
COURSE REPEAT: 
PETITION FOR COURSE REPETITION 

 
**NO PRE-ENROLLMENT** 

 
**NO PRE-REGISTRATION** 

 
TO RETAKE A COURSE: 
 
 

1. Go to class on the first day of instruction 
 

2. Get an add code/sticker from the instructor and place it on the Add/Drop Form 
 

3. Print your transcript; highlight the course(s) that you wish to repeat 
 

4. take the Add/Drop Form and transcript to the Dean of Student Affairs in Conlan 
Hall 106. 

 
5. Get Petition for Course Repetition from the Dean of Student Affairs in Conlan 

Hall 106 
 

6. Take Petition for Course Repetition to the Department Chairperson for signature 
 

7. Take signed Petition for Course Repetition to Dean of Student Affairs in Conlan 
Hall 106 

 
 
 
 
 
 
  Office Hours:  Closed for lunch 1:00 – 2:00 p.m. 
   
   Monday – Thursday  8:00 a.m. – 4:45 p.m. 
    
   Friday    8:00 a.m. – 3:45 p.m. 






