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Proposal and Defense Process

Proposal Meeting
· Copies of the proposal are distributed by the student to each committee member before the proposal meeting.
· Student contacts committee members to set up the meeting, and also contacts Kris to reserve the room and any technology (laptop, projector, etc.).
· Student fills out Program of Study (POS) form and brings to the meeting for approval.
· A copy of the proposal and the POS is given to Kris to send to the graduate school.

Defense
· Student contacts committee members to set up the defense and contacts Kris to reserve the conference room and to request any technology.
· Student or Chair contacts Kris at least two weeks before the meeting is to be held so that required paperwork can be submitted to the graduate school.
· Copies of the finished project or thesis are distributed by the student to each committee member at least two weeks before the defense.
· Student should be registered for 3 credits during the semester that the defense is held.
· Record of Examination report and graduation papers are sent to the Examination Chairperson (usually the 3rd member of the committee).
· Upon successful completion of the defense, the Record of Examination report is signed by the committee and a letter of completion is sent by Kris to the graduate school.  All incomplete grades are changed and program evaluation is filled out by the student.



