LAKES REGION COMMUNITY COLLEGE

INCOMPLETE CONTRACT

· An incomplete grade may be given to a student who has not completed the final exam or project due to extreme circumstances.
· Students requesting an incomplete in a course must complete this form with their instructor.
· The instructor will forward the original to Registrar’s Office before or with final grades and distribute copies accordingly.
· The student is responsible for contacting the instructor and completing the work or assignment within three weeks of the following semester.  Only the VPAA may grant an extension beyond the three weeks.
· Failure to complete the work within the allotted time will result in an “F”.  Students should be aware that a grade of “F” may change the student’s financial aid status.

	Student Name:
	     

	Instructor Name:
	     
	Date:
	     

	Course Name:
	     
	Course #
	     
	CRN#
	     


	Reason for Incomplete:  

	Detailed description of work to be completed: (List all assignments for required make-up work).  


Student Signature
Date
Instructor Signature
Date
	Request for extension through
	     
	(Date) 


Note: Incompletes must be completed within the first three weeks of the following semester unless there is prior approval from the Vice President of Academic Affairs (up to 50% of the semester).

	
	
	


VP Academic Affairs
Date

Original:
Registrar

Copies:
Instructor


Advisor
4/21/08 ve  
NHCTC-Laconia

