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CHANGE OF FINAL GRADE PROCEDURES:

Change of Final Grade

Once the final grade in an academic course is recorded in the Office of the Registrar it cannot be changed
except to correct a documented error made by the instructor or the Registrar.

Instructor completes the Change of Final Grade form and processes it as follows:

A. If the grade change is the final grading of an Incomplete, the instructor forwards the completed
form directly to the Office of the Registrar for grade entry.

B. If the grade change is a letter grade to a letter grade, the instructor forwards the completed form to
the Dean for the department that runs the course.

C. Dean forwards the form to the Office of the Registrar for grade entry.

A changed grade is indicated on the student’s academic record with a double asterisk (**) preceding the
course title.



