
Carnegie Mellon University
Incomplete Grade Agreement

This document explains how Carnegie Mellon University advises instructors and students to work
together to come to an  agreement about Incomplete grades. Its purpose is to ensure consistency with
university grading policy and provide guidance to  students and instructors for when and how an
Incomplete grade should be utilized. It includes text from the University Grading  Policies. The last page
also provides a template for writing an Incomplete grade agreement, which instructors must submit to
the student’s primary advisor and to the student’sM er ese fot Iniade s Ie
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should be provided to the student’s primary academic advisor and the student’s
Associate/Assistant Dean (listed below). The written agreement will sit in the student’s advising file.
This serves two additional purposes:

a. If a student is to receive an Incomplete grade due to unforeseen circumstances, the student
may also receive additional Incomplete grades in other courses. So that the student does
not become overwhelmed with coursework due to multiple Incomplete grades, the
student’s primary advisor being made aware of all Incomplete grades assigned is crucial.

b. Instructors assigning an Incomplete grade to a graduating student will notify the student’s
Associate Dean through this process to help all parties understand the impact on
graduation.

Associate/Assistant Deans (current as of 10/2022):

CFA: Kristen Letts Kovak, Senior Associate Dean for Academics (klkovak@cmu.edu)
CIT: Conrad Zapanta, Associate Dean for Undergraduate Studies (czapanta@andrew.cmu.edu)
DC: Kelli Maxwell, Associate Dean of Student Success (kellimax@andrew.cmu.edu)
MCS: Maggie Braun, Associate Dean for Undergraduate Affairs (mabraun@andrew.cmu.edu)
SCS: Tom Cortina, Associate Dean for Undergraduate Programs (tcortina@cs.cmu.edu)
TSB: Jeninifer Wegner, Assistant Dean (jwegner@andrew.cmu.edu)



CMU Incomplete Grade Agreement

STUDENT NAME

ANDREW ID

COURSE NUMBER, TITLE, AND SECTION

COURSE INSTRUCTOR

SEMESTER COURSE WAS TAKEN

DATE INCOMPLETE IS BEING REQUESTED

FOR INSTRUCTOR
What % of the student’s final grade is outstanding? _______________
Identification of the remaining coursework and proposed agreement for completion:

Date by which the student will submit remaining coursework to instructor: ______________

Default grade if student does not submit work by above date (default grade cannot be an A): __________

FOR STUDENT
An incomplete grade can be requested in unforeseen circumstances that may arise in your life that
prevent you from completing your coursework. Carnegie Mellon University wants to support you in all of
your academic endeavors, and an Incomplete grade can be an important tool in the student success
toolkit. Before requesting an “I” grade, please note the following:

1. The University strongly discourages you from requesting an Incomplete grade if you have more
than 25% of the coursework remaining to complete.

2. The Incomplete Grade Agreement is independent of specific disability accommodations, which may
be provided as specified throughout the semester but should not be provided retroactively at the
end of the semester. (https://www.cmu.edu/disability-resources/)

3. Understand you might have to adjust your schedule next semester to accommodate finishing this
semester’s work in addition to next semester’s courseload.

My (student’s) signature states that I understand and will adhere to the above agreement and that, should
I not complete and submit my remaining coursework by the date indicated, I will receive the default grade
indicated above.

Signature of Student Date

Signature of Instructor Date

⬚ A copy of this form has been provided to the student’s primary academic advisor
⬚ A copy of this form has been provided to the student’s Associate/Assistant Dean (see above)


