
 
 

INCOMPLETE GRADE AGREEMENT 
 

The student, issuing faculty member, and college dean's office of the student must all receive a copy of 
this agreement. The student should read the last page (Impact of Incomplete Grades on Financial 
Aid Programs) before agreeing to the use of an incomplete grade in any course. 
 

GUIDELINES FOR USING THE AGREEMENT FORM 

The grade “I” (Incomplete) is used by an instructor at the end of a semester or summer session to 
designate incomplete registered credit coursework, by a student due to: 

• Illness 
• Military service 
• Hardship 
• Death in the immediate family 

Incompletes will only be given if the student has already substantially completed the major requirements of 
the course. Instructors must judge each situation as to whether an "I" is appropriate. 
 

FOR UNDERGRADUATE LEVEL COURSES 

A grade of “I” must be changed to a completed grade before the end of the following regular semester 
(excluding summer) that the course was taken, or before a degree is awarded. Instructors hold the right 
to set earlier completion dates, recorded in the form below. 

FOR GRADUATE LEVEL COURSES 

A grade of “I” must be changed to a completed grade before a degree is awarded. Instructors hold the 
right to set earlier completion dates, recorded in the form below. 
 
 
STUDENTS WILL NOT BE ALLOWED TO GRADUATE WITH GRADES OF “I” ON THEIR TRANSCRIPT 

 
Should a student fail to complete the course work within the designated time period, the grade of “I” 
will be converted to a grade of “W.” 

Students may not register in any course that requires a prerequisite course for which a grade of “I” 
has been assigned to them (example: you may not register in ENGL 1160 if you have received a grade 
of “I” in ENGL 1150). 

 
It is the responsibility of the course instructor who assigned the grade of “I” to make the final 
determination of the grade. In the event the instructor is not available at the time of the student’s 
application for removal of an incomplete, the department chairperson will supervise the removal of the 
incomplete and turn in the permanent grade for the student. 

This agreement should be completed and the original given to the student when the instructor assigns 
the incomplete grade. A copy should be kept by the instructor, sent to the student’s college dean’s office 
and placed on file in the department that teaches the course. 



INCOMPLETE GRADE AGREEMENT 

Student Last Name: First Name: M.I.: NU ID: 

Phone Number: Email Address: 

Course prefix, number and title (ENGL 1150 – English 
Comp I) 



IMPACT OF INCOMPLETE GRADES ON FINANCIAL AID PROGRAMS 

Federal regulations require a student to maintain satisfactory 



Please be aware of how each of the following affect your GPA and Pace of Progression 

Impact of earning an incomplete grade: An Incomplete course counts as credit hours attempted but 
will not count as credit hours completed/earned until a passing grade has been assigned. An incomplete 
grade can negatively affect a student’s Pace and financial aid eligibility. 

Impact of withdrawing from a course: Withdrawing from a course counts as credit hours attempted but 
will not count as credit hours completed/earned. A withdrawn course can negatively affect a student’s 
Pace and financial aid eligibility. 

Impact of repeating courses on GPA and Pace of Progression: Repeating a course counts as attempted 
credit hours for each time the course is taken. If credit is earned, it will also count as completed/earned 
credit hours in Pace and Maximum Time to Degree Completion calculations. 
However, a course retaken 
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