EEOB Thesis M.S. Graduation Procedures
Before or during last week of classes of previous semester
· Discuss your Graduation Plans with the Graduate Program Coordinator and Vice-chair for Graduate Studies 
· Register for credit hours normally in your semester of graduation. OSU requires enrollment during the term of any exam, regardless of your funding source or appointment status.
Prior to the semester or in the first two weeks
BE ATTENTIVE TO THE APPLICATION TO GRADUATE DUE DATE; IT CANNOT BE EXTENDED.
· By the second Friday of the semester: Submit your “Application to Graduate” (GradForms)  The Application to Graduate workflows to the other forms and requires several approvals.
· Verify your Advisor approved the “Application to Graduate” (GradForms)
· (optional) Submit “Committee and Examination Petition” (GradForms)
If you have a Thesis Committee member who is not a member of the OSU Graduate Faculty, complete this form to have the Graduate School approve temporary status.
· Submit draft Thesis to your Thesis Committee 
Send document by email for committee review prior to your Master’s Examination. Decide with your Thesis Committee how much in advance they want to see the draft.
· Schedule a date for your Thesis Seminar
Usually before or on the day of your Master’s Examination; The Seminar and Exam are separate and do not have to occur on the same day. If your Master’s Examination is occurring at a time that may limit the ability of other department members to attend your Seminar, consider scheduling your Seminar at a more amenable time so we can all celebrate your achievements.
· Schedule a date for your Master's Examination
Communicate with your Thesis Committee via email to set a date for your 2-hour exam. The date MUST be no later than the “Examinations and Reports completed by” 4pm on the date on the Graduate School website; check the “Final Semester’s Graduation Calendar.” All members of the Thesis Committee must be able to attend in person or be on camera through video conference for the entirety of your Master’s Examination meeting.
Two to four weeks before your Master’s Examination
· Send a poster advertising your talk to the Graduate Program Coordinator (alternatively, you can request help from the GPC to create the flier).
· Review thoroughly the formatting instructions provided by the Graduate School and ensure you meet all the required format features. The Graduate School will not accept documents if required items are missing.
· Submit draft Thesis to the Graduate School for format review
Submit a complete, “defensible” thesis draft to the Graduate School for format review (see GSH).
After your Master’s Examination
· Review “Report on Final Examination” generated through GradForms for committee responsiveness to Pass/Fail.
Verify all members of your Thesis Committee approve before the final defense date
· Review “Report on Final Document” on GradForms for committee responsiveness. 
· Contact advisor and committee members who have not completed the form 1 week to a few days out from the required deadline.
· Submit Final Thesis to Graduate School before the final due date (instructions on Grad School website)
This should be the final copy with all edits completed from your Thesis Committee. Remember this is an actual publication which will be searchable and visible on ProQuest in perpetuity.
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