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Application Form for

Incomplete Course
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Instruction:

1. Student who is unable to attend the final exam should apply for course incomplete with related documents. Please note only student with serious sickness; family emergency is eligible for course incomplete.
2. Student should get the approval from the CIP administrative office first and then reschedule the make-up exam with instructor.

3. Doctor’s notes or other supplementary documents should be provided.
	Student Name
	
	Student ID
	

	Course Code
	
	Course Name
	

	Semester
	
	Instructor
	

	Reason(s) for Course Incomplete： 

Applicant’s Signature                                Date (YYYY/MM/DD)
Note: please attach the copy of the related documents with this form.

	Filled by CIP administrative office:

· Approve the application, 

· Disapprove the application

Other Comments:

Signature (Stamp)                                         Date (YYYY/MM/DD)

	Filled by the Instructor:

Exam Format: ____________________________________ New Exam Time: ______________________________________

Other Comments:

Signature                                         Date (YYYY/MM/DD)
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