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1. In the Office of the Senate Council (OSC), the process begins upon receipt (from the 
dean of the student’s college) of the appropriate paperwork. 

 
a. If forms are missing, the OSC will contact the dean to request the items be 

sent to the OSC. It is particularly important that the transcript and IFFs be 
included in the paperwork. 

 
2. Upon receipt, the OSC date stamps the paperwork, makes a file for the student and 

holds the file until the next meeting. 
 

a. The day after the deadline, the OSC creates and mails copies of every 
completed the retroactive withdrawal application to each of the Senate’s 
Retroactive Withdrawal Appeals Committee (SRWAC) members.   

 
Assuming a completed application is received by the meeting’s deadline, every student 
with a completed application on file will have his or her case heard at the next meeting.   

 
Incomplete files will wait on required paperwork.   

 
It is the STUDENT’S responsibility to ensure that the Office of the Senate Council has 

all necessary paperwork. 
 

3. If the student has indicated on the form that s/he wishes to be present for the 
meeting, the OSC will contact the student before the meeting to determine the time 
for their appearance (meeting dates are usually posted on the website). Attendance 
at the meeting is not required and is sometimes not possible, due to distance and 
previous commitments. However, attending the meeting can only help a student’s 
case. 

 
a. If a student wants their case postponed until the next meeting, the OSC will 

hold on to the file until the next scheduled meeting. 
 

4. After the meeting, the SRWAC chair will give all notes and final decisions (approval or 
denial) to the OSC. 

 
a. An email with an attached decision letter will be sent to the appropriate college 

dean(s) informing them of the outcome.   
 
b. The Office of the Registrar will also receive a copy.  
 
c. The college dean’s office is responsible for informing a student about the 

decision of the SRWAC. The OSC will not give this information directly to the 
student. 

                                            
∗ DISCLAIMER!  The text in this document is for informational purposes only.  Due to individual and 
specific circumstances, there may be deviations from the process outlined above. 


