
2/26/2024 

EXAMINATION SCHEDULING FORM 
PDF FILLABLE FORM – Please complete electronically 
before submitting to your committee for signatures. 
 

GENERAL EXAMINATION SCHEDULING INSTRUCTIONS 
 Please complete this form and return it to your Academic Coordinator at the earliest possible date. After review 

by the graduate program, your Academic Coordinator will forward this document to the Graduate School via 
myWSU. This scheduling form is due to the Graduate School no later than 10 business days prior to the 
proposed examination date (second attempt scheduling forms are due 15 days prior). 

 

 You must enroll in at least 2 credits of your 700/701/702/ or 800-level research course during the semester in 
which you schedule your final examination. 

 
 Exams must be held during regular university business hours, Monday through Friday, no holidays, between the 

hours of 8am and 5pm. 
 

 Please refer to Chapter 7.E (Final Master’s Examination), Chapter 8.D (Preliminary Exam Policies), and Chapter 
8.E (Doctoral Final Exam Policies) of the Graduate School’s Policies and Procedures (GSPP) for more information. 

 

SPECIAL INSTRUCTIONS: PRELIMINARY EXAMINATIONS 
 The student must have completed all graded coursework on the approved program of study, except for 6 

graded credits, at the time they schedule their preliminary examination. These 6 allowed credits include both 
enrolled credits and credits in which the student has yet to enroll. Approval of this form by the faculty advisory 
committee indicates the student has the necessary preparation for the preliminary examination. 

 

SPECIAL INSTRUCTIONS: NON-THESIS FINAL EXAMINATIONS 
 Prior to scheduling the final exam, the student must complete the application for graduation within myWSU for 

the semester in which they plan to hold their exam and graduate. Approval of this form by the faculty advisory 
committee indicates the student’s project is appropriate in format and content and that the student has the 
necessary preparation for the final examination. In the case of ballot meetings, the student is not to attend; 
however, an exam location is still required for all members of the committee. 

 

SPECIAL INSTRUCTIONS: THESIS/DISSERTATION FINAL EXAMINATIONS 
 Prior to scheduling the final exam, the student must complete the application for graduation within myWSU for 

the semester in which they plan to hold their exam and graduate. Approval of this form by the faculty 
advisory committee indicates that a complete final draft, suitable in content and format for submission 
to ProQuest and the Graduate School, has been given preliminary approval. Any changes requested by the 
committee and/or the Graduate School are the responsibility of the student and must be made within 10 
business days of the examination. 

 

 An electronic copy of the thesis/dissertation, uploaded into ProQuest, is due no later than 10 business days 
prior to the exam (15 business days prior for a second attempt). Navigate to WSU’s Thesis/Dissertation page and 
follow the instructions for upload. Students selecting optional services from ProQuest must pay for those 
services when uploading their thesis/dissertation draft; however, their selections will only apply to the final 
approved version. All theses and dissertations must adhere to WSU’s formatting requirements, available on the 
Graduate School’s forms website. 

 
  

https://confluence.esg.wsu.edu/pages/viewpage.action?pageId=266603665
https://confluence.esg.wsu.edu/display/MPS/D.+Preliminary+Exam+Policies
https://confluence.esg.wsu.edu/display/MPS/E.+Doctoral+Final+Exam+Policies
https://confluence.esg.wsu.edu/display/MPS/E.+Doctoral+Final+Exam+Policies


2/26/2024 

Please submit this completed and signed form to your program’s Academic Coordinator for review, 
graduate program approval, and forwarding to the Graduate School. 

 

EXAMS MUST BE HELD ON REGULAR BUSINESS DAYS (MON – FRI, NO HOLIDAYS) BETWEEN 8AM AND 5PM 

OFFICE OF RESEARCH ASSURANCES – IRB/IACUC/RDNA/BIOHAZARDOUS/RADIOACTIVE 

EXAMINATION SCHEDULING FORM 
 

FIRST EXAM ATTEMPT:          SECOND EXAM ATTEMPT: 

WSU ID: ____________________________     DATE: ___________________ 

NAME: __________________________________________________________ 

DEGREE: _________________     PROGRAM: _______________________________________________________________________________  

EXAMINATION DETAILS: 

DATE: ________________________     TIME: ________________________     EXAM TYPE:  ________________________________________  

STUDENT EXAM LOCATION: ___________________________________     ORA:  _______________________________________________  

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 EXAM LOCATION: You must provide the location for each committee member. For WSU locations, please provide campus, building, and 

room. For those attending via Zoom, listing “Zoom” as the location is sufficient. You must work with your graduate program to reserve the 
examination room/s and to arrange for connections for the specified date and time. 

 

______________________________________      _____________________________________      ______________________________________ 
COMMITTEE CHAIR        LOCATION FOR THIS EXAM        SIGNATURE AND DATE 

______________________________________      _____________________________________      ______________________________________ 
COMMITTEE MEMBER (INDICATE IF SERVING AS CO-CHAIR)     LOCATION FOR THIS EXAM        SIGNATURE AND DATE 

______________________________________      _____________________________________      ______________________________________ 
COMMITTEE MEMBER        LOCATION FOR THIS EXAM        SIGNATURE AND DATE 

______________________________________      _____________________________________      ______________________________________ 
COMMITTEE MEMBER        LOCATION FOR THIS EXAM        SIGNATURE AND DATE 

______________________________________      _____________________________________      ______________________________________ 
COMMITTEE MEMBER        LOCATION FOR THIS EXAM        SIGNATURE AND DATE 

______________________________________      _____________________________________      ______________________________________ 
COMMITTEE MEMBER        LOCATION FOR THIS EXAM        SIGNATURE AND DATE 

 

_________________________________________________________           _________________________________________________________ 
DEPARTMENT CHAIR SIGNATURE AND DATE                         STUDENT SIGNATURE AND DATE 
 

_________________________________________________________ 
MINOR DEPARTMENT CHAIR SIGNATURE AND DATE (If Applicable)  
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Approval of this form by the faculty advisory committee indicates that the student has completed - or is expected to complete this semester - all requirements for the degree above, and that this student is enrolled in the required number of 700/800-level credits. Furthermore, the committee verifies that a final thesis/dissertation draft, suitable in content and format for submission to ProQuest and/or the Graduate School, has been given preliminary approval. Any changes requested by the committee and/or Graduate School are mandatory and are the responsibility of the student. Revisions must be made within 10 business days of the examination.
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