
Completion form to the Records Office. At this point the 
dissertation process is complete.

•	� Strict adherence to the deadline of 10 days before graduation is 
essential or graduation is postponed.

Ordering Extra Copies. Students wanting to purchase additional 
bound copies identical to those kept at Andrews University must 
fill out mailing labels and customs declaration forms (when 
applicable). These are available from the dissertation secretary. 
Students are billed for photocopying and binding.

Grades for Thesis/Dissertation. The grade for a thesis/
dissertation is S or U. A deferred grade (DG) is given while a 
thesis/dissertation is still being written or corrected.

James White Library, Room 304
(269) 471-3960
dlit@andrews.edu
http://www.andrews.edu/dlit

Marsha Beal, 



	 An admission packet may be obtained from the AU/GU Office, 
Andrews University. The packet contains the information and 
requirements necessary for seeking admission to Andrews. The 
student is responsible for providing all requested information, 
transcripts, and any other pertinent documents needed to complete 
the process.
	 Admission requirements include 
•	 A $30 application fee (non-refundable)
•	 Completed application form
•	 Final official secondary-school transcript
•	 Official transcripts from all accredited degree-granting colleges 
	 and universities attended
•	 A statement (maximum of one page) explaining why distance 
	 education is desirable.
	 All items must be submitted at one time. Incomplete 
submissions are not processed. 
	 When asking for official transcripts from other institutions, 
request that they be mailed to YOU with a school seal across 
the closure of the envelope. DO NOT OPEN the envelope. Non-
sealed or opened envelopes cannot be accepted as official. Mail 
the required items to
	 AU/GU Office
	 James White Library, Room 304
	 Andrews University
	 Berrien Springs, MI 49104-0074

Evaluation of Transcripts. Students can estimate how their 
previous course work applies toward an AU degree by noting the 
General Education and degree requirements listed in this bulletin.
	 Students who wish an official evaluation of their transcripts 
may do so by sending the following to the GU Office, Andrews 
University:
•	 An AU/GU Application for Undergraduate Admission (in the 
	 AU/GU catalog)/$30 application fee, 
•	 Official (sealed) transcript(s), and
•	 A written request.
	 Prospective students may use the Prior Learning Assessment 
(PLA) process to determine if their employment experiences 
or other life situations might translate to course or degree 
requirements. The course, IDSC499, PLCA Portfolio 
Development, in the AU/GU catalog is designed for this purpose. 
The PLA section of this bulletin under Special Learning Experi
ences gives further information (p. 34).
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additional fee of $35 for the EEC version. The following courses 
have the EEC version: HIST117, HIST118, HIST404, RELT100, 
RELB210, and RELG360.

Proctored Examinations. Most courses include at least two 
examinations. A student may take the examinations under 
the supervision of a dean or registrar in a college or under 
the supervision of a school principal or a responsible official 
of the town where the student resides. Students in the armed 
forces may take their examinations under the supervision of 
the education officer. Examinations may also be taken at the 
Counseling and Testing Center at Andrews University or at Home 
Study International. The student should make the necessary 
arrangements and then send the name, academic title, and address 
of the examination supervisor to HSI using the form provided 
with the study materials. HSI has the right to decline a suggested 
supervisor.

Library Access. Registered students of Andrews University have 
full and free access to the resources and services of the James 
White Library via phone, fax, email or the Internet. Such services 
include:
•	 Access to the James White Library Catalog (JeWeL)
•	 Access to James White Library’s Online Databases which 
	 include full-text articles from many thousands of periodicals
•	 Online Instruction, Tutorials and Research Guides
•	 Interlibrary Loan and Document Delivery Services
•	 Reference and Consultation Services
	 Online access to these services is available by applying for an 
Andrews University username and password through the Off-
campus Library Services Web page: http://www.andrews.edu/
library/ocls/offcamp.html.
	 Phone: (269) 471-3283
	 Fax:	   (269) 471-6166
	 Internet: http://www.andrews.edu/library
	 http://www.andrews.edu/library/ocls/offcamp.html

AU/GU Financial Information
	 Undergraduate Admission application, non-refundable: $30
	 Distance-education tuition costs: $245 per credit
	 Enrollment fee: $70 per enrollment form
	 Electronically Enhanced Correspondence fee: $35 per course
	 Math Placement Exam: $75
	 Supplies/shipping and handling: cost varies per course
	 Prior Learning Assessment (PLA) Fees
		 Application fee per portfolio: $25
		 Evaluation fee per portfolio (max. 5 credits): $85
		 Recording fee per credit hour: $35
	 On-campus students who have a credit balance on their account 
may make arrangements for payments to HSI through the Student 
Financial Serices Office. They may also authorize the AU/GU 
tuition and fees to be applied to their AU student account. This is 
done at the AU/GU Office. Financial aid from sources other than 
Andrews University may be applied toward these costs as long as 
the student is taking an equivalent number of credits on-campus. 
Non-resident students normally pay tuition directly to Home 
Study International.

Cancellations/Refunds
Andrews University students who have their courses charged 
through their Andrews University account are subject to an 
alternate refund policy.

	 If a course is canceled within two weeks of ordering, the course 
is eligible for the standard GU refund. Thereafter the refund 
breakdown is as follows:
	� Order date–10th calendar day, students would receive 100% of 
	     the GU refund
	 11th–17th day, students would receive 70% of the GU refund
	 18th–24th day, students would receive 40% of the GU refund
	 After the 25th calendar day, students would receive 0% of the
	     GU refund
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