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Extension (Incomplete) Study Request Period and Procedure Guide mﬂ

+ Extension Request Period

In the last week of each semester, students apply for extended study as needed. Reasonable reasons
for extended study must be provided.

4+ Assignment Submission Extension Period

If extension study is approved, you must complete the work assigned by your professor within 4 weeks
from the end of the semester. If you do not complete the assignment within 4 weeks, you will receive a

Fail.

4+ Who can apply for an Extension

Only students who have completed 60-70% of their studies and can complete their studies within the 4-
week extension period are eligible to apply.

+ Extension Study Request Procedure

1.

The student fills out the extension application with their personal information, the requested
extension semester, their signature and date.

The student obtains the signature of the responsible professor in the "Professor Approval”
section.(Or, take a screenshot of the professor's email or message indicating approval and send
it to registrar@gm.edu along with your application)

After completing the form, the student sends it to registrar@gm.edu.

The extension fee is $200 (Financial Aid students are responsible for paying the fee themselves).
Payment of the fee should be made on Populi. Contact finance@gm.edu for payment inquiries.
The Registrar receives the form from the student and obtains approval from the Academic Dean.
The Registrar modifies the student's grade to "incomplete" and notifies the student and
professor via email.

The student consults with their professor about the assighment submission method and submits
the assignment by the designated date.

The professor updates the grade on populi within 3 days of receiving the assignments and
notifies the Registrar.

The Registrar releases the "incomplete" status so that the student's grade is visible.
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