
The Graduate School of Arts and Sciences at Harvard University 
Office of Student Affairs   Holyoke Center 350   1350 Massachusetts Avenue   Cambridge, MA   02138 

 
 

Petition for Extension of Time for an Incomplete Grade 
            (Please complete petition in its entirety and see reverse side for instructions) 

 
Name ________________________________________________________ ID Number___________________ 
                   First                                                 Last 
 
Department _________________________________________ Year in School __________________________ 
 
Course Title & Number _______________________________________________________________________ 
 
Catalogue Number                              Term and Year Taken __________________________ 
 
 
 
 
 
 
 
 

Why is this extension of time necessary? (REQUIRED) 

All work will be completed by ____________________________________ 
                                                                         Date (MM/DD/YY) 

Do you have other incompletes?  □ Yes*  □ No 
*If you have other incompletes, you must list them and briefly describe the status of these incompletes on a 
separate sheet. 
 
Student’s Signature_________________________________________________________Date______________ 
 
Address_____________________________________________________________________________________ 
               Street/City/State/Zip Code 

 
Telephone ___________________________ E-Mail_________________________________________________  
 

REQUIRED SIGNATURES OF APPROVAL 
 

Instructor ____________________________________________________________________ Date__________ 
(Must be course head not TA or TF) 
PRINT Instructor’s Name_____________________________________________________________________ 
 
D.G.S._______________________________________________________________________Date__________ 
Director of Graduate Studies (student’s department) 
 
PRINT D.G.S. Name__________________________________________________________________________ 
 

Student Affairs Office_________________________________________________________ Date___________ 

 
 
Please return this petition to the GSAS Office of Student Affairs for final processing and approval. 
Notification of the decision will be sent to the student at the address provided above. There is a $15 
processing charge made on the student’s term bill for each petition filed. 



 
 

INSTRUCTIONS 
 

 
Upon agreement with the instructor, you must complete the work of the incomplete course before the end of the 
term following that in which the course was taken. If the work is completed in this term, there is no need for an 
extension of incomplete petition. 
 
If the work is not completed within the term: 
  

1. Determine completion date with instructor and obtain petition to extend incomplete. 
 

2. Fill out and submit petition with the date that the work is to be completed. Make sure to obtain 
the signatures of the course head and the Director of Graduate Studies of the department in which 
you are enrolled.  Failure to fill out the form in its entirety may result in delay of approval.  

 
3. When the work is completed, ask your instructor to write a letter to the Registrar’s Office 

indicating when the course work was completed and the final grade for the course. 
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