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INSTRUCTIONS: (Print Clearly) Return the completed form to the Records Office.

ASSIGNING A GRADE OF INCOMPLETE: If assigning a final grade of incomplete (“I”’), you must also list an
alternate grade, which will serve as the default grade if no other final grade is received prior to the closing date of

the succeeding semester or prior to certification deadline if the “I” is received during the final semester.

DEADLINE FOR INCOMPLETE: The time period permitted for completion of an incomplete is no later than the
last day of the subsequent semester (FA, SP or SU) in which the “I” was received.

STUDENT NAME
DATE:
Last First Middle
Course Credit Enrollment
Student ID Number Department Number Hours Semester  Year
FOR COURSE:

INSTRUCTOR INFORMATION
Name (Printed): Department:
Work Phone: Home Phone:
ASSIGN GRADE OF INCOMPLETE:

Portion of Course Not Completed, ; Alternate Grade

Date Instructor Signature

White — Records Office

Yellow -- Instructor
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