Instructions for Filing Petition for Adjustment of Curriculum Requirements

Ira A. Fulton School of Engineering

Complete your petition according to the following instructions.  Check that your petition meets the following requirements.
□  Petition is typed.

□  All of the information requested on the petition is provided.  Petitions that have incomplete information or do not satisfy the usual rules of grammar, punctuation, and spelling will be returned to the department of your major.

□  Include a complete mailing address and an ASU email address for future correspondence regarding your petition results.
□  A specific request is stated clearly and concisely.

□  A justification of request is stated clearly explaining why you should be allowed to be exempt from a policy that all other students must follow. The decision of the committee will be based on information which you provide on this petition. You will not be present to provide additional information.
□  Any necessary supporting documentation is attached (see below for required documentation and information).
□  You have signed and dated the petition.

FILING YOUR PETITION
· Submit petition and any supporting documentation to the department of your major for instructions on obtaining advisor and department recommendations.

· Your department will forward the petition to the Office of Academic Affairs.

· The Petitions Committee normally meets every week. Petitions must be received in the Office of Academic Affairs at least 72 hours prior to the meeting to be guaranteed a review.

· The Petitions Committee takes action on petition.

· You will receive notification of the petition result by postal mail.

· In some instances, petitions are forwarded to the University Standards Committee (USC) for final action, which may take 4-6 weeks.  
REQUIRED SUPPORTING DOCUMENTATION AND INFORMATION
Variance to general studies: If requesting general studies credit for an ASU course, the appropriate criteria checklist http://www.asu.edu/duas/genstudies/checklist.htm must be completed and signed by the ASU instructor, and include the course syllabus.
Graduate under older catalog: Submit a DARS report or curriculum checksheet showing completed coursework as listed on transcripts, for both your current and previous catalogs.  You must include a justification explaining the consequences for remaining under the new catalog.
Enroll in a course for a third or more time: List factors that caused you to be unsuccessful in your attempts and what steps you have taken to ensure successful completion of the course.  Address why it is necessary for you to be permitted to repeat the course now. Approval for third (or more) time repeat is valid only for the semester requested on the petition.
Pursue concurrent baccalaureate degrees:  Students must have completed all the skill set courses and have professional standing in the primary degree program prior to petitioning.  *Petition must be reviewed by both degree programs if seeking concurrent degrees within the Fulton School of Engineering. 
Register for overload: List all courses for which you wish to register and their corresponding semester hours; if request is approved, your registration will be restricted to these courses. Justify why this is necessary and how you intend to be successful. 
Enroll in 500-level course as an undergraduate for undergraduate credit: Obtain 500-level course instructor signature. Justify why this is necessary and what prepares you for this level of study.
NOTE: Reserve a graduate-level course for possible use in future graduate program: Prior to registration in the class, the student must submit a petition to the Division of Graduate Studies requesting permission to reserve credit. The form must be signed by the course instructor, student’s undergraduate advisor, graduate committee chair, and the head of the academic unit offering the course. The form can be found at the following web site, http://www.asu.edu/graduate/forms/index.html. The form is submitted to the department of your major.
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	PETITION FOR ADJUSTMENT OF CURRICULUM REQUIREMENTS

IRA A. FULTON SCHOOL OF ENGINEERING


PLEASE PROVIDE THE FOLLOWING INFORMATION
	Name
	Student ID No.
	Date

	     
	     
	     

	Mailing Address, City, State, Zip Code
	ASU E-mail Address
	Local Phone

	     
	     
	     

	Major
	Proposed Graduation Date

	     
	     

	Total Hours Completed
	Catalog Enrolled Under
	ASU GPA
	Cumulative GPA (ASU + Transfer)

	   
	     
	     
	     


NATURE OF ADJUSTMENT (CHECK ONE ONLY)
	 FORMCHECKBOX 

Variance to General Studies

	 FORMCHECKBOX 

Graduate under Older Catalog                  Catalog Year 

	 FORMCHECKBOX 

Enroll in a Course for a Third or More Time

        Course 
	 FORMCHECKBOX 

Pursue Concurrent Baccalaureate Degrees, 2nd major 
*Approval from each department is required if degrees are within the Fulton School of Engineering

	 FORMCHECKBOX 
   Register for Overload  
Total Hours 
	 FORMCHECKBOX 

Enroll in 500-Level Course for Undergraduate Credit (Must Obtain Instructor’s Signature)
Course 
Instructor Signature:_____________________________  Date_________

	 FORMCHECKBOX 

Other


	Use the Division of Graduate Studies Petition form, http://www.asu.edu/graduate/forms/index.html to reserve a graduate-level course for graduate credit.

	Specific Request and Justification of Request (The Petitions Committee will not review petitions without both a specific request and a justification of  request.  Attach supporting documents, if necessary):



	Student Signature 

	Date

	Statement from Academic Advisor/Chair



	Recommendation of Academic Advisor:

Signature of Advisor                                         Date     
	 FORMCHECKBOX 
 Approve 
 FORMCHECKBOX 
 Disapprove

 FORMCHECKBOX 
 Transmit


	*Recommendation of Academic Advisor for concurrent Engineering degrees:
Signature of Advisor                                  Date     
	 FORMCHECKBOX 
 Approve
 FORMCHECKBOX 
 Disapprove

 FORMCHECKBOX 
 Transmit



	Recommendation of Department:

Authorized Signature                                        Date     
	 FORMCHECKBOX 
 Approve 

 FORMCHECKBOX 
 Disapprove
	*Recommendation of Department for concurrent Engineering degrees:
Authorized Signature                                  Date     
	 FORMCHECKBOX 
 Approve

 FORMCHECKBOX 
 Disapprove

	
	
	

	Action of  Petitions Committee:
Authorized Signature                                         Date     
	
	 FORMCHECKBOX 
 Approve                                   FORMCHECKBOX 
 Disapprove 

 FORMCHECKBOX 
 No Action                                FORMCHECKBOX 
 Returned for Further  Information



	Comments:









