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Change of Grade Form  
  
 

CHANGE OF GRADE FORM 

Student’s Name  ID  Number  
College  Department  
Major  
Semester  Year  
Course Code & Title  Course Instructor  

Grade before change Grade after change 
Numeral:   Letter: Numeral:   Letter: 
Basis for grade change 

 Error in calculating the grade: 
 
  Completion of work to remove Incomplete grade 
 
  Student missed the final exam for compelling reasons (Please specify): 
 
  Other reasons (Please specify) 
 
Instructor’s Signature  Date  

 
Department Chairperson  
 Approve  Do Not Approve 

Basis for the recommendation  
 
Signature   Date  

 
College Dean 
 Approve  Do Not Approve 

Basis for the decision:  
 
Signature   Date  

 

Comments and final action of the Registrar’s Office 
 
 
Signature   Date  

 
Rules: 
• Grade change is allowable only if a verifiably compelling reason warrants it. 
• The approved grade change request form must be submitted to the Registrar’s Office within one 

week of posting the course grade.  
• No grade change is allowed after the degree has been awarded. 
 
 
cc:  Student’s record 
 Registrar’s Office  


