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	PHASE 1

Tutorial in Research Methods
	
	

	PHASE 2

Tutorial in Literature Review
	
	

	PHASE 3

Tutorial in Research Presentation
	
	

	PHASE 4

Comprehensive Examination
	
	

	PHASE 5

Dissertation Proposal
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Draft Dissertation Manuscript
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	SIGNATURE OF APPROVAL


	DATE


	INSTRUCTIONS FOR COMMITTEE CHAIR

DEGREE RECORD FORM


The Degree Record Form for the Doctorate by Dissertation serves as a progress record for each stage of the proceedings and is later submitted to the University headquarters as a permanent archival record of the doctoral program. The Committee Chair is responsible to sign and date the form each time the student satisfactorily progresses through a phase of the program.   It is important that the form is completed in black ink to allow for high quality photocopies.  Please use complete signatures and dates and do not sign any section of the form until the student has satisfied all academic expectations at that phase of the program.

The Chair of the Doctoral Committee should maintain possession of the official record for the duration of the student’s program.  Sign and date appropriate sections after the decision concerning student progress. Following each step in the process, send a copy of the form to the student as an interim follow-up report.  Also, send a copy of the interim report to the Center Director and University headquarters for maintenance in the student’s record.

1. Sign the Record Form following successful completion of each doctoral tutorial.

2. Arrange for records of the Comprehensive Examination to be sent to the University headquarters including the student’s written questions and answers, communications, transcripts of the proceedings or audiotapes of oral component of the examination, and the committee’s commentary and evaluations for the permanent record.  Please do not sign the Record Form until the documents have been dispatched to the University.

3. Arrange for an approved copy of the Dissertation Proposal to be dispatched by post to the University headquarters before signing the Record Form.

4. Upon review of the draft dissertation, and determination that the student is ready for the dissertation defense, sign the Record Form relative to approval of the draft

5. Arrange for records of the Oral Defense of Dissertation to be sent to University headquarters including copies of important communications, audiotapes of the proceedings and committee commentary and evaluations for the permanent record.

6. Upon careful final review and approval of the dissertation manuscript, sign the Record Form indicating Dissertation Approval.

7. Direct the student to have the dissertation bound in the manner directed by the University.  Once you have verified that that University headquarters has received the properly bound document, sign and date the final approval section of the record form. Indicate a quality score ("pass," "pass with distinction," or "failure") relative to final approval, and then transmit the original Degree Record Form to the appropriate Center Director by post, keeping a clean copy to secure the record.

	INSTRUCTIONS FOR CENTER DIRECTOR


Upon receipt of the Degree Record Form, the Center Director should review the completeness of the form and the process undertaken by the Doctoral Committee and certify the facts underlying the student’s program completion.  Verify that University headquarters has received the final manuscript of the dissertation and the records related to the Dissertation Proposal, Comprehensive Examination and Defense of Dissertation.  If all is complete and in order, sign and date the Administrative Approval section of the form indicating successful program completion and immediately mail the original form to the University headquarters maintaining a clear photocopy of the form to safeguard the permanent record.  Also send a copy by post, fax or email to the student and Committee Chair.  

