[image: image1.jpg]The
University





Add/Drop Form for 2008/2009
	Name
	
	Registration Number
	

	Which qualification are you working for, if any?
	

	Qualification  Code
	
	Current fee band
	
	Track Code
	


Please add to my record






   
	Full Module code

eg 1268.A.02.1
	Module title
	Additional Fee 
	Amount

	ACE
	
	Yes / No *
	£ 

	ACE
	
	Yes / No *
	£

	ACE
	
	Yes / No *
	£

	ACE
	
	Yes / No *
	£



* Please delete as appropriate
Please drop from my record

	Full Module code
	Module title
	Refund due
	Amount

	ACE
	
	Yes / No *
	£ 

	ACE
	
	Yes / No *
	£

	ACE
	
	Yes / No *
	£

	ACE
	
	Yes / No *
	£


Methods of payment  (Please tick one box below if fees are due and write in the payment amount)

	
	
	A cheque made payable to “The University of Sheffield” is attached for 
	£

	
	
	Please adjust my direct debit form to include the additional amount of
	£

	
	
	I have applied to the LA for the additional amount of
	£


Please note that you will not be allocated a place if fee payment has not been arranged.
Cancellation Information

	How many weeks have you attended ?
	

	Reason for withdrawing (please state clearly)
	


To be completed by all students

	Student’s signature
	
	Date
	

	
	
	
	

	Course Director’s signature
	
	Date
	


Please return this form to:  TILL, The University of Sheffield, 196-198 West Street, Sheffield, S1 4ET

Notes for Guidance

All Programmes of study
This form is to be used for changes of modules within the first three weeks of each semester.  Module changes AFTER the third week of the semester are only allowed in exceptional circumstances, since it is not normally considered to be in the student’s interest to make changes after this period.  Any such requests must be supported by the Course Director concerned and be accompanied by a written statement setting out the reasons for the late change.

To drop one module and add another
To transfer to another module, fill in the student details at the top of the form and then write the NEW module details in the ‘Please add to my record’ section of the form.  In the ‘Please drop from my record’ section, the details of the module you are transferring from need to be added.  Sign the form and return it to the TILL office (see over for address).

To drop a module without adding another
To withdraw from a module, complete the student details at the top of the form, the section headed Please Drop from My Record and the section headed Cancellation Information.  Please note that there will be an administration charge of 10% if you withdraw from a course before it commences, and 20% if you withdraw within two weeks of the course commencing.  No refund is made if you withdraw after the second week.  Please sign the form and return it to the TILL office (see over for address).

If the module is cancelled by the Institute, then a refund will automatically be generated.  Students wishing to transfer to another module instead of receiving a refund must complete this form and hand it to the tutor in class.  It is important that the Institute is informed immediately if you wish to transfer otherwise the refund will be activated.  Once a refund has been activated, you will need to complete the normal enrolment process and pay the appropriate fee if you wish to take another module.
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