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INSTRUCTIONS 
Fill out the form legibly and completely. Submit the form in person at PSU campus or fax to 1 (323) 731-7276 or email to registrar@psuca.edu. No service will be given to 
student whose financial obligations to Pacific States University have not been satisfied. 

Eligibility for Leave of Absence (LOA) 
Any student,  in  good  standing  with the institution and  making  satisfactory 
progress  towards  a  degree,  who  must  interrupt  their studies  for 
compelling reasons (which may include but not be limited to personal illness, 
unusual family responsibilities, military service, and unexpected consequences 
arising in their homeland),  must file this Request for Leave of Absence, usually not 
to exceed 180 days/six(6) months maximum. Please seek academic advising prior 
to submitting this form. Student must file this Request with the Registrar’s Office 
and have approval from the Associate Dean or the D.B.A. Program Administrator.  
During the leave of absence a student is not entitled to assistance from the faculty 
or use of University facilities, except for the completion of incomplete coursework, 
which must be satisfied within the time perimeters of an “IN” grade. Any student 
who does not return to enrolled status at the end of the approved leave of absence 
is no longer considered to be pursuing a degree. A student who fails to apply for a 
Request for Leave of Absence or for whom a leave has been denied or has expired 
is considered withdrawn from the University and should refer to the Readmission 
Policy. 

Eligibility for Vacation 
Students who enroll in degree programs must complete three consecutive quarters 
before being entitled to a one-quarter vacation. Undergraduate students must 
complete a minimum of thirty-six (36) units of study per year, and graduate 
students must complete twenty-four (24) units of study per year. Students who 
enroll in non-degree program (Accounting Certificate Program) must complete 
three consecutive quarters (or four consecutive sessions) before being entitled 
to a one-quarter vacation. 

A. Student Information (All required to identify your record—please print clearly) 
PSU Student ID (if available) Date of Birth (mm/dd/yyyy) 

Full Name (Last, First  Middle) 

Current Mailing Address – Street 

City State ZIP/Postal Code Country 

Telephone E-mail Address

Degree Major 

B. Vacation / Leave of Absence Request  (Please read the eligibility described above before complete this section)

Select one   LEAVE OF ABSENCE   VACATION 

Vacation / Leave of Absence requested on (select one) 

Quarter:   Winter   Spring   Summer   Fall 

Year: __________________________ 

Return for enrollment on (select one) 

Quarter:   Winter   Spring   Summer   Fall 

Year: __________________________ 

Please explain your reason(s) for requesting Leave of Absence – for Leave of Absence Request only (attach additional information if necessary) 

Signature Required 

X 
Date (mm/dd/yyyy) 
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