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INSTRUCTIONS:
1.  Complete the student portion of the form.
2.  Request the approval of the instructor and the Department Chair. Not all classes have a credit by exam option.
3.  File the approved form with the Registrar’s Office.
[bookmark: _GoBack]4.  Instructor must submit grade to Registrar’s Office and notify the student.
5.  Student must present a payment receipt, for $25.00, per credit, in order to receive credit on transcript.

STUDENT – PLEASE PRINT
Name: _____________________________________________________   ID Number: ______________________________________
Department and Course Number: ________________________________________________________________________________
Name of Instructor: __________________________________________    Requested Exam Date: ____________________________
Reason for Requesting Credit by Examination: ________________________________________________________________________________________________________________________________________________________________________________________________________________________

INSTRUCTOR – SIGNATURE INDICATES APPROVAL
PREPARATION FOR EXAMINATION: Books read, exercises written, project completed, work with faculty, etc…





Instructor’s Signature ___________________________________    Date of Exam _______________     Date Approved ___________

DEPARTMENT CHAIR – SIGNATURE INDICATES APPROVAL


____________________________________________________________________________________________________________     
Approved By									                                Date


REGISTRAR’S OFFICE: 
Grades of A & B may be recorded on transcript for a fee of $25.00 per credit.  Students who receive a ‘C’ may be excused from taking the course in question but may NOT receive college credit.
BUSINESS OFFICE

Amount Paid: _________

               Date:  ________

Grade to record on transcript:	_____ A  		
				_____ B      
				_____ C (Course Waived, no college credit)
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