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Faculty Request to Change a Grade  
  
This form is to be used only for a change from a letter grade to another letter grade. For example 
changing a ”C-“ to “B+”, this excludes incomplete grades. If the current grade is an incomplete, 
please use the Removal of Incomplete grade form. 
 
A grade awarded over one academic year ago cannot be changed with this form. The student must 
Academically Petition.  
 
Forms without a student PRN, CRN, or all required signatures will be returned to the department and will 
delay the updating of the student’s record. 
 
 
 
 
 
 
 
 
 
 
 
I request that the grade for                          during 
                   Subject, CRN, Title           Semester/Term 
 
be changed  from  _____________ to _____________. 
       Current Grade         New Grade 
 
 
This request is based on the following explanation: 
 
 
 
 

 
 
Instructor’s Name         Date: 
(Please Print) 
 
Instructor’s Signature        Date: 
 
                    
Dept Chair Signature_______________________________________  Date:  
(If Applicable) 
 
 
Dean’s Signature                                                                Date: 
                 
 

 
Student's Name:  PRN:  
    
Email Address:  
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