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Graduate Student Request for Extension of Time Limit 
 

Students who need to request an extension of their time limit should use the electronic workflow 
process on the Graduate School website.   

The landing page below should give students all the information they need to initiate the 
process. The extension must be endorsed by both the faculty advisor and the director of 
graduate studies.  Students may need the assistance of their graduate program assistant to 
identify the graduate director in their program.  
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Students will be directed to provide the following information to be directed to the form: 
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The student’s basic information will populate from the landing page- name, e-mail address, and 
program.  Students must enter their student ID number and select the semester/year they were 
admitted to the program and when they are hoping the extension will be approved.  They should 
also select the boxes which apply regarding their progress through their degree, and whether 
they have previously been granted an extension. 

 

 

 

 

 

 

 

 

 

 

 

 



Graduate School Extension of Time Limit 
May 2019 
4 
 

Next, the student should provide an explanation of the reasons for the extension request, 
including their extenuating circumstances.  The student can enter information and may attach 
additional information as needed.

 

Note that students who were previously granted an extension will need to provide information 
about the previous extension’s ending term, and the progress made since the extension was 
granted. 
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Before initiating the form, the student should meet with their faculty advisor to work out a plan 
and timeline, with specific milestones/benchmarks to include.  They can include this information 
here, and may also attach additional documents if needed.  Note that students may not initiate 
and save the form.  Thus, it is essential to collect this information in advance.   

 

 

 

 

They may also attach any additional supporting documentation here: 
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When the student signs the form electronically, it will be directed to the Faculty Advisor.  At this 
point, a copy of the form will be sent to the general graduate e-mail of the program the student 
selected on their landing page, so that graduate program assistants will have a copy. 

The faculty advisor, and then the graduate director, will receive the extension request, with 
academic plan included, for their endorsement.  They may also add comments of support if 
desired.  All comments added to the form, along with endorsements, will be visible to the 
student after completion of form. 
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The form will then be directed to the Office of the Dean of the Graduate School for review. 

 

 

 

Upon completion of the form, a copy will be sent to the student and the general graduate e-mail 
address in the program.  All endorsements and optional comments will be visible to the student 
and program. 

 

Note that docusign requests cannot be sent back for additional information or changes.  If the 
form needs to be altered for any reason, a signer may decline to sign.  However, the student 
must then initiate a new request.  Anyone who declines an extension request should e-mail the 
student separately, explaining the reasons, the additional information necessary, and that a new 
form must be initiated.  Students should be sure to save the information in the initial form so 
that they can include it in a new request. 

 


