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Advising Unit
Add / Drop Request Form

Date


: …………………………………………
Student Name
               : …………………………………………
Student ID

: …………………………………………
Student Major
               : …………………………………………
Student GPA                     : …………………………………………
Student Mobile                  : …………………………………………
Total Number of Earned Credit Hours: 
	Dropped Courses

	
	No.

	CRN

	Course.

Code

	Course

No.

	Credit

Hours

	Advisor Signature

	No.

					
	1

						1

					
	2

						2

					
	3

						3

					
	4

						4

					
	5

						5

					

	

	Total Credit Hours Registered BEFORE the Request

…..

Total Credit Hours Registered AFTER  the Request (NOT less than 12 hrs)
……



Student Signature: ………………………
The student’s advisor must check all applicable reasons to continue the processing of the student’s request:
	1
	(  The section has been closed because of low enrollments
	6
	(  Dividing the section into two sections because of high enrollments

	2
	(  To complete the students registration
	7
	(  Student failed in the course during the previous semester

	3
	(  The student didn’t take the course’s prerequisite
	8
	(  The course is not included in the student’s study          plan

	4
	(  Adjust student’s schedule because of incomplete
	9
	(  A time conflict on the student’s final exams

	5
	(  Student will take three final exams at the same day
	10
	(  Student changed his/her specialization or transferred from other college


Advisor Signature
              * Department chair Signature 
          Advising Unit                                       ………………………                     ……………………………………………         ………………………
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