
          Rajamangala University of Technology Lanna Chiang Mai

Request for a Special Examination Form
	For Students


                                                                                                                                                     Date............................................................                         
I (Mr./Mrs./Miss) .............................................................................Student ID No.  .........................................................................
Faculty...................................................................................Program.................................................................................Year.............................
I would like to request a special examination for the  Midterm  Final for Semester……………………/25....................
Course Code.........................................Course Title.................................................................Total of Credits…................ Section..............
Lecturer’s name....................................................................because I was absent from the examination on Date........Month.................Year.............
Time.......................to..........................due to........................................................................................................................................and attached supporting documents ........................copies.
[bookmark: _GoBack](Signature).................................................................Applicant
							      (......................................................................)
	Lecturer’ s comment


	
	1. Advisor      	has reviewed the request and:
		Approved........................................................                       Not approve.......................................................		
                                                                                                                                    (Signature).........................................................
						                              (..........................................................)
	2. Course Lecturer          has reviewed the request and:
		Approved........................................................                      Not approve...............................................................		
                                                                                                                                   (Signature)............................................................
						                     (..............................................................)
	3. Head of Department/Head of General Section       has reviewed the request and:
		Approved.......................................................                      Not approve...............................................................		
                                                                                                                                  (Signature)..........................................................
						                    (.............................................................)
	4. Deputy Dean for Academic and Student Affairs of Course Lecturer   has reviewed the request and:
		Approved................................................................               Not approve...............................................................		
                                                                                                                                  (Signature).........................................................
						                    (.............................................................)

Note 	1. Request form for a special examination shall be used according to the number of courses the student missed
2. The faculty to which the course lecturer belongs is responsible for announcing the result of the special examination request to the student.

Procedure for Submitting a Request for a Special Examination Form



1. Students must complete this form accurately and submit it to their academic advisor and course lecturer for review and signature. (A separate form must be submitted for each missed exam)
2. The course lecturer forwards the request to the Head of Department/General Education Section and the Deputy Dean for Academic and Student Affairs for further review and approval.
3. The faculty to which the course lecturer belongs will review, compile, and organize the list of students approved for a special examination before making an official announcement.
4. The faculty to which the course lecturer belongs will submit the announcement of special examination approvals as follows:
        	4.1 Special examination request for midterm exams: The department will send the final decision to the student’s department, the Finance Division, and the Office of Academic Affairs and Registration  (once the review process is complete).
        	4.2 Special examination request for final exams: The department will send the final decision to the student’s department, the Finance Division, and the Office of Academic Affairs and Registration according to the academic calendar schedule.
5. Students must wait for the official announcement regarding their special examination request from their department.
6. Students approved for a special examination must pay a fee of 100 THB per course at the Finance Division and submit: white receipt to the course lecturer before taking the exam; blue receipt to the Registration Office.
7. For students who missed the final exam, the course lecturer must submit the available grades in the central registration system according to the academic calendar. If the student is approved for a special examination, their grade will be changed to “I” (Incomplete) in the system.
8. Students who missed exams in the summer semester do not need to request a special examination. Approval is at the discretion of the course lecturer.

Remarks: The course lecturer must submit the final grade (including both midterm and final examination scores) within 15 working days after the examination results are announced to the Registration Unit, Office of Academic Affairs and Registration. The required form — “Grade Report for Students with Incomplete Status (I) or Special Examination” — can be downloaded at https://reg.rmutl.ac.th/page/download.
In case the lecturer fails to submit the revised grade for an Incomplete (I) within the specified period, the Registration Unit will retain the original grade previously recorded by the lecturer.
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