Feng Chia University Application Form 
for Instructors Revising Student Grades
	Course Name
	
	Class
	

	Course Code
	
	Academic Year and Semester
	            Academic Year 
 1st Semester      2nd Semester  
 Summer Session

	Reason for Grade Revision
(Please check)
		Omission in grading: Attach proof of omission.
	Recording error: Attach original grade recording vouchers.
	Calculation error: Attach original grade calculation vouchers or other relevant proof.
	Explanation of how semester grades are calculated:

	
	
	


	
	Attached documents:
☐	Course syllabus  
☐	Exam papers  
☐	Assignments  
☐	Reports  
☐	Grade recording /calculating original vouchers (e.g., attendance scorebook)
☐	Others:

	

	List of Students for Grade Revision
	Student ID
	Name
	Original Grade
	Revised Grade

	
	
	
	Quizzes
	Midterm
	Final
	Semester
	Quizzes
	Midterm
	Final
	Semester

	
	
	
	%
	%
	%
	
	%
	%
	%
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	Note:	If there are more than 2 students revising grades, please list all required information on a separate sheet.

	The above statements are true and have taken into consideration the rights and fairness towards students and without favoritism upon student requests.

	Instructor's signature:

	
	Year
	
	Month
	
	Day
	


……………………………………………………Processing Procedure……………………………………………………
	Course-Offering Unit Approval
	This case has been discussed in a meeting on
      Year      Month      Day.
☐ Agreed to revise  
☐ Disagreed to revise, Reason:

	Head of Unit

	
	
	Year   Month  Day

	
	
	Dean/ Center Director

	
	
	Year   Month  Day

	Office of Academic Affairs Approval
	☐	This case complies with the university's Directives for faculty submission and revision of grades. Proposed for approval.
☐	This case complies with the aforementioned Directives. Proposed for approval, but the already determined rankings shall not be rearranged.
☐	Other comments:



	Dean of Academic Affairs

	
	
	☐ Approved    
☐ Not Approved


	
	Officer
	Year   Month  Day
	Chief
	Year   Month  Day
	Year   Month  Day



Feng Chia University Application Form 
[bookmark: _GoBack]for Instructors Revising Student Grades - Student List
	Student ID
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	Original Grade
	Revised Grade
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	Final
	Semester
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	Midterm
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	%
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Attach proof of 
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Recording error:


 


Attach original grade 


recording vouchers.
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Calculation error:


 


Attach original grade 


calculation vouchers 


or other relevant proof.
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Attached documents:
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please list all required information on a se
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The above statements are true and have taken into consideration the rights and fairness towards students and without 


favoritism upon student requests.


 


Instructor's signature:
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1   Feng Chia University Application Form    for  Instructors Revising  Student Grades  

Course  Name   Class   

Course  Code   Academic Year  and Semester                     Academic Year       1st  Semester              2nd Semester        Summer Session  

Reason  for  Grade  Revision   (Please  check)     Omission in grading:   Attach proof of  omission.      Recording error:   Attach original grade  recording vouchers.      Calculation error:   Attach original grade  calculation vouchers  or other relevant proof.  Explanation of how semester grades are calculated:  

   

Attached documents:   ?   Course syllabus     ?   Exam papers     ?   Assignments     ?   Reports     ?   Grade  recording   /calculating original  voucher s   (e.g., attendance scorebook)   ?   Others:    

List of  Students  for Grade  Revision  Student ID  Name  Original Grade  Revis ed Grade  

Quizzes  Midterm  Final  Semester  Quizzes  Midterm  F inal  Semester  

%  %  %   %  %  %  

          

          

Note:   If there are more than 2 students  revis ing grades,  please list all required information on a se parate sheet.  

The above statements are true and have taken into consideration the rights and fairness towards students and without  favoritism upon student requests.  

Instructor's signature:     Year   Month   Day   

………………………………… …… …… …… … Processing Procedure …… …… …………………… … … … ……………  

Course - Offering  Unit  Approval  This case has been discussed in a meeting on          Year      Month      Day.   ?   Agreed to  revise      ?   Disagreed to  revise , Reason:    Head of Unit  

Year   Month  Day  

Dean/   Center Director  

Year   Month  Day  

