Master’s Checklist

• Take 4-6 credit hours of Master’s Thesis Hours:

You can take these hours anytime before you defend your thesis. The course number is PSYC 6951, but you must get the call number from Alyson Daly, there is a different one for each professor.
• Take a minimum of 30 graduate credit hours:

This is usually met by taking the required courses (12 credit hours of prosems & 8 credit hours of General Statistics), 4-6 master’s thesis credit hours, and 4-6 additional credit hours (from seminars or other advanced courses).

• Form a committee and propose your thesis (May of 2nd year):

By the end of May in your second year, you must have formed a committee (your advisor plus two other cognitive faculty members) and presented your thesis proposal to them (generally this consists of a written proposal and a meeting with your committee. Check with your advisor). 

• Application for Candidacy (2 months before defense):

Fill out the Application for Candidacy form and turn it in to Alyson Daly at least 2 months before your defense (by July at the latest if defending in September).

• Write your Thesis:

Obviously, you actually have to buckle down and write your thesis at some point in this process. Follow the Graduate School Specifications (information here). 

• Master’s Exam Report (2 weeks before defense):

Fill out the Master's Exam Report form and turn in to Alyson Daly at least 2 weeks before your defense to have your committee approved by the Graduate School. The signed form will be returned to you for your committee to sign after your defense.

• Diploma Card (2 weeks before defense):

Get a diploma card from the main office or Alyson Daly and turn it in with your Master’s Exam Report. Be sure to write your name exactly as you want it to appear on your diploma. 

• Send Announcements:

At least a week before you defend, send co-faculty and co-students email lists with the date, time and location of your defense, and your title and abstract.

• Defend your Thesis:

Defend your Thesis before your committee. Get your committee to sign your Master’s Exam Report (the form you turned in two weeks ago) and your signature page (if it is already in graduate school format). 

• Make corrections and format:

Make any corrections requested by your committee and put your thesis in Graduate School format if you have not already done so (information here). 

• Have your formatting checked:

Print out a hard copy of your thesis and make an appointment with the Graduate School to have the formatting checked by calling 303-492-7401.

• Submit your thesis to the Graduate School:

Upload your thesis (as a PDF) to the ProQuest website. You must also submit a hard copy of your signature page to the Graduate School. There is a $45 publishing fee, which you can pay online with a credit card.

• Turn in final grade card for master’s hours:

Sometime after your defense, have your advisor sign a grade card for your master’s hours. The grade card is available through Alyson Daly or from the front office.
• Celebrate! You’re done!

