This petition letter outline template has been created to help students organize their thoughts when preparing to write their petition letters requesting a waiver. It can be used similarly to an outline that is prepared to write a university essay. 
NOTE: The template is used only as a tool to prepare your letter and should not be included in your final petition submission. Final petition letters should be in letter/essay format. Letters cannot exceed 1500 words.
Introduction
· Greet the Petitions Committee
· Clearly state the regulation you are petitioning (waiver of required withdrawal regulations, waiver of debarment regulations, waiver of Honours standing regulations, upgrade GPA in attempt to graduate, etc.). More information on waiver petitions can be found on the Faculty of Health’s Petitions website.  
	Use this box to make notes on information you will address in your introduction: 









Supporting Paragraph (Academic Plan) 
Explain your academic plan for meeting the conditions of the waiver you are requesting, including:
· Courses you plan to take/repeat and the grades needed to meet the conditions of the waiver; the course load you will maintain 
· The resources/strategies you will implement to support your studies. Examples related to academic advising, student success/support programs, York University resources, can be found on the Petition Letter Writing Guidelines- Waivers document on the Faculty of Health’s Petitions website. 
	Use the space below to take notes on the academic plan you will implement to support your studies and meet conditions of the waiver you are requesting. 

	
















Supporting Paragraphs (Extenuating Hardship/Circumstances) 
· Discuss the relevant events of your circumstances and how they align and impact the relevant courses 
· Explain how the hardship will be addressed/rectified. Examples related to academic advising, student success/support programs, York University resources, can be found on the Petition Letter Writing Guidelines- Waivers document on the Faculty of Health’s Petitions website. 
· Refer to supporting documents (if applicable)
	Use the table below to make notes on information you will address in your supporting paragraphs. 
Note: space has been provided for 3 hardships/circumstances, but your letter can address fewer or more, depending on your circumstances 

	Key Points of Hardship/Circumstance #1:








	How will Hardship/Circumstance #1 be rectified/addressed:  







	Relevant Supporting Document (if applicable) for Hardship/Circumstance #1: 





	Key Points of Hardship/Circumstance #2:











	How will Hardship/Circumstance #2 be rectified/addressed:  









	Relevant Supporting Document (if applicable) for Hardship/Circumstance #2: 







	Key Points of Hardship/Circumstance #3:










	How will Hardship/Circumstance #3 be rectified/addressed:  









	Relevant Supporting Document (if applicable) for Hardship/Circumstance #3: 








Conclusion 
· In 1-2 sentences close your letter. This section can reiterate the request being considered and thank the Committee for their consideration.
	Use this box to make notes on information you will address in your conclusion: 













