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Incomplete Grade Approval Form
This part is to be filled by the student and verified by the faculty advisor. The form must reach the Administrative Committee of the concerned College two weeks before the course scheduled final exam date. Refer to the rules on Incomplete in the catalogue.
	Student’s Name
	
	ID Number
	

	College
	
	Department / Major
	

	Academic Advisor
	
	Semester/Year 
	

	Total Earned Credits
	
	Current Semester Credits
	

	Academic Status
	⃝ Clear
⃝  [     ] Probation 

⃝ Strict Probation

	Cumulative Average
	
	Last Semester Average
	

	Reasons to request an Incomplete Grade (claims must be supported by evidence)

	

	Signature
	
	Date
	


	Recommendation of the Instructor 

	⃝ Approve
⃝ Do Not Approve

Basis for the recommendation 


	Signature
	
	Date
	


	Recommendation of the Department Chairperson

	⃝ Approve
⃝ Do Not Approve

Basis for the recommendation: 


	Signature
	
	Date
	


	Decision of the College Administrative Committee

	⃝ Approve
⃝ Do Not Approve

Basis for the decision: 


	Signature
	
	Date
	


cc: 
College Student’s File

	Incomplete Grade Approval Form
	DAR - 5
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