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D Checklist of Requirements E T

[ 1 Successfully defend your manuscript to your graduate advisory committee and get agreement from them to
release it to the School of Graduate Studies for review.

[ ] Fill out the Manuscript Review Form and have your committee members sign the authorization section:
http://www.etsu.edu/gradstud/pdf/manuscript_review_form.pdf

[ 1Fill out the ETSU ETD Release Form: http://www.etsu.edu/gradstud/pdf/ETSU_ETD_release_form.pdf

[ 1Fill out the UMI ETD Release Form:
http://www.etsu.edu/gradstud/pdf/UMI1%20Agreement%20Form.pdf

[ 1 Mail or hand carry originals of the Manuscript Review Form, the ETSU ETD Release form, and the UMI ETD
Release forms (pages 4 and 5 are required, all others are optional) to the Graduate School. We will not accept
faxed, scanned, or any other electronic versions of these forms.

[ ] 1fyou are a PhD or DrPH candidate, please complete the online Survey of Earned Doctorates .
(http://www.etsu.edu/gradstud/pdf/Survey%200f%20Earned%20Doctorates.pdf). This is optional for EdD
candidates.

[ 11f your research was reviewed by the IRB, mail or hand carry the original approval or exemption letter to the
Graduate School. Keep a copy for your records.

[ 11f your thesis or dissertation contains images, figures, or tables that are used with permission, please turn in a
copy of the permission in writing, or forward the e-mail(s) to etd@etsu.edu.

[ 1Pay your microfilm fee at the Bursar’s office, 2nd floor, Dossett Hall ($45) by the deadline (listed in the ETSU
Graduate Catalog and the Schedule of Classes).

[ 1Give a copy of the receipt for the microfilming fee to your Program Specialist in the Graduate School. If you
pay by phone, ask the cashier to send the receipt to the Graduate School.

[ 1 Connect to the ETD Manager web site (http://etd-submit.etsu.edu) and create your activity account.

[ 1 Login to your account and complete the online profile.

[ ] Convert your manuscript into PDF format using Adobe Acrobat software or visit our website for other PDF
conversion options (http://etd-submit.etsu.edu/support/tutorials/pdf/pdfonline.htm).

[ ] Login to your account and submit your PDF by the initial review deadline (listed in the ETSU Graduate Catalog
and the Schedule of Classes.)

If you have done all this, you have met the requirements for the initial review deadline. The Graduate School editors will review your
manuscript in two separate reviews, one for format and one for content. The comments will be returned to you via email.

You may correct your original manuscript, convert to PDF, and resubmit as many times as needed. You must, however, meet the approval
deadline or your graduation will be delayed. When it is approved, you will be notified via email.

[ 1 Resubmit your manuscript as many times as needed, but earn approval before the approval deadline.

[ ] Celebrate!
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