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Time Conflict Form: DOs and DON'Ts 
If you are an undergraduate student and would like to take two or more courses with slightly 

overlapping meeting times, you must complete a Time Conflict form. Refer to the steps outlined on the 

Time Conflict page: https://www.registrar.northwestern.edu/registration-graduation/registration/time-

conflict.html.  

Instructor Approval: 
Your plans to navigate the time conflict must be explicitly approved by both course instructors, including 

the instructor whose class are you already enrolled in. Please include with your Time Conflict form a PDF 

of the full documentation that includes each instructor's approval, i.e., email thread, signed form, etc. 

I. DOs 
a. Do include your email to your instructor along with their reply. 

b. Do include a permission number on your form if the class is closed or if you do not meet the 

requirements for the course. 

Sample Email #1 

 

https://www.registrar.northwestern.edu/registration-graduation/registration/time-conflict.html
https://www.registrar.northwestern.edu/registration-graduation/registration/time-conflict.html
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Sample Email #2 

 

II. DON’Ts 
a. Don't upload a file that does not include instructor approval. Your instructor must always 

approve of the time conflict. 
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b. Don't crop the instructor's email to omit identifying information such as instructor name, 

email address, or email signature. Instructors for each conflicting course must provide 

explicit approval. 

Don't submit this: 

 

 

 

 

Do submit this instead: 
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