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An incomplete grade (I-Grade) is reserved for students who have completed at 
least 75 percent of the coursework and have a passing grade in the course at the 
time of the request. Consideration for an incomplete grade may only be given if 
there is extenuating documentable circumstances such as a serious illness or 
personal adversity that prevents completion of the course by the scheduled end 
date for the class. The request is made by the student to the instructor of the 
course. The instructor has the sole discretion to award or not award an incomplete 
grade. The instructor will complete the “Incomplete Contract (I-Grade)” form, 
stating the conditions to be met, including the following: assignments to complete, 
date by which assignments and/or tests must be completed, and the grade if 
those conditions are not met. Both the student and instructor will sign the form, and 
one copy will be given to the student, and one will be submitted to the Registrar on 
or prior to the date when final grades are due. If a grade change form is not 
submitted to the Registrar by the date specified on the “Incomplete Contract (I-
Grade)” form, then the Registrar will change the incomplete grade to the grade 
entered on the “Incomplete Contract (I-Grade)” form. 
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