Procedures for submission of final dissertation


1. Student must have been admitted to candidacy (see packet #1 “Proposal).

2. Student must have maintained candidacy by registering for 1 credit “Maintenance of Candidacy” from time of approved proposal to submission of final dissertation.

3. Student must apply by deadline for upcoming graduation or pay late fee if past date.

4. Student must submit first draft to our office by date on registrar’s calendar.  First draft usually needs some work as advised by the student’s committee members.  Dissertation should be checked for formatting at this point and revisions advised.  Advise student regarding remaining paperwork to be submitted for final submission.

5. Final submission due to us by date on registrar calendar (usually last day of class).  Student must submit:

· Final dissertation with original signature sheet of committee members plus one copy
· Report on Doctoral Dissertation Examination

· Doctoral Degree History

· Facilities Clearance Form

· Doctoral Dissertation Manuscript Preparation Form

· Bursar’s receipt for microfilming fee (current $60) (see note under Special Collections)
· Commencement Program Announcement

· Survey of Earned Doctorates

· UMI Agreement form
6. A letter from our Associate Dean is submitted to Registrar’s Office indicating the submission of properly approved dissertation.  Electronic copy of this letter is in the Ph.D. folder.  

7. Distribution of items

· Registrar’s Office-original associate dean letter of approved dissertation, Copy of Dissertation Title Page, and Commencement Announcement.

· Facilities Clearance Form is sent to Facilities.

· Special Collections-Dissertation with original Committee Members signature sheet, UMI agreement.  If the student wishes to have the dissertation copyrighted, the student must submit a certified check or money order made out to PQIL for $45 along with the copyright form which is also submitted to Special Collections.  The Copyright form and information is contained in the UMI booklet

· Department receives copy of letter sent to Registrar.
· Survey of Earned Doctorates is submitted via Federal Express envelopes that the survey provides

· Copies of all paperwork, including UMI and Survey of Earned Doctorates, plus the copy of student’s dissertation is kept with the student’s file

