To request a waiver for a course you need to write a formal request including the following:

1.       List the course number and title you are requesting to waive along with the course number you are substituting for the required course.

2.       List the course description of the course you are using to substitute. The course description can usually be found in the university’s course catalog. Often the course catalog is available on-line. Cut and paste the course number and description into your waiver request. If you are using an on-line source please list the link where you retrieved the course description.  Be sure that the course description is from the catalog for the term that you took the course which is not necessarily in the current catalog.  In some cases you will have to get this information from the records office.

3.       List when and where you took the course or courses.

4.       List the number of credits for the course or courses, and whether the credits are quarter credits or semester credits.

5.       List your grade or grades in the course or courses used to substitute for the required course or courses.  


