
the second week of a full semester course, a W appears
on your transcript for the course(s) from which you
withdrew. No notation appears on the transcript when
the withdrawal occurs during the first two weeks of a
full-semester course, first week of an eight-week
course, or first 1/8 of an irregular term course. If you
fail to withdraw officially from a course, you will be
assigned a U grade.

Partial Withdrawals You must make partial
withdrawals (dropping some but not all courses for
the term) within 10 working days from the first day of
the semester (five days for summer) to be released
from financial obligation for the dropped course(s).

Complete Withdrawals Adjustments for tuition
and fees for complete withdrawals (dropping all
courses for the term) are made according to the fol-
lowing schedule.

Percentage of tuition and fees 
CHARGED for dropping 

Time period                  ALL courses             
Week 1 10%
Week 2 10%

Week 3 20%
Week 4 30%
Week 5 30%
Week 6 40%
Week 7 40%
Week 8 50%
Week 9 60%
Week 10 60%
Week 11                    No reduction in tuition and fees.

A service charge of 5 percent or $100, whichever is
less, will be added to the charges for dropping all
courses.

AUDITING COURSES

If you audit courses, you are required to pay full tu-
ition and fees. Courses audited successfully appear
on your transcript with the grade of AU. Credit for
audited courses may not be established under any
circumstances.

A change from credit to audit may be made
through the last day for authorized withdrawal. Full-
time students must include audit courses as part of the
maximum load requirement.

Your instructor may determine that the audited

course should not be placed on your transcript if you
do not attend class regularly. When enrollment in a
course is limited, students enrolling for credit are ad-
mitted before audits are allowed.

TRANSCRIPTS

The Office of Admissions and Records will issue
official transcripts of your academic record at the
University of Illinois at Springfield on written re-
quest. A $4 fee (subject to change) for each tran-
script is charged at the time the request is made.
Transcripts cannot be requested by phone and will
be released only if you are in good financial stand-
ing with UIS.

FINANCIAL ASSISTANCE
The UIS Office of Financial Assistance coordinates
federal, state, institutional, and private financial aid
programs. Undergraduate students, except Capital
Scholars,  must transfer at least 45 credit hours into
UIS  to be eligible for financial assistance. Students
pursuing a graduate degree or certificate must have
earned a bachelor’s degree, and proof of that degree
must be on record with the Office of Admissions and
Records.
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