
University of West Florida                                          Office of the Registrar -- (850) 474-2240 
 

WITHDRAWAL REQUEST 
Complete this form, listing the course(s) from which you wish to withdraw, sign the form, and submit it to the 
Office of the Registrar, Building 18 (see back of form for policies and procedures for the different types of 
withdrawals). Check the Academic Calendar in the current UWF Catalog for deadline dates for each type. 
 
____________________________ Circle Semester:   Fall      Spring      Summer       Year:__________ 
UWF I.D. Number 
 
Name: _______________________________________________________________________ 

Last    First    Middle Initial 
 

 
Check if applicable:   
___VA Benefits-last date of attendance required*  

____International Student 
____Intercollegiate Athletics 
 
  
Signature of Coach OR Foreign Student Advisor 
(as applicable)  

Reason for withdrawal  (check one) 
___Academic    
___Church Mission Service 
___Employment Conflicts 
___Death in the Family 
___Federal Foreign Aid Service 
___Health/ Medical  
___Major Change 
___Military 
___Personal 
___Financial 

 
COURSE INFORMATION 
 

Reference 
Number 

 
Course 
Prefix 

 
Course  

Number 

 
 

Hours 

 
Withdrawal 

Grade 

 
 

Last Date of 
Attendance * 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
Withdrawing from a course does NOT remove it from your permanent record.  New State of Florida rules on 
repeat course charges require that withdrawn courses count when applicable to these rules. See details on  repeat 
course charges in the current UWF Catalog and the information sheet found in the Office of the Registrar. 
 
________________________________________    _________ 
Student=s Signature     Date 
 

 
FOR OFFICE USE ONLY 

 
Received by:  Initials________  Date______ 

 
Processed by:  Initials________  Date______ 
 
Semester Week: __________  
 
 
 
 

 
 
Distribution: Original -Registrar    

Copy - Student 
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WITHDRAWAL POLICIES AND PROCEDURES 
 
Withdrawal from Courses 

A student may withdraw from a course during the term beginning with the first day of instruction and 
ending at the conclusion of the business day on the Friday of the ninth week of instruction (comparable 
periods will be designated for short terms).  A grade of AW@ will be assigned to the student during this 
period.   

A student who wishes to withdraw from a class using the period designated for withdrawals should 
obtain a AWithdrawal Request@ form from the Office of the Registrar, complete the request, and submit the 
completed form to the Office of the Registrar prior to the published deadline. 

After the deadline as specified, students who do not complete the course requirements will be 
assigned an AF@ unless circumstances exist beyond the control of the student, as determined by the 
instructor.  In this instance, if 70% of the course work has been completed, a grade of AI@ may be assigned 
by the instructor. 
 
Withdrawal from the University (all courses for the term) 

Authorization for withdrawal from the University for all courses for the current term must be obtained 
from the Office of the Registrar. 

During the term students withdrawing from all courses before the ninth week deadline date will be 
assigned a grade of AW@ in each course.  Students withdrawing from all courses after the ninth week and 
through the last day of instruction will be assigned a AW@ or AWF@ at the discretion of the course instructor. 
 
 
 
REFUNDS/LIABILITY FOR FEES 
Drop/Add 

1. The per credit hour fee shall be fully refunded for each credit hour dropped during the Drop/Add 
period (see current University Catalog Calendar for dates). 

2. The per credit hour fee shall be fully refunded if the student withdraws from the University (all 
courses for the current term) during the Drop/Add period. 

 
Withdrawal From All courses Prior to End of Fourth Week of Classes 

A refund of 25% of the total fees paid, less the building and capital improvement fee, shall be made 
when a University withdrawal (withdrawal from ALL courses for the current term) is processed prior to the 
end of the fourth week of classes (or the adjusted summer or special course deadline).  A grade of AWR@ 
will be recorded for each course. 
 
Special Refunds 

In the following instances, the per-credit-hour fee, less the building and capital improvement fee, shall 
be refunded: 

1. involuntary call to active military duty; 
2. death of the student or immediate family member (parent, spouse, child, sibling); 
3. complete withdrawal of the student from the University due to student=s illness of such duration 

and severity, as confirmed in writing by a physician, that completion of the term is precluded; 
4. exceptional circumstances upon approval of the University Fee Appeals Committee. 
Students requesting special refunds should contact either the Cashier=s Office, Building 20E, or the 

Office of the Registrar, Building 18. 
 
 
 
FINANCIAL AID 

Students receiving financial aid benefits should contact the Office of Student Financial Aid, Building 
18, before processing a class or University withdrawal. 
 
 
 
VETERANS 

Students receiving veterans benefits should contact the Office of Veterans Services, Building 18, 
before processing a class or University withdrawal. 
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