UTICA COLLEGE

REQUEST FOR GRADE OF INCOMPLETE

DIRECTIONS:

1. Student completes top portion, and instructor completes lower portion.

2. Student takes all copies to the division office for appropriate signature.

3. Student retains one copy of the form.

4. Division retains one copy and returns one copy to the instructor, which must then be attached to the grade report. (This copy will be returned later to the instructor.)

Students Name______________________________________ SS#_______________________________

Division _______________________________Class___________________Major___________________

I hereby request permission to take a grade of Incomplete in:

Course # _________________Section___________Instructor______________Semester_______________

For the following reasons:

A. ___________________________________________________________________________________

Student’s Signature                                                 Address                                                                Date

If graduating, deadlines for completion are:

May graduation – June 15

August graduation– September 15

December graduation– January 15

Deadline for Completion of Incomplete____________ If not completed, the grade will be “F” unless an alternative grade for partial completion of requirements is explained below.

Specific course requirements to be met before final grade is given:

I hereby agree to give an Incomplete grade as requested under the conditions listed above and will process the Incomplete-to-Grade Form.

B.____________________________________________________________________________________

Instructor’s Signature                             






Date

C.____________________________________________________________________________________

Signature of Division Dean or Assistant Vice President for Academic Affairs


Date

Incomplete Grade: The grade “Incomplete” may be granted to a student only if it can be demonstrated that it would be unfair to hold the student to the normal time limits of the course. Illness or exceptional circumstances are the usual bases for consideration. An Incomplete is counted as “F” in calculation of the grade point average on the student’s transcript until the professor processes the Incomplete-to-Grade Form.

Top-Division/Middle-Instructor/Bottom-Student

