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Incomplete Grade Contract Application – College 
Approver User Guide for Summer 2025 Pilot 
The Incomplete Grade Contract Application allows instructors to submit an electronic version of the 
incomplete contract, secure approvals from the college approver and the student, and populate the 
“INC” grade and the extension date into Banner for the course.  

New for Summer 2025 
• Both primary and secondary instructors may use the system to submit incomplete 

contracts. 
• The INC contract link is now accessible through DrexelOne. 
• The INC grade is no longer accepted in Banner Final Grade Submission or the BBLearn 

Grade Submit Tool. All INC grades must be submitted through the INC contract 
application.  

Process Flow 
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Instructor Contract Submission 
Instructors may submit an incomplete contract for a student from the start of Week 7 of the quarter 
until the Sunday of Final Exam Week. An instructor will initiate the process by having a conversion with 
the student and completing an incomplete contract for them with negotiated work and deadlines. The 
contract will be subject to approval by the college approver before the student is able to review and 
accept the terms of the contract.  

College Approvers are set up in the system by OUR. Each college may have an undergraduate and a 
graduate approver. Please contact OUR if an approver must be re-assigned.  

Upon submission of the contract, the college approver will receive an email directing them to review 
pending contracts. Reminder emails will be sent Mondays and Thursdays. 
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Accessing the INC Contract 
1) Open any internet browser and navigate to https://inc.irt.drexel.edu. You may also access the 

link on the Faculty Tab in DrexelOne.  
 

 
 

2) Click on “Sign in” and enter your DrexelOne credentials.  
 

  

https://inc.irt.drexel.edu/
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Selecting a Contract 
1) You may see a list of contracts awaiting approval between Week 7 of the Quarter through 

the Tuesday after Final Exam Week. Select a contract, and click “Continue.” Once a 
contract has been approved or denied, it will disappear from the list. Expired contracts will 
also disappear from the list.  
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Reviewing the Contract 
2) Review the course work to be completed and the deadline for all work to be submitted to 

the instructor. Check the “Approved” or “Denied” box and select “Submit.” If the application 
is denied, you must include an explanation in the text box below. Please complete this 
step as soon as possible so that the instructor has time to review and re-submit in case 
of a denial before the submission period ends.  
 

 

Approval Denied by College Approver:  
a. The contract will be terminated.  
b. The instructor will receive an email with details about the reason for the denial.  
c. The instructor may confer with the student and submit a new incomplete contract if 

necessary. 

Approval Received by College Approver:  
d. The student will receive an email directing them to a page where they may review the 

terms of the incomplete contract, the work to be completed, and the deadline. They 
may accept or decline the terms of the contract.  

e. The instructor will receive an email confirming the approval by the college approver.   

Student Agrees to the Terms of the Contract: 
f. If the student approves the terms of the contract, the instructor and the student will 

receive an email with a PDF of the completed contract.  
g. The INC grade and the extension date will populate in Banner for the course.  
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h. An instructor may submit a change of grade form to update the grade once the required 
work has been completed and graded.  

Student Declines the Terms of the Contract:  
i. If the student declines the terms of the contract, the application will be terminated. The 

instructor may confer with the student and submit a new incomplete contract for them 
if necessary.  
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