OFFICE OF THE REGISTRAR
WITHDRAWAL/REFUND EXCEPTION REQUEST

COLLEGE greenriver.edu/OTR « (253) 288-3383 * 12401 SE 320th St., Auburn, WA 98092
OTR@agreenriver.edu * Fax (253) 288-3454 « greenriver.edu/upload

Use this form to request an exception to the refund rules and withdrawal timelines.
Do Not use this form for an instructional complaint, grade dispute, degree exception, or if you received a passing grade.
Submitting a request does not guarantee its approval. Please allow up to 10 business days for processing.

Student Information

Name: Birthdate:

Student (ctcLink) ID: Email:

Term Information

Quarter for request (select one): O Summer 4 Fall O Winter QO Spring  Year:

Last date of attendance:

For Class Removal & Refund: Completed requests must be received by the last day of the quarter immediately following
the quarter for which you are submitting the exception request. LE, if you are requesting an exception for summer
quarter, the completed request must be received by the last day of the following fall quarter.

For Late Withdrawal: Completed requests must be received within 1 year of the quarter you are submitting the request.

Student Statement

Provide a statement of why you, the student, are requesting the exception. The written statement must include a detailed
description of your request, the outcome you are asking for, your signature and the date.

Official Supporting Documentation
Official documentation to support your reason for the exception request is required for your request to be considered
complete. The request will not be reviewed without official supporting documentation.
Some examples of documentation:
e Medical Condition — a severe and unexpected illness which occurred during the quarter, which prohibited your
ability to complete the coursework.
o Documentation must come from a doctor, nurse, therapist, counselor, medical facility on letterhead and
clearly identify the patient and the dates of illness.
e Bereavement —the passing of a student’s immediate family member.
o Documentation may include a copy of a death certificate, an obituary, eulogy, or program from a memorial
service or a letter from a funeral home. This documentation either needs to have the student listed as a
family member or needs to be accompanied by proof of relationship.
e Military — call to active duty due to national emergency
o Military orders

Exception Request Guidelines
Submitting a request does not guarantee its approval.
Requests may be made for classes with the following grades only: 0.0, NC, |, W
Academic or instructional complaints are addressed by IN-5, Student Complaint Process.
Any refund of tuition and/or fees may be subject to additional regulations, i.e. federal grants, VA benefits, etc.

By signing this completed request form, | agree | have read all the included information, provided my statement, and
official documentation to support my reason for this Withdrawal Exception Request.

Student Signature: Date:
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Green River College does not discriminate on the basis of race, creed, color, national origin, sex, sexual orientation, age, marital status, religion, disability, genetic information or on any other unlawful basis. The college is
committed to preventing and stopping discrimination, including harassment of any kind and any associated retaliatory behavior. The following person has been designated to handle inquiries regarding the non-discrimination
policies: Vice President of Human Resources, 12401 SE 320th Street, Auburn, WA 98092-3622, (253) 288-3320. To receive this information in an alternate format, please contact Disability Support Services at (253) 833-
9111, ext. 2631; TTY (253) 288-3359.
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