Constructing a Backward Calendar for Doctoral Graduation


Purpose: To help you develop a clear schedule. 
Step 1.  Make a list of everything that needs to be completed prior to graduation. Consider any smaller component of the task that must be completed as well (such as sending an email to your chair).  For example, when do you need to turn in the dissertation to the Graduate School? 
--To do that, when would you need to defend? 
--To do that, when would you need to get it to the committee? Get specific—don’t use "this semester" as a deadline, use a specific date.








 
Step 2.  Identify the imposed deadlines or latest date a task can be completed.  (Imposed deadlines or latest dates are those dates listed on the calendar.)  
		Remember that the Graduate Studies deadlines are the final dates of submission for forms and documents.  If you are holding the Final Oral Exam earlier than the published dates, all deadlines for your specific defense move accordingly.  









Step 3.  Assign a Planned date to each task. For example, if a form requires approval, and must be completed and approved before you can go to the next step, assign a planned date that is at least 6 working days before the deadline.  That way, you’ll always be a step ahead.  















Please recognize that individual departments and mentors have their own methods or processes for working with their students, above all you should work closely with them to accomplish the completion of your degree.  The following is a sample list of tasks that you should consider as you work with them or that are required by the Graduate College.  These are not in order or priority of completion.  This list should not be considered complete because you need to make sure your department’s requirements are included in your plan.
 
Sample Tasks 
· Discuss with your advisor your anticipated schedule for dissertation completion.
· Meet with your advisor to discuss your dissertation defense.
· Check the Graduate Studies web site for the Guidebook for Preparation and Submission of a Dissertation for general formatting guidelines.  Specific style guidelines are dictated by the discipline in which you are receiving your degree.  You should discuss these with your advisor.
· Submit draft of your final manuscript to advisor for review/approval.
· Identify the readers from your supervisory committee and ask them to review the dissertation. 
· Contact committee members, including the chair/co-chairs, to schedule the final oral exam/dissertation defense.  
· Contact the department secretary to schedule a conference room and any equipment needed for the defense presentation. 
· Print dissertation for committee members: in case of disaster, allow time for reprinting!  Some may want it only in electronic form – you should ask before printing.
· Provide a copy of your dissertation to your supervisory committee members at least four (4) weeks  to five weeks prior to your defense date.  (This allows your readers time to read before signing the required form.)
· Ask the readers to sign the Application for Final Oral Exam once they have read the dissertation. This is due three (3) weeks prior to your defense.
· Get chair or co-chair(s) signature(s) prior to submission of the Application for Final Oral Exam.
· File the Application for Final Oral Examination at least three weeks prior to the scheduled final oral exam (dissertation defense) with Eva Bachman.  You will receive a copy of the form and be sent final instructions via email.
· To help with later formatting, it is strongly suggested you submit a preliminary copy of the title page and abstract to Eva Bachman, Doctoral Specialist, for a final check/approval of the format at the time you file your Application for Final Oral.  This may be done as an attachment to email.
· Confirm that there are no Incomplete Grades listed on your program of studies (except dissertation 999) by looking at MyRed or your program of studies.   
· Send an email confirmation of your defense date, time, and location to your committee.  Keep a copy for yourself!
· Plan your dissertation defense (prepare handouts, PowerPoint slides, etc.)
· Talk with your advisor or departmental staff about the defense procedures for your department.
· Purchase doctoral gown, cap and hood either by picking it up on days of advertised pick up at Wick Center OR by contacting the UNL bookstore.
· Complete and return the graduation forms to Graduation Services (109 Canfield Admin.).
· Prepare the Report on Completion of Doctoral Degree Form and the Signature Page to take with you to your defense. 
· If possible & needed, make sure you are familiar with the equipment in the room in which you are doing your presentation. 
· Defend your dissertation and obtain signatures on required forms.
· Have advisor complete grade for incomplete dissertation credits on the Report on Completion of Doctoral Degree form.  If this is not done, your advisor will need to complete a change of record form for all previously enrolled dissertation hours that have not received a grade.
· Make any corrections to dissertation as required
· Get final approval on dissertation from advisor after corrections, if needed.
· Convert your dissertation to one PDF including title page and abstract.
· Send the PDF file to Eva Bachman for final check.  Please make sure to put Final Dissertation PDF  or something that will alert her to the email’s urgent content.
· Once approval has been received, upload to ProQuest and Digital Commons.  The library has requested that students only do the Traditional Publishing option for ProQuest (the open access option through ProQuest requires more fees!).  Indicate whether you want any “embargos” (delayed release of dissertation). If you wish to have ProQuest register a copyright for you, please complete the additional page. The system will recognize you as a UNL student and that you will pay your fees (except ordering personal copies of your dissertation) at UNL.   They will send you a submission confirmation email within a few minutes of your upload.  
· Print off the confirmation email to bring with you for depositing.
· Print off and complete the Electronic Dissertation Information sheet.  This is for the UNL library in case they need to contact you about your dissertation.
· Deposit the following materials with Love Library after getting them checked by Eva Bachman in Graduate Studies.
· Report on Completion of Doctoral Degree
· Two copies of the final version of the abstract and one copy of the title page
· Email confirmation of ProQuest upload
· Electronic Dissertation Information sheet
· Pay Final Fees to Cashier/Bursar  ($25.00 minimum/$90.00 with copyright)
· Submit the Survey of Earned Doctorates (PhD students only) electronically to NORC.  A confirmation will be sent to Eva Bachman.
· Update your address and contact information with the UNL registrar’s office.
· Complete the UNL Survey of Graduate Degree Recipients (exit survey) online after it is sent to you.
· If not reported on Report on Completion of the Doctoral Degree, check to ensure that your supervisory committee chair will submit Dissertation (999) Grades to the Records Office, 107 Canfield Admin. Bldg. 
· Take final dissertation to get bound (UNL Printing Services is recommended) for department, if required, and, if you want a copy, yourself.  
· Attend Graduate Commencement Ceremony which includes the Doctoral Hooding ceremony and celebrate!



We wish you well as you complete your dissertation and degree.

Step 1:  List those tasks that need to be completed prior to graduation. Consider any smaller component of the task that must be completed as well (such as sending an email to your chair).  
	Task
	
	Latest Date

	
Application for Final Oral Examination  (December/May dates included)
	
	
  

	If you wish, submit preliminary copy of title page and abstract to Eva Bachman for review and approval
	
	 

	
 Last day to defend Dissertation
	
	
  

	
Last day to deposit dissertation
	
	
  

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	





Backwards Calendar for Doctoral Graduation
	 
SUGGESTED TIMELINE
	Planned Date
	Earliest Date
	Latest 
Date

	PRIOR TO APPLYING 
· Meet with your advisor to discuss graduation requirements, dissertation progress and tentative schedule.
	
	
	

	APPLY FOR GRADUATION
· Complete the Application for Degree and submit it to the Graduation Services offices in 109 Canfield Administration building. 
	
	
	
 Sept. 30/
 Jan. 27
 

	11-12 WEEKS PRIOR TO GRADUATION
· Ask your major professor (or another faculty member) to present you (be your “hooder”) at the commencement ceremony. 
· Complete the “Hooding Participation Response Form” and email this information to the Eva Bachman.

	


	 
	 

	10 WEEKS PRIOR TO GRADUATION
· Check the Graduate Studies web site for the Guidebook for Preparation and Submission of a Dissertation for general formatting guidelines.  Specific style guidelines are dictated by the discipline in which you are receiving your degree.  You should discuss these with your advisor.
· Submit draft of your final manuscript to advisor for review/approval.
· Identify the readers from your supervisory committee and ask them to review the dissertation. 
· Contact committee members, including the chair/co-chairs, to schedule the final oral exam/dissertation defense.  
· Contact the department secretary to schedule a conference room and any equipment needed for the defense presentation
· 
	



	
	

	9 WEEKS PRIOR TO GRADUATION
· Print dissertation for committee members: in case of disaster, allow time for reprinting!
· Provide a copy of your dissertation to your supervisory committee members at least four (4) weeks prior to your defense date (put at 9 weeks in case your readers want more than two weeks to read it!)
· 
	
	
	

	8 WEEKS PRIOR TO GRADUATION
· Send an email to confirm final oral examination date and time with committee members.  Keep a copy for yourself!
	



	
	

	7 WEEKS PRIOR TO GRADUATION
· Ask the readers to sign the Application for Final Oral Exam once they have read the dissertation.
· Get chair or co-chair(s) signature(s) prior to submission of the Application for Final Oral Exam.
	



	
	

	6 WEEKS PRIOR TO GRADUATION
· Confirm that there are no Incomplete Grades listed on your program of studies (except dissertation 999).

	


	
	
 

	5 WEEKS PRIOR TO GRADUATION
· Submit Application for Final Oral Exam to Graduate Studies (three weeks prior to Defense)
· Submit a preliminary copy of your title page & abstract to Doctoral Programs Specialist in the Graduate Studies Office for formatting review

	



	 
	Nov. 10/
Mar. 29
   

	4 WEEKS PRIOR TO GRADUATION
· Plan your dissertation defense (prepare handouts, PowerPoint slides, etc.)
· Talk with your advisor about the defense procedures for your department
	



	
	

	3 WEEKS PRIOR TO GRADUATION
· Complete forms received from Graduation Services and return them to 109 Canfield.
· Prepare the Report on Completion of Doctoral Degree Form and the Signature Page to take with you to your defense. 
· If possible & needed, make sure you are familiar with the equipment in the room in which you doing your presentation. 

	



	
	


	2 WEEKS PRIOR TO GRADUATION
· Pick up academic attire at Wick Center OR UNL Bookstore
· Defend dissertation according to departmental practice and obtain signatures on needed forms,
· Have advisor complete grade for incomplete dissertation credits on the Report on Completion of Doctoral Degree form.
· Make any corrections to dissertation as required
· Convert dissertation to PDF format and send file to Eva Bachman prior to depositing.
· After approval received, upload to ProQuest & Digital Commons. The library has requested that students only do the Traditional Publishing option.  (Open Access requires more fees!) Indicate whether you want any “embargoes” (delayed release of dissertation). If you wish to have ProQuest register a copyright for you, please complete that as well.  
· Print off the email submission confirmation received from ProQuest.
· Print off and complete the Electronic Dissertation Information sheet. This is for the UNL library in case they need to contact you about your dissertation.
· Deposit the following materials with Love Library after getting them checked by Eva Bachman in Graduate Studies.
· Report on Completion of Doctoral Degree Form
· Final two copies of the abstract and one of the title page
· Signature Page
· Confirmation submission email from ProQuest
· Dissertation Publishing Agreement form
· Electronic Dissertation Information sheet
· Pay Final Fees to Cashier/Bursar  ($25.00 minimum/$70.00 with copyright)
· PHD Students: Submit Survey of Earned Doctorates electronically to NORC.  A confirmation will be sent to Eva Bachman. REQUIRED
· Update your address and contact information with the UNL registrar’s office.
· Complete the UNL Survey of Graduate Degree Recipients (exit survey) online after it is sent to you
             
	

	
	

 Dec. 1/
 Apr. 19















  Dec. 2/
 Apr. 20   


	1 WEEK PRIOR TO GRADUATION
· If not reported on Report on Completion of the Doctoral Degree, check to ensure that the supervisory committee chair will submit Dissertation (999) Grades to the Records Office, 107 Canfield Admin. Bldg. 
· Take final dissertation to bindery (UNL Printing Services is available) for department and, if you want a copy, yourself.

	


	
	

	DAY OF GRADUATION
· Arrive at Bob Devaney Center by 2:00 p.m. to check in.  Make sure you have your academic attire. Attend Doctoral Hooding and Graduation Ceremony and celebrate!
	




	
	
Dec. 16/
May 4

	AFTER GRADUATION 
· Relax and enjoy!
	
	
	





NOTES:
