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SCHOOL FINANCE MEMORANDUM 11-066 
 

To: Business Managers, Superintendents, and Charter School Administrators 
From: Yousef Awwad, Director of School Finance 
Date: May 4, 2011 
Subject: Clarification of Use of W4 Withdrawal Code 
 

This memo will serve as clarification of the use of the W4 withdrawal code (Absence or status 
unknown). 

The Official Notice of Pupil Withdrawal form published on the School Finance website defines the 
code as follows: 

“W4 ABSENCE/STATUS UNKNOWN. Withdrawn for 10 consecutive days of unexcused 
absence, status or location is unknown to the school or school district.” 

All students who have 10 unexcused absences should be withdrawn with a W4, but use of this code 
is not limited to only students with 10 unexcused absences. W4 also is a valid exit code for students 
who don’t fit into the other (transfer, dropout, graduated, etc.) categories. In other words, the 
student’s status is unknown. 

For example, federal regulations require that a student cannot be withdrawn as a transfer without 
written confirmation that a student has enrolled in another school. In this scenario, a school should 
use the W4 exit code until it receives written confirmation of the transfer. 

The Official Notice of Pupil Withdrawal form along with instructions for its completion and 
definitions of the withdrawal codes can be found on the Forms section of the School Finance 
website at: 

 http://www.ade.az.gov/schoolfinance/Forms/Default.asp 

If you have any questions regarding the use of withdrawal codes, please contact your School Finance 
account analyst.  
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