Graduate Project/Thesis Timetable

One calendar year prior to completion date

· Student contacts their Committee Chair (Advisor) to convene a committee meeting.  

· “The sooner you conceptualize a topic and begin working on it, the greater the probability that you can finish it in a timely manner. . . . Do not assume you can complete the process from beginning to end in one semester.  In fact, it is unlikely that you can do so.  You should begin working with your committee at least one year prior to the defense date.  Committee members should be consulted and kept informed of your progress.  They should see drafts of work completed and provide constructive feedback.  By the time of the thesis oral defense, all committee members should be familiar with your work, and any serious problems should already have been resolved.”  (HPA Policies and Procedures, pg. 13)

· “Prior approval for use of human subjects or animals in research is required.  If the student plans to utilize human or animal subjects for research, please contact either the Office of Grant and Research Development or the Laboratory Animal Resources Center . . . .” (Graduate School Policies and Procedures, section 4.4)

Two semesters before the completion date:

· Student attends Program orientation discussing the process of the thesis and graduate project.

· Within 4 weeks into semester, student meets with the Committee for a follow-up, second meeting.

Beginning of graduating semester:

· Student meets with Committee; thesis/graduate project outline due. 

During graduating semester:

· Committee review of drafts.  Faculty will review and return thesis/graduate project drafts to students in 10 working days or less. (Policy adopted by HPA faculty at 5/4/01 and 9/7/01 faculty meetings.) (Regarding Master’s Thesis or Special Problem, Graduate School Policies and Procedures 4.4 state: “The Graduate Studies Committee recommends that committee members hold drafts for no more than 30 days.”)

· Schedule final master’s examination.  

	Deadline
	Graduation

	11/21/03
	Fall 2003

	04/16/04
	Spring 2004

	07/09/04
	Summer 2004


“Submit completed scheduling form (including approved examination date, hour and place) and a copy of the thesis to the Graduate School Office at least 10 working days prior to examination date.  It is required that a copy of the thesis be cleared by the Graduate School for compliance of format at the time of scheduling the final examination.”  (Graduate School Policies and Procedures, 7.6, Deadlines and Procedures for Master’s Candidates, footnote b) The scheduling form can be found at http://www.wsu.edu/~gradsch/FinalExamForms.html.   

“Final examinations will be held over a completed copy of the thesis suitable in format for submission to the Library. . . .”  

“The thesis committee is responsible for approving all aspects of the final thesis before students may schedule the final examination. When committee members sign the Thesis Acceptance/Final Examination scheduling form, they indicate that a typed thesis, suitable in format for submission to the Library, has been given their approval. They also indicate their acceptance of the date, time, and place of the final examination.” (Graduate School Policies and Procedures 4.5)

· Distribution of completed thesis:  “A copy of the thesis must be available for public inspection at least 5 working days prior to the final examination in the department office or location designated by the department.  A copy of the thesis abstract must be placed in the reserve reading room of either Holland Library or Owens Science and Engineering Library, as designated by the department at least 5 working days prior to the final examination.  The student must provide a copy of the thesis to each member of the master’s committee and to the Representative of the Graduate Studies Committee at least 5 working days before the final examination.” (Graduate School Policies and Procedures, 7.6, Deadlines and Procedures for Master’s Candidates, footnote b)

· Final master’s examination

	Deadline
	Graduation

	12/12/03
	Fall 2003

	04/30/04
	Spring 2004

	07/23/04
	Summer 2004


In the event of a failed examination, a second and final attempt may be scheduled at the request of the major department/program after a lapse of at least three months. (Graduate School Policies and Procedures, section 4.5)

· Final acceptance of archival manuscript and one copy of approved thesis: “They should be turned in within five working days of successful completion of final oral examination.” (Graduate School Policies and Procedures, 7.6, Deadlines and Procedures for Master’s Candidates, footnote c)

	Deadline
	Graduation

	12/19/03
	Fall 2003

	05/07/04
	Spring 2004

	07/30/04
	Summer 2004


09/12/03

