
INCOMPLETE  CONTRACT
Instructions

Instructors:
1. Title 5 defines the “I” as “Incomplete academic work for unforeseeable, emergency and justifiable reasons at the end of the term” such as illness or 

death in family.  The “I” should not be used for reasons such as “student did not take the final” or “student could not complete the work”.  Appropriate 
reasons for the “I” include “death in family “ or “student illness the date of the final”.

2. When assigning a grade, please keep in mind that the grade should be based only on the work the student has completed to date. If 
you do not assign a grade the default will be “F”.

3. After completion of the course work, submit a Grade Change Request Form to the Admissions and Records Office.
Student:
1. If you do not complete the work below, your grade will become what the instructor has indicated. If the instructor does not indicate a 

grade, an “F” grade will be posted to your record.
2. The deadline for completion is the end of one year or an earlier date specified by the instructor.
3. You may not re-enroll in this course.
Instructors - How to Save and E-mail Completed Form
1. Click on your browser’s “File/Save Page As” drop-down menu and save this form on your local system.
2. To fill out the form, use Adobe Reader 8.0 or 9.0 to open the file you saved and fill out the form.
3. If you will be e-mailing the form, it is important that you use the electronic signature to sign the form.  That way the content of 

the form is locked and can not be changed after you e-mail it.
4. Before closing the form, again use your browser “File/Save Page As” to save the completed form on your system under a different 

and unique name.  For example, you could add the student’s name to the form title: JoeBlowIncompleteContract.pdf.
5. Now you can send an e-mail to Admissions and Records with the completed pdf file attached to your e-mail.  You also have the 

option, to print the completed form and fax, mail or deliver it in person to Admission and Records, which ever method is the easi-
est for you.  

6. 

College: Foothill De Anza 

Student Name:                                                                                              Student CWID #:

Course Title:                     and  Course CRN #:

For Quarter:            Summer           Fall Winter          Spring        For Year: 

Reason for Contract:                                  Condition for removal of incomplete grade:

If the work stipulate  here is not made up by the deadline of:                          , the grade assigned will be:

             
(deadline can not exceed one year)

If you do not complete the work, your grade will become what the instructor has indicated.  If the instructor does 
not indicate a grade, an “F” grade will be posted to your record.

Select method used to communicated this contract to the student:

 

Instructor Name:      Last 4 digits of instructor CWID:

Date:     Click to sign with electronic signature: 

       
(click for instructions on creating an electronic signature)
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http://www.youtube.com/watch?v=Mo0MMCNVSKk&feature=related
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De Anza - penaferrickjoan@fhda.edu or thaibinh@fhda.edu
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Admissions and Records e-mail addresses are: Foothill - bowersshelly@fhda.edu
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