Military Student Handout for Withdrawing Due to Deployment

University of Texas at San Antonio (UTSA)

	Timing of Withdrawal

	Withdrawal before Census Date:  

If you are withdrawing on or before the UTSA Census Date, complete the Withdrawal Form and submit it to the Enrollment Services Center (ESC) with valid photo identification and a copy of your deployment orders.  The ESC will remove you from all of your classes.  

Withdrawal After Census Date and During the Automatic Withdrawal Period:

Follow the same procedures as indicated above.  You will receive a withdrawal (W) grade on your academic record for all courses enrolled and Fiscal Services will provide the appropriate refund to you or the appropriate government agency if you have been awarded financial aid.

Withdrawal After the Automatic Withdrawal Period:

University policy requires that you withdraw completely by completing the Withdrawal Form.  However, due to your deployment, it may be possible for some exceptions to be made.  We recommend you discuss your situation with each of your faculty members.  If a faculty member gives you an incomplete (IN) grade, then it may be possible for the incomplete to be extended longer than the one year make up period. 

· The University Academic Calendar contains the withdrawal dates.
· The Withdrawal Form is available at http://www.utsa.edu/registrar/forms/withdrawal.pdf.
· Incomplete grade information can be found in Chapter 4 of the Information Bulletin - http://www.utsa.edu/infoguide/. 

	Refunds

	If you withdraw from all classes prior to the beginning of the start of classes for a given semester, you will automatically receive a 100% refund.  If you withdraw from all classes once classes begin, please submit an appeal to Financial Services & University Bursar as detailed online at http://utsa.edu/financialaffairs/financialservices/financialAppeal.html to be considered for a 100% refund.  Withdrawals from the first class day to the 20th class day result in only a certain refund percentage.  Any additional refund must be authorized by the University Bursar. 



	Financial Aid   

	If you have any financial aid questions, please contact Diana Martinez, Director of Financial Aid (Diana.Martinez1@utsa.edu) at (210) 458-7172 or Erika Cox, Director of Enrollment Services (Erika.Cox@utsa.edu) at (210) 458-4859.


	Veteran Benefits

	If you are receiving veteran benefits, please contact the Veteran’s Certification Office via email at VACertification@utsa.edu  or by phone at (210) 458-4540.



	University Housing

	You will be released from your Chaparral Village or Laurel Village housing contract with appropriate documentation from Enrollment Services including a copy of your deployment orders.  You will need to complete the UTSA housing cancellation form and follow move out procedures.  Your deposit will be applied to any outstanding balance and the remainder returned upon completion of your move out.  Please contact the Office of Housing and Residence Life at (210) 458-6200 for proper procedures.  Students with housing commitments at Chisholm Hall or University Oaks, may contact (210) 877-4000.


	Readmission to UTSA  

	As a benefit to those students who withdrew from the University to perform military service (not including Texas National Guard Training exercises) and have not attended another institution long enough to receive grades, UTSA will not require them to apply for readmission. In order to take advantage of this benefit, the students must request readmission from the Office of the Registrar within one year of being released from active military service, and submit in writing a statement indicating he/she did not attend another university during this time period. Returning students who have attended another institution long enough to receive grades, must reapply to the University.  For more information regarding the admissions process visit:  http://www.utsa.edu/admissions.  
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