[bookmark: _GoBack]INFORMAL RESOLUTION LOG
Date of Submission ________________________
Your Name ________
Your Campus E-mail Address: ______________________________
Your Phone Number ____________________________
Your Mailing Address _________________________________________________________

Semester: ___________
Course Name ______________
Course Number _____________________
Instructor Name ___________________________

Note: According to the current Student Grade Appeal Policy, in order for the Student Grade Appeal Committee (SGAC) to accept an appeal case from the students, students have to demonstrate that they have completed the informal grade appeal process with the instructor, department chairman and Dean.
Record of contact with (1) instructor,(2)  department chair and (3)  Dean should be listed in the following log table. Failure to contact all these 3 people (instructor, department chair and dean) is considered as “ informal process incomplete” and the case will be rejected.
	Date
	Name of the person
you contacted
	Title of the Person You Contacted (please indicate the department) 

	E-mail and phone number for the person you met
	Conclusions from
the meeting
	Format of Communication
(phone or E-mail)
Note: if E-mail, please attach scanned copy of the e-mail communications  from all the persons you had contacted and submit all them as ONE SINGLE file

	

	
	
	
	
	

	

	
	
	
	
	

	

	
	
	
	
	



