
STUDENT PETITION FOR EXTENSION OF AN INCOMPLETE 
  DIAGRAM  STEP 1: 

The student obtains 
the Student Petition 
for Extension of an 
Incomplete form 
online from the 

Peralta Admissions & 
Records website.  

See link below  

STEP 2: 

The student 
completes the 

“Student 
Information” section 

of the Student 
Petition for 

Extension of an 
Incomplete form 

 

STEP 3: 

The student contacts 
the instructor to 

request an extension 
and forwards the 

completed form to 
the instructor for 

their signature 

STEP 4: 

The instructor reviews, 
approves or denies the 
request, and forwards 
the signed request to 

the Admissions & 
Records Office for 
processing. **The 

Instructor must submit 
the form prior to the 

end of the year the “I” 
grade was granted  

 

STEP 5: 

The Admissions & Records 
Specialist will process the 
request and notifies the 

student and the instructor 
once the student’s record has 
been updated to ensure that 

the incomplete does not 
default at the end of the 

original deadline 

STEP 6: 

The Admissions & Records 
Specialist will forward the 

Student Petition for Extension 
of an Incomplete form to the 
District Admissions & Records 
Office for archiving at the end 
of the semester in which the 

request for the extension was 
submitted 

The Student Petition for Extension of an Incomplete form is available on the Peralta Admissions & Records website  
https://web.peralta.edu/admissions/petition-for-extension-of-an-incomplete/ 
**The Student Petition for Extension of an Incomplete form MUST be submitted to the instructor prior to the end of the year period the “I” grade was granted and submitted 
to the Admissions and Records Office to ensure that the Incomplete does not default at the end of the original deadline       
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If Approved: 

The student’s record 
will be updated to 

reflect the extension 
and new deadline 

. 

If Denied: 

The original deadline 
and terms for 

completion will remain. 
No changes will be 

made to the original 
deadline. Process ends  

** Point of Reference: 

The “I” may be made up no later than one year 
following the end of the term in which the “I” was 
assigned.  A time extension beyond one year, but 
not to exceed one semester, may be granted by 

this petition 

 

 

https://web.peralta.edu/admissions/files/2015/02/Student-Petition-for-Extension-of-an-Incomplete-2-10-20151.pdf

