
St. Cloud State University 
REQUEST FOR LATE ADD AFTER THE TERM 

 
• FACULTY/STAFF – Use this form to request approval from Academic Affairs to add a student to a class list after the 

term has ended.  Individual Studies must follow late add procedures. 
• STUDENTS  

- Requests must be submitted no later than one semester from the last day of the semester of occurrence.  
  
- Requests will be considered only if there were extenuating circumstances beyond the student’s control 

which affected the student’s ability to register for the course. 
 

- Please include the appropriate documentation related to the extenuating circumstances.   
 
I. 
 
 
 
 
 
 
 

 

Student Information 
Student Name ___________________________________________SCSU ID  _______________ 

    Last   First 
Address  _______________________________________________________________________ 
   Street      City  State  Zip 
Day Phone (        ) __________________  SCSU Email ______________________________ 
 
Term/Year ___________________ (example: Fall, 2008) 

Extenuating Circumstances  
 
 
 
 

 
II. 
 
 
 
 
 
 
 
III. Course under Request     Required  

Course ID Dept Number Section Credits  Instructor Signature  
Ex 000243 Engl 191 01 4  (signature confirms student’s participation in course) 

________ ____ _____ _____ _____  ______________________ Date ________

 
 
 
 
 
 
IV.  Submit this completed form to:  Office of Academic Affairs, AS 209 
  St Cloud State University 
  720 4th Avenue South  Fax: 320-308-5292 
  St Cloud MN 56301-4498  Phone: 320-308-3143 
 
 
 
Student Signature _____________________________________ Date __________________________ 
 I certify that all information provided is true and correct. 
   

 
 
The student will receive written notification of the decision. 
 
 
*********************************************University Use Only**************************************************** 
 
Request result:   ___ Approved      ___ Denied        

Signature___________________________  Title ____________________________________  Date ______________        9/06   



 

 
 

St. Cloud State University 
 
 

Late Add Policy 
 

A Late Add is a request for approval from Academic Affairs to add a student to a class 
list after the term has ended. 
 
Late Adds are considered only for extenuating circumstances with documentation 
provided by the student. 

   
Late Add requests require approval from instructor of the class and the Office of 
Academic Affairs. 

 
 

Procedures for Requesting  
Consideration of Late Adds 

 
• Contact the office of the department offering the course to obtain an official 

request form.  Requests for late adds should be submitted to the Office of 
Academic Affairs (AS 209) no later than one semester from the last day of the 
semester of occurrence: 
o Fall Semester Course – Deadline is the last day of the following Spring semester 
o Spring Semester Course – Deadline is the last day of the following Fall semester 
o Summer Term Course  – Deadline is the last day of the following Fall semester 
 

• A late add will be considered only if there are significant circumstances 
beyond the student’s control which affected the student’s ability to register for 
the course. 

 
• The Office of Academic Affairs will notify the student and faculty of the 

decision. 
 

• If a late add is approved, the student will be required to make payment in full 
for the course prior to course registration. 

 
 

 
 
 
 
 

9/06 


