Doctoral Graduation/Dissertation Checklist

A student approaching the end of her/his doctoral program must complete the following in order to graduate.

Any forms referred to can be found on the OGS web site (www.unm.edu/grad) -OGS Forms unless marked otherwise.

_____
Application for Candidacy – submit to OGS after the PhD comprehensives have been completed and passed.  The student will be Advanced to Candidacy after this form is approved by the Dean of Graduate Studies.

_____
Notification of Intent toGraduate – submit to your department before the end of the previous semester.
_____
Announcement of Examination – due in OGS at least two weeks before your dissertation defense is scheduled.  In all cases, the results of the dissertation defense must be submitted to OGS no later than two weeks after the announced date of the dissertation defense.

The Report of Examination and one Report on Thesis or Dissertation (“Gray Sheet”) from each of your committee members is due in OGS by the graduation deadline (see deadline dates below).  Usually the student’s advisor/committee chair or the department graduate staff person handles this paperwork.  Check with your advisor/committee chair if you have questions about these forms.

Turning in Your Dissertation - IMPORTANT:  A doctoral Ph.D.  student must submit his/her dissertation to OGS within (90) ninety days of his/her final dissertation defense.  If the manuscript is not submitted within that time, the student must schedule and complete a second final dissertation defense.
When your dissertation is complete, you will turn in to OGS two, unbound copies in a box (most copy places have boxes) separated by a colored sheet of paper.  The following items must accompany the final manuscripts or the manuscripts will not be accepted.

_____
Receipt for single $15.00 binding fee for two unbound manuscripts. Please place in manuscript box.  Fee is payable  at the Cashier’s Office in the Student Services Center.

_____
Information Cover Sheet – no signatures necessary – place this form inside the box.

_____
Certification of Final Form – requires signatures from you and your dissertation director. Please place the form in the manuscript box.

_____
Survey of Earned Doctorate – (booklet available at Office of Graduate Studies) information and instructions are also available on the OGS Forms page (www.unm.edu/grad/forms/forms.html). Please place the Survey in the manuscript box.

_____
UMI Microfilming – In accordance with University Policy, all dissertations must be microfilmed and made available on the UMI database.  The microfilming booklet includes information on the database and options offered by ProQuest.  The booklet also includes the Doctoral Dissertation Agreement Form.  Student must download updated Doctoral Agreement Booklet/Form – orange hardcopy booklet no longer accepted.  You should turn in with your manuscript:

_____
UMI Doctoral Dissertation Agreement Form – the agreement form is available for download on the OGS forms website (Manuscript block) to complete and sign. The registration form is a degree requirement and must be completed with appropriate fee. The Copyright is optional.

_____
Copy of your Title Page – does not have to be red-bordered, should have your committee chair’s name added in the space after the previous degrees. This is a separate copy of the red border title page and should be attached to the Agreement form 

_____
Copy of your Abstract page
_____
Cashier’s Check or Money Order (personal checks can not be accepted) for $55.00 made out to ProQuest


(ANY CASHIER’S CHECK OR MONEY ORDER MUST BE VALID FOR A MINIMUM OF ONE YEAR FROM DATE OF PURCHASE). The Post Office and Western Union are good resources for money orders.  

Note:  ProQuest offers copyright registration (Optional) for a $65.00 fee.  If you choose to have them do this, you may include payment with the other ProQuest items. ProQuest does not accept Copyright-only registrations. 

DEADLINES:  In order for you to graduate in a particular semester, you must complete all your degree requirements, complete your defense, make all necessary revisions to your manuscript and have it accepted by OGS by the following dates:

Spring Graduation - April 15
Summer Graduation - July 15
Fall Graduation - November 15

NOTE:  If any of the deadlines that appear on this sheet occur on a weekend or a holiday for which UNM is closed, the deadline will be moved to the next business day.
Manuscript formatting guidelines are available through our web site: www.unm.edu/grad.
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