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Dissertation Completion Checklist
The following are steps doctoral students must take in preparation for submitting the dissertation and graduating.  All these steps must be completed before or during the semester in which the student intends to graduate.  Graduation checklists and other important pieces of information are available on the COS website at http://cos.gmu.edu/academics/graduate/forms.

_____ Prior to the first day of classes, register for at least 1 hour of 999.

_____ File intent to graduate through the Registrar’s Office website (http://registrar.gmu.edu).  Along with your
          dissertation director, fill out the graduation application and submit it for signatures.
_____Schedule a dissertation format review with the University Dissertation and Thesis Coordinator in Fenwick Library
          (703-993-2222). Information about formatting guidelines and the approval process plus the two different methods
          of submission can be found on the University Library website at http://thesis.gmu.edu.

_____ Work with the dissertation advisor and committee members to finalize the content of the dissertation.

_____ Schedule the dissertation defense in cooperation with the committee and graduate coordinator.
    NOTE: A pre-defense must be successfully completed 30 days prior to the final defense.

_____At least two weeks prior to the defense, a notice must be published informing the university community of the 

         upcoming defense.  Send an email to Gail Hodges at ghodges@gmu.edu containing the dissertation title, abstract,
         names of advisor and committee members, and time and location of the defense, and she will publish the
         information on the COS website with emails to COS faculty, students, and other departments. This is a university
         requirement and no exceptions will be made. Also, the information needs to be in Gail’s office or via email at least

         ten (10) working days prior to the defense. Students must also place a complete copy of the dissertation on
         reserve at the Johnson Center Library Circulation/Reserves Desk two weeks prior to the defense date.

_____Prior to the defense, email a copy of the dissertation signature page to Gail Hodges at ghodges@gmu.edu  for

         review.
_____After the dissertation defense, make all revisions required by the dissertation committee.

_____Obtain the signatures (in black ink only) of the advisor, committee members, department chairperson

         (when applicable), and program director on all copies of the dissertation signature page(s).

_____After all department representatives have signed the signature pages, take all copies to the COS Office of 

         Academic Affairs in S&T1, Room 101, and leave them at the front desk (with your contact information attached) for 

         the Associate Dean to sign.  Once signed, you will be called to take the pages to the COS Dean’s office for his
         signature in Research I, 2nd floor.  Please leave them with the receptionist along with your contact information.
_____When you pick up the signed pages, deliver them plus the entire document and all forms to Special Collections and
         Archives, Fenwick Library.  This must be accomplished by 5:00 p.m. on the Friday before the last day of classes
         each semester.  This deadline is posted on the COS and Registrar’s websites.  Delivering the dissertation to                               

         the library after this time will result in the degree conferral date being postponed until next semester. 
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