
Student tracking record; department retention: 1 calendar year. 

Incomplete Grade Contract 
An incomplete may be issued when the quality of work is satisfactory, but some minor yet essential requirement has not been 
completed, for reasons acceptable to the instructor. Instructors are not required to permit incomplete grades. The student is 
responsible for negotiating the terms of this contract with the faculty member, including a deadline for completion and alternative 
grade. The student is also responsible for meeting the terms of the contract.  The faculty member is responsible for ensuring that a 
grade is reported no later than three weeks after receipt of student work. See UO Policy: http://registrar.uoregon.edu/current-
students/incomplete-policy.  

Name: ________________________________________________________________ Date: _____________________  

Student ID#: _______________________________________ UO Email: _____________________________________  

Course Number: ____________ Course Title: ___________________________________ Term/Year: ________________ 

CNR#: ____________________ Instructor: _______________________________________________________________  

Reason for Incomplete Contract Request: 

Course requirement(s) that you will be unable to complete: 

Student Signature: ________________________________________________________ Date: _____________________ 

To be completed by Instructor 
The student must complete the following work: 

Deadline for work to be complete and submitted: ___________________ Alternative Grade: _________________ 

Instructor Signature: ______________________________________________________ Date: _____________________ 
Notes to Instructor: 
• Be explicit in the work assignments and delivery method; this is helpful to the student and in the event that

unexpected circumstances prevent you from evaluating and processing the grade change.
• An incomplete must be changed prior to one calendar year of issue, or it will automatically change to F or N.
• The Alternative Grade is the final grade to be awarded if the student does not complete the missing work by the

established deadline. Please do not leave this blank; if it is blank, the alternative grade will be an F or N.
• You must report a grade no later than three weeks after receipt of complete work.

http://registrar.uoregon.edu/current-students/incomplete-policy
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