
 
Submitting a Graduate Time Limit Extension Request 

Students 
 
Graduate students may request a time limit extension by completing a Graduate Time Limit Extension request. The form 
will be reviewed by your College/School, and if applicable, Graduate Division.  
 
1. Sign in with your Mason credentials. Read the policies and confirm your information is correct.  

 
 
2. If No Advisor/Mentor Assigned 

If you do not have an assigned Advisor/Mentor, please indicate whether you have one. If you select “Yes” then 
select who.  

 
 
 
3. Select Program 

If you have more than one program, you can select which program you’d like to request a time limit extension. 
Only one program can be chosen per form. The “Request Deadline and Reason” section will update depending 
on the program you choose.  

 
 
4. Requested Deadline and Reason 

Select the term you’d like to request for your new deadline. You will see up to 2 years in the drop-down. 
For Reasons, if you select “Other unforeseen circumstance” you will be required to provide more information, 
up to 25 characters.  

 

https://gmu683-workflow2.elluciancloud.com/webentry/88/GTLE
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5. Documentation 

Read through the criteria and upload your documents.  
1. If you have more than one document, please combine them into one PDF that’s less than 25 MB.  
2. Upload the “letter of support” you received from your Program Representative.  

 
 
7. Review and Sign 

Review all of the information in the form, type your name below, and click SUBMIT. 

 
 

8. Confirmation Email 
You’ll receive an email with the details of the request in your Mason email. To check the status of your request, 
you can click on the button in your confirmation or wait to receive the decision by email.  

 
9. Appeal  

If you would like to appeal the decision, students will be provided with that option and must respond within 5 
business days. See further below for those steps. More information is found on the Graduate Division website: 
Appealing the Denial of an Academic Exception Request.  
 

 
 
 
 

For issues or questions about Ellucian Workflow forms, please contact regwf@gmu.edu. 
 

  

https://graduate.gmu.edu/studying-here/graduate-policy-resources/graduate-academic-exceptions
mailto:regwf@gmu.edu
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APPEALING a Graduate Time Limit Extension Request 
Students 

 
1. Decision 

If your request is denied and you’re provided an option to appeal the decision, you will have 5 business days to 
respond by clicking the link in your decision email.  

• If you decide not to appeal the decision, a final email will be sent to you, your Program Representative, 
College/School, and OIPS (if applicable).  

• If you decide to appeal the decision, select Yes, and Question 3 will show in the Documentation section 
in the form above.  

 
2. Appeal Documentation 

Read the criteria and upload your supporting document. 

 
 
3. Review and Sign 

Review all of the information in the form, type your name below, and click SUBMIT. 
 
 

For issues or questions about Ellucian Workflow forms, please contact regwf@gmu.edu. 
 

mailto:regwf@gmu.edu
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