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Agenda

• GPA resources
• Student milestones and timeline
• Graduate School rules and requirements
• Special forms(grade changes, transfer of credit, academic 

standing)
• Graduate Faculty Appointments
• Graduation deadlines and associated forms



COMMUNICATION AND DIRECTING INQUIRIES

The Graduate School utilizes the GPA Google Group and general graduate program e-mail for most 
communication with your unit

• Gradinfo@Colorado.edu -general queries, graduation or thesis questions, thesis pre-checks, GFA checks, 
DocuSign or form questions

• Graduate.school@Colorado.edu –SAF/COR spreadsheets, intercampus registration,
 other forms or petitions 

• Gradadm@Colorado.edu –student application queries (faculty/staff should reach out to GS staff directly)

• Gradprofdev@Colorado.edu –professional development opportunities, grad+ seminar, writing program

• Graduate.contest@Colorado.edu –competitive awards, travel grants

• Graduate.fundadmin@Colorado.edu –scholarship payment forms, appointment overload petitions

mailto:Gradinfo@Colorado.edu
mailto:Graduate.school@Colorado.edu
mailto:Gradadm@Colorado.edu
mailto:Graduate.admissions@Colorado.edu
mailto:Graduate.contest@Colorado.edu
mailto:Graduate.fundadmin@Colorado.edu


GPA RESOURCES AND GUIDES
Review the Graduate School’s Faculty and Staff website for a wealth of information and resources

• Graduate Program Assistant Guide

• Graduate Student Milestones in Campus Solutions Guide

• New Graduate Program Assistant General Training Slides

• New Graduate Program Assistant Onboarding

• Graduate School Essential Information for Graduate Directors

• Bachelor's-Accelerated Masters General Process Slides

• Candidacy Application Slides

• Candidacy Application Admin Guide

https://colorado.edu/graduateschool/faculty-and-staff
https://www.colorado.edu/graduateschool/content/graduate-program-guide-handbook-gpas
https://www.colorado.edu/graduateschool/content/milestones-campus-solutions-information-staff
https://www.colorado.edu/graduateschool/node/809/attachment
https://www.colorado.edu/graduateschool/content/new-gpa-onboarding-suggestions
https://www.colorado.edu/graduateschool/node/901/attachment
https://www.colorado.edu/graduateschool/content/bam-general-process-slides
https://www.colorado.edu/graduateschool/node/928/attachment
https://www.colorado.edu/graduateschool/content/candidacy-application-admin-guide


MASTER’S TIMELINE

Admission 
to the 

program

Coursework for 
degree 

requirements 
(thesis hours if 

applicable)

Transfer of 
Credit 

Request
(After 1 

semester, if 
applicable)

Graduation!

Master’s Minimum Requirements

• 30 coursework hours (more for MFA, MENV, other degrees)
• 4-6 thesis hours if thesis plan
• Grades of C or better in addition to 3.0 cumulative required- no pass/fail or no-credit courses
• No more than 25% of required work may be independent study
• No more than 6 hours at the 3000/4000 level (at department’s discretion)
• 4-year time limit (6 for ME)
• Registration during thesis defense/final exam (degree plan approval students excluded)

https://www.colorado.edu/graduateschool/graduate-school-policies-procedures 

Thesis defense 
or final exam (if 

applicable)

Submission of 
thesis (if 

applicable)

https://www.colorado.edu/graduateschool/graduate-school-policies-procedures


DOCTORAL TIMELINE

Admission 
to the 

program

Coursework 
for degree 

requirements

Transfer of 
Credit 

Request
(After 1 

semester, if 
applicable)

Submission 
of 

dissertation 
(PhD)

Doctoral Minimum Requirements

• 30 coursework hours + minimum 30 dissertation hours (different requirements for DMA, AUDD)
• All graduate level work, grades of B- or better in addition to 3.0 cumulative required- no pass/fail or 

no-credit courses
• 6-year time limit
• Registration during comprehensive exam
• Full time registration during dissertation defense/final exam
• Continuous registration required following the comp exam, through the semester of final exam

• 5+ or 3 dissertation hours

https://www.colorado.edu/graduateschool/graduate-school-policies-procedures 

Comprehensive 
Exam and
Candidacy

Dissertation 
hours and 
research

Dissertation 
defense or 

final 
examination

https://www.colorado.edu/graduateschool/graduate-school-policies-procedures


REGISTRATION/GRADE CHANGES

Registration Changes
• Deadlines on Registrar’s Office website apply

• Online Special Action form- online process

• Change requires only unit approval (late add)

• Special Action/Change of Record Spreadsheet- e-mail to 
graduate.school@colorado.edu

• Change requires Dean’s Office approval (late or retroactive drop/add/grading basis)

• Instructor endorsement, letter of petition with circumstances required

• Grade Change workflow- online process

• Change to grade/assign grade to previous incomplete grade

Incompletes/ Grade Appeals
• Incomplete policy- request made of the instructor

• Grade appeals should be handled through the instructor/ the chair of the 
department/college

Special Considerations and Additional Information
• Take caution with students needing to maintain full time registration (International, those 

holding TA/RA appt, those receiving financial aid)

• Dropped courses or those taken NC are not covered by a TA/RA waiver, charges will be 
assessed

• Courses taken P/F, S/U or NC may not be used toward a graduate degree

• Grades for dissertation/thesis hours remain IP until completed, grade submitted via final 
grade report

• Grade Replacement policy- see Office of the Registrar for specific details

• Leave of Absence- necessary for grad students to take a semester/year away

The transcript should be an accurate reflection of the student’s 
academic progress.

Administrative forms and associated processes

Enrollment Guides

New Admin Training Video

Registrar’s Office Training and Support

https://www.colorado.edu/registrar/students/calendar
https://www.colorado.edu/registrar/faculty-staff/enrollment/forms
https://www.colorado.edu/registrar/faculty-staff/enrollment/forms
https://www.colorado.edu/registrar/faculty-staff/grading/change
https://www.colorado.edu/registrar/students/degree-planning/grade-replacement
https://www.colorado.edu/registrar/students/withdraw/leave-of-absence
https://www.colorado.edu/registrar/faculty-staff/enrollment/forms
https://o365coloradoedu.sharepoint.com/sites/REGISTR-ClientServ-Support/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FREGISTR%2DClientServ%2DSupport%2FShared%20Documents%2FGeneral%2FEnrollment%20Guides&p=true&ga=1
https://www.youtube.com/watch?v=Vuglukfodl8
https://www.colorado.edu/registrar/faculty-staff/training


TRANSFER OF CREDIT

Any credit earned at another accredited institution, credits 
earned on another campus of the CU system, or credits 
earned as a non-degree student within the CU system. 

Transfer of credit standards, in brief:

-accredited institution

- -graduate level

- -earned grade of B or better

- -not used toward a bachelor’s degree AND

- -not used toward a graduate degree of same level (or 
doctoral to master’s)

DocuSign workflow process, student selections drive 
workflow (if review of International Admissions or UG 

dean’s office needed)

Review and approval of GPA, Faculty Advisor, Graduate 
Director



SATISFACTORY PROGRESS/ACADEMIC STANDING

Satisfactory Academic Progress
• Graduate students are expected to maintain a 3.0 Cumulative GPA in all work taken  (along with meeting specific grade requirements)

Academic Warning
• Students who fall below 3.0 are reviewed by the Graduate School- notifications are sent to students, copy to GPAs

• Generally, students are given 2 semesters to raise the GPA

• For students below 2.5,  or who are not making adequate progress during two semesters of academic warning, graduate program 
must make a recommendation as to continuation in the program

• If graduate program recommends continuation, work with student to create an Academic Recovery Plan with departmental 
endorsement

• Academic Recovery Plan should be created for one semester at a time, working toward return to cumulative 3.0 GPA

• List specific courses planned and grades necessary

• Work to establish check-ins and support for students

• Consider Grade Replacement (review eligibility requirements)

• Consider Grad+ or other Graduate School workshops

• If graduate program recommends dismissal, reach out to the Graduate School to discuss process

https://www.colorado.edu/graduateschool/professional-development


GRADUATE FACULTY APPOINTMENTS

• All individuals teaching graduate level courses or serving on a committee must have an approved 
graduate faculty appointment

• Reviewed by department chair and Dean of the Graduate School

• Regular Appointments
• Tenure/tenure track faculty

• Maximum of 7 years (or next tenure review)

• Teach, serve on committees, serve as chair, serve as outside member for a different department

• Special Appointments
• Non tenure track faculty (instructors, lecturers, emeritus, other universities, industry etc.)

• Maximum of 3 years

• Specific duties depending upon situation- (teach courses, serve on one committee, serve on committees or serve 
as outside member)

• Higher Learning Commission Guidelines
• GS rules and our accrediting body expect that graduate faculty hold terminal degree in the field

• Individuals without terminal degree must have equivalent experience- should be included with request



GRADUATE FACULTY APPOINTMENT PROCESSES

https://www.colorado.edu/graduateschool/faculty-staff/graduate-faculty-appointment-membership

https://www.colorado.edu/graduateschool/faculty-staff/graduate-faculty-appointment-membership


GFA REQUEST FORM



MASTER’S FINAL EXAM/DEFENSE COMMITTEE 
REQUIREMENTS

• At least 3 committee members

• All committee members must have current and appropriate Graduate Faculty 
Appointments, in place before submission of exam form

• All members must participate and sign the exam form

Committee Chair 

Regular or Tenured GFA

Member

Regular or Special GFA(with 
duties that allow to serve on 

committees)

Member

Regular or Special GFA(with 
duties that allow to serve on 

committees)



DOCTORAL COMPREHENSIVE EXAM COMMITTEE 
REQUIREMENTS

• At least 5 committee members

• All committee members must have current and appropriate Graduate Faculty 
Appointments, in place before submission of exam form

• All members must participate and sign the exam form

Committee Chair 

Regular or Tenured GFA

Member

Regular or Special GFA(with 
duties that allow to serve on 

committees)

Member

Regular or Special GFA(with 
duties that allow to serve on 

committees)

Member

Regular or Special GFA(with 
duties that allow to serve on 

committees)

Member

Regular or Special GFA(with 
duties that allow to serve on 

committees)



DOCTORAL FINAL EXAM/DEFENSE COMMITTEE 
REQUIREMENTS

• At least 5 committee members

• All committee members must have current and appropriate Graduate Faculty 
Appointments, in place before submission of exam form

• All members must participate and sign the exam form

• 3 members must be CU Boulder Graduate Faculty

Committee Chair 

Regular or Tenured GFA

Member

Regular or Special 
GFA(with duties that allow 
to serve on committees)

Member

Regular or Special 
GFA(with duties that allow 
to serve on committees)

Member

Regular or Special 
GFA(with duties that allow 
to serve on committees)

Outside Member

Regular GFA or Special 
GFA(with duties that allow 

to serve as outside 
member)

Must be outside of the 
student’s main 

department



GRADUATION

*Students must be registered during semester of defense, not necessarily semester of graduation. Int’l students and financial aid considerations apply.





MILESTONES

• Time limit, master’s plan (thesis vs. non-thesis)

• Candidacy

• Master’s Final Examination/Thesis Defense

• Doctoral Comprehensive Examination

• Doctoral Final Examination/Dissertation Defense

• Submission of Dissertation or Thesis

Milestone report can be pulled from CU Data
• Limit to department, graduating students, etc.

*See full milestone guide on the website



MASTER’S THESIS PLAN FORM

Master’s students will submit this form early in 
their Grad career to indicate they have chosen 
the written thesis plan. 

A written thesis plan requires:

• Defense of their written thesis

• 4-6 thesis credits

• Submission of their written thesis to 
ProQuest for publication with their TAF

• A Final Grade Report for their thesis hours



CANDIDACY APPLICATION PROCESS

When to submit candidacy application

• Doctoral students- after completion of the 
comprehensive exam

• Master’s students- posted deadline for semester of 
intended graduation

Students access the candidacy application through a 
link on the Graduate School website. We have an 
instruction guide available for students and GPAs.

Graduate Program Review:

• Review to ensure student’s degree plan meets 
program-specific requirements

• Adjust as appropriate to degree type (Thesis vs. 
Non-Thesis etc.) and course applicability, working 
with the student if changes are made

• Share with faculty advisors/program leadership as 
needed

• Save changes and approve or deny as 
appropriate- reach out to the student if denial is 
necessary





CANDIDACY APPLICATION-STUDENT FACING

Student should select applicable degree, if necessary and make plan selections as appropriate (thesis vs. non-thesis, BAM, etc.)

Master’s Only Doctoral Only





EXAMINATION REPORT FORMS
Master’s Thesis Defense or Master’s Final Exam

Doctoral Comprehensive and Dissertation Defense/Final Exam

DocuSign Process

For more information on committees, see Graduate School Rules, section 6: Examinations

Form Initiated 
by student or 

program

Committee 
Reviewed by 
Grad School

Program 
confirms 

committee and 
signs (on or 
near exam 

date)

Committee 
members sign 
(after exam 
takes place)

Final copy sent 
to student, 

program and 
Grad School



MASTER’S FINAL EXAM REQUIREMENTS

• Student must be registered for at least one credit hour, during the semester of exam

• Must notify Grad School 2 weeks before exam with exam form (DocuSign forms expire after 90 
days)

• Exam must be passed by the posted semester deadline to graduate 

• Must have affirmative vote from majority of members and all members must participate and sign 
exam form

• Student who fails the exam may attempt it once more after a period of time determined by the 
committee



MASTER’S EXAM FORM



DOCTORAL EXAM REQUIREMENTS

Doctoral Comprehensive Exam

• Student must be registered for at least one hour, for credit, during 
semester of exam

• Must notify Grad School 2 weeks before exam with exam form 
(Incomplete DocuSign forms will expire)

• Must have affirmative vote from majority of members

• However, all must participate and sign exam form

• Student who fails the exam may attempt it once more after period 
of time determined by committee

• Conditions may be placed on a comprehensive exam- the exam is 
not considered as having been passed until the date the conditions 
are met and a conditional pass form has been signed. Registration 
requirements apply. 

• Must pass the exam before end of semester (or beginning of next 
semester) to be changed to D status/admitted to candidacy in the 
upcoming semester

Doctoral Final Exam (Dissertation Defense)

• Student must be registered as a full-time student during semester 
of exam (5 dissertation hours)

• Must notify Grad School 2 weeks before exam with exam form 
(Incomplete DocuSign forms will expire)

• Must be passed by posted semester deadline to graduate

• At least 4 members must give affirmative vote

• However, all must participate and sign exam form

• Student who fails the exam may attempt it once more after period 
of time determined by committee



DOCTORAL EXAM FORM



FINAL GRADE REPORT

Thesis/Dissertation registration requirements:

Master’s – 4-6 thesis hours

Doctoral- 30 dissertation hours

Final grade report submitted via an electronic workflow by 
the deadline in the semester of graduation.

The process is also used for project/practicum hours which 
are given a grade of IP. 

On the faculty/staff facing page, select forms for full 
instructions: 

https://www.colorado.edu/graduateschool/faculty-and-staff

https://www.colorado.edu/graduateschool/faculty-and-staff


LETTER OF COMPLETION

A letter of completion can be provided by the Graduate 
School in cases where a graduate student has fulfilled all 
degree requirements, but the degree will not be formally 
conferred by the University until a future date. The letter 
can be used to provide proof of degree completion for 
employers, academic institutions, etc.

If the student’s degree has already been conferred by the 
university, a transcript is the official way to show degree 
completion. Transcripts can be requested through the Buff 
Portal for both current and former students.

https://www.colorado.edu/graduateschool/content/request-letter-
completion

https://www.colorado.edu/registrar/students/transcripts
https://www.colorado.edu/registrar/students/transcripts
https://www.colorado.edu/graduateschool/content/request-letter-completion
https://www.colorado.edu/graduateschool/content/request-letter-completion


THESIS/DISSERTATION 
SUBMISSION REQUIREMENT

Theses/dissertations must be submitted and approved in ProQuest 
by the semester deadline to graduate

Thesis Approval Form (TAF) must be completed, and the single-
page form submitted as a supplemental file.

Grad School formatting requirements are available online:

https://www.colorado.edu/graduateschool/academic-
resources/thesis-dissertation-submission  

PhD and DMA students must also complete the Survey of Earned 
Doctorates by the dissertation semester deadline.

https://www.colorado.edu/graduateschool/content/thesis-approval-form
https://www.colorado.edu/graduateschool/academic-resources/thesis-dissertation-submission
https://www.colorado.edu/graduateschool/academic-resources/thesis-dissertation-submission
https://sedsurvey.org/
https://sedsurvey.org/


THESIS APPROVAL FORM



STUDENT SUCCESS TAB IN SLATE



STUDENT RESOURCES AT CU
Ombuds: https://www.colorado.edu/ombuds/
CAPS: https://www.colorado.edu/counseling/ 
Disability Services: 
https://www.colorado.edu/disabilityservices/ 
ISSS: https://www.colorado.edu/isss/ 
Student Support and Case Management: 
https://www.colorado.edu/studentaffairs/student-concern 
Report it: https://www.colorado.edu/dontignoreit/  
Victim Assistance: https://www.colorado.edu/ova/  
Grad+ Seminar and Writing Support: 
https://www.colorado.edu/graduateschool/professional-
development/grad-seminars 
Professional Development: 
https://www.colorado.edu/graduateschool/professional-
development
Center for Teaching and Learning: 
https://www.colorado.edu/center/teaching-learning/   
GPSG: https://www.colorado.edu/gpsg/ 

https://www.colorado.edu/ombuds/
https://www.colorado.edu/counseling/
https://www.colorado.edu/disabilityservices/
https://www.colorado.edu/isss/
https://www.colorado.edu/studentaffairs/student-concern
https://www.colorado.edu/dontignoreit/
https://www.colorado.edu/ova/
https://www.colorado.edu/graduateschool/professional-development/grad-seminars
https://www.colorado.edu/graduateschool/professional-development/grad-seminars
https://www.colorado.edu/graduateschool/professional-development
https://www.colorado.edu/graduateschool/professional-development
https://www.colorado.edu/center/teaching-learning/
https://www.colorado.edu/gpsg/
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