
Checklist in the Event of a Call to Active Duty 
1. Contact each instructor in order to find out if each is willing to work with you on completing the course. 
2. Contact your academic advisor to communicate your military call up and future plans. Indicate if you will be 

withdrawing, or if you feel you can complete the courses in an extended time frame. 
3. Contact the Financial Aid Office if you received federal student loans. You will need to complete exit counseling. 
4. The Registrar’s Office will need a completed Withdrawal form. You may pick up a form in that office. Clearly state 

the reason for withdrawal as “Called to Active Military Duty”. 
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