HRTM Record of an incomplete Grade 

Place in Student’s File

Semester Year:
_______________

Course:  ______________________

Name of Student:
________________________________________________

Student ID:  __________________________
Email:
________________________

An incomplete may be assigned only when a portion of required course work has not been completed and evaluated in the prescribed time period due to unforeseen, but fully justified, reasons and that there is still a possibility of earning credit. It is the responsibility of the student to bring pertinent information to the instructor and to reach agreement on the means by which the remaining course requirements will be satisfied. An incomplete should not be assigned when it is necessary for the student to attend a major portion of the class when it is next offered. An incomplete may not be assigned when it would be necessary for the student to re-enroll in the course.

An incomplete must be made up within one calendar year immediately following the end of the term in which it is assigned. This limitation prevails whether or not the student maintains continuous enrollment. Failure to complete the assigned work will result in an incomplete being counted as equivalent to an "F" (or an "NC").

Faculty: Please provide a list of all grades (tests, assignments, etc) for this student:

Compute or estimate a tentative final grade based upon above known grades.  ________

Attach detailed instructions concerning the requirements for removing the incomplete. If the final examination is involved, have the department administrative coordinator file it with this form. If projects remain to be finished, indicate how they are to be graded. These directions should enable the department chair to complete the grade if you should not be available. 

Date by which incomplete is to be made up:
__________

Signature of Student
_______________________

Date:
_________

Signature of Instructor  ________________________
Date:
_________

