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MSECE Thesis and Final Examination Checklist 

 

Complete? Step (See below for details) Timing 

□ 1. Schedule the final examination with your advisory 
committee members. 

At least 3 weeks before the 
desired date of the final exam. 

□ 2. Reserve a room for the final examination. After #1 is complete. 

□ 3. Submit Form 8 in myPurdue to officially schedule 
the final examination at least 2-3 weeks before 
the exam date. 

At least 2-3 weeks before the 
exam date.  

 

□ 4. Schedule a thesis format appointment with the 
Thesis Office. This should be done when the Form 
8 is submitted/approved OR a minimum of 2 
weeks prior to depositing the final thesis. 

When #3 is complete OR a 
minimum of 2 weeks prior to 
depositing the final thesis. 

□ 5. Deliver a copy of the thesis to all committee 
members at least two weeks before the final 
examination. 

At least 2 weeks before the final 
examination. 

□ 6. Following your final examination, submit the 
Thesis Acceptance Form (Form 9) through 
myPurdue. 

After final examination. 

□ 7. Deposit your thesis. After #6 is complete. 

 

Step 1: Schedule your final examination with your advisory committee members. 
At least 3 weeks before the desired date of the final examination, consult with your major professor and your 
doctoral advisory committee to find a suitable date and time to hold the examination. Your examination should be 
held in-person at the West Lafayette or Indianapolis location may, with the approval of your doctoral advisory 
committee, be held virtually. 

Final examination committee members: The final examination committee is typically the student’s doctoral 
advisory committee. However, the Dean of the Office of the Vice Provost for Graduate Students and Postdoctoral 
Scholars (OGSPS) reserves the right to appoint additional committee members. 

Final examination timing: 

• The final examination must be completed before the semester deadline (approximately one week before 
the last day of classes), but we strongly recommend you do not wait until this late date. See the deadlines 
here: Calendar of Events, Dates, and Deadlines.   

• If you are registered for Exam Only, your final examination must be completed by the eighth week of 
classes in Fall or Spring or by the sixth week of summer session. 

Step 2: Reserve a room for the final examination. 
Once you have established the date of your final examination, reserve a room: 

https://www.purdue.edu/academics/ogsps/?
https://www.purdue.edu/gradschool/about/calendar/
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1. Go to the Resource Allocation Tool.   

1. Enter the desired date and select a room. 

2. Click View Calendar. 

3. Scroll down to see the calendar. 

4. After confirming the availability of the room, select Request Reservation in the left-hand navigation. 

5. Select the room and enter a date and time; click Continue. 

6. In the Select an Administrator list, select Elisheba Van Winkle. 

7. Select a reason for the reservation (thesis defense) and then click Request Reservation. 

o You will receive an email confirmation. 

If you are unable to reserve a room using the instructions above, send the request by email to Elisheba Van Winkle 
(vanwinke@purdue.edu).  

On the day of the exam: If the room is locked, see an area secretary for a key. If the area secretary is not available, 
see the ECE Graduate Office (MSEE 140). 

Step 3: Submit Form 8 in myPurdue to officially schedule the final examination and submit an 
abstract. 
Follow these steps to submit Form 8 and submit your abstract:  

1. Log into  myPurdue and click Graduate Plan of Study on the Graduate Students card. 

2. Complete and submit the Form 8. 

o This request requires approvals from the ECE Graduate Office, the chair of your advisory 
committee, and the OGSPS. 

o Complete this step at least 2-3 weeks before the exam date. 

3. Send an abstract (250 words or less) of the thesis research clearly defining the problem and its 
significance to Matt Golden (goldenm@purdue.edu) in the ECE Graduate Office. 

Late requests: Please be aware that late requests to schedule your final examination do not allow sufficient time 
to process your request and adequately publicize your examination date.  Any requests to schedule a final 
examination less than three weeks in advance must be approved by Matt Golden and will be approved only in 
exceptional circumstances. 

Final examination posting: The time and location of the final examination will be posted on the ECE 
website. University regulations permit visitors to attend the final examination.  Such visitors are permitted to ask 
questions of the candidate after having been recognized by the major professor, but they may not be present 
while the committee deliberates on its decision. 

Step 4: Schedule a thesis format appointment with the Thesis Office. 
This should be done when the Form 8 is submitted/approved OR a minimum of 2 weeks prior to depositing the 
final thesis. 

To help students better prepare for this final deposit deadline, all students planning to graduate with a doctoral or 
thesis-option master’s degree will be asked to submit their dissertation or thesis file for a format consultation with 
the Thesis Office. 

• Most thesis/dissertation files can be submitted for asynchronous review as an email attachment 
to thesishelp@purdue.edu or sent via FileLocker to Carla Coffey (cmcoffey@purdue.edu). 

https://engineering.purdue.edu/ECN/Resources/Tools/RAT/Entities/ECE
mailto:vanwinke@purdue.edu
https://mypurdue.purdue.edu/
https://www.purdue.edu/academics/ogsps/?
mailto:goldenm@purdue.edu
https://engineering.purdue.edu/ECE/Academics/Graduates/Exam_Postings
https://engineering.purdue.edu/ECE/Academics/Graduates/Exam_Postings
mailto:thesishelp@purdue.edu
mailto:cmcoffey@purdue.edu
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• Students working with export-controlled content, however, will need to schedule an in person format 
review rather than send files electronically. In-person consultations can be requested via email 
to thesishelp@purdue.edu. 

o For any in-person appointments, please bring your laptop.  

This review is just to help make sure that the thesis or dissertation is in the correct format prior to the defense and 
for future publication.  Content changes can still be made to this document at the student and department’s 
discretion up until the final thesis submission deadline 

Step 5: Deliver a copy of your thesis to all committee members at least two weeks before the 
exam. 
Preparing your thesis: Before beginning to write your thesis, you are strongly advised to review the information on 
the OGSPS Thesis and Dissertation Office website.   

Templates: You must use the LaTeX (recommended) or MS Word templates that the OGSPS provides. 

Step 6: Following your final examination, submit the Thesis Acceptance Form (Form 9) 
through myPurdue. 
Follow these steps to submit Form 9:  

1. Log into myPurdue and click Graduate Plan of Study on the Graduate Students card.  

2. Complete and submit for Form 9. 

What happens next: Once you have submitted the Form 9, the Chair and committee members will be asked to 
approve the thesis.  Be sure to discuss with your major professor whether your thesis should be confidential prior to 
submitting the request or if there will be a delay in the publication.   

Embargo and confidentiality: Be sure to discuss with your major professor whether your thesis should be 
confidential prior to submitting the request or if there will be a delay in the publication.   

Your major professor will certify that they have used iThenticate software to check your thesis for plagiarism in the 
electronic Thesis Acceptance Form.  They will also confirm confidentiality or Embargo (delayed publication of the 
thesis) if you have marked these.  

Students should consider an embargo over confidentiality in all cases. An embargo is commonly used when 
applying for patents, pending publications, or when proprietary rights are involved. 

Confidentiality should only be used with ITAR/Export controlled or confidential sponsored information is included 
in the thesis. Indefinite confidentiality can only be requested when there is contract information on file with 
Sponsored Program Services. All indefinite requests will be subject to approval by the SPS office. All confidentiality 
requests will also be reviewed by Thesis Office staff to ensure this program is being utilized properly.  

Step 7: Deposit your thesis. 
Follow the instructions on the OGSPS Thesis and Dissertation Office Deposit Requirements webpage to deposit 
your thesis. 

For more detailed steps or questions about the on-line thesis deposit process, refer to the OGSPS Thesis and 
Dissertation Office website or contact staff in this office. 

Thesis deposit time limit policy: Effective Fall 2020, students are required to deposit their theses and dissertations 
within three consecutive sessions of receiving a decision of PASS on their final examination (including the session 
in which the final examination was passed). The thesis or dissertation must be deposited no later than the end of 
the semester Deposit Deadline of the third consecutive session for full consideration of the sought degree. For 
example, a student who passes the final examination in a fall session has through the end of the semester Deposit 
Deadline of the following summer to deposit. To uphold the integrity of the defended research, if a student is 

mailto:thesishelp@purdue.edu
https://www.purdue.edu/academics/ogsps/?
http://www.purdue.edu/gradschool/research/thesis
https://www.purdue.edu/gradschool/research/thesis/templates.html
https://www.purdue.edu/academics/ogsps/?
https://mypurdue.purdue.edu/
http://www.ithenticate.com/
https://www.purdue.edu/academics/ogsps/?
https://www.purdue.edu/gradschool/research/thesis/requirements.html
https://www.purdue.edu/academics/ogsps/?
https://www.purdue.edu/gradschool/research/thesis/index.html
https://www.purdue.edu/gradschool/research/thesis/index.html
https://www.purdue.edu/gradschool/research/thesis/contact-us.html


10/2024 
 

unable to deposit their thesis or dissertation within three sessions, they must re-defend their research and deposit 
within the session they receive the decision of PASS on the second final examination to be conferred the degree. 
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