Incomplete Agreement
Note to Instructors: After filling in all the fields on this form, please forward to the student via email. Ask them to authorize the agreement (by filling in their name and email address) and return it to you via email. Once that is completed, please email the completed form to the student’s CCCS email address and copy studentsuccess@cccs.edu. The form will then be sent to the student’s home college for processing. Student Information

Student’s Name: Click or tap here to enter text.
Student’s ID: Click or tap here to enter text.
Home College: Click or tap here to enter text.Course Information

Course (Prefix, Number, Section): Click or tap here to enter text.
Term: Click or tap here to enter text.Agreement Conditions

	Incomplete grades are granted at the discretion of the instructor when a student has completed at least 75% of the course work with a “C” or better average –OR- on a case-by-case basis, expectations can be made for students under extreme circumstances. An Incomplete Grade may affect a student’s financial aid standing, so students should contact their Financial Aid office before requesting an incomplete grade from their instructor. 

Reason for assigning a grade of Incomplete:  Click or tap here to enter text.

	Instructor should be very specific in this category and include all the work to be done and how the final grade is to be calculated.

Work to be completed for removal of the incomplete grade: 
Click or tap here to enter text.  

	A student with an Incomplete grade has access to course shells for one semester only. The agreed-upon completion date is the date decided upon by the student and the instructor. In very rare instances and under extenuating circumstances, a student may arrange for extended time to complete the work, but only with prior written permission from the instructor.

Agreed-upon completion date: Click or tap here to enter text.

	If all work is not completed by the required completion date and subsequently a Grade Change form is not submitted by the instructor, the student will automatically be assigned this default grade. 

Default grade: Click or tap here to enter text.
If Default Grade is a “D” or “F”, what is the current Last Day of Attendance:
 Click or tap here to enter text.


Entering your Full Legal Name and CCCS Email address in in lieu of an actual signature and is as binding as a handwritten signature. Authorization Information


Faculty’s Name: Click or tap here to enter text.
Faculty’s Email Address: Click or tap here to enter text.
Date of Submittal: Click or tap here to enter text.

Student’s Name: Click or tap here to enter text.
Student’s CCCS Email Address: Click or tap here to enter text.
Date of Submittal: Click or tap here to enter text.
