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COLLEGE OF JOURNALISM AND COMMUNICATIONS 
DIVISION OF GRADUATE STUDIES 

 
 

INCOMPLETE-GRADE CONTRACT 
 
COURSE NUMBER AND NAME:  _________________________________________ 
 
SEMESTER AND YEAR OF COURSE:  ____________________________________ 
 
STUDENT’S NAME:  ____________________________________________________ 
 
STUDENT’S UFID #:   ___________________________________________________ 
 
INSTRUCTOR’S NAME:  ________________________________________________ 
 
ADVISOR’S NAME:  ____________________________________________________ 

REQUIREMENTS:  “I” grades are not to be used when a student is doing less than satisfactory work 
in a class and the instructor simply wants to provide him or her with another chance to do better.  
Instructors are not required to assign incomplete grades; they may be given at the discretion of the 
Instructor in compliance with the terms and completion of this “Incomplete-Grade Contract.” As 
agreed to by the Graduate Faculty of the College of Journalism and Communications, Doctoral 
students are allowed a maximum of three (3) incompletes (including “no grades”) and three (3) U 
grades, Master’s students are allowed only two (2) of each.  Per the vote of the Graduate Faculty, a 
student who receives more than the allowed number of I/U grades will be suspended for two semesters 
and be required to reapply to the program by submitting the application for readmission to the 
Graduate Committee for approval.   With this in mind, and so that students can continue to try to meet 
all established academic standards in a timely fashion and progress through their graduate work, all of 
the following conditions must be true for the student to be eligible to receive an “I” grade. 
 
1. The student must have completed a major portion of the course with a passing grade.  
 
2. The student is unable to complete the course requirements before the end of the term because of 
extenuating circumstances beyond his or her control, such as a documented serious illness, that are 
directly relevant to the inability to complete the requirements.  
  
3. The student and instructor have discussed the situation prior to the final graded assessment in the 
course (except under emergency conditions where such discussion is not feasible, including but not 
limited to medical or family emergencies).  
 
If all three of these conditions are met, then the following portion of this form applying for an “I” 
grade must be completed, including all appropriate signatures and submitted to   Kim Holloway, 
Program Assistant in the Graduate Division, by the date grades are due for the term in which the “I” 
grade is assigned.  It is the student’s responsibility to make sure this document is filed by the deadline. 
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A. RATIONALE:   EXPLAIN THE REASONS FOR THE “I” GRADE (ATTACH ADDITIONAL 
PAGES IF MORE SPACE IS NEEDED). 
 
 
 
 
 
B.   REQUIREMENTS FOR COMPLETION: IDENTIFY ALL OF THE SPECIFIC PROJECTS, 
PAPERS, EXAMS AND OTHER REQUIRED MATTERS THAT MUST BE FINISHED BY THE 
STUDENT IN ORDER TO COMPLETE THE COURSE. 
 
 
 
 
 
C.   PENALTY:  PLEASE INDICATE IF A PENALTY WILL BE ASSESSED FOR UTILIZING 
THE DELAYED GRADE, AND IF SO DESCRIBE: (for example, dropping final grade by one letter) 
   
  YES:  ____ describe:__________________________________________ 
  NO:  _____ 
   
D.   DATE:  DATE BY WHICH ALL OF THE REQUIREMENTS MUST BE COMPLETED TO 
REMOVE  “I” GRADE:   ____/____/20___ 
 
 
E.   UNSATISFACTORY COMPLETION:  FINAL GRADE STUDENT WILL RECEIVE IF ALL 
OF THE REQUIREMENTS ARE NOT COMPLETED BY THE AGREED-UPON DATE IN 
(ABOVE) ITEM “D”:  _____ 
  
 
F.   PLEASE LIST ANY COURSES (AND THE TERMS) IN WHICH YOU HAVE RECEIVED A 
GRADE OF I, U, OR NO GRADE IN PREVIOUS SEMESTERS. 
 
 
   
SIGNATURE OF STUDENT   DATE SIGNATURE OF ADVISOR   DATE 
 
 

   

SIGNATURE OF INSTRUCTOR DATE SIGNATURE OF ASSOC. DEAN FOR GRAD. STUDIES DATE 
    
Upon completion of the work required to remove the “I” grade, the Instructor must fill out a Change of 
Grade Form and submit it to Jody Hedge, Program Assistant/Current Graduate Student Records for the 
College of Journalism and Communications.   

It is the responsibility of the student to make sure that all such paperwork is filed. 
 
Any and all exceptions to this process and contract require specific written approval of the Associate 
Dean for Graduate Studies. 

Updated  03/11/2011!



"98>74(8!)9:;^55_!/0112/01/!

OK==!
!

!
%



"98>74(8!)9:;^55_!/0112/01/!

OK===!
!

%
%
%

%
@**DH!Mj%!%

%
1$2+5$2+?(%$<%?+"%1$(?.'0%.=%?+"%I.55"2"%



"98>74(8!)9:;^55_!/0112/01/!

O=O!
!

%

%



"98>74(8!)9:;^55_!/0112/01/!

OO!
!!

!

1$2+5$2+?(%$<%?+"%I.55"2"G(%1$(?.'0%
!

LD@F% 8*DIM@:%DaDH&%

1X0U! J:=K748=>L!*7G8R!65474@::74!56!I:;7D7:;7:>!EF54=;9!#FF=A9>54R!6=48>!D@^F=8C7;Z!

1X1W! "9OG7FF!*7G>5:!,77F74![5=:8!69<@F>L!56!>C7!H5FF7A7!56!#A4=<@F>@47!98!6=48>!D94>2>=B7!>79<C74!56!
[5@4:9F=8BZ!E=48>!<F988R!o#A4=<@F>@49F!M5@4:9F=8BRo!>9@AC>!=:!$D4=:A!$7B78>74!1X1UZ!

1X/W! S7A=8F9>@47!9DD45K78!9DD45D4=9>=5:!654!87>>=:A!@D!+7D94>B7:>!56!M5@4:9F=8B!9:;!C=4=:A!6@FF2>=B7!
D45678854Z!

E=48>!6@FF2>=B7!D45678854R!-4F9:;!.9L!o-Z.Zo!#4B8>45:AR!87>8!@D!+7D94>B7:>!56!M5@4:9F=8BZ!

1X/Y! E9<@F>L!7OD9:;8!>5!>G5!98!&FB74!MZ!&B=A!944=K78Z!

1X/P! E=48>!;7A4778!=:![5@4:9F=8B!<5:67447;!=:!M@:7Z!

N'JE2#"!A578!5:!9=4Z!

1X/X! &FB74!MZ!&B=A!:9B7;!+7D94>B7:>!C79;R!M@FL!1R!1X/XZ!

1XQY! I:!8@BB74!>74BR!6=48>!B98>74h8!;7A477!<5:67447;Z!

1XQP! E9<@F>L!7OD9:;8!>5!>C477!GC7:!M5C:!39@F!M5:78R!M4ZR!944=K78Z!

1XQX! $<C55F!56!M5@4:9F=8B!65@:;7;R!M@FL!1R!1XQXZ!'97!-Z!N7=B74!:9B7;!+=47<>54!56!$<C55FZ!

N'JE2E"!A578!5:!9=4Z!

1XW0! $<C55F!56!M5@4:9F=8B!9<<47;=>7;R!M@FL!1R!1XW0Z!

1XWQ! $<C55F!7OD9:;8!>5!$<C55F!56!M5@4:9F=8B!9:;!H5BB@:=<9>=5:8Z!

1XWW! $<C55F!9<<47;=>7;!=:!#;K74>=8=:AZ!

$<C55F!B5K78!>5!$>9;=@B!,@=F;=:AZ!

1XWU! J:=K748=>Lh8!6=48>!>79<C=:A!^L!>7F7K=8=5:!8>94>7;!=:!$<C55FZ!

1XWP! ,594;!56!H5:>45F!;78=A:9>78!J:=K748=>L!56!EF54=;9!>5!C9K7!5:FL!8>9>7!$<C55F!56!M5@4:9F=8B!9:;!
H5BB@:=<9>=5:8!=:!EF54=;9Z!

NJE%2%k!A578!5:!9=4Z!

$<C55F!9<<47;=>7;!=:!'9;=52%7F7K=8=5:Z!

1XWX! M9B78!o"=<_7Lo!&FF7:^74AR!M4ZR!^7<5B78!W00>C![5@4:9F=8B!A49;@9>7!9>!M@:7!H5BB7:<7B7:>Z!

1XUY! ,594;!56!'7A7:>8!K5>78!654!$<C55F!>5!^7<5B7!H5FF7A7Z!

1XUP! M5C:!39@F!M5:78R!M4ZR!:9B7;!+79:!56!H5FF7A7Z!

1XUX! 100>C!8>@;7:>!A49;@9>7;!645B!B98>74h8!D45A49BZ!

1XY0! H5BB@:=<9>=5:!'78794<C!H7:>74!^7<5B78!9!6@FF2>=B7!5D749>=5:Z!

1XY/! H5FF7A7!;7D94>B7:>9F=j7;!=:>5!#;K74>=8=:AR!,459;<98>=:AR!M5@4:9F=8BR!9:;!3@^F=<!'7F9>=5:8Z!

1XYT! I:;7D7:;7:>!EF54=;9!#FF=A9>54!^7<5B78!=:;7D7:;7:>!9:;!B5K78!5662<9BD@8Z!

1XYU! '9FDC!SZ!S5G7:8>7=:!:9B7;!+79:!56!H5FF7A7Z!

$<C55F!9<<47;=>7;!=:!3@^F=<!'7F9>=5:8Z!

1XP0! H5FF7A7!B5K78!=:>5!N7=B74!)9FF!=:!8D4=:A!`@94>74Z!

1XP0! H5FF7A7!=:=>=9>78!o3456788=5:9F!$@BB74o!D45A49B!654!69<@F>L!B7B^748Z!

1XP1! NJE%2E"!A578!5:!9=4Z!

1XPU! W00>C!8>@;7:>!A49;@9>7;!645B!B98>74h8!D45A49BZ!

1XPX! N10,'!d:5G!N'JEe!A578!5:!>C7!9=4Z!

1XX0! I:!"9LR!6=48>!>G5!;5<>549F!;7A4778!=:!B988!<5BB@:=<9>=5:!<5:67447;Z!



"98>74(8!)9:;^55_!/0112/01/!

OO=!
!

!



"98>74(8!)9:;^55_!/0112/01/!

OO==!
!

!
1XXQ! %744L!)L:78!:9B7;!+79:!56!H5FF7A7Z!

%C7!I:>749<>=K7!"7;=9!S9^!=8!78>9^F=8C7;Z!

1XXU! ?49;@9>7!D45A49B8!47<7=K7;!C=AC78>!5K749FF!49>=:A8!=:!>C7!:9>=5:!=:!0D>D!Q%C4!#1(!F-',(!6%"-'*Z!

1XXY! +5<@B7:>94L!I:8>=>@>7![5=:8!>C7!H5FF7A7!56!M5@4:9F=8B!9:;!H5BB@:=<9>=5:8Z!

H5FF7A7!566748!9!:7G!;7A477!DF9:!=:!;5<@B7:>94L!D45;@<>=5:Z!

1XXP! +7D94>B7:>!56!#;K74>=8=:A!=8!<74>=6=7;!98!9:!I:8>=>@>7!^L!>C7!I:>74:9>=5:9F!#;K74>=8=:A!#885<=9>=5:Z!%C=8!
=8!>C7!6=48>!6@FFL!<74>=6=7;!=:8>=>@>7!=:!>C7!J:=>7;!$>9>78Z!!

1XXX! H5FF7A7!566748!9!:7G![5=:>!M@4=8!+5<>54\3CZ+Z!=:!B988!<5BB@:=<9>=5:Z!!

! H5FF7A7!9G94;8!=>8!W0>C!3CZ+Z!;7A477Z!

/000! fH7F7^49>=5:!/000g!=:!47<5A:=>=5:!56!>C7!YW>C!9::=K74894L!56!>C7!^7A=::=:A!56!9!654B9F![5@4:9F=8B!
<@44=<@F@B!9>!JE!9:;!>C7!W0>C!9::=K74894L!56!'97!-Z!N7=B74(8!944=K9F!9>!JEZ!

! +=K=8=5:!56!?49;@9>7!$>@;=78!9:;!'78794<C!566748!9!D45[7<>!5D>=5:!=:!9;;=>=5:!>5!>C78=8!9:;!:5:!>C78=8!
5D>=5:8!654!>C7!"98>74(8!;7A477Z!

! %C7!?49;@9>7!+=K=8=5:!G98!566=<=9FFL!47:9B7;!>C7!+=K=8=5:!56!?49;@9>7!$>@;=78!9:;!'78794<CZ!

/001! H5FF7A7!566748!9!:7G!;7A477!D45A49B!=:!$<=7:<7\)79F>C!H5BB@:=<9>=5:Z!

/00/! *7G!9;;=>=5:!>5!N7=B74!)9FF!GC=<C!C5@878!>C7!'9;=5!'79;=:A!$74K=<7!G98!;7;=<9>7;Z!

! H5FF7A7!9G94;8!=>8!YW>C!3CZ+Z!;7A477!

! H5FF7A7!9G94;8!=>8!1/00>C!"98>74(8!;7A477Z!

! "98>74!56!#;K74>=8=:A!9;B=>8!6=48>!<F988!56!8>@;7:>8!

/00T! H5FF7A7!9;B=>8!6=48>!8>@;7:>8!>5!Q\1![5=:>!;7A477!D45A49B8!

/00Q! H5FF7A7!9G94;8!=>8!100>C!3CZ+Z!;7A477!

! H5FF7A7!9G94;8!6=48>!"#+k!;7A4778!=:!8D4=:A!/00QZ!

/00U! M5C:!NZ!N4=AC>R!II!:9B7;!I:>74=B!+79:!56!>C7!H5FF7A7!!

! S=:;9!)5:!:9B7;!$7:=54!#885<=9>7!+79:!56!>C7!H5FF7A7!

! #H&M"H!4729<<47;=>8!>C7!@:;74A49;@9>7!9:;!A49;@9>7!B98>748(!D45A49B8Z!

/00Y! M5C:!N4=AC>!:9B7;!+79:!56!>C7!H5FF7A7!56!M5@4:9F=8B!9:;!H5BB@:=<9>=5:8!

/00P! #,H!*7G8!5D7:8!^@479@!9>!N7=B74!)9FF!

! H5FF7A7!<479>78!<5@:>4L(8!6=48>!<C9=4!=:!3@^F=<!I:>7478>!H5BB@:=<9>=5:8!

/010! "=<C97F!N7=A5F;!:9B7;!#885<=9>7!+79:!654!J:;74A49;@9>7!#669=48!9:;!&:45FFB7:>!"9:9A7B7:>!!

! H7:>74!654!"7;=9!I::5K9>=5:!n!'78794<C!5D7:8!=:!>C7!H5FF7A7Z!

! %C7!H5FF7A7!56!M5@4:9F=8B!9:;!H5BB@:=<9>=5:8!9:;!>C7!J:=K748=>L!#>CF7>=<!#885<=9>=5:!9::5@:<7;!9!
D94>:748C=D!>C9>!B5K78!?9>54K=8=5:R!>C7!B@F>=B7;=9!5D749>=5:8!@:=>!56!J##R!>5!N7=B74!)9FFZ!!%C7!
D94>:748C=D!G=FF!7OD9:;!5DD54>@:=>=78!654!D456788=5:9F!7;@<9>=5:!56!8>@;7:>8Z!

! %C=8!=8!>C7!T4;!L794!=:!9!45G!>C9>!>C7!H5FF7A7!C98!>C7!C=AC78>!:@B^74!56!9<<7D>7;!D9D748!9>!5@4!F94A78>!
<5:6747:<7V#&M"HZ!

/011! H5FF7A7!566748!6=48>!5:F=:7!"98>74(8!D45A49BZ!

! '9:_7;!U>C!56!X1!D45A49B8!:9>=5:G=;7!=:!DF9<7B7:>!56!;5<>549F!8>@;7:>8Z!

! !
! !!!

!
!


