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ESSIE Final Examination Checklist

* Be certain to schedule a room several weeks in advance of your defense.

* Complete the packet of forms and provide them to your committee chair at least 2 business
days prior to your defense date. Be certain to also include a current resume with your packet.

* Make certain that you sign the Publishing agreement at the defense and respond to all items
on the form.

* Follow-up with your committee chair to be certain the completed forms have been submitted
far processing.

* Checkin GIMS to be certain your graduate record has been updated. Note that it takes up to 24
haours for the information to update in your record from the time the forms have been
processed by the Graduate Records office. Check with the Graduate Records office PRIOR to
the final submission deadline if your information doesn't appear in your GIMS record and you
have already defended.

* Tosend an Announcement of Final Examination to the ESSIE Events page, you should have the
following infarmation available to be included in the announcement:

o The event name should be your First, MI, Last name with your degree and "Final
defense” (John E Smith's XX final defense, where the XX is MS, ME or PhD)

o The date, time and location of your exam

O Your Department, your committee chair's name and your dissertation title should be
included in the Event Description

o SUBMITTO - }essie.uﬂ.edufnews—eve nts/submit-an-eve nﬂ

As a reminder, be certain to submit your thesis/dissertation to the Editorial office by the posted final
submission deadline.

We know you are ready so be certain to show your committee that you are now the

expert and....don’t forget to BREATHE! You've got this!
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Title of Dissertation:
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THE FACULTY CHAIR (not the student) SHOULD RETURN ALL COMPLETED FORMS TO THE GRADUATE RECORDS STAFF
FOR PROCESSING. IF THERE IS A DELAY, IT COULD CREATE ISSUES IN REFERENCE TO THE STUDENT'S GRADUATION.
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