will not be heard if submitted more than ten business days after the applicable registration deadline.

HOW QUICKLY WILL MY APPEAL BE RESOLVED?

· Both offices will have five business days each to review and decide on your appeal.  You will be notified via e-mail whether the appeal is granted or denied.

WHAT SHOULD THE APPEAL INCLUDE?

· The appeal should include all relevant circumstances (written in your statement) that apply to the case. 

· The appeal should include all relevant written or electronic documentation that applies to the case.  If applicable, the Office of the Registrar will contact the instructor(s) or other university officials to verify facts.

· The statement and any supporting documentation are subject to the JMU Honor Code.  If your statement and/or supporting documentation violate the JMU Honor Code, charges will be filed.
· After you have completed the appeal form on your computer, please print it, sign and date it, and submit to the Office of the Registrar in Warren 504A or fax to 540-568-5615.
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	Appeal of the Course Adjustment Deadline/Tuition Charges

	Student Information – Please complete all sections.

	
	
	
	
	

	Name (Last, First, Middle)
	
	Student ID Number
	
	Preferred Phone Number

	     
	
	     
	
	     

	Expected Graduation (Month/ Year)
	
	Email Address
	
	Date Appeal Submitted to the Registrar’s Office

	

	

	Action Requested – Please read carefully then complete all that apply

	A. Removal of the ‘W’ grade (missed the drop/add deadline).
Successful appeal of this deadline will result in removal of tuition charges as well.

	Class:
	     
	Section: 
	     
	Term:
	     
	Instructor:
	     

	
	JMU Subj./Catalog No.
	
	Section No.
	
	Term
	
	Instructor’s Name

	

	Class:
	     
	Section: 
	     
	Term:
	     
	Instructor:
	     

	
	JMU Subj./Catalog No.
	
	Section No.
	
	Term
	
	Instructor’s Name

	

	B. Removal of tuition charges (‘W’ grade still applies).

	Class:
	     
	Section: 
	     
	Term:
	     
	Instructor:
	     

	
	JMU Subj./Catalog No.
	
	Section No.
	
	Term
	
	Instructor’s Name

	

	Class:
	     
	Section: 
	     
	Term:
	     
	Instructor:
	     

	
	JMU Subj./Catalog No.
	
	Section No.
	
	Term
	
	Instructor’s Name

	

	C. Late addition to the class. 

	Class:
	     
	Section 
	     
	Term:
	     
	Instructor:
	     

	
	JMU Subj./Catalog No.
	
	Section No.
	
	Term
	
	Instructor’s Name

	

	

	Reason for Request – Statement of your petition:

	
	     

	

	Signature

	
	Date
	
	

	
	
	
	Office of the Registrar
MSC 3528, Harrisonburg, VA  22807
www.jmu.edu/registrar | registrar@jmu.edu
Fax: 540-568-5615|Tel:  540-568-6281
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