ALBANY STATE UNIVERSITY
OFFICE FOR ACADEMIC AFFAIRS

DOCUMENTATION FOR SUBMISSION OF “I” GRADE
(Attach this documentation form to the Final Grade Report and the Request to Remove an Incomplete form.)  Please have student read # 3 of the notations below and sign to acknowledge that what was read was understood.     (Form should be completed on computer or typed.)
Department     





Instructor     



Semester   



Year                                       

The “I” grade was awarded to  


               Ram ID#                                                


Because:

(Check one of the following categories – reasons beyond the student’s control.)



□
Legal



□
Family Emergency



□
Medical


□
Other 
 

       (Specify)

Requirement(s) for Removal of the “I”:

State specifically what requirement(s) the student must complete to remove the “I” grade.










                   
Faculty’s Signature



Chairperson’s Signature 

    
                                                           
Date





Date

Notations:

1. Please attach to final grade roster as appropriate and place a copy in departmental file.
2. This documentation should also be attached when submitting a request to remove an incomplete.

3. The “I” grade indicates that a student was doing satisfactory (grade of “C” or better) work, but was unable to meet the full requirements of the course because of reasons beyond his or her control.  If an “incomplete” is not removed after two terms (including summer) of matriculation following the term the “I” was awarded, the “I” grade will be changed to “F”.  To remove an “I” grade, the student must secure a “Permit to Remove an Incomplete Grade” (green form) from the Registrar’s Office and submit it to the faculty, who will forward it to the Chair.






                   
Student’s Signature



Date 
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