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College of Liberal Arts/Graduate School 

Responsibilities and Processes

PROGRAM  PROCEDURES

	
	College of Liberal Arts, Office of Graduate Programs
	Graduate School

	Degree Program Forms
	Degree Program forms

· CLA Office confirms the membership levels of committee members serving on oral and final exam committees

· Original completed Degree Program form sent to the CLA Office of Graduate Programs (attn: Wendy Friedmeyer)

[image: image1.png]CLA office
of grad
programs
fwds form
to
Graduate
School

Grad
School
approves
form

Studentis
notified
and the
form is
sent to

student/co

Py to DGS





	Graduate school approves form and sends copies to student/Department DGS

	Thesis Title Forms
	Thesis Title Forms

· Original completed Thesis Title form sent to the CLA Office of Grad Programs (attn: Wendy Friedmeyer)
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	Graduate School approves form and sends copies to student/Department DGS


	Petitions for Degree Program Form Course Change
	
	Submit completed petition forms designating the change directly to the graduate school 

	Committee Change requests
	Copy fried053@umn.edu on change request
	Submit request directly to Graduate School for approval. List original members and few sentences explaining need for change

	Emergency Committee substitutions
	Upon approval alert CLA of changes

(fried053@umn.edu)


	Call Graduate School directly 

	Signed Preliminary & Final Oral Examination forms
	
	Continue to submit directly to Graduate School within 24 hours of the exam

	Language Certification
	
	Follow Graduate School procedures http://www.grad.umn.edu/current_students/forms/

	Milestone form review
	
	Reviews/Approves Following Milestone Forms:

Minimum TOTAL credits
Minimum MINOR FIELD credits (if a minor is formally declared)

Thesis Credits

Transfer/Double-Counting Limits, and

Adv/committee assignments


PROGRAM  PROCEDURES, Cont.

	
	College of Liberal Arts, Office of Graduate Programs
	Graduate School

	Coordination of doctoral examinations (scheduling/clearance)
	
	Graduate School handles this for time being

	Degree clearance
	
	Graduate School handles this for time being

	Provision of “hold/warning” lists to DGSs
	
	Graduate School handles this for time being

	  8333/8444 authorizations
	
	Graduate School handles this for time being


GRADUATE FACULTY

	
	College of Liberal Arts, Office of Graduate Programs
	Graduate School

	Adding new faculty to Graduate Faculty roster
	DGS submits names and levels of membership to office by email (fried053@umn.edu)


	DGS submits names to Graduate School per online form: http://www.grad.umn.edu/dgs/faculty/index.html

	Changing membership level of Graduate Faculty
	DGS submits names and new levels of membership to CLA (fried053@umn.edu) 


	

	Removing Graduate Faculty from roster
	Submit faculty member’s name & program name to CLA. (fried053@umn.edu)
	To remove faculty from the list, email gsdmgmt@umn.edu.  Provide the faculty member’s name and the program's name.

	New courses, changes in programs, new programs
	Follow CLA process: 

http://cla.umn.edu/intranet/grad/
	


· For Graduate Program information and processes, contact Wendy Friedmeyer (fried053@umn.edu). Finalized procedures will be posted on CLA Graduate Programs webpage (http://cla.umn.edu/intranet/grad/)

