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Degree Completion Checklist – Thirteen Things to do 

 TO: Defending Master’s Students DATE: June 2008 

 FROM: Nancy Byers Sprague, Graduate School Office 7-2755   or   nspr@mtu.edu 

Now that you have scheduled your defense/examination through the Graduate School 2 weeks in advance of the 

event, you are anxious to complete the degree, but the defense is only the beginning of the end!   

This checklist should help. 

___ 1.a. (Plans A, B, C)  Successfully defend, get the M6/MEng3 signed right there if possible, and submit it to the 

GSO within 2 weeks of your defense. If corrections and/or revisions will take longer than two weeks, we 

must get a “provisional” copy  of the M6 within 2 weeks of the defense.  Research grades will be changed   

to “S” when the final M6 comes in. If you are completing coursework option C or a Master of Engineering, 

you are done, except for finishing any incomplete courses and turning in final paperwork (skip to the last 

two items of  #9). 

___ 1.b. (Plan D)  After all final exams are taken your last term, obtain signatures on your M6-D and submit it to the 

GSO.  Skip to the last two items of #9 ... 

___    2.        Make corrections & revisions to your thesis/report as directed by your committee and Graduate School 

(TD-Review).  

___     3.        Get the corrected thesis/report signature page signed by your advisor and your department chair.  

___    4.a.      Report Option: You don’t need to have your report professionally bound.  Submit 1 paper copy with a 

signed original signature page, in a sturdy binder, to the GSO for archiving in the Library.  Give 1 paper 

copy to your advisor.  These are required by the Graduate School.  Your department may require 

additional paper copies.   
 

If you are completing the thesis option, complete steps 4.b.- 8.  
 

If you are completing the report option, go to step 9,  pg 2. 

 

 

        (OVER) 

 

___   4.b.     Thesis Option: Do not submit paper copies without special permission.  Make a .pdf file of your 

thesis with 1 ½ inch LEFT margins.  Determine the number of bound copies of the final version of 

the thesis that you’ll need. That number must include 2 bound copies to be kept in the Library. Your 

department/program will likely want a bound copy; your advisor and committee members, too. We 

hope they will pay for binding; some do, some don’t.  And you will probably want a bound copy for 

yourself. 

___ 5. Submit your final thesis on-line via Blackboard or as a .pdf file on CD.  If you are submitting an ETD, 

submit two CDs if you aren’t using on-line submission. 

___    6. Make sure your department knows what to do with the bound copies of your thesis when the Library 

returns them. 

___   7.   Complete the TD Bindery form.  This is available on the web with all the tracking forms.  If your 

advisor and/or department will pay for all the binding, you have it easy: they just need to sign-off at 

the appropriate spots on the invoice!  Otherwise, you must pay the MTU Cashier for all or part of the 

bill. (Binding is $20.35/copy if there are no special printing requirements like color pages.) 

___   8. If you must pay, FIRST bring the invoice to the Grad School (Room 407A) so Deb Charlesworth can 

check the total, then take the date-stamped invoice and your money to the cashier’s windows. 
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___ 9. Bring the following to the GSO, Admin. 407B by 4PM the first day of classes of the semester following 

the one in which you plan to graduate.  Starred forms (*) are on the web at 

http://www.gradschool.mtu.edu/trackingforms.html → [individual forms]): 

   (Plan B) Report in a sturdy binder    

   (Plan A) Submit final thesis on-line via Blackboard or as a .pdf file on CD   

   all proofs of payment 

         *___TD-Bindery form with a copy of the title page & signature page with original signatures 

   If you are submitting an ETD and do not submit on-line, bring a second CD 

  * M6 if it has not already been turned in 

  * Life After MTU (LAM) form, completed 

                Questionnaire for Exiting Graduate Students – optional but very much appreciated 

         http://www.surveymonkey.com/s.asp?u=164563181339  

 

___ 10. TURN IN LIBRARY BOOKS. 

 

___ 11. TURN IN KEYS to Public Safety and/or department, as appropriate. 

 

___ 12. SETTLE ANY FINANCIAL OBLIGATIONS to the University. Your grades, transcripts, and diplomas will 

not be released until you are clear financially. 

 

___ 13. CELEBRATE WITH FRIENDS. 
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