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L&S Late Add/Drop Appeal Process
Student/Advisor… Writes appeal, gathers documentation, “preps” and attaches add/drop card with all required information



SAAO of COLS makes decision based on (1) criteria on reverse of form and (2) documentation student submitted with appeal




Maureen Winkler, PA, SAAO/COLS, adds decision to Excel file on shared drive 




    Approved*
              Denied

     Processes denials in COLS Office:

     Sends copy to student (pink or Xerox)

     Sends copy to Instructor (yellow)

     Files original copy in Registration basket
Sends complete form and
     

     Sends Student Accounts copy (blue)    prepped add/drop card 
     

     (Tosses prepped add/drop card)

for approved adds/drops

     
to Registration Desk– D-130 
     

Registration staff member processes form:



 
   Adds/drops student using TitanAdmin



  
   Sends student copy of form (pink) and new schedule

   Sends Instructor copy (yellow)
   Sends Student Accounts copy (blue)
   Files original white copy in advising file 

   Files add/drop card in Registrar’s drawer file
*NOTE:  If faculty member approves late add, no documentation is required.
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