‘Request for Incomplete’ Form
International Graduate Programs for Educators
Students who fail to complete required coursework within a given timeframe (by the deadline established in the course syllabus) may request a temporary mark of ‘Incomplete’. If granted, an ‘Incomplete’ allows the student an extension of up to ten weeks to complete all unfinished, graded assignments. A student’s request for an incomplete will be considered for approval only if it meets the following criteria: 1.) The student must document a compelling, unforeseen reason for her/his failure to complete coursework; 2.) The student must outline a plan and timeframe for completion of unfinished course assignments; and 3.) The instructor must agree to the student’s plan and timeframe for completing all course assignments.  
	Student Name: 
	

	Student’s Banner ID:
	

	Course Instructor:
	

	Course Title & Number:
	

	Semester & Year:
	

	Briefly explain why you are requesting a temporary mark of ‘Incomplete’ for this course. Please note: You are not required to provide details of private or personal circumstance; however, supporting documentation (i.e. a doctor’s note) may be required.


	Outline your plan and timeline for completion of coursework.



Student’s statement: In requesting a temporary mark of ‘Incomplete’ for this course, I affirm that, to the best of my knowledge, the above statements are true and complete. I also understand that no further extension will be granted and if I do not complete this work by the established extension deadline, I will earn a permanent grade of ‘E’ for the course.  
	Student’s Signature
	Student’s Printed Name
	Date

	
	
	


Once the student has completed and signed this form, it should be sent to both the course instructor and IGPE Director Michael Lovorn. The request for an ‘Incomplete’ is not considered “granted” until all three parties have signed this form.
	Course Instructor’s Signature
	Course Instructor’s Printed Name
	Date

	
	
	

	IGPE Director’s Signature
	IGPE Director’s Printed Name
	Date

	
	Michael Lovorn
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