TEXAS COLLEGE

TYLER, TEXAS

OFFICE OF THE DEAN OF RECORDS/REGISTRAR

APPLICATION FOR CLASS WITHDRAWAL

Name __________________________


ID # ___________________

	Course Code
	Course Number
	Course Title
	Credit
	Time& Day

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Reason for Withdrawal ____________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________         _______________________________________

Student’s Signature


Date        Vice President for Business Affairs             Date

________________________________________      _______________________________________

Vice President for Student Affairs
Date      Office of Student Financial Aid                    Date

________________________________________      _______________________________________

Vice President for Academic Affairs
Date      Office of the Dean of Records/Registrar      Date

NOTE: A student is not officially withdrawn from the College until all signatures are received and the Office of the Dean of Records/Registrar is properly notified.
To withdraw completely from the Texas College, or from one or more classes, students must complete the following steps:

	Step 1
	Meet with your Instructor or Area Coordinator to discuss your options.

	Step 2
	Proceed to the Dean of Records/Registrar’s Office (Martin’s Hall First Floor).
Office hours: Fall/Spring Hours M-F 8 a.m. - 5 p.m. Summer hours may vary.

	Step 3
	Complete required forms.

	Step 4
	Retain a copy of your withdrawal form.


*NOTE: Students who are unable to come in person must submit a written request. The request should contain your name, student ID#, course(s) from which you wish to withdraw, date, and signature. The request will be processed as of the date received. Mail the request to: Texas College Registrar’s Office, 2404 North Grand Avenue Tyler, TX 75702 or fax to 903.596.9491.

Students who completely withdraw from the College are required to complete an exit interview.

Financial Aid recipients, who withdraw from classes prior to 60% of the semester, will be required to repay the unearned portion of their Title IV grants and loans for the semester.

For withdrawal dates, follow this link.
The division of Dean of Records/Registrar is committed to providing accurate, timely, courteous and thorough service to potential students, enrolled students, alumni and the university’s external constituents. The goal of each office within the division is to respond to written requests within three working days and telephone requests within 48 hours. Concerns regarding customer service should be directed to the Dean of Records/Registrar at 1.903.593.8311                                                05/2006     
