
Office of the Registrar - Registrar@pennwest.edu Updated 4/10/2023 

Office of the Registrar 
Updates to current Registration 

(All fields outlined in red are REQUIRED. An answer must be provided in order to save form) 

This form is used to request changes to registration after the applicable University deadline has passed.  
Registering or swapping from any class(es) after the deadline requires approval from the college offering the course and is an 
exception to university policy. The late request must have extenuating circumstances and there is no guarantee that a late request will 
be approved. 

Name: _____________________________________ PWID #:  _______________________________ 

Term w/year:      Fall ____      Summer ____       Spring ____ Winter ____ 

Class Information for late ADD:  
CRN # Subject & Course # Instructors Signature 

Class information for SWAPPING sections: 

CRN# Subject & Course # 
moving FROM CRN# Subject & Course 

# moving TO Instructor Signature 

Reason for this requested change: 

I certify that I have reviewed my degree requirements and consulted with my advisor regarding these schedule changes. I understand 
that failure to do so may result in dropping or adding classes that could prevent or delay graduation. 

 ___________________________________________________   ___________________________ 
 Student Signature            Date 

 ___________________________________________________   ___________________________ 
 Advisor/Dept. Chair Signature                                              Date    

IMPORTANT NOTE: Students are advised to check on what impact the transaction may have on financial aid, athletic eligibility, 
health insurance benefits, degree requirements, veteran’s benefits, scholarships, or other areas. 

Instructions: 
• Student to complete form with all required information. Digital signatures are preferred. And forward to 

Instructor for approval.
• Instructor to sign in approval and forward to Advisor or Department for approval.
• Department Chair or department secretary to email form to Registrar@pennwest.edu
• Please follow naming convention of: TERM_PWID_UPDATES_TO_REGISTRATION

o Example:  202330_P11100023_UPDATES_TO_REGISTRATION
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