
 

 
 
 

 
   
Students G Number  Student’s Name Student’s Mason Email Address 

 
Requested Term/Year:    Spring  Summer  Fall  _________________ 
             Year 
 

CRN Department Course # Section # # of Credits 

     

 
 
 

UNIVERSITY DEADLINE 
 
 

 
Unless an earlier deadline was specified, Students must 
submit their work to instructor by end of the 9th week 

of the next fall or spring semester. 

 
Unless an earlier deadline was 

specified, the Instructor must report 
the grade to Office of the Registrar by 

the end of the 10th week. 

 
SPECIAL DEADLINE FOR THIS 

STUDENT 
 (no later than University Deadline) 

 
Student submits work to instructor by: 

 
____________________ 

Date 
Please note: On the Grade Conversation Date, (chosen 

when entering the incomplete default grade) the system 
will update the Incomplete (IN) to the Default Final 

Grade recorded at the time of grading unless a grade 
change has been submitted and processed by 11:59 PM 

on the previous day. 
 

 
Unless an earlier deadline was 

specified, the Instructor must report 
the grade to Office of the Registrar by 

end of the 10th week. 
 

 
List the remaining requirements below: 

1. ____________________________________________ 

2. ____________________________________________ 

3. ____________________________________________ 

Student’s Grade at this point:  ___________________ 
 
Other pertinent information which will be of help in accurately evaluating this student in absence of 

Instructor:_________________________________________________________________________________ 

__________________________________________________________________________________________ 

Signatures: 
 

Student____________________________ Date______________________________ 
 
Instructor__________________________ Date______________________________ 
 

 
Form is to be retained in academic unit files of the instructor who will evaluate the incomplete work.   

See policy description in the University Catalog.    
 

March 2024 

INCOMPLETE GRADE CONTRACT 
To be used when an advanced deadline will apply; when incomplete work will be 

reviewed by another faculty member, or in other unusual circumstances where 
special clarity is needed 

https://registrar.gmu.edu/wp-content/uploads/Grade-Entry-Faculty-SSB9-11-27-23.pdf
https://catalog.gmu.edu/policies/academic/grading/#ap-3-3
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