
Exam Forms Refresher Session



Exam Form Types

 Master’s Final Exam

• Thesis defense
• Comprehensive/Final Examination

• Project Defense
• Capstone
• Creative Thesis Project

 Doctoral Comprehensive Exam Form

 Doctoral Comprehensive Examination Conditional Pass Completion Form

 Doctoral Final Exam/Dissertation Defense



Exam Form Process
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Graduate School Approval

• After submission, form sent to Graduate School for committee review and approval
• Forms typically reviewed 1-2 times/week
• Will contact you as necessary to resolve any issues

• Could hold the form until we can approve 
• Could void if necessary



Program Approval

You will receive an email from DocuSign when the exam form is ready for you to review 
and sign, or you can log into DocuSign directly to do so. Please wait until close to the 
date of the exam to approve the form! This will prevent the form from being signed early 
or getting lost in the committee member’s email.



Committee Member Signatures



Committee Member Signatures

You can view who has signed in your graduate program DocuSign account (use general 
graduate e-mail address and password). 



Committee Member Signatures

The exam form goes to the committee to sign. You can view who has signed in your 
graduate program DocuSign account. 

Master’s Comprehensive Doctoral Final



Graduate School Final Approval



Examination Committee Requirements



Doctoral Final Exam – Outside Member Designation

This GFA has appropriate duties to serve as outside member:

Exam form Outside Member approval:
GFA without outside member duties:



Comprehensive Exam- Conditional Pass



Graduate School Edits

• Only able to edit e-mail address of a committee member who has not yet signed



Decline to Sign vs. Request to Void

Decline to Sign or Void:
Every DocuSign signer has the option to decline the form 
when it is waiting for their signature.

1. Select “Sign”
2. Once the form opens, select “Other Actions”
3. Select “Decline to Sign” or “void”
4. A pop-up will appear and will require you to 

select “Continue”
5. A second pop-up will appear where the 

signer will explain why they are declining to 
sign.

Why decline to sign?

• Any reason that the exam 
form would need to be re-
created

• Exam date incorrect
• Committee member 

incorrect
• Student information 

incorrect



Questions?

Email: gradinfo@colorado.edu
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