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Request for Incomplete

A “Request for Incomplete” form must beinitiated by the student except in emergency
circumstances. The student and the instructor shall complete the form stating the area of
work where the student isincomplete and the type and amount of work necessary to
remove the incomplete and grade to be assigned in the incomplete is not made up. This
form is to be signed by both the instructor and the student, and the instructor will submit
acopy of the approved Request for Incomplete with grades at the end of the term.

Removal of Incomplete

An incomplete grade must be removed by the end of the next term regardless of whether
or not the student is enrolled or the course is offered. Extensions. Anincomplete may be
extended under only the most extenuating circumstances and only for one additional
term. The request for extension must be in writing, signed by the student and the
instructor.

Conversion to Grade

If the incomplete is not removed by the allotted time and no provisions for an extension
are made, the incomplete will become the letter grade originally assigned by the
instructor.
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