
Incomplete Grades 
 
1. Access the Grade Roster  
2. Enter I as the student’s grade using the drop down menu under ‘Roster Grade’ 
3. Click on the link ‘Incomplete Grade Form’ (linked here) 

 
Notice: An I (Incomplete) grade should be issued when the student has not 
completed the final exam or project and the instructor agrees to accept the work 
within the one year period allowed. 

4. Print the form and enter the student and class information 
5. Ask the student to sign the form to insure that the student agrees to submit the missing 
work within the allowable period 
6. Enter the reason that the I grade is being issued. 

Example: Student missed final exam. 
7. Enter the condition that must be met to remove the I grade 

Example: Student completes final exam. 
8. Enter the grade to be issued if conditions are not met. 

Example: Grade earned minus the final exam. 
9. Sign the form and send to the Evaluations Office 

Important! The Records Office will not accept a submission until after final 
grades are posted for the semester. 

10. After the missing work is completed, you must issue a Grade Change Form to input the 
grade  
 

https://www2.palomar.edu/pages/evaluationsandrecords/files/2015/06/Incompleteform.pdf

