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Incomplete Work Form 
 
This form must be completed by student and its terms approved by the course instructor before the instructor submits the 
grade roster.   If the incomplete is not made up by the approved date, the student’s grade will lapse to an N if an IP was 
given or an F is an IF was given.  If the student is unable to make up the work within the period designated, and the instructor 
agrees to extend the deadline, a new form with the new date of completion must be approved by the instructor. 
  Submit the completed form to the Administrative Director. 
 
Student Information 
 
Name: __________________________________________ ID#: ___________________ 
 

Course Information: 
 
Course #: __________________   
 
Title: ____________________________________________ Semester/Year: _________ 
 
Department: ______________________________ 
 
Instructor: ________________________________________ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Instructor Signature: ____________________________________  Date: _____________ 

 
Student Signature: ______________________________________  Date: ____________ 

 

Reason for Extension of Grading Period:   
 
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________ 

Work Remaining to Be Done: 
____________________________________________________
____________________________________________________
____________________________________________________
____________________________________________________ 
 

Due Date for 
Completion: 


