JERSITY or OFFICE OF GRADUATE

EIAWARE AND PROFESSIONAL EDUCATION

GRADUATE STUDENT CONTRACTUAL AGREEMENT - INSTRUCTIONS

The Graduate Student Contractual Agreement form is an electronic, interactive form. It is important that you USE THIS
ELECTRONIC FORM to facilitate the faster processing of contracts. After you fill in this document and click Submit, it will be
sent as an email attachment to the Office of Graduate and Professional Education. We will receive the email and post

the students’ information into our database.

Please follow this procedure for new contracts and for revisions on an existing contract (change in contract dates, assistant
type, stipend amount, tuition %).

To cancel an existing contract, please send a written notification to gradcontracts@udel.edu.

DEPARTMENT

1.) Send copy of Offer Letter to Graduate Office
2.) Open form from website

Go to www.udel.edu/gradoffice/, click Forms, then “Form-Graduate Student Contractual Agreement”
OR
www.udel.edu/gradoffice/current/GradContractRev-012307.pdf

3.) Fill out form. o

4.) Print Form. 8.) Mail printed form to student.

5.) Click “SUBMIT”

6.) If “Select Email Client”
appears, click “OK” and
choose “Send Data File”

7.) Click “Send” STUDENT

9.) Student signs and returns
to department.

GRADUATE
STUDIES DEPARTMENT

10.) Department sends copy
of signed form to Office
of Graduate and Professional Education.

GRADUATE
STUDIES

11.) Records response and waits for JED

< If you have multiple contracts to draft, use to clear the previous student’s personal information and
the departmental information remains. Or, use to clear all of the fields previously filled.

« If you have any questions, please contact Mary Martin at the Office of Graduate and Professional Education,
marym@udel.edu. or (302) 831-8916
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