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A student may be given permission to complete course requirements after the close of the semester. 

Incomplete grades are usually given only due to extenuating, unavoidable, or uncontrollable 

circumstances. The proper procedure for a student to receive a grade of Incomplete for a course 

requires the student to receive permission from the instructor and the Academic Dean prior to the end 

of the semester. Once permission is granted, an “I” will be recorded on the transcript at the end of the 

semester. All coursework for the Incomplete must be completed by the deadline specified in the 

Institutional Calendar. A grade for the course is then computed by the instructor and given to the 

Registrar’s Office to be recorded in the official transcript. The Incomplete grade will become an “F” if 

the work is not completed by the specified deadline. 


