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	Confirmation of Intent to Convert an “I” Grade to a Letter Grade


The School of Leadership and Professional Advancement encourages students to complete all required course work before the end of the academic period in which they are enrolled. Because SLPA students are adults who have commitments at work, to their families and to their communities, we recognize that occasionally they may benefit from additional time to complete academic work in the achievement of course learning objectives. Permission to be granted an “I” (Incomplete) grade at the end of a course is not automatic – your instructor must agree to accept and evaluate academic work that is turned in once the course has officially ended. Instructors are under no obligation to do so. 
Section I: Course Particulars
	Student name:
	
	Course number:
	

	Student e-mail:
	
	Term / Semester:
	

	Course title:
	
	Today’s date:
	

	Instructor name:
	
	Course end date:
	

	Instructor e-mail:
	
	Conversion deadline:
	


Note: The “conversion deadline” is a specific, maximum time limit imposed by University policy. For undergraduate courses, an I grade must be converted to a letter grade within 6 weeks from the course end date, or it will revert to an F. In graduate courses, work not completed within one year will automatically be converted to an F. The School of Leadership requires two (2) additional weeks to ensure that required forms are signed and filed in a timely manner. In addition, the instructor is free to set more restrictive dates based on his or her own availability and schedule. Students are encouraged to self-impose even more conservative deadlines to ensure they meet these time requirements. See Section III below.
Section II: Incomplete Course Requirements (to be completed by instructor)
In order to receive a passing grade in the above course, the following specific assignments must be completed to a satisfactory level: 

	
	Assignment Name / Description
	Point Value

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	


Section III. Agreed-Upon Timetable for Assignment Completion 

(to be mutually agreed-upon by student and instructor)
	
	Student Proposed Due Date
	Instructor Approval / Comments

	
	
	Can the deadline be extended?
	Y
	N

	1. 
	
	
	
	

	2. 
	
	
	
	

	3. 
	
	
	
	

	4. 
	
	
	
	


Section IV. Instructor Comments
(Here, the instructor may comment on what the student’s final course grade will be in the event that one or more of the above assignments is either not completed or is not submitted by the agreed-upon deadline.)

	


Section V. Other Notes

Under the HEROES Act of 2003, you may be entitled to additional consideration in making up incomplete course work. Check below if you:
	 FORMCHECKBOX 

	are an active duty military member serving during war, military operation or national emergency

	 FORMCHECKBOX 

	are a member of the National Guard called to active duty for a period of at least 30 consecutive days

	 FORMCHECKBOX 

	reside in a government-declared disaster areas in connection with a national emergency 

	 FORMCHECKBOX 

	have suffered a direct economic hardship as a result of war, military operation or national emergency

	 FORMCHECKBOX 

	are the spouse or dependent of active duty and qualifying National Guard members


Signatures
	
	
	

	Student
	
	date

	
	
	

	Instructor
	
	date
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