[image: image1.png]Barry University

Ellen Whiteside McDonnell | Sehool of Social Work




MEMORANDUM OF INCOMPLETE
TO:  

(Name of Student)
FROM:

(Name of Professor)
SUBJECT:
Grade of Incomplete


RE: 













Course Number

Course Section

Course Title
DESCRIPTION OF REQUIREMENTS NOT MET
PLAN FOR COMPLETING REQUIREMENTS (Include submission requirements)
Final Due Date for Submission:










NOTE: 
If this plan is not completed as indicated above, a grade of “F” will be granted by the instructor.  If the above plan cannot be completed as specified, the student should contact the instructor immediately.

Extensions of time to complete the course requirements CANNOT BE EXTENDED BEYOND ONE YEAR.  After one year, the incomplete automatically is changed to an “F”  or “NC”(Failure by the Registrar).

Courses that are pre-requisites or are co-requisites must be completed prior to a student being able to move forward in their matriculation, and due dates may need to be set as early as the following semester.  

Student‘s Signature

Date


Instructor’s Signature

Date
Director of Field Education         Date


MSW Program Director               Date

Please submit to the Program Director for further processing

Copy to:
Office of the Registrar
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