University 0

of Windsor

thinking forward UNIVERSITY OF WINDSOR
REQUEST FOR LETTER OF PERMISSION
TO TAKE COURSE(S) AT ANOTHER UNIVERSITY FOR TRANSFER CREDIT

NAME: 1.D. #:

Address: Phone #: Email:
| request permission to take the course(s) below at the following University:

Address of University:

If the document is to be faxed, please provide the fax number. An additional $10.00 fee will apply.

THE COURSE(S) WILL BE TAKEN DURING:
Summer Session 9 January - April 9
September - April 9 September - December 9

Course Name and Number:

Course Name and Number:

Course Name and Number:

Course Name and Number:

Course Name and Number:

PLEASE ATTACH PHOTOCOPIED COURSE DESCRIPTIONS FROM THE CALENDAR OR PRINTED FROM
THE UNIVERSITY’S WEB SITE SHOWING THE UNIVERSITY WEB ADDRESS ON THE DOCUMENT.
PLEASE MAKE SURE YOU HAVE THE PRE-REQUISITES FOR EACH COURSE.

Alternate choices, may be listed on an additional sheet with attached course descriptions, if above
courses are not available.

| am requesting transfer credits towards my degree at the
University of Windsor.
REQUESTS WILL TAKE APPROXIMATELY 2 WEEKS TO PROCESS.
Please review guidelines on reverse.

Student Signature: Date:

NOTICE - COLLECTION OF PERSONAL INFORMATION AND DISCLOSURE
Personal information on this form is collected under the authority of the University of Windsor Act 1962, and University of
Windsor, Senate By-Law 31. It is collected for the purpose of administering the university / student relationship including the
processing of requests for Letters of Permission. A detailed Notice of Disclosure can be found at: www.uwindsor.ca/fippa.
Questions about the collection of this information can be directed to: Director of Registrarial Services at 519-253-3000 or
registrar@uwindsor.ca
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UNIVERSITY OF WINDSOR

Guidelines for Letter of Permission

1. A $40.00 non-refundable fee, payable at the Office of the Registrar, per
letter of permission must be paid before the letter of permission will be
processed. The cost for a revision to an L. of P. for the same institution
is $20.00 per request.

2. Request calendar, timetable, visiting student application, registration
information and any additional information needed from the accredited
university you plan to attend. You may verify whether the university is
accredited by contacting the Registrar’s Office ex. 3315.

3. Must be in good academic standing in a degree program at the University of
Windsor to attend another university on a letter of permission. You must
meet the residency requirement for your program.

4. Select courses that apply toward the degree program in which you are
enrolled. Care should be taken when selecting courses to avoid duplication of
courses and to make sure that you have the course prerequisite. A full
course or a 6.0 credit course is considered as two of Windsor’s one-semester
courses. A half course or a 3.0 credit course is considered as one of
Windsor’s one-semester courses.

5. Complete the letter of permission form on the opposite side of this form. You
may only apply to one University.

6. Attach a photo-copy of each course description listed for Universities outside
Ontario on the letter of permission form.

7. It is your responsibility to submit an official transcript to the Office of the
Registrar, University of Windsor, upon completion of the course(s).

Note: A minimum “C-“ grade must be obtained for transfer of credit.

To revise a previously submitted letter of permission for the same institution you
must submit a letter explaining what is now being requested. The revision fee is
$20.00; a new letter of permission for a different institution is $40.00.

To cancel a letter of permission you must submit a letter (to the Office of the
Registrar) requesting the letter of permission to be cancelled.

University of Windsor

Office of the Registrar
401 Sunset Avenue
Windsor. Ontario N9B 3P4
www.uwindsor.ca/registrar
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