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INSTRUCTIONS
PETITION FOR EXTENSION OF THE INCOMPLETE DEADLINE

1. The “Petition to Request an Extension of the Incomplete Deadline” form is to be
completed by both the student and the instructor and signed by the School
Director before being returned to the Registrar’s Office.

2. The student needs to indicate as completely as possible the reasons justifying an
exemption to University policy. Conditions that are not indicated on the petition
form are not able to be taken into consideration and may result in a negative
decision. Use the back of the form as necessary.

3. The instructor needs to verify the conditions the student indicates as reasons for
an exception and should indicate whether or not the exception is recommended.
A final date should be indicated for the completion of the required work and the
grade returned to the Registrar’s Office. This date should be realistic since
another extension will not be granted.

The petition will be considered as soon as possible after it is received and both the
instructor and the student will be notified regarding the decision.

Any further questions contact the Registrar’s Office 351-1846.
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Petition to Extend the Incomplete Deadline

Incomplete Policy: The work is to be completed and the official grade change received in the Registrar's Office by the
last day of the next term. If the grade has not been submitted within the time limit, the "I" is recorded and computed
as an "F" in the student's grade point average. S/U graded courses are recorded as U.

The petition to extend the time limit for an Incomplete must be submitted to the Registrar's Office prior to the date on
which the Incomplete is due.

Student Name Bear Number
Address City State Zip

Course Prefix Course Number Course Section Term

| am submitting a petition to request additional time to the above stated Incomplete Policy. | am unable to complete
the assigned work within the given time period for the followings reasons:

. Date
Student signature

The above named student was unable to complete the requirements for the following course by the deadline
established by University policy. | am therefore (" recommending (C notrecommending an extension
for the following reasons:

A grade will be submitted to the Registrar's Office by this date:

Faculty signature Date

School director signature

[] Approved [] Denied

. , . Date
Registrar's Office signature
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