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GENERAL INFORMATION   

This process is for students requesting an exception to University policy to receive a refund for tuition 
and/or fees after the 100% refund deadline. Recipients of the Recovery Grant are not eligible to appeal 
for a refund. 

Tuition and Fee Appeals are granted only in extraordinary, documented circumstances that were 
unforeseeable, beyond the student’s control, and that directly prevented completion of the course(s). 

Ordinary academic stress, workload challenges, dissatisfaction with course performance, voluntary 
withdrawal, or pre-existing conditions that did not significantly worsen during the term do not qualify for 
appeal consideration. 

The burden of proof and documentation rests with the student. 

Appeals that may not be considered include, but are not limited to: 

• Difficult work schedules

• Difficult class schedules

• Poor academic performance

• Accounts in collections

• Unsatisfactory grades

• Routine stress, anxiety, or academic difficulty

IMPORTANT DEADLINE  

Appeals must be submitted and received within 30 days of the last day of classes (not including final 
exams) of the semester in question.  Tuition appeals submitted after this time period may not be 
reviewed.   

STUDENT RESPONSIBILITY   

The student should complete this Tuition and Fee Appeal form, write a letter of explanation (see details 
below), then submit it to the Office of the Registrar.  All supporting documentation (medical, official death 
certificates, etc.) should be submitted at this time (see the indicators below for required documentation).   

The student’s letter must clearly address the following: 
• The specific event or medical/mental health condition that occurred.

• The date of onset or date of significant change.

• How the circumstance directly prevented academic participation during the semester.

• Why withdrawal prior to the refund deadline was not possible.

• What steps were taken to seek assistance (faculty, advisor, counseling services, etc.), if
applicable.

Letters that do not address these points may be considered incomplete. 

If the student is requesting any type of tuition refund the student must withdraw from the course(s) prior to 
submitting the appeal. No appeal for tuition refunds will be reviewed for students that are currently 
enrolled in the course(s) they are appealing.  

NOTE:  Any appeal packet submitted without a letter from the student and required documentation will be 
returned to the student for completion.  

APPEAL IMPACT ON FINANCIAL AID  

It is important to note that if the appeal is granted, and the student is a recipient of financial aid benefits, 
the award package for the semester may change or future eligibility for financial aid can be impacted. 
Prior to withdrawing from courses and submitting this form, it is in the student’s best interest to contact the 
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Office of Financial Aid to inquire how the granting of this appeal may impact the amount they may owe to 
or are refunded from the University.  

THE PROCESS  

The Office of the Registrar will prepare a packet of information that includes the student’s appeal 
documentation, unofficial transcript, current semester’s schedule, and tuition statement for the current 
semester.    

The Appeals Committee, comprised of representatives from several university departments, reviews each 
student’s packet of information and makes a determination.  The Committee may also contact the 
student’s instructor(s), advisor, Dean and/or any other university personnel to inquire as to attendance 
record, current grade in the course(s) or other university interactions as they relate to the appeal request.   

The student should allow 4-5 weeks for processing, as the Committee meets on a monthly basis.  During 
this time, the Tuition and Fee Appeal Committee will research, review and render a decision to the 
request.  The decision will be sent to the student via university email. 

WHAT TYPES OF DECISIONS ARE MADE? 

A variety of decisions can be made, including, but not limited to: 

• Approval

• Approval with 10% processing fee

• Denial

REASON FOR APPEAL REQUEST: 

Students must submit a detailed letter explaining the extraordinary circumstance that directly prevented 
completion of the course(s). The letter must clearly address all of the following: 

1. The specific event, illness, or circumstance that occurred.
2. The date of onset or the date of significant change during the semester.
3. How the circumstance directly prevented academic participation.
4. Why withdrawal prior to the 100% refund deadline was not possible.
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5. What steps were taken to seek assistance (faculty, advisor, counseling services, etc.), if
applicable.

Failure to address these points may result in the appeal being returned as incomplete. 

All supporting documentation must be submitted at the time of appeal. Failure to submit required 
documentation and a letter of explanation will result in the ENTIRE appeal package being returned to the 
student and may delay review.  

IMPORTANT: If an appeal packet is returned and re-submitted past the 30-day deadline, it may not be 
considered. 

REQUIRED DOCUMENTATION – MEDICAL OR MENTAL HEALTH APPEALS 

Medical or mental health documentation must: 

• Be from a licensed healthcare provider (MD or DO for medical conditions and a psychiatrist, 
licensed psychologist, or licensed clinical therapist for mental health conditions)

• Be on official letterhead

• Include dates of treatment during the semester in question

• Indicate approximate date of onset or acute exacerbation

• State how the condition significantly limited the student’s ability to participate in academic 
activities during the specific semester

Documentation must demonstrate a significant, term-specific change in functional limitations that was not 
reasonably anticipated and that substantially limited the student’s ability to participate in coursework.  

OTHER APPEAL DOCUMENTATION:  

Students must clearly describe the specific event and provide official documentation as applicable (e.g., 
registration records, legal documentation, law enforcement reports, death certificates, employer 
statements, etc.). 

Documentation must demonstrate that the circumstance was: 

• Unforeseeable

• Beyond the student’s control
• Directly responsible for the inability to complete coursework

Are you a recipient of financial aid (grants, scholarships, loans, etc.)?  Yes  No 
Are you a recipient of third-party payment (paid by invoice or voucher)?  Yes  No 

By signing this form, you are confirming that you have read and that you understand the student 
responsibility, impacts on financial aid, and the important deadlines for the appeal process.  

☐ I understand that routine academic stress, dissatisfaction with grades, or voluntary disengagement
from coursework do not qualify as extraordinary circumstances.

☐ I certify that all information and documentation submitted is accurate and complete.

___________________________ 
Student Signature  
*Handwritten Signature Required


