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Received by/Date Processed by/Date 

 

DROP REASON KEY:  
Changed Mind – C | Changed Section/Course – CS | Course Not Needed – N | Financial Aid Issues – FA | Health/Family Issue – H | Relocated – M 
Instructor Issue – I | Military Commitment – MC | Personal Finances – F | Too Difficult/Got Behind – D | Work/Time Conflict – W | Other - O 
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SUBJECT 

COURSE 

NUMBER 

COURSE 

SECTION 

CREDIT 

HOURS 

ADD/DROP 

(A/D) 

 

DROP REASON 

ADD TO WAIT 

LIST 

XYZ 100 101 3 D CS  

       

       

       

       

       

 I WISH TO WITHDRAW FROM ALL OF MY COURSES FOR THE SEMESTER IN QUESTION. 
 

 

CHANGE OF SCHEDULE/WITHDRAWAL FORM 
Office of the Registrar 

 PLEASE PRINT  

 

Name: _____________________________________________________________________________________ 
  
Student ID Number: ________________________________________ Date:       
  

Indicate semester and year of registration:  FALL  SPRING  SUMMER YEAR:   
 

 

 Scheduling for courses obligates the student to all tuition and fees associated with those courses as well as any fees 

associated with making any changes to your schedule.  Please familiarize yourself with the tuition refund schedule in 

the event it becomes necessary to drop a class(es) or make changes to your schedule. 

 Enrollment in courses is contingent upon the successful completion and documentation of prerequisites, if necessary.  

You are responsible for dropping courses for which you have not met the prerequisite requirements. 

 Students who are on academic probation must be released by their academic advisor before registering.   

 The student accepts responsibility for the courses and fees associated with the courses listed above.  The student 

agrees to comply with the guidelines set forth in the OTC Computer Use Agreement and the OTC Student Handbook.  A 

copy of these agreements may be obtained at otc.edu. 

 
 
Student Signature 

  
DATE: 

Advisor’s Signature is required for all students on academic probation 

 
Advisor Signature 

  
DATE: 

Dean’s Signature is required to ADD a course after the ADD/DROP Deadline. Dean will discuss Satisfactory Academic 
Progress with student. 

 
Dean Signature 

  
DATE: 

 



 

 

 
Financial Aid Refund Policy (Return of Title IV Funds) 

 
Financial Aid Refund Policy (Return of Title IV Funds) If a student withdraws or is withdrawn or dismissed from 
OTC, the school or the student may be required to return some of the Federal Student Aid funds awarded to 
the student. The student may also be eligible for a refund of a portion of the tuition and fees paid to OTC for 
the semester. If the student received financial assistance other than Federal funds, a portion of the refund 
may be returned to the program from which the assistance was received.  
 
Refunds to all Title IV recipients (Federal Pell Grant, Federal Supplemental Educational Opportunity Grant, and 
Federal Stafford Loans) who withdraw during an enrollment period for which they have been charged will be 
identified and aid reprocessed to comply with Federal regulations.  
 
If a student withdraws (or stops attending classes) from the College at any time during the semester, the 
student may be required to repay a portion of the grant or loan aid received. The amount of repayment due is 
calculated based on the student’s last day of attendance. Repayments from students will be returned to the 
programs from which the student received funds, as specified by the U.S. Department of Education.  
 
If a student wishes to withdraw, the student should contact Student Services and complete a withdrawal form 
to begin the withdrawal process. This procedure will enable OTC to properly calculate a refund in order to 
refund the maximum possible institutional charges. The date used when calculating the refund will be the last 
date of attendance documented by the college.  
 
If required, all items needed for verification should be turned in at the time of withdrawal but no later than 
fourteen calendar days from the date of the withdrawal. Submitted documents received will be reviewed and 
eligible student aid awarded.  
 
All students who enroll and are Federal financial aid recipients must attend all classes for which they are 
originally enrolled. Dropping classes could result in a repayment obligation. If you fail to attend one or more of 
your classes and do not officially withdraw, you may still be required to repay some or all of your financial aid.  
 
If a student stops attending all classes before completing at least 60% of the semester, they will probably owe 
money back to the federal financial aid program(s). Repayment is made to Federal programs based on the U.S. 
Department of Education Return of Title IV funds formula 


