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Welcome to the PhD Program in Business Administration 

At the Carlson School of Management 

 
This student handbook has been prepared to familiarize students with the PhD Program in Business 

Administration at the Carlson School of Management.  It should serve as a quick reference on 

program policies, procedures, and resources, providing answers to many of your questions about the 

program as well as direction on where to go to find additional information.  The handbook was 

designed to supplement information found in the Graduate School Catalog (available in the PhD 

Office and online at http://www.catalogs.umn.edu/grad/index.html), in the Class Schedule (at 

http://onestop2.umn.edu/courseinfo/classschedule_selectsubject.jsp?institution=UMNTC),  or in the 

PhD Office.   

 

We hope you find this student handbook to be a useful guide as you progress through the program.  

Be advised that information in this handbook (and other University catalogs, publications or 

announcements) is subject to change without notice.  Feel free to contact the staff of the PhD 

Program Office if you have questions or comments about the information contained in this manual.  

Contact information is as follows: 

PhD Program Office  

Room 4-205 CSOM 

Earlene Bronson…612-624-0875…brons003@umn.edu 

                                    Naomi Struve …..612-624-5065…...struv018@umn.edu 
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1.  Program Overview    

 
The primary objective of the doctoral program in 

Business Administration at the University of Minnesota 

is to prepare students to conduct rigorous, high-quality 

research. Students acquire specialized knowledge and 

expertise in a particular area of concentration that 

prepares them to join the faculty of major research 

institutions. The diversity of research activities within 

each concentration requires that students also acquire a 

background of sufficient breadth to become active and 

contributing participants in the research of others.  

To meet the objectives of depth and breadth, the program 

encourages early involvement in research. In the first 

year of study, students are appointed as graduate 

assistants to encourage close cooperation on research 

projects with faculty members. A graduate assistant 

carries out activities connected with research studies as 

assigned by the supporting department or principal 

research fellow. For specific information on research 

carried out by faculty, please see the Carlson School‘s 

on-line Web sites or the PhD Program brochure.  

In addition to emphasizing a strong research background, 

the PhD Program in Business Administration is 

committed to preparing students in the skills of teaching. 

Students work under the general supervision of an 

academic staff member on a specified course or courses. 

Each student is expected to participate in the teaching 

requirements of their area of concentration as well as in 

those of the PhD Program‘s Teaching Initiative Program 

(TIP). Students balance research and teaching 

experiences based upon their individual interests and 

program requirements. 

 

 

2.  Program Organization and 

Resources 
 

Graduate School.  The University of Minnesota‘s 

Graduate School provides the broad overarching policies 

that guide the PhD Program in Business Administration, 

as well as most other graduate programs on campus.  The 

Graduate School provides leadership and administrative 

support to graduate programs, promotes interdisciplinary 

study and research, and works to assure graduate 

program quality.   Each program‘s director of graduate 

studies is officially appointed through the Graduate 

School, with this individual serving as a member of the 

Graduate School‘s Policy and Review Council.   

 

 

Director of Graduate Studies.   The Director of 

Graduate Studies (DGS) and PhD Program Director is 

nominated by Carlson School faculty and approved by 

the Graduate School.  Duties of the Program 

Director/DGS include administering the program budget; 

chairing the PhD Committee; administering Graduate 

School policies and procedures as they pertain to 

doctoral students at Carlson School; serving on the 

Graduate School‘s Social Sciences Policy & Review 

Council; acting as a liaison between students and the 

departments and Dean‘s Office; and advocating for and 

justifying program resources and enrollments. 

 

PhD Program Office.  The PhD Program Office is 

located in 4-205 CSOM.  Two staff members are 

available to counsel PhD students, to allocate office 

space, to handle laptop computer check-out, to help in 

the recruitment and admissions process for prospective 

students, and to monitor student progress through the 

program, among other duties.  Earlene Bronson, the 

assistant program director, can be reached at 4-0875.  

Naomi Struve, the administrative assistant, can be 

reached at 4-5065.  For all computer hardware/software 

resources and assistance please contact IT at 4-1154 or 

csareait@umn.edu 

 

PhD Committee and Coordinators.  The PhD 

Committee consists of the DGS and one faculty member 

from each of the six areas of concentration.  This 

committee meets regularly during the academic year to 

set program policy, make admissions, and address 

program and/or student issues.  The Committee functions 

as the liaison between the DGS and the departments. 

 

Each PhD Coordinator manages their department‘s 

recruitment process for new PhD students; serves as the 

program adviser during students‘ first two years in the 

program; administers student preliminary examinations; 

coordinates TA/RA assignments for students; monitors 

student funding; and performs other administrative duties 

as necessary. 

 

DGS/Student Advisory Committee.  The Student 

Advisory Committee consists of the DGS and PhD 

Program Assistant Director along with one student 

representative from each of the six areas of 

concentration.  The student representatives are selected 

by the PhD students from each department.  This 

committee meets regularly during the academic year to 

discuss and make recommendations based on program 

issues brought to the committee by either the DGS or 

students. 

 

 



 4 

Departments.  While students are admitted to the PhD 

degree in business administration, they are housed within 

one of the six concentrations (departments) making up 

the program.  Students work closely with faculty in these 

areas to meet their coursework requirements (see 

appendices).  The six areas of concentration and their 

department chair, PhD coordinator, and administrator 

are: 

 

 Accounting, Rm 3-122 

Chair, Judy Rayburn, 4-3840 

PhD Coord, Pervin Shroff, 6-1570    

Administrator, Lisa Bell, 4-8522 

 

 Finance, Rm 3-122 

Chair, Andy Winton, 4-0589 

PhD Coord, Rajesh Aggarwal, 5-5679    

Administrator, n/a 

 

 Information & Decision Sciences, Rm 3-365 

Chair, Alok Gupta, 6-0276 

PhD Coord,  Gautam Ray, 5-5275 

Administrator, Sharon Lamkin, 4-4519 

 

 Marketing & Logistics Mgmt, Rm 3-150 

Chair, George John, 4-6841 

PhD Coord, Om Narasimhan, 6-4480 

Administrator, n/a 

 

 Operations & Mgmt Science, Rm 3-150 

Chair, Chris Nachtsheim, 4-1077 

PhD Coord, John Anderson, 4-7316 

PhD Coord, Johnny Rungtusanatham 6-6965    

Administrator, Deb Brashear, 4-7827 

 

 Strategic Mgmt & Organization, Rm 3-365 

Chair, Myles Shaver, 4-1824 

PhD Coord, Aks Zaheer, 6-8389   

Administrator, Pat Williamson, 4-2878 

 

Research Centers.  The Carlson School is home to 

many research centers which engage in problem-driven 

research in collaboration with the business community. 

These centers create a professional learning community 

of scholars, students, alumni and management 

professionals.  They address current and emerging 

management problems, provide innovative solutions to 

challenges in the business world, and make practical and 

up-to-date knowledge available for sharing in the 

classroom.  More in-depth information about those  

research centers of particular interest to PhD students, 

can be found on the Carlson School ‗s Web site at 

http://www.carlsonschool.umn.edu/page3219.aspx. 

 

Accounting Research Center.  Raises funds to promote 

quality leading-edge research in accounting and provides 

scholarship support for doctoral students. 

  

Gary S. Holmes Center for Entrepreneurship.   The 

Holmes Center links academic and community 

entrepreneurial resources and serves as a ―living 

laboratory‖ in the discovery and dissemination of 

knowledge about entrepreneurship. 

 

Center for Integrative Leadership.  Aims to develop a 

better understanding of how collective action across 

sectors (business, government, nonprofits, media, 

academia) and geographic boundaries can solve some of 

the world‘s most urgent and complex societal problems.  

It is a cooperative undertaking of the Humphrey Institute 

of Public Affairs and Carlson School. 

 

Industrial Relations Center/HR Research Institute.  
Conducts research on topics in human resources and 

labor markets, organized labor and collective bargaining, 

organizational theory and behavior, and human resource 

management.   

 

Institute for Research in Marketing.   Leverages the 

expertise of the Carlson School‘s world class marketing 

faculty and an advisory board of practitioners from 

leading corporations to foster rigorous and relevant 

research that improves the science and practice of 

marketing. 

 

Juran Center for Leadership in Quality.  Helps 

advance research in quality management in cooperation 

with local businesses.  It provides quality research 

findings to scholars and practitioners around the world 

and offers fellowships to graduate students nationally. 

 

Management Information Systems Research Center. 
Is committed to promoting research on MIS topics as 

well as educating and developing interactions between 

MIS professionals and academicians.  It publishes the 

MIS Quarterly, which is distributed internationally. 

 

Medical Industry Leadership Institute.  Provides 

cutting edge management research and leadership 

education.  Through the Institute, Carlson School is able 

to recruit the best and brightest students and prepares 

them for successful and rewarding leadership. 

 

Strategic Management Research Center.  Studies 

strategic questions faced by managers that cut across the 

functional lines of an organization.  Research focuses on 

four main areas: innovation and change; international 

management and trade; mergers and acquisitions; and 

environment, energy, and safety. 
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Office of Information Technology.  The Office of 

Information Technology (IT) at Carlson School provides 

IT tools and resources necessary to support the changing 

needs of students and faculty.  Current technology 

supports a network infrastructure for wireless access in 

the building; an array of software tools, electronic 

information and data resources to support research; and 

computer labs for students.  For additional information 

on CSOM technology resources go to 

www.carlsonschool.umn.edu/page5117.aspy or email 

csareait@umn.edu with questions. 

 

Carlson School Building.  For information on the 

Carlson School building resources, go to 

www.carlsonschool.umn.edu/Page4977.aspx.     

 

1)  Keys to office space or printing labs are obtained 

through your department administrator.   

 

2)  Students can reserve classrooms, breakout rooms, and  

conference rooms for their teaching or research needs.   

For classroom or breakout room reservations, go to: 

http://www.carlsonschool.umn.edu/Page4983.aspx on 

the CSOM website.  Conference room reservations can 

be made via the UM Calendar website at 

www1.umn.edu/umcal/ where resource reservations are 

made.  Training through Carlson School IT or the 

University is typically available on accessing this. 

 

3)  Building hours are Monday thru Sunday, 6:00 a.m. to 

10 p.m..  The building is closed for University holidays.  

Students have 24-hour access to the building throughout 

the week and on holidays by obtaining UCard clearance 

through their department administrator at the same time 

they obtain their office keys.  UCard access is required to 

access all stairways, parking ramp entrance, and all 

offices on the third and fourth floors of the building after 

hours and on days when the University is closed.  Please 

be considerate and keep these doors closed for security 

and safety purposes.  Do not prop security doors open 

under any circumstances.    

The Carlson School has provided a University of 

Minnesota Police Security Monitor to help keep the 

building secure.  The security monitor is available for 

assistance Monday thru Friday from 5:00 p.m. to 5:00 

a.m. and is on duty 24 hours Saturday and Sunday.  The 

security monitor is stationed at the kiosk desk on the first 

floor or can be reached by calling the University Escort 

Service at 612/624-WALK or dial 911 (from a campus 

phone) for emergency situations.  If you happen to lock 

your keys in your office, the security monitor has a 

general master key and UCard access to clearances.  The 

security monitor is the only person after-hours who will 

have authority to open doors if you misplace your keys. 

http://www.carlsonschool.umn.edu/page5117.aspy
mailto:csareait@umn.edu
http://www.carlsonschool.umn.edu/Page4977.aspx
http://www.carlsonschool.umn.edu/Page4983.aspx


 6 

3.  Program Expectations and Student 

Responsibilities 
 
When a student enters the program, he/she is informed in 

writing (by way of this handbook) of the standards of 

performance and progress required to continue in good 

standing. The standards generally relate to grades in 

courses, rate or progress toward the degree objective, 

continuing evaluation of research potential, and creative 

productivity. The criteria are clearly articulated and 

demonstrably related to the degree program and apply 

equitably to all students. The relevant criteria may vary 

from field to field (see Appendix A for department-

specific requirements). 

 

An annual student progress review is conducted during 

spring semester.  This review is meant to give students 

feedback on their progress in the program and determine 

if remedial action is needed to ensure student success in 

the program (see information in  Appendix B: Annual 

Student Progress Review section).    

 

Academic Standards.  Students must complete all 

required coursework as determined in consultation with 

the department‘s PhD Coordinator and/or adviser (see  

Appendix A listing individual department requirements).   

This includes PhD seminars, minor or supporting field  

and requisite methodology courses.  Academic 

requirements are: 

 

1)  Students are expected to maintain a cumulative 3.3 

GPA during their tenure in our program. 

 

2)  Final degree program coursework must total at least 

40 semester credits, and can include coursework 

transferred from other schools or graduate programs, as 

approved by the department‘s PhD Coordinator.   

 

3)  Taking courses S/N is generally frowned upon by the 

department faculty.  In fact, you should never take any of 

your department‘s PhD seminars S/N.  Always check 

with the PhD Coordinator in your department before you 

register to take ANY course for an S/N grade. 

 

4)  No incompletes are allowed on degree program 

coursework, unless you receive prior approval from the 

PhD Office.  All incompletes should be cleared up before 

filing the degree program form. 

 

5)  Students should progress to the written prelim in a 

timely manner, usually during late spring after their 2
nd

 

year in the program. 

   

Assistantship Expectations.  All students are 

assigned teaching and research assistantships each year 

as part of the requirement for their stipend, tuition waiver 

and health insurance.  While expectations vary by 

department, students will typically work an average of 20 

hours per week (50% time) as a TA and/or RA (see 

Appendix C for guidelines).  Students should meet with 

their department PhD Coordinator and administrator 

before the beginning of each semester to find out what 

their assistantship assignments are.  It is the 

responsibility of the student to meet with the faculty for 

whom they are serving as TA/RA to determine work 

expectations and hours.   Students should make every 

effort to fulfill their TA/RA responsibilities.   Failure to 

perform as a TA/RA may result in termination of stipend 

or removal from the program. 

 

Teaching/TIP Requirements.  In addition to serving 

as a teaching assistant (expectations noted above and in 

Appendix C), students will likely be teaching at least one 

course before they complete the program.  There are a 

variety of resources on campus to help you succeed at 

teaching (see the Center for Teaching and Learning 

website at http://www1.umn.edu/ohr/teachlearn/ and 

Appendix D: Guidelines for Creating a Syllabus), 

including the Teaching Services Office at Carlson School  

In the CSOM PhD Program, all students are expected to 

meet the requirements set by the Teaching Initiative 

Program (TIP).  TIP required components are: 

 

1)  Complete 6 Center for Teaching and Learning (CTL) 

workshops, which are offered twice a year.  For more 

information on CTL workshops go to 

http://www1.umn.edu/ohr/teachlearn/faculty/enrichment/

index.html. 

 

2)  Mentoring experience with faculty (can be adviser 

who observes your teaching or someone from CTL). 

 

3)  In-class teaching experience.  For help in creating a 

syllabus for classes you teach, see Appendix D. 

 

4)  Teaching portfolio development (see PFF website for 

information at 

http://www1.umn.edu/ohr/teachlearn/resources/guides/po

rtfolio/index.html 

 

 

5)  International students must pass the SPEAK test or 

the TSE with a score of 55 (1 on the ELTS) before they 

can teach.  More information about this is available at the 

CTL website at http://www1.umn.edu/ohr/teachlearn/ 

nonnative/index.html. 

 

 

http://www1.umn.edu/ohr/teachlearn/
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Other recommended components of TIP include: 

 

1)  Attend the CTL New TA Orientation workshop. 

 

2)  Enroll in one or more of the Preparing Future Faculty 

for-credit courses:  Grad 8101, 8102, 8200. 

 

3)  Participate in department-sponsored teaching 

preparation workshops/training as available. 

  

Research Requirements.  Developing close 

connections with faculty will enable students to 

successfully complete the doctoral program.  Therefore, 

all students are assigned part-time research assistantships 

during their tenure in the program (see Appendix C).   

Students should also plan to publish their work in a 

major business journal relevant to their field, and present 

at relevant conferences.  

 

Advisor-Advisee Relationship.  Students work 

closely with a faculty adviser throughout their tenure in 

the PhD Program.   Your adviser is there to address 

student coursework, program planning, research and 

placement needs.  Because your adviser will contribute 

greatly to your success in the program, students should 

take the initiative in maintaining this relationship, as well 

as in scheduling regular meetings with the adviser.   

 

To change the advisor or committee members from that 

listed on the Degree Program Form or the Thesis/Title 

Proposal Form, students should contact the PhD Office 

about the process to follow. 

 

Annual Student Progress Reviews.  The Graduate 

School mandates that programs provide students with 

annual progress reviews to assess their performance and 

progress in the program.  This process will be overseen 

by the PhD Committee, with feedback given to the 

student by their department‘s PhD coordinator and/or 

advisor.  These reviews will ensure that students stay on 

track to the degree as well as make the program and the 

student aware of any problems that need to be corrected.  

A copy of the annual review form can be found in 

Appendix B. 

 

Student Code of Conduct.  Students at the 

University of Minnesota are governed by the Board of 

Regents’ Student Conduct Code found at 

http://www1.umn.edu/regents/policies/academic/Student

_Conduct_Code.pdf, and also in Appendix E of this 

handbook.  Students must be aware of and are 

responsible for following the standards of conduct 

contained in this code, which is meant to ―safeguard the 

rights, opportunities, and welfare of students, faculty, 

staff, and guests of the University community…‖  The 

foundations for the code are built upon concerns for 

academic achievement (personal behavior), integrity 

(plagiarism, etc.), and maintaining order and safety on 

campus.  Failure to abide by these policies can result in 

sanctions at the program, department or University level.  

We expect our students to behave with honesty and 

integrity as they progress through the program.  Students 

are responsible for abiding by the University‘s policies 

on academic misconduct and scholastic dishonesty.  The 

University‘s Student Conduct Code defines scholastic 

dishonesty as ―plagiarizing; cheating on assignments or 

examinations; engaging in unauthorized collaboration on 

academic work; taking, acquiring, or using test materials 

without faculty permission; submitting false or 

incomplete records of academic achievement; acting 

alone or in cooperation with another to falsify records or 

to obtain dishonestly grades, honors, awards, or 

professional endorsement; or altering, forging, or 

misusing a University academic record; or fabricating or 

falsifying of data, research procedures, or data analysis.‖     

  

Termination from Program.  Typically, students 

are asked to discontinue their studies due to lack of 

progress or unsatisfactory performance.  However, they 

may also be terminated by the Graduate School for 

failure to register each semester of the academic year 

(fall and spring semesters).    

 

When a student‘s progress is found to be deficient, 

he/she may be notified in writing of the deficiencies and 

afforded a chance to demonstrate that improvement is 

possible.  A written agreement as to what will be 

considered ―demonstrated improvement‖ is made 

between the student, adviser, PhD Coordinator, and the 

Director of Graduate Studies. Written notification of 

both the warning and the agreement is sent to the student 

with a copy to the PhD Program Office.   If a student is 

terminated after evaluation or failure to meet conditions 

following a warning, the PhD Coordinator writes a letter 

of termination to the student with a copy to the PhD 

Program Office. The Director of Graduate Studies will 

notify the Graduate School in writing.    

 

Students who do not register in the Graduate School 

during a semester of the academic year (fall or spring) 

are considered to have withdrawn, and their Graduate 

School records are deactivated.  Students who 

subsequently wish to resume graduate work must request 

readmission to the Graduate School, and if readmitted, 

must register before they will be permitted to file 

Graduate School forms, take written or oral exams, or 

apply for graduation. If readmitted, a student may be 

required to satisfy additional degree requirements set by 

the graduate faculty or the Graduate School. See ―Lapse 
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of Registration‖ under the Program Requirements section 

of this Handbook for further details.  

 

 

Leave of Absence.  Students may make a request in 

writing for up to a one-year leave of absence from the 

program (due to health, pregnancy, family emergencies, 

etc.).  The written request to the Program Director and 

department PhD coordinator should briefly state the 

reason for the leave.  The student should also be aware 

that they will have to be readmitted to the program 

when/if they return, unless they meet the Graduate 

School requirement to register each semester (see 

Termination From Program section above). 
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4.  Program Requirements   
 

Registration/Maintaining Active Student Status.  

Students are required to register full-time each semester 

to maintain their student status with the Graduate School. 

In general this entails registering for at least six credits of 

coursework each semester (see exceptions below).  

Please refer to the Class Schedule, available online at 

http://onestop.umn.edu/onestop/Calendars/ 

Refund_and_DropAdd_Deadlines. html to determine the 

deadlines to add or cancel courses each semester and for 

the registration deadline to avoid late registration fees.  

 

Pre-Thesis Stage/BA 8666.  Students can register for at 

least six BA 8666 pre-thesis credits after they have 

completed all their coursework but before they have 

passed their oral prelim exam.  This enables students to 

maintain active student status if/when they have no other 

coursework to register for.   

 

Thesis Stage/BA 8888. Doctoral students must complete 

24 doctoral thesis credits (BA 8888) beginning the 

semester after they pass the preliminary oral 

examination.  Students should make every effort to 

complete all these credits over two semesters. 

 

FTE Thesis Stage/BA 8444.  If, after a student has 

completed their 24 thesis credits, they have not 

graduated, they must continue to register to maintain 

active student status.  Students still on campus should 

register for one BA 8444 FTE thesis credit only, after 

which they will incur much lower student service fees.  If 

a student wishes to register for a course at this stage, they 

must obtain approval from the department to ensure they 

receive additional tuition payment beyond the one credit. 

 

Grad 999.  A zero-credit, zero-fee, non-graded 

registration is available for those Graduate School 

students who must register solely to meet the Graduate 

School‘s registration requirement (typically those at 
placement before completing their final defense). This 

option is also available to international students who 

hold an F-1 or J-1 visa and have filed an ―Exception 

from the Full Course of Study‖ form.  See 

http://www.grad.umn.edu/Current_Students/registration/

grad_999.html for more information on this registration 

option. 

 

Lapse of Registration  Effective Fall 2002, ALL 

Graduate School students are required to register in the 

Graduate School each fall and spring term in order to 

maintain active status.  Students who have a lapse in 

registration must request readmission to the Graduate 

School by submitting the Change of Status form and 

paying a fee.  Change of Status forms are available in the 

PhD Office or the Graduate School, 309 Johnston Hall or 

at http://www.grad.umn.edu/Current_Students/forms/cos.pdf 

 

Program of Study.  All students must fulfill general 

requirements as well as individual department require-

ments as they complete their degree.  Students confer 

with their PhD coordinator, adviser, and the PhD Office, 

to ensure that they are meeting all requirements.  

 

Prerequisites.   Students with a bachelor‘s or master‘s 

degree in Business Administration usually begin their 

major field coursework directly upon entry into the 

program. Students with degrees outside of Business 

Administration or students who lack other basic skills of 

a program area (e.g. mathematics) may be required to 

take additional prerequisite coursework. Each 

department determines which, if any, additional 

coursework is required. If new students lack sufficient 

prerequisite coursework, they may be encouraged to 

enroll in a refresher course (mathematics or economics, 

for instance) during the summer preceding entrance into 

the program.   

 

Transfer of Credits.   With the approval of their 

adviser/PhD coordinator, students may request that the 

Graduate School transfer graduate-level course credits 

from another institution by including the courses on the 

Degree Program form. Official transcripts of the work 

must be attached to the form, unless they have already 

been included in the student‘s Graduate School file. 

Coursework that ―makes sense‖ to transfer to a doctoral 

program should be discussed with the program adviser. 

The type and number of transferred credits to be included 

on the program form should be examined carefully. 

S/N Registration.  See also Academic Standards on page 

6.  Students may have the option of choosing the system 

under which they will be graded (A-F or S/N) as part of 

the registration process.  However, we discourage this 

option and students should always check with the 

department‘s PhD Coordinator BEFORE registering for 

any course with an S/N grade, to determine what the 

department‘s policy on S/N registration is.   

Coursework.  Coursework, while important, does not 

play the same role in a doctoral program as it does in 

most undergraduate and masters programs. In most areas 

in the doctoral program, relatively little structure is 

imposed and students are encouraged to experiment and 

take risks in the selection of courses with the overall 

objective of developing research capabilities.  

 

A student‘s coursework for the PhD in Business 

Administration is chosen in consultation with a program 

adviser (see Appendix A: Department-Specific 

http://onestop.umn.edu/onestop
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Requirements).  The PhD Program does not require core 

courses that are taken by all students. Each department 

has it own sequence of required and preferred courses 

and seminars designed to provide the specialized training 

necessary to meet specific program goals.  

 

The declared major field for all students is Business 

Administration. For purposes of degree-program 

coursework, however, the major field is everything other 

than the 16 credits in the minor or supporting field(s).  

Specific courses to be included in the major field are 

selected by the student in consultation with an adviser. 

Students can fulfill the major field requirements by 

including courses from departments outside the area of 

concentration as well as outside Business Administration 

(e.g., research methodology courses). For example, if a 

student‘s department is marketing and he/she takes 

courses in sociology or educational psychology and these 

are not part of the supporting program(s), they should be 

listed under the major field.  

The number of credits taken in the major field and the 

composition of these courses depends on the students‘ 

background, interests, previous preparation, and the 

nature of the research undertaken. This may vary even 

within a particular concentration. A complete program—

major plus minor or supporting field(s)—will consist of a 

minimum of 40 semester credits, plus 24 thesis credits. 

There is no minimum number of credits specified for the 

major field, though certain departments may specify this 

(see department PhD Coordinator and Appendix A). 

Coursework in research methods is required to develop 

research skills, to support the PhD thesis work, and to 

expose the student to a variety of research approaches. 

This coursework is decided by the student‘s program 

area but typically includes courses in fields such as 

applied or theoretical statistics, mathematics, computer 

science, cognitive science, economics, psychology, and 

sociology. This coursework can be part of a supporting 

program or it may be included as part of the major field.  

 

The PhD Program in Business Administration requires a 

minimum of 16 graduate credits for the minor or 

supporting program. With a traditional minor, the work 

is completed in a single field that complements or 

strengthens work in the major field (e.g. psych, econ). 

Students declaring a minor must include one member 

from that minor field on his/her dissertation committee. 

NOTE: All minor programs require the signature of the 

Director of Graduate Studies for the minor field on the 

degree program form. Students are encouraged to check 

with the department in which the minor is proposed so 

that any coursework necessary to fulfill the requirements 

of a minor in that field are included.  

 

The supporting program is comprised of a coherent set 

of courses from one or several disciplines and totaling 16 

credits with at least 8 of those credits earned outside 

Business Administration. Three options are available for 

the supporting programs:  

 

 8 credits from Business Admin, but outside the area 

of concentration, and 8 credits outside Business 

Admin (8/8 split). With this option, coursework 

credits from both sides of the 8/8 split may be all in 

one area or in more than one area with the restriction 

that an area be represented by at least two classes. 

 

 All 16 credits outside Business Admin. in up to 3 

areas with at least 2 classes from each area. 

 

 All 16 credits outside Business Administration in 

one area (as for a minor), but declaring ―supporting 

program‖ rather than ―minor‖ on the degree program 

form. This latter strategy means that a student will 

not have to fulfill specific coursework or the exam 

requirements for a minor.  

 

As with the major field requirements, supporting field 

coursework is selected by the students in consultation 

with an adviser. No written examination is required in 

the supporting field. However, one faculty member from 

the supporting field (or the minor) must be included on 

the preliminary oral and final examination committees. 

Early in their program students should plan coursework 

in the minor or supporting field in consultation with their 

adviser, as well as a member of the supporting program. 

The PhD Program Office is available to provide 

assistance, but students should also discuss their 

programs with appropriate faculty members. 

 

Students register for BA 8666 (Pre-Thesis credits) after 

passing their written prelim exam, but before passing 

their oral prelim exam. (see also Registration/ 

Maintaining Active Student Status on page 9). 

 

Students must register for 24 Thesis Credits (BA 8888) 

the semester after they pass the prelim oral exam. 

 

Once students complete 24 thesis credits, they can  

register for one credit of BA 8444. This registration 

allows students to maintain their full-time student status 

while lowering the cost of tuition and student fees.   

Students at placement ABD may be eligible to register 

for Grad 999 to maintain active student status, and not 

incur fees or tuition charges.  See page 9 for more 

information. 
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5.  Steps to Degree    

 

Time Table for Completion.  The general 

expectation is that students can complete the program 

within five years of admission, though students are 

encouraged to complete the PhD degree within a 4-year 

period. Below is an example of how a student might 

structure a program of study to complete the coursework 

within a two-year period. The preliminary examinations 

and dissertation research occur during the last three 

years.  Individual programs may differ from this example 

(see Appendices A and C for more complete details of 

program and department suggested timeframe for 

completing steps to the PhD degree). 

 

First Year: 

- Check in with Program Office 

- Visit adviser to plan tentative schedule 

- End of First Year Examination/Review/Paper (as    

   required) 

- Coursework  (sample) 

  Major Area Courses **      16 credits 

  Supporting Field Courses     8 credits 

     24 credits 

 

Second Year: 

- Choose Oral Prelim Committee Members on Degree  

   Program Form 

- File Degree Program form at end of 2
nd

 year 

- Coursework (sample)  

  Major Area Courses **   18 credits 

  Supporting Field Courses    8 credits 

     26 credits 

- Research apprenticeships must be completed before 

  taking the written prelim.  In some cases there may be a 

   a research paper requirement to sign up for the written 

   exam.    

 

Third Year: 

- Preliminary Written Examination (normally taken in 

   early June between 2
nd

 and 3
rd

 years in the program) 

- Complete Preliminary Oral Examination 

- Conduct Research 

- Coursework (required) 

  Pre-Thesis Credits (BA 8666) taken between the written 

 and oral prelim exams. 

  Thesis Credits (BA 8888) 24 credits taken after passing 

 the oral prelim exam 

 

Fourth Year (and possibly Fifth Year): 

- Choose Dissertation Committee (for final oral exam) 

- File Thesis Title/Proposal form 

- Complete  Dissertation Proposal Defense 

- Write Dissertation 

- Complete Final Defense 

- Graduation 

- Coursework (required) 

  FTE Thesis Credits (BA 8444) 1 credit per semester 

 until final defense completed. 

 

**The major field may include coursework from a 

variety of curriculum areas outside as well as inside 

Business Administration. 

 

Note: Items in italics are major steps toward the PhD 

degree and should be completed during the year 

indicated.  

 

Degree Program Form.  Doctoral students are 

required to file the Degree Program Form (usually in the 

second year of coursework) before taking the written 

preliminary examination. The form consists of a list of 

the faculty the student wants to sit for the oral prelim  

exam (members can be changed before the oral exam by 

completing the Committee Change form – see Forms 

section in appendices), as well as a  list of courses to 

fulfill the major and supporting field requirements, 

including transfer coursework. Students may request the 

transfer of graduate level course credits from another 

recognized graduate institution by including the courses 

on the degree program form and including official 

transcripts of the work being transferred. In the case of 

transfer from a non-U.S. institution, the credits must 

have been earned in a program judged by the Graduate 

School to be comparable to a graduate degree program in 

the United States. The Graduate School does not have a 

transfer credit limit for doctoral students, as long as the 

transferred credits are from an accredited school. 

However, transfer of graduate credits is not allowed for 

courses completed through independent 

(correspondence) study, courses taken through extension 

or other special categories at other institutions, courses 

taken before award of the baccalaureate degree, or 

courses that were audited.  

 

The Degree Program Form can be picked up in the PhD 

Program Office, 4-205 Carlson School of Management, 

or found online at 

http://www.grad.umn.edu/current_students/forms/index.

html , and is to be completed by clearly printing or 

typing a chronological listing of major and minor or 

supporting field coursework. Minor or supporting field 

courses (at least 16 semester credits) are designated 

“Other Course” on the form. All courses not included in 

the minor or supporting field, whether from within the 

Carlson School or not, are considered major field 

courses and the “Major Field Course” column should be 

checked. The completed program form must be approved 

by the student‘s adviser, and then returned to the PhD 

Program Office along with the signed written prelim 

http://www.grad.umn.edu/current_students/forms/index.html
http://www.grad.umn.edu/current_students/forms/index.html
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signup sheet, a copy of an up-to-date unofficial 

University of Minnesota transcript, and official 

transcripts showing any transferred coursework from 

another University. 

 

After a student‘s degree program is approved by the 

DGS and the Graduate School, any changes to official 

degree program coursework or to oral exam committee 

members must be made through petition forms available 

in the PhD Office. The petition forms must be signed by 

the student‘s adviser and the Director of Graduate 

Studies before submission to the PhD Office.  Students 

are encouraged to discuss the petition processes with the 

PhD Program staff.  

 

Written Preliminary Examination.  Students must 

sign up for the preliminary written examination in the 

PhD Program Office early in the semester preceding the 

scheduled date. Before the examination can be 

administered, the following must be satisfied:  

 The student‘s Degree Program Form must be 

turned in to the PhD Office.  

 No incompletes should appear in courses that 

are listed on the Degree Program form (without 

prior approval of the PhD Office).  

 A research apprenticeship of two semesters‘ 

research experience must be completed.  

 

Note: No more than one course included on the Degree 

Program form (either from major or supporting field) 

may be in process at the time of the preliminary written 

examination, without approval of the DGS/PhD Office.  

 

The preliminary written examination is administered by 

each department at least once each year and may consist 

of two or three parts. It may be administered in a 

classroom situation on two separate days, each having a 

three to four hour time limit; as one 8-hour test day; as a 

take-home examination; or any combination of these 

choices. The preliminary written examination is 

constructed and evaluated by faculty in each program 

area. The grading procedure for the written examination 

is basically the same for each program area. Each 

student‘s written examination is graded ―blind‖ by at 

least two graduate faculty members. The evaluators 

within each area are chosen by the department faculty on 

the basis of interest and expertise. In order for a student‘s 

score to be graded as a ―Pass,‖ the overall average score 

must be agreed upon by the graders. If a student‘s 

response is judged to be unsatisfactory, the department 

may allow the student to retake that part of the 

examination at a future date, usually within the next 

semester.   No more than one retake of the exam is 

permitted, and this retake is at the discretion of the 

department faculty.  Failure on the retake will 

constitute grounds for dismissal from the program. 

 

Most areas provide written evaluations of the student‘s 

responses, which are available to students. Students are 

encouraged to discuss their responses to the questions 

with the committee members. Students are notified of the 

results of the examination both verbally and in writing by  

the department.  For further information on how the 

exam is run in a particular department, see Appendix A.  

 

Oral Preliminary Examination.  The preliminary 

oral examination is intended to assess both the breadth 

and depth of each student‘s expertise in the minor field 

or supporting fields as well as the major field. The 

preliminary oral examination may focus completely or in 

part on a student‘s proposed dissertation research.  

 

If a student receives a ―pass‖ on the preliminary written 

examination, the oral examination can be scheduled right 

away with the Graduate School. The form for oral prelim 

scheduling can be obtained in the PhD Program Office.   

The oral preliminary examination committee typically 

consists of three faculty members from the major field 

(the student‘s area of concentration in this case) and one 

from a minor or supporting field. The chairperson of the 

committee is usually the student‘s adviser. The 

chair/adviser must also hold Senior Membership in the 

Business Administration Graduate Faculty (that is, they 

must be an associate or full professor).  

 

The student should schedule the oral examination with 

the Graduate School at least two weeks before it is 

given. The student should also notify the PhD 

Program Office of the date of the oral prelim.  Before 

the oral examination can be scheduled, the Graduate 

School must have on file both an approved degree 

program form and a written examination report form 

indicating the student passed the preliminary written 

exam. If these documents are on file, the Graduate 

School will issue the preliminary oral examination report 

form directly to the examination committee chair in 

advance of the examination date.  

 

NOTE:  Once the names of the examination committee 

members have been filed with the Graduate School (for either 

the oral preliminary examination or the final thesis 

examination), any committee member changes must be 

submitted to the PhD Office via a Committee Change Form 

(available from Program Office staff – see Forms  information 

in appendices).  The staff can then make the change officially 

with the Graduate School. The preliminary oral examination is 

valid only if ALL assigned committee members are present 

(either in person or via phone/teleconference) at the 

examination. The absence of any member results in an 

invalid examination.  
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The outcome of the examination, with all committee 

members present and voting, is recorded in one of three 

ways:  Pass, Pass with Reservations, or Fail. A vote to 

pass the student with reservations constitutes a passing 

vote, but the student may not proceed with thesis work 

until the reservations are satisfied. If this is the case, the 

student is informed immediately and the committee is 

permitted one week in which to convey its reservations 

to the student in writing, informing the student of the 

steps that must be taken to remove them. (A copy of this 

letter must also be sent to the Graduate School and the 

PhD Program Office). When the student has satisfied the 

committee‘s reservations, a second letter informing the 

student, the Graduate School, and the PhD Program 

Office that the reservations have been removed and that 

the student may proceed toward the degree is also 

required. These letters should be written by the 

committee chair (typically the student‘s program 

adviser).  

 

Passing the preliminary oral examination advances the 

student to candidacy in the PhD Program. A photocopy of 

the signed preliminary oral examination report form 

must be given to the PhD Program Office before it is 

taken to the Graduate School.  

 

If a student fails the preliminary oral examination, the 

examining committee may recommend one of the 

following:  

 Dropping the student from the program.  

 Unanimously recommending the student retake 

the oral examination providing the 

reexamination is conducted by the original 

preliminary oral examining committee.  

 Requiring the student to retake both the written 

and oral examinations if a marginal pass was 

earned on the written examination.  

 

In no case may the reexamination of the oral preliminary 

take place before at least ten weeks have passed. No 

more than one reexamination is allowed.  

 

Proposal Defense.   This step does not include the 

Graduate School.  Students are required to defend the 

proposed thesis research before their thesis committee 

prior to undertaking extensive thesis research. They 

should defend the thesis proposal within one year after 

successfully completing the oral preliminary 

examination.  Since the proposal defense is a 

requirement of the PhD in Business Administration, 

committee members from outside Business 

Administration are encouraged, but not required, to 

attend. If an outside committee member is unable to 

attend the proposal defense, students should solicit 

comments on the proposal from the member (in writing, 

if possible) and give feedback to the thesis advisor prior 

to the examination.  

 

In addition to the thesis committee, other interested 

faculty are frequently invited to attend the meeting where 

the candidate presents and defends his/her proposed 

thesis work.  

 

Because this step does not involve the Graduate 

School, students need only pick up the one page thesis 

proposal form from the PhD Program Office and 

notify them of the date, time, and place of the defense.  
At least one week prior to the date of the proposal 

defense, students should supply the examining 

committee with copies of the proposal. The proposal 

should contain the following information (this 

information may vary with departments):  

 Statement of the problem to be investigated  

 Justification—why the problem is important and 

the nature of the contribution of the thesis  

 Hypotheses to be tested (where appropriate)  

 Methodology to be used  

 Sources of data  

 Expected completion date  

The proposal defense form is signed by those committee 

members present at the proposal defense, a copy of the 

proposal is attached to the form, and all are returned to 

the PhD Program Office after the defense. A unanimous 

vote by the examining committee is required for the 

candidate to pass the proposal defense and proceed to the 

thesis work.  

 

Upon successful defense, students file the Thesis 

Title/Proposal form (see next section) with the Graduate 

School. If the thesis proposal is not acceptable, the 

student may be invited to present a revised proposal to 

the committee. No candidate is allowed more than two 

opportunities to defend their thesis proposal. Two 

unsuccessful attempts will result in termination from the 

PhD Program.  

 

Thesis Title/Proposal Form.  Students should file 

the Thesis Title/Proposal Form with the Graduate School 

at the time the proposal is defended, but no later than one 

year after passing the oral prelim. The form can be 

obtained from the PhD Program Office or is online at 

http://www.grad.umn.edu/Current_Students/forms/GS63

A.PDF. The thesis title form requires the student to 

attach a 250-word statement describing the thesis work. 

Students should list, on the form, the faculty selected to 

serve on their dissertation committee. This committee 

must consist of at least four members, one of which must 

be from outside Business Administration, in the minor or 

supporting field. The chair (who cannot be the 

http://www.grad.umn.edu/Current_Students/forms/GS63A.PDF
http://www.grad.umn.edu/Current_Students/forms/GS63A.PDF
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dissertation adviser) and the reviewers (one of whom 

must be the external member and one the adviser) must 

be indicated. Both the chair and the adviser must hold 

full membership on the graduate faculty. If there are any 

committee changes, these should be given to the 

Graduate School and the PhD Program Office at least 

two weeks in advance of the examination.  

 

Final Defense.   After approval of the Thesis 

Title/Proposal Form by the Graduate School, the student 

will receive their Graduation Packet, which includes all 

necessary instructions and forms needed to prepare for 

the final defense. This packet may also include a copy of 

the Graduate School guidelines for the preparation of the 

thesis, though this is also available in the PhD Office or 

on-line at 

http://www.grad.umn.edu/current_students/forms/gs16.p

df , and must be strictly adhered to when formatting the 

dissertation.  

 

Also included in the Graduation Packet is the 

Reviewers’ Report Form. When the student believes 

the dissertation is complete and ready for defense, they 

should give each of the reviewers a copy and, if the 

dissertation is acceptable for defense, each reviewer must 

sign the Reviewers‘ Report form. This form must then be 

returned to the Graduate School along with the Final 

Defense Scheduling Form (included in the Graduation 

Packet) at least one week in advance of the scheduled 

date. Upon receipt of these materials, the Graduate 

School will prepare and send the Final Defense Form 

directly to the chair of the examining committee.  

 

Note:  To be approved for the examination, students 

must have completed all coursework on the approved 

doctoral program with grades recorded on the transcript 

(no incompletes); both the preliminary written and oral 

examination must have been passed; the thesis credit 

requirements must have been met; and the thesis 

reviewers must have certified (by signing the Reviewer‘s 

Report Form) that the thesis is ready for defense.  

 

The final oral examination focuses on a defense of all 

aspects of the dissertation research and is valid only if all 

committee members are present (either in person or via 

phone/teleconference). The absence of a committee 

member will result in an invalid examination.  
 

Upon successful completion of the presentation and 

examination, the candidate has fulfilled all the 

requirements for the PhD degree in Business 

Administration. A photocopy of the signed ―Report of 

Committee on Final Doctoral Examination‖ form must 

be given to the PhD Program Office before the original is 

taken to the Graduate School.  The Graduate School 

requires this form to be returned within 24 hours of the 

final defense, unless major dissertation revisions are 

required by the committee.  In this case, the committee 

chair or adviser will notify the Graduate School that they 

are holding the final defense form until revisions are 

completed.   The student is generally given a set 

timeframe for making the dissertation changes and 

returning the revised dissertation to their adviser for final 

approval.  When this occurs, the adviser notifies 

remaining committee members that the revisions have 

been made and approved, and the final defense form is 

then signed by all committee members and submitted to 

the Graduate School in 316 Johnston Hall.    

 

Degree Clearance.  Graduate School degrees are 

granted at the end of each month. The process begins 

when the Graduate School issues the forms and 

information necessary for graduation within the Graduate 

Packet students receive after filing the Thesis 

Title/Proposal Form. If all forms, fees and thesis copies 

are not submitted by the appropriate day, graduation will 

be delayed until at least the next month.  

IMPORTANT: The Application for Degree form must 

be submitted to Student Services Center, 200 Fraser Hall, 

by the first work day of the month in which a student 

wishes to graduate. The following items must be 

submitted to the Graduate School, 316 Johnston Hall, on 

or before the last work day of the student‘s intended 

month of graduation:  

 Final oral examination report form (within 24 

hours of examination)  

 Survey of Earned Doctorates  

 One copy of the thesis abstract (signed by 

adviser)  

 One copy of signature page (before title page) 

signed by adviser (to be sure adviser has read 

final copy and the appropriate changes have 

been made)  

 One unbound copy of thesis (typed according to 

specifications)  

 One copy of the Doctoral Dissertation 

Agreement form along with: a) one copy of the 

title page of the dissertation, b) the microfilm 

fee, and c) the copyright fee, if the student 

wishes to have his/her dissertation copyrighted 

 

Commencement Attendance.   Two 

commencement ceremonies are held each year: January 

through June graduates attend the spring ceremony in 

mid-May; July through December graduates attend the 

fall ceremony in mid December. Students are 

encouraged, but not required, to attend. If a student 

wishes to attend the ceremony, he/she must submit a 

completed Commencement Attendance form to 316 

Johnston Hall by the deadline (usually 3/1 and 10/1) 

http://www.grad.umn.edu/current_students/forms/gs16.pdf
http://www.grad.umn.edu/current_students/forms/gs16.pdf
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specified by the Graduate School.  Student‘s advisers 

may attend commencement to congratulate the student 

on stage. However, in order for the adviser to attend, the 

student must notify them of their intent to participate in 

graduation ceremonies. Diplomas are not distributed at 

the ceremony. The Office of the Registrar prepares and 

sends diplomas approximately three months after 

completion of all degree requirements.  (See also page 

24.) 

 

Letter of Certification of Degree Award.  If a 

student needs proof of the completion of degree 

requirements before the degree transcript or diploma is 

available, he/she may request a letter of certification 

from the Graduate School, 316 Johnston Hall. The 

Graduate School will issue the letter within a few days of 

the request if all requirements have been met and all fees 

have been paid. The PhD Program Office can also issue a 

letter stating the date of the successful final defense. This 

letter will include a copy of the signed final defense 

form. This has been especially helpful to international 

students who need this proof when they return to their 

homeland. 

Steps to the Degree Checklist. 

Year 1 

 Begin degree coursework after consultation with 

department adviser. 

Year 2 

 Complete degree program coursework (no 

incompletes should remain for degree program 

coursework). 

 Determine when departmental written preliminary 

exam will be administered. 

 Sign up for preliminary written examination in the 

PhD Program Office at least one month before 

scheduled date. All forms are available in the PhD 

Program Office. 

o Fill out Written Prelim sign-up sheet and 

have adviser sign. 

o Fill out Degree Program form (type or print 

clearly) after consultation with adviser. 

o Include list of members for preliminary oral 

examination committee. 

o Have adviser sign form. 

o Attach unofficial transcript to form. 

o Submit all items to PhD Program Office. 

 Students will be notified by the PhD Program Office 

when they are cleared to take the examination. 

Summer Between Years 2 and 3 

 Preliminary Written Examination 

o Test will be administered by student‘s 

department (may be any combination of in-

house, open-book, or take-home test). 

Year 3 

 Register for at least 6 credits of BA 8666 to meet 

full-time registration requirement until the oral 

prelim is passed. 

 Preliminary Oral Examination (must take place at 

least 10 weeks before the Final Oral Defense and 

after successful completion of the written exam) 

o After successful completion of written 

prelim, schedule preliminary oral 

examination with 4 committee members 

(all members must be present). 

o Schedule the examination date/ time with 

the Graduate School at least two weeks 

before it is given. The Oral Prelim form 

will be sent directly to the committee chair. 

o Notify the PhD Program Office of the date 

and time of examination. 

o The signed Preliminary Oral Examination 

form must be submitted to the Graduate 

School within 24 hours of the exam (with a 

copy going to the PhD Program Office). 

Note: Students are encouraged to take the oral exam 

shortly after the written exam (usually within the same or 

during the next semester). Students then should defend 

the thesis proposal within one year after successfully 

completing the oral prelim examination. 

 Semester after passing oral exam, register for BA 

8888 Thesis Credits (must complete 24 credits 

before graduation). 

 

Year 4  

 Register for BA 8888 until all 24 are completed; 

then register for 1 credit of BA 8444 FTE thesis 

credits until final defense is completed. 

 Dissertation Proposal Defense (Carlson School 

requirement) 

o Schedule proposal defense with committee. 

o Pick up Proposal Defense form from the 

PhD Program Office and notify them of the 

date and time of the proposal defense. 

o At least one week prior to the proposal 

defense, distribute copies of the proposal to 

committee members. 

o Have committee members sign form after 

the defense. Return signed form and a copy 

of the proposal to the PhD Program Office. 

 File Thesis Title Form 

o Pick up form from PhD Program Office or 

download from 

http://www.grad.umn.edu/Current_Students

/forms/GS63A.PDF.  

http://www.grad.umn.edu/Current_Students/forms/GS63A.PDF
http://www.grad.umn.edu/Current_Students/forms/GS63A.PDF
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o Choose faculty members for dissertation 

committee (consult with adviser). 

o Include the names of committee members, 

indicating the chair and reviewers, on 

appropriate form. The committee must 

consist of at least four members, three from 

Business Administration and one external 

to the program. 

o Submit to PhD Program Office with 

adviser‘s signature. 

 
Year 5 

 Register for one credit per semester of BA 8444 

FTE thesis credits until final defense is completed 

(or GRAD 999 if at placement ABD). 

 Final Defense: To be approved for the dissertation 

final defense, students must have completed all 

degree program coursework with grades recorded on 

the transcript (no incompletes); both the preliminary 

written and oral examinations must have been 

passed; the thesis credit requirements must have 

been met; and the thesis reviewers must have 

certified (by signing the Reviewer‘s Report form) 

that the thesis is ready for defense. 

 Several months in advance of examination: 

o Determine final defense date in 

consultation with dissertation committee 

members. 

o Request Graduation Packet (if not already 

received) at 

http://www.grad.umn.edu/current_students/

forms/grad_packet/doctoral/confirm.html 

 At least two weeks in advance of examination: 

o Circulate ―defendable draft‖ of dissertation 

to committee and obtain signatures on 

Reviewer‘s Report form. 

o If any committee changes are necessary, 

submit to the PhD Program Office. 

 At least one week in advance of examination: 

o Submit signed Reviewer‘s Report form to 

the Graduate School (316 Johnston Hall). 

o Schedule final defense with Graduate 

School and PhD Program Office by 

submitting the Final Oral Exam scheduling 

form. 

o Graduate School will send final defense 

form to committee chair. 

 After Examination: 

o Make sure all committee members have 

signed final defense form. 

o Submit  a copy of the signed final defense 

form to the Graduate School and the PhD 

Program Office within 24 hours of the 

successful defense 

o Submit the Application for Degree to the 

Registrar‘s office, 200 Fraser Hall. 

o Submit the following to the Graduate 

School: 

 Complete any dissertation 

revisions and submit one copy of 

the unbound dissertation according 

to the Grad School specs. 

 Submit a copy of the Thesis 

Abstract signed by the adviser. 

 Submit the Signature Page signed 

by the adviser. 

 Submit the Thesis Title page. 

 Submit the Survey of Earned 

Doctorates. 

 Submit the Minnesota Doctoral 

Exit Survey. 

 Submit the Doctoral Dissertation 

Agreement. 

 Submit the microfilm fee. 

 Submit the copyright fee, if you 

wish to have the dissertation 

copyrighted. 
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6.  Student Funding/Support   
 

Carlson School Funding & Support.   Support for 

doctoral students comes in many forms, including 

stipends, fellowships, tuition and insurance waivers, 

office space, and technology.  Every student who is 

admitted to the PhD Program in Business Administration 

and who continues to make good progress receives 

financial aid for up to five years.  Base funding from the 

PhD Program currently consists of a minimum stipend of 

$20,000 paid over the 9-month academic year.  An 

additional $5,000 for a summer research fellowship is 

available to all students completing years 1-4 and 

making good progress in the program.  Tuition waivers 

and health insurance are also provided as is a $1,200-

$1,500 research and teaching supplement (RATS).   

Receipt of funding assumes that the student is registered 

full time (total of 6-14 A/F and S/N credits each 

semester, or 1 credit of BA 8444 if at the FTE thesis 

stage after having completed all 24 BA 8888 thesis 

credits).  Audit registration is not sufficient to hold an 

assistantship, nor does it count towards the number of 

degree credits completed in a semester.  See the 

Graduate Assistant Office Web site at 

http://www1.umn.edu/ohr/gae/ 

index.html for further information about these policies. 

 

Graduate Assistantships.   Typically students have a 

50% time research/teaching assistantship during each 

semester of the program. These assistantships qualify the 

student for tuition waiver and health insurance benefits, 

as long as the student is registered full-time. 

Fellowships.    

1) Summer Research Fellowships in the amount of 

$5,000 are available to all students completing years 1-4 

in the program and who are making good progress. An 

application form for the fellowship must be completed 

(see Appendix F) indicating that the student has a 

research project in mind and a faculty mentor with whom 

to work during the summer.  A report on progress made 

on the summer research project is due to the department 

early in fall semester.  This progress report may be in the 

form of a written or oral report. 

2) Dissertation Fellowships in the amount of $4,000 plus 

the $20,000 stipend ($24,000) are also available to 

students at dissertation stage.   Late in fall semester, PhD 

Coordinators and eligible PhD students are notified of 

the Carlson School and Graduate School Dissertation 

Fellowship competitions. A memo is sent that details 

conditions of the awards.  To apply for these fellowships, 

the following requirements must be met:  

 An approved Degree Program must be on file 

with the Graduate School.  

 PhD programs are discouraged from nominating 

students who have been in the program more 

than five years.  

 Written and oral preliminary examinations must 

be completed by the deadline, and all program 

coursework must be completed by the end of 

spring semester. The PhD Program Committee 

will consider exceptions to this requirement 

based on strong letters from faculty attesting to 

the fact that an applicant will finish by the end 

of summer of the following year.  

 All incomplete grades on the official program of 

coursework must be removed before the 

deadline.  

 Students who have previously held this award 

are not eligible.  

 The intent of the dissertation fellowship is to 

fund the final year of graduate work. Therefore, 

each student‘s status in this regard must be 

attested to by at least two faculty letters of 

recommendation. When students are granted a 

thesis year fellowship, it is with the 

understanding that departments will generally 

not provide additional funding for subsequent 

years of work.  

 

Award of fellowships is based on a review process in 

which coordinators read and evaluate each candidate‘s 

proposal and supporting materials. Award recipients and 

alternates are identified. Nominations for the Graduate 

School competition are forwarded to the Graduate 

School. When results of the Graduate School 

competition are known, the CSOM PhD Program 

winners may receive an additional amount from the PhD 

Program in order to bring the total fellowship amount to 

the Graduate School award level.  

  

Tuition Waivers.  Graduate Assistants who hold at least 

a 25 percent time appointment receive tuition benefits 

equal to twice the percentage of their appointment for the 

semester in which they hold the appointment. For 

example, those holding a 25 percent appointment receive 

a 50 percent tuition benefit, while those with an 

appointment of 50 percent will receive 100 percent 

tuition benefit. These benefits only provide tuition waiver 

for up to 14 credits, and do not cover student service 

fees, technology fees, or course fees.   If a student feels 

they need to register for more than 14 credits in a 

semester, they need to get approval from the department 

PhD coordinator and let the PhD Office know, so that the 

excess tuition can be directly paid by the program. 

Health Insurance.  The Graduate Assistant Health 

Insurance Plan is subsidized by the University.  

Providers of the insurance may change every 2 years, as 

http://www1.umn.edu/ohr/gae/
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bids are sent out by the University.  The insurance is 

available to graduate and professional school students 

who hold assistantships of 25 percent time or more.  It is 

also available to students who hold a 9561graduate 

fellow appointment (such as the dissertation fellowship) 

and receive a stipend during the academic year at least 

equal to a 9-month 50 percent-time graduate 

assistantship, provided their college or department 

agrees to pay the full insurance premium during the 

academic year.   

 

Beginning in September 2004 the University will pay 

95% of the cost of the graduate assistant‘s health 

insurance premium, and students will pay 5% of the 

premium, currently equal to about $11 per month for 

those with 50%-time appointments.  Students are also 

responsible for the co-pays for office visits and 

prescriptions.    

 

When departments pay for the healthcare plan as a non-

service benefit (for a fellowship), that payment is 

considered taxable income. The amount of the direct 

departmental contribution is reported as income, and 

taxes are withheld on that amount.  

 

To receive healthcare coverage, students must apply for 

it during the first semester of their assistantship or 

fellowship and by the enrollment deadline. For most 

students, this deadline is the end of the second week of 

classes. Once enrolled, a student remains a plan member 

until coverage is cancelled. When an appointment ends 

or drops below the qualifying level, the student loses 

eligibility for the plan on the last day of the month in 

which eligibility is lost.  A student has the right to 

continue coverage at his/her own expense by applying 

for continuation within 30 days of losing eligibility.  The 

continuation of coverage form must be completed and 

returned to the GAIO in N323 Boynton Health Service.     

 

Students enrolled in the plan spring semester remain 

eligible for summer.  Students receive a University 

contribution toward summer coverage based on the 

semesters during the academic year in which they held a 

graduate assistantship.  Students holding 50% time 

assistantships both fall and spring semester will have  

100% of their summer insurance cost covered.   

Coverage for dependents of eligible students is available 

at a reduced cost to the student. Please check with the 

Graduate Student Insurance Office for more details 

http://www.bhs.umn.edu/insurance/graduate/index.htm.  

 

RATS Accounts.  Students are provided with a $1,200-

$1,500 Research and Teaching Supplement (RATS) 

account to be used for research and teaching-related 

expenses (e.g., printing costs, books for course 

development, software, conference travel expenses, etc.). 

This amount is in addition to the normal stipend 

provided.  The updated CSOM Student RATS policy is 

included in the appendices (see Appendix G). 

 

Office Space and Technology.   Students in years 

1-5 are provided office space (shared with one other PhD 

student), and each student is provided a desktop 

computer for office use. All basic Microsoft software 

packages (Word, Excel, PowerPoint, etc.) are provided 

and additional software is available through CSOM‘s 

server agreement with CLA or through the IT 

Department. (e.g., SAS, SPSS, etc.).   

 

With the increase in RATS funding, students are 

expected to purchase more of the statistical software 

packages they need through either the University 

Bookstores or Academic and Distributed Computing 

Services.  All software installations should be handled by 

CSOM‘s IT Department.  If a student wants to use RATS 

funding to upgrade their office computer, they must first 

obtain permission from the PhD coordinator/PhD Office 

before asking the IT dept.to purchase.  High-end laptops 

are  available in the PhD Office for students to check out 

for such things as conference or placement presentations.   

See Appendix H for in-depth information on program 

technology resource and printing lab policies. 

 

For problems with the technology or software in student 

offices, students should see the technical representative 

assigned to their department.  For problems with the 

printers in the printing labs, please see the PhD Office 

staff or Jarrod Davis in CSOM IT. 

 

Occasionally, as old computers are replaced with new 

ones, the replaced computers are available for students to 

purchase at fair market value assigned by the 

University‘s Inventory Services.  See the IT Department 

for information about this. 

 

Graduate School Funding.  The Graduate School 

offers first-year, dissertation, thesis cost, and diversity 

fellowships. The PhD Program in Business 

Administration competes with the other doctoral 

programs across campus for these awards. 

First-Year Fellowships.  Each program‘s nominations 

to the Graduate School competition are based in part on 

the number of new fall matriculants and the program‘s 

prior success, relative to other programs, in University-

wide fellowship competition. Only students who will 

enter the Graduate School for the first time in the 

upcoming academic year may be nominated. While 

students need not have been admitted by the Graduate 

School at the time of nomination, they must have 

formally applied for that year‘s admission. Generally, 

http://www.bhs.umn.edu/insurance/graduate/index.htm
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most successful nominees have undergraduate GPAs 

above 3.5. 

Dissertation Fellowships.  Each year the PhD Program 

in Business Administration is permitted to nominate 

students for the Graduate School dissertation fellowship 

competition following the requirements listed under 

Fellowships on the prior page. The Graduate School 

recommends that nominees have a thesis proposal (thesis 

title form) on file at the Graduate School by the deadline. 

Students are ineligible if they have previously held this 

award or if they have incompletes on their transcripts at 

the nomination deadline. 

 

The review and selection of students for awards is 

conducted by the Graduate School Fellowship 

Committee, which consists of 12 faculty members. 

Selection criteria include the importance of the research 

and the clarity with which it is described; the potential 

for significant contribution to the field; the comparative 

strength of the scholarly record; timeliness of progress 

toward the degree; and the clarity and coherence of the 

program‘s presentation of the nomination.  

Doctoral Dissertation Thesis and International Thesis 

Research Grants.    The Graduate School offers a 

limited number of doctoral thesis research grants (funds 

are extremely limited, fewer than half of the applications 

are funded, and many only partially). These special 

grants of up to $2,500 are available for expenses directly 

related to the thesis research, such as domestic travel, 

fieldwork expenses, postage, photocopying, etc.   The 

Graduate School also awards several International Thesis 

Research Grants of up to $5,000 for conducting research 

abroad for 6 weeks to 6 months.  Applications for these 

grants are available in the PhD Office or on-line at 
http://www.grad.umn.edu/fellowships/forms/ddirg.pdf. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Competitions are held in March and October of each 

year. These special grants are open to doctoral  
candidates who have passed their written and oral 

preliminary examinations by the official end of the 

semester in which the fellowship deadline falls.  It is the 

studentôs responsibility to submit application materials 

to the Graduate School for the Doctoral Thesis 

Dissertation Special Grants competition. 

 

DOVE New Student Fellowship.  The Diversity of 

Views and Experiences (DOVE) Fellowship seeks to 

assist graduate programs to promote diversity of views, 

experiences, and ideas in the pursuit of research, 

scholarship and creative excellence. This diversity is 

promoted through the recruitment and support of 

academically excellent students (US citizen and US 

permanent residents only) with diverse ethnic, racial, 

economic and educational backgrounds and experiences. 

Approximately ten to fifteen fellowships are available 

each year. The graduate program nominates first year 

prospective students to receive the fellowship. 

 

Direct Deposit of Checks.  Individuals may have 

paychecks from the University automatically deposited 

into an account at almost any bank or credit union in the 

country. Your check will automatically be deposited 

each payday, and a pay statement will be available online 

at http://hrss.umn.edu/ showing gross pay, net pay, taxes 

and deductions. An authorization form for direct deposit 

is available through your department administrator. 

 

 

 

 

 

 

 

 

 

http://www.grad.umn.edu/fellowships/forms/ddirg.pdf
http://hrss.umn.edu/
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7.  Campus Resources    
 

Bookstore.   The University of Minnesota Bookstore is 

conveniently located on the ground level of Coffman 

Memorial Union with easy access to Metro Transit bus 

stops and campus parking. At 46,000 square feet, it is the 

largest public college bookstore in Minnesota and one of 

the largest independent college bookstores in the nation. 

The Web site for the bookstore is located at 

http://www.bookstore.umn.edu/ 

 

Boynton Health Services.   BHS provides outpatient 

medical and dental care to University of Minnesota 

students, faculty and staff.  General practitioners, as well 

as specialists, are available to those who pay the student 

services fees. For more information see the Boynton 

Health Services website http://www.bhs.umn.edu/.  

Bursar‘s Office/Check Cashing/Fee Statement 

Payments.    You may pay fees, cash checks, and buy 

parking coupons at any bursar‘s office on campus. The 

East Bank bursar‘s office is in 145 Williamson Hall and 

is open from 8 a.m to 4 p.m. You may also pay your fees 

at the St. Paul campus bursar‘s office in 107 Coffey Hall.  

Campus Safety and Security.   The University is 

committed to providing a safe and secure environment 

for everyone on campus.  The Twin Cities campus has its 

own police department on duty 24-hours a day, seven 

days a week.  An on-campus escort service (612-624-

WALK) is staffed by student employees and provides a 

free, 24-hour a day walking service for students, staff, 

faculty and visitors.  Escorts are provided on the West 

Bank, East Bank and St. Paul campuses, and surrounding 

areas.   We advise students to use these escorts if they are 

alone on campus after hours or at night.   In addition, the 

campus also features easily recognized Code Blue blue-

light 9-1-1 phones.  Finally, the Carlson School provides 

a University of Minnesota Police Security Monitor to 

help keep our facility safe and secure.  The security 

monitor is available for assistance Monday through  

Friday from 5:00 p.m. to 5:00 a.m. and is on duty 24 

hours Saturday and Sunday.  The security monitor is 

stationed at the first floor kiosk desk or can be 

dispatched by calling the University of Minnesota Police 

Department at 612/624-COPS or dial 911 (you don‘t 

need an outside line for this) in an emergency situation.  

More information about campus safety and security can 

be found on the Carlson School website at 

http://www.carlsonschool.umn.edu/Page5024.aspx. 

 

Center for Teaching and Learning.  This 

program supports individual, department, and college 

initiatives to improve the teaching effectiveness of 

faculty and graduate teaching assistants.  They offer 

credit and non-credit courses and workshops, classroom 

observation, and individual consultations on teaching 

skills and practices.  They also provide communications 

skills coursework for international faculty and TAs.  

CTLS is located in 315 Science Classroom Building on 

the East Bank.  Students can learn more about CTLS 

programs at 612-625-3041 or 

www.umn.edu/ohr/teachlearn. 

Child Care.   Available through the University of 

Minnesota Child Care Center (located at 1600 Rollins 

Ave SE), the center offers licensed daycare for 140 

children ages 3 months to pre-kindergarten.  The center 

has a lengthy wait list that currently lasts at least one 

year. For further information, please check their website 

http://cehd.umn.edu/ChildCareCenter/default.html.  

COGS/GAPSA The Council of Graduate Students 

(COGS) advocates for all graduate students at the 

University of Minnesota. The PhD Program in Business 

Administration usually has one representative each year 

on the COGS committee. Please see the COGS website 

for additional information http://www.cogs.umn.edu/. 

 

The Graduate and Professional Student Assembly 

(GAPSA) is a non-profit confederation of ten 

independent college councils representing all 17,000+ 

graduate and professional students on the Twin Cities 

campus to the Board of Regents, to the President, to the 

officers of the executive branch of governance at the 

University of Minnesota, and the University at large. 

For further information, please see their Web site at 

http://www.gapsa.umn.edu/about/index.htm. 

 

Copy Center.  The Carlson School Copy Center is 

located in L-129 of the Carlson School of Management. 

A wide range of service is available as well as an 

assortment of papers. Hours of operation are 8:00 am-

5:30 pm Monday thru Thursday and 8:00 am-4:30 pm 

Friday. Copies must be charged to a University budget 

number. For information on all of the copy centers 

available on campus, see 

http://www.printing.umn.edu/centers/locations.htm  

 

Counseling and Consulting Services.   Offers 

individual and group counseling and workshops on 

academic, career, personal, and relationship issues.  They 

are located at 109 Eddy Hall on the Minneapolis campus 

or 199 Coffey Hall at the St. Paul campus.  More 

information can be found at www.ucs.umn.edu. 

http://www.bookstore.umn.edu/
http://www.bhs.umn.edu/
http://www.carlsonschool.umn.edu/Page5024.aspx
http://www.umn.edu/ohr/teachlearn
http://cehd.umn.edu/ChildCareCenter/default.html
http://www.cogs.umn.edu/
http://www.gapsa.umn.edu/about/index.htm
http://www.ucs.umn.edu/
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Disability Services.  Works to ensure access to 

University employment, courses, programs, facilities, 

services, and activities for faculty, students, and staff 

with disabilities.  Located in the McNamara Alumni 

Center, Suite 180.  Visit their Web site at 

http://ds.umn.edu/ for further information. 

 

Email Accounts.  Each student at the Carlson School 

of Management is provided an email account through the 

University.  Email addresses at the Carlson School are 

typically the student‘s internet ID (issued when first 

entering the University) followed by ―@umn.edu‖. This 

is the chief means of communication with other members 

of the CSOM and University community. 

 

Housing Services.  Provides both on-campus and off-

campus housing information. Married doctoral students 

typically live in the cooperative housing offered to 

University students or in off-campus housing.  To see 

what housing services has to offer, please check 

www.housing.umn.edu/index.html  

 

English as a Second Language Program - 

College of Continuing Education.  Provides a 

variety of credit and non-credit courses to help current 

students improve their English skills.  Classes are 

designed to help students acquire the English speaking, 

listening, writing and reading skills they need for success 

in the classroom..  The ESL program is located in 101 

Wesbrook Hall.  For further information call 612-624-

4000 or go to  http://www.cce.umn.edu/esl/. 

 

Parking and Transportation Services.  This office 

provides information to the University community about 

parking, busing, walking and biking at the University.  

 

Parking at the University can be very complicated, so 

you should be aware of the options available. These 

options include: 

 Hourly rate facilities & meters—these facilities 

are designed for short term parking and the rates 

can be very steep. 

 Daily rate facilities—better economically for 

those who will be at the University the entire 

day, but if you must leave & return you will be 

charged another fee. 

 Off peak parking—charge a flat fee for people 

who enter & leave the facility during off peak 

hours.  

 Special event parking—when a special event is 

occurring on campus, several facilities will 

charge a higher rate beginning 2-3 hours before 

the event begins. 

 Contract parking—available through a lottery 

system and guarantee parking availability. 

 

Further details regarding parking, including rates, are 

available on the website at 

http://www1.umn.edu/pts/parking.htm. 

Public transit is the most inexpensive way of getting to 

the University. In addition to being more affordable than 

parking on campus, buses save students, staff, and 

faculty from the hassle of getting to campus in rush hour 

traffic. Parking and Transportation Services works with 

local public transit providers to provide the best possible 

service to meet the transportation needs of the University 

community. The University also provides FREE shuttle 

service between campuses!  For more detailed 

information on busing and the shuttle services available, 

please see http://www1.umn.edu/pts/busing.htm. 

Registrar‘s Office/Transcripts.   Two types of 

transcripts are available for University students—official 

and unofficial. Official transcripts are certified and 

embossed with the University‘s seal while unofficial 

transcripts are not. Requesting official transcripts can be 

done online through One Stop and unofficial transcripts 

can be printed out through http://www.onestop.umn.edu/ 

onestop/grades.html. 
 

Student Loan Deferment.  Occasionally students 

need to have their status as a full-time student in the PhD 

Program certified in order to defer student loan 

payments.  To do this you must go to a One Stop Office 

(130 West Bank Skyway) for certification.  For further 

information, visit this website: 

http://www.onestop.umn.edu/onestop/Grades_Transcript

s/StatusCertification.html   

 

 

Student Conflict Resolution Center.  This center 

provides confidential services to students with campus-

based complaints or concerns. An ombudsman helps 

students resolve problems informally. An advocate is 

also available to assist students in formal grievance or 

disciplinary hearings.  

SCRC can help students deal with university regulations 

and policies, or misunderstandings between students and 

instructors or administrators. Students may also have 

concerns about unfair treatment or may have been 

accused of a violation of the student conduct code.  

The SCRC is located in 211 Eddy Hall on the East Bank.  

Phone is 612-624-7272 or email at sos@umn.edu.  

http://www.housing.umn.edu/index.html
http://www.cce.umn.edu/esl/
http://www1.umn.edu/pts/parking.htm
http://www1.umn.edu/pts/busing.htm
http://www.onestop.umn.edu/
http://www.tc.umn.edu/~sos/definitions.html#ombudsman
http://www.tc.umn.edu/~sos/definitions.html#advocate
mailto:sos@umn.edu


 22 

Further information can be obtained on their Web site at  

www.sos.umn.edu 

 

U-Card Office.  U Cards can be obtained in Rm G22 

of Coffman Memorial Union.  The U Card is your key to 

many things on campus, including access to the CSOM 

building after hours, checking out library materials, 

entering the rec center, cashing checks at the Bursar‘s 

Office, among other things.  The cards are not 

transferable to another individual, and you should never 

lend your card to anyone for any reason.  If a student 

needs to replace a card, a new card can be issued at the U 

Card office for an additional $15 replacement fee.  For 

more information about obtaining or replacing your 

UCard go to www1.umn.edu/ucard/umtc/tchome.html. 

 

University Libraries.  The University of Minnesota 

Libraries System is one of the University‘s and the 

State‘s greatest intellectual and capital assets. Housed in 

five major facilities and eleven branch sites, the 

University Libraries is comprised of over 6 million print 

volumes, 37,000 serial subscriptions, 5.7 million 

microforms, 2.6 million government documents, and 

400,000 maps, making it the 16
th

 largest research library 

in North America. The Libraries employs over 300 staff, 

99 of whom are librarians, and it circulates more than 

one million items annually to students, faculty, and staff. 

The 

Wilson Library Business Reference Service (BRS) is 

located on the West Bank and contains a large collection 

of annual reports and 10K reports (filed by many 

publicly held U.S. corporations with the Securities and 

Exchange Commission), as well as dictionaries, 

bibliographies, directories, periodical indexes, financial 

and investment services, statistical publications, and 

many other reference works. BRS librarians offer advice 

on research strategy and suggest other library collections 

or resources that may be useful to business researchers. 

For more information and to connect to the online 

catalogs, please see http://www.lib.umn.edu/. 

 

U.S. Mail/Post Office.   The Carlson School has a 

mailroom in L-142.  Intercampus mail, as well as U.S. 

mail, can be sent through the University mail system. 

There is also a U.S. Post Office box (and a Fed Ex box) 

located in front of the Carlson School, as well as a 

locked U.S. postal drop box in front of the mailroom in 

L-142. A branch of the U.S. Post Office is located in the 

West Bank skyway.  Postage and shipping supplies are 

available. 

  

 

http://www.sos.umn.edu/
http://www.lib.umn.edu/
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8.  International Students   

The University of Minnesota‘s International Student and 

Scholar Services Office (ISSS) is the best source of 

information regarding all things related to your student 

visa status.  If you have questions, stop in 190 Humphrey 

Building or call 612-626-7100.  ISSS offers personal and 

academic advising, immigration and visa regulation 

advising, intercultural training, coordinates support 

groups and other activities for international students at 

the University.   

English Proficiency/SPEAK Test.  Graduate 

students who are non-native speakers of English are 

required to take the SPEAK test when they arrive or 

provide documentation of their score on the Test of 

Spoken English (TSE).  Results of these exams 

determine the student‘s eligibility for a teaching 

assistantship. Graduate students should register for the 

first possible test date in the fall semester. Practice kits 

with reading and listening materials are available at the 

Walter Library Learning Resource Center in 204 Walter, 

while a sample SPEAK test is available at the Center for 

Teaching and Learning (CTL), 315 Science Classroom 

Building.  SPEAK test scores are available fifteen days 

after the test; scores are mailed to both the examinee and 

the department. Scores of 55-60 (a rating of 1 on the 

ELP scale) make an individual eligible for a teaching 

assignment. A score of 50 indicates that the individual is 

eligible for teaching with supervision and enrollment in a 

practicum (Grad 5105) through the CTL is required.  

With a score of 45 a student can only hold office hours 

and grade papers but must be enrolled in a GRAD 5102 

concurrently.  Individuals with scores in the 20-40 range 

are not yet eligible to carry out the responsibilities of a 

teaching assistantship and should not work with students. 

Since one or more semesters of instruction in 

communication skills will be necessary in order to 

become eligible for teaching responsibilities, individuals 

should enroll in the Center‘s coursework as soon as 

possible.  Further information about the SPEAK test can 

be found at 

http://www1.umn.edu/ohr/teachlearn/nonnative/speak/  

Health Insurance Requirements.  All international 

students must carry hospitalization insurance for 

themselves and their dependents. Insurance coverage 

must be continuous from the date of arrival in the U.S. 

through the final date of departure from the U.S. This 

means that international students must have insurance 

coverage even if they are registered for fewer than 6 

credits or are away from campus for the summer or an 

academic semester. See ―Student Funding‖ section for 

further information on PhD student health insurance 

coverage provided through the University of Minnesota‘s 

Graduate Assistants‘ Insurance Plan. 

Full Course of Study Requirement.   All foreign 

students (not including visiting scholars) holding F-1 and 

J-1 visas are required by the Department of Homeland 

Security (DHS) and the Student and Exchange Visitor 

Information System (SEVIS) to register for a full course 

of study each academic semester. Attendance at summer 

sessions is not required unless you were admitted to 

begin your studies during summer session. To meet 

SEVIS requirements, graduate students are required to 

take a minimum of 6 credits per semester.  Exceptions to 

this rule are possible only in a limited number of 

circumstances (e.g., BA 8444 one thesis-credit 

registration).  Except for BA 8444 registration, if you 

need to register for less than 6 credits during the 

academic semester, an exception form (Reduced Course 

Load) must be completed before you register, signed by 

the student‘s advisor, and submitted to International 

Student and Scholar Services, 190 Humphrey Center, by 

the end of the second week of each semester for graduate 

students. Call 626-7100 with questions. 

Degree Completion Time Limit.  Per University 

agreement with the U.S. Government, international 

students have only 7 years total to complete their PhD 

degree, and this 7 years begins upon the student‘s first 

term of enrollment in the Graduate School, even if that 

enrollment is initially into a master‘s program.  If 

students continue from a master‘s degree at the 

University of Minnesota into a PhD Program and need an 

extension beyond the seven years, they must petition the 

Graduate School and also contact ISSS.  

Resources for International Students.  The 

following on-campus resources exist for international 

students in addition to the ISSS Office in 190 Humphrey.     

Minnesota International Student Association (MISA).  
MISA is a non-profit student organization that advocates 

for the interests of international students and scholars at 

the University.   They are located at 201 Coffman Union, 

and can be contacted at 612-625-6119.  Their web site is  

http://www.tc.umn.edu/~misa/. 

Minnesota International Center, 711 East River Road, 

612-625-4421, offers numerous opportunities for face-to-

face meetings and educational exchanges within the 

Twin Cities community.   

For an in-depth listing of culturally-affiliated students 

groups on campus, go to 

http://www.sua.umn.edu/groups/ 
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9.  University/Graduate School 

Policies  

Filing Milestone Forms.   See Section 5:  Steps to 

the Degree for complete details on forms that need to be 

filed and timelines for filing these forms (also see 

Appendix I of this handbook for examples of program 

forms).  The PhD Program Office typically notifies 

students when milestones in the program are reached 

(prelim exams, proposal defense, etc.), and will provide 

students with the necessary forms as well as instructions 

on how to proceed. 

Degree Clearance/Graduation.  Degrees are 

granted at the end of each month.  To qualify for 

graduation for a particular month, students must 

complete their final thesis defense and all other 

requirements (filing of paperwork and forms by the last 

workday of that month per instructions given in student‘s 

Graduate Packet).    

To proceed to the final defense and graduate the student 

must: 

1) Submit the signed Thesis Reviewer‘s Report form at 

least one week before the final defense date. 

2) Submit the Final Defense Scheduling Form at least 

one week in advance of defense date. 

3) Return the final oral exam form no later than one 

working day following completion of the Final Defense.  

If it will take longer than one week for final revisions to 

the dissertation to be made, the student‘s adviser or 

committee chair should contact the Graduate School at  

5-0168 to let them know there will be a delay in turning 

in the Final Defense Form. 

4) Submit the Application for Degree form to 200 Fraser 

Hall by the first working day of the intended month of 

graduation. 

5) Submit one copy of the thesis abstract and one copy of 

the signature page signed by adviser, plus a copy of the 

thesis, formatted per instructions included in the 

Graduate Packet received after completing the Thesis 

Title Proposal Form.  All  should be submitted  no later 

than the last working day of the month of intended 

graduation. 

6) Submit the Microfilm Agreement form and the Survey 

of Earned Doctorates no later than the last working day 

of the month of intended graduation. 

7) Submit any checks for copyright and microfilming per 

instructions given by Graduate School. 

8) Electronic submission of the dissertation may be 

allowed if the student has colored tables/graphs in the 

dissertation or meta-data.  However, they still need to 

submit a hard copy of the thesis. 

9) Diplomas are mailed out from the Registrars Office 2-

3 months after graduation, though the award of the 

degree will appear on transcripts within one month of the 

degree award date. 

Commencement.  Two Graduate School 

commencement ceremonies are held each year – one in 

spring (for January-June graduates) and one in the fall 

(for July-December graduates).  Students are encouraged 

but not required to attend.  Students should file the 

Commencement Attendance form to 316 Johnston Hall 

by March 1 for spring commencement or October 1 for 

fall commencement.  (See also page 14.) 

Time Limits to Degree.  While the PhD Program in 

Business Administration strives to enable students to 

complete their degrees within 4-5 years, the Graduate 

School policy, FOR DOMESTIC STUDENTS ONLY, is 

that all requirements for the doctoral degree must be 

completed five years from the end of the  semester 

following the semester during which the student passed 

the preliminary oral exam (e.g., if you completed your 

oral prelim in spring 2000, then all other degree 

requirements must be met by the end of fall term 2005).  

Following the Graduate School time limits policy, at the 

end of the fourth year following the preliminary oral 

examination, the Graduate School will notify the student, 

the adviser, and the Director of Graduate Studies that the 

student has one year remaining in which to complete all 

requirements for the degree. This notification will serve 

as a reminder that the Graduate School deadline is near, 

will explain the consequences of non-completion of the 

degree by the deadline, and will outline the procedures to 

be used to petition for an extension of time, should one 

be required. The advisor, the PhD Coordinator, the 

Director of Graduate Studies, and the student cooperate 

in tracking the student‘s progress toward meeting the 

deadline.  

For INTERNATIONAL STUDENTS, the Graduate 

School‘s time limit does not apply.  It is superseded by 

the U.S. Federal Government which requires that all 

international students complete their doctoral studies 

within seven (7) years of their first enrollment in any 

graduate program that is part of the Graduate School.   

Extensions beyond this time may be allowed, but 
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students should check with the International Student and 

Scholar Services Office (626-7100) to determine the 

steps to take if they need additional time to complete 

their doctorate. 

Petitioning for Extension of Time.  If the student 

is unable to complete the degree by the deadline, he/she 

may petition the Graduate School for an extension of the 

time limit. Petitions should be filed no later than early in 

the semester in which the time limit will expire (earlier is 

recommended). An extension may be requested for a 

period of one additional semester (if the degree can 

reasonably be completed within that period of time) or 

for one additional year.  

Only under the most extraordinary circumstances (e.g., 

severe student illness, adverse conditions for field 

research, or adviser-related difficulties) will a petition be 

considered to extend the deadline to more than six years 

beyond the date the student passed the preliminary oral 

examination.  

A petition for a one semester extension should include 

the following information:  

1)  An explanation for delay in completion of the degree. 

2)  A schedule for completion of the degree, including an 

anticipated graduation date. 

A petition for a one year extension should include the 

above information PLUS:  

1)  An explanation of how the factors causing the delay 

in completion of the degree have been resolved, if they 

have been resolved. 

2)  An attached abstract of the research work completed 

to date, as well as a report on the progress made in 

writing the thesis itself (chapters completed in draft or 

final form, chapters still to be written, etc.). 

3)  An attached letter from the adviser clarifying and/or 

substantiating the student‘s request. 

In either case, the petition must be signed by the student 

and by both the adviser and the Director of Graduate 

Studies for the major field (and the Director of Graduate 

Studies for the minor field, if the student has declared a 

minor). The Graduate School Dean‘s Committee will 

consult with the adviser and the Director of Graduate 

Studies for additional information as appropriate.  

If the petition for extension of time is approved, a letter 

from the Dean of the Graduate School will specify:  

1) The expectations for progress and completion of the 

degree 

2)  The consequences for non-completion of the degree 

within these expectations, including the unlikelihood of 

future extensions.   

If the petition for extension is denied, the student‘s 

doctoral candidacy in the Graduate School program is 

terminated.  

 

Student Conduct Code.  Matters concerning student 

conduct are addressed by the University student conduct 

code (full code is given in the Handbook Appendix E), 

rather than by Graduate School policies. Issues of special 

concern in graduate education include scholastic 

dishonesty, plagiarism and research fraud. The 

University student conduct code applies to both 

academic and non-academic misconduct. Alleged 

violations involving graduate students in either instance 

are governed by the procedures outlined in the code. 

Allegations of non-academic misconduct by graduate 

students are dealt with directly by the University conduct 

code coordinator.  

Because the Graduate School does not utilize a scholastic 

standing committee or a disciplinary committee, 

responsibility for a full hearing concerning alleged 

academic misconduct by a graduate student most often 

lies with the department or program in which the student 

is majoring. When the alleged misconduct occurs in a 

course originating from a department or program outside 

the student‘s major, and the matter cannot satisfactorily 

be resolved by the instructor, the allegation is forwarded 

to the conduct code coordinator (PhD Coordinator for the 

area or the PhD Program Director) for possible referral to 

a University disciplinary agency.  

Weapons Policy.  The University of Minnesota Board 

of Regents Policy on the Possession and Carrying of 

Weapons on campus can be found at 

http://www1.umn.edu/regents/policies/administrative/Po

ssession_CarryingWeapons.pdf  It states that ―no person, 

whether a student, employee, or visitor, shall possess or 

carry a weapon while on University property, except as 

authorized‖ for law enforcement and military personnel, 

for military training, or by presidential approval.  Lawful 

storage of a firearm inside a personal motor vehicle is 

permitted on University property.  Violations of this 

policy by students will be adjudicated per the Student 

Conduct Code. 

http://www1.umn.edu/regents/policies/administrative/Possession_CarryingWeapons.pdf
http://www1.umn.edu/regents/policies/administrative/Possession_CarryingWeapons.pdf
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Research Involving Human Subjects.   

(www.research.umn.edu/irb/guidance/) The 

Board of Regents at the University of Minnesota adopts 

and continues its policy that all research involving 

human subjects conducted at the University of Minnesota 

shall be conducted in accordance with federal regulations 

including but not limited to the ―Guidelines for 

Protection of Human Research Subjects‖ 45 Code of 

Federal Regulations (CFR) 46 established by the Office 

of Human Research Protections, and regulations to 

protect human subjects, 21 CFR 50, 56, 312, 812 as 

established by the Food and Drug Administration.  

In furtherance of that policy the Board of Regents and 

the University have  established an Institutional Review 

Board (IRB) whose members are appointed by the Vice 

President for Research.  The IRB and its staff are 

responsible, in conjunction with administrative officers 

of the University of Minnesota, for assuring that all 

University personnel, and student researchers, comply 

with applicable federal regulations and guidelines. The 

two main standards that the IRB upholds are that subjects 

not be placed at undue risk and that they give uncoerced 

informed consent to their participation in a research 

project.  The IRB shall review and approve, require 

modifications of or disapprove all University research 

involving human subjects in accordance with the 

administrative policies and procedures to be established 

hereunder. In addition, the IRB shall monitor and 

conduct continuing review of research at intervals of at 

least once per year. It shall continue to be the 

responsibility of the administrative officers of the 

University of Minnesota and each principal investigator 

to carry out the decisions of the IRB.  For more 

information on the IRB, go to their website at 

http://www.research.umn.edu/irb/about/irbcharge.cfm.   

Drug-Free Campus.  Drug and alcohol abuse affects 

the health, safety and well-being of all employees and 

students and restricts the University‘s ability to carry out 

its mission. Therefore, the University of Minnesota: 

 

 Prohibits the unlawful possession, use, or 

distribution of alcohol and illicit drugs by 

students and employees on all campuses and at 

all facilities of the University, or as part of the 

University‘s activities 

 Prohibits the unlawful manufacture, 

distribution, dispensation, possession or use of 

controlled substances in the workplace. 

Students and employees must be aware that there are 

significant criminal penalties, under state and federal 

law, for the unlawful possession or distribution of 

alcohol and illicit drugs. Penalties include prison terms, 

property forfeiture and fines. For more information about 

the health risks associated with alcohol and specific 

drugs, and educational and treatment programs available 

in the Twin Cities, call University Counseling and 

Consulting Services at 624-3323.  See Appendix J of this 

Handbook for Guidelines for Dealing with Drugs and 

Alcohol in the Workplace. 

Racial/Ethnic Harassment.  Racial or ethnic 

harassment is not tolerated at the University. Racial or 

ethnic harassment is defined as using racial or ethnic 

slurs against a student, University employee, or visitor to 

a University facility; posting written or graphic material 

that is intended to be derogatory of a racial or ethnic 

group; defacing signs or other property in a way that is 

intended to be derogatory of a racial or ethnic group; 

making mail or telephone communications that harass an 

individual because of the individual‘s racial or ethnic 

identity. For more information, contact the Office of 

Equal Opportunity and Affirmative Action, 419 Morrill 

Hall (624-9547). For immediate police assistance, call 

911 or the University police at 624-2677.  

 

Sexual Harassment.  Sexual harassment in any 

situation is reprehensible. It subverts the mission of the 

University and threatens the careers of students, faculty, 

and staff. It is viewed as a violation of Title VII of the 

1964 Civil Rights Act. Sexual harassment will not be 

tolerated at this University. Copies of the complete 

statement and related procedures are available from the 

Office of Equal Opportunity and Affirmative Action in 

419 Morrill Hall or at http://www.eoaffact.umn.edu/ 

 

Sexual Assault Victim’s Rights Policy.  Individuals 

may file a criminal charge with the University of 

Minnesota Police Department at 624-2677. For 

assistance in notifying the proper law enforcement and 

campus authorities, call the Sexual Violence Program 24 

hours a day, 7 days a week at 626-9111. Individuals also 

have the right to assistance from the State of Minnesota 

Crime Victim‘s Reparations Board and the Office of the 

Crime Victim Ombudsman.  

Upon receipt of a complaint, the University will 

investigate and respond to the complaint. Individuals 

may participate in University disciplinary proceedings 

concerning their sexual assault complaint. Individuals 

may also have a support person or their attorney present, 

if desired.  

Individuals have the right to be notified of the outcome 

of any University disciplinary proceeding concerning 

their complaint, subject to the limitations of the 

Minnesota Government Data Practices Act. The 

http://www.research.umn.edu/irb/about/irbcharge.cfm
http://www.eoaffact.umn.edu/
http://www.eoaffact.umn.edu/
http://www.eoaffact.umn.edu/
http://www.eoaffact.umn.edu/
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University will follow the direction of law enforcement 

authorities in obtaining, securing and maintaining 

evidence relating to any sexual assault incident. 

University authorities will also assist in preserving 

materials which are relevant to a University disciplinary 

proceeding.  

If requested, the University will assist individuals as is 

reasonable and feasible (in cooperation with law 

enforcement authorities) in shielding them from the 

alleged assailant. This may include providing alternative 

work, academic, or living arrangements if these options 

are available and feasible.  

Grievance Policies/Procedures.   Student 

grievances should be submitted to the Office for Conflict 

Resolution in 662 Heller Hall (624-1030). Such 

grievances might arise from the conduct of instruction or 

research, from alleged unfairness within a program in the 

application of Graduate School regulations, or relative to 

the rights of students or faculty in the conduct of 

programs.  

 

 

Grievances arising directly from alleged violations of 

principles of academic-related issues by the Dean of the 

Graduate School, by staff officers, or by civil service 

employees of the Graduate School are presented directly 

to the University Grievance Officer.  

Informal conflict resolution services are available for 

employment related conflicts of all kinds.  For some 

issues (faculty tenure, etc.), referral to a different 

University office may be appropriate.  Formal conflict 

resolution processes are governed by time limits.  A 

University employee (including TA/RAs). Must submit 

the issue to the OCR within 6 weeks of the occurrence or 

notice of action being challenged.  For further 

information about this policy and resolution procedures, 

please go to  http://www1.umn.edu/ocr/policies.html. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www1.umn.edu/ocr/policies.html
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10.  Appendices ___________  

Appendix A. Department-Specific 

Requirements 

Accounting Department. Accounting PhD students can 

choose to work under one of four research paradigms: 

analytical, empirical, experimental, or behavioral.  Each 

concentration requires the student to take a series of 

courses/seminars within and outside the department to 

fulfill coursework requirements and move to the 

preliminary exams.  The coursework of each student is 

tailored to meet his/her needs or background.   

1) Coursework.   Coursework is chosen in consultation 

with the student‘s adviser and/or PhD Coordinator.  The 

program requires students to have a minimum of 40 

degree program credits to move to the prelim exams.  In 

general, students are required to take: 

 a minimum of  3 of the 6 Accounting 

Department PhD seminars (Acct 8801, 8802, 

8811, 8812, 8821, or 8822)  

 a minimum of 16 credits of supporting 

coursework (e.g., in economics, psychology,  

statistics, etc.) 

 supplemental courses in fields related to the 

student‘s research interests 

2) 1
st
 Year Exam.  None required. 

3) Research Paper.  A major research paper is to be 

completed by the end of September as the student begins 

their third year in the program.  The paper must also be 

presented at a workshop attended by Accounting faculty 

and students sometime during the third year. 

4) Written Prelim.  The written exam in accounting is a 

take-home exam to be completed over one week.  

Students are asked to select three of the four research 

paradigms (analytical, empirical, experimental, and 

behavioral) from which to answer questions.  The 

questions may include problem solving, design of 

experiments, research design for empirical tests, and 

methodology-related issues.    

5) Oral Prelim.   In accounting, the oral exam is usually   

based on the student‘s planned dissertation topic. 

6) Proposal Defense.  Must be completed at least 2 

semesters before the student‘s planned graduation date. 

7) Other.  None 

Finance Department.  At Carlson School, finance is 

viewed as a field of applied economics.  The program 

requires students to have a strong background in, and 

show mastery of, economic theory and empirical 

methods.   

1) Coursework.  In their first year, students are required 

to take 4 Finance courses (8802, 8812, 8822, 8823) plus 

the micro-economics sequence (Econ 8101-8104), and an 

econometrics sequence.  In the 2
nd

 and 3
rd

 years, the 

students are required to take the advanced topics courses 

that are offered.  It is recommended that students also 

complete the macroeconomics sequence.  Students 

should take a minimum of 8 elective credits in fields 

such as economics, statistics, and accounting, and must 

have at least 40 credits of degree program coursework to 

progress to the prelim exams. 

2) 1
st
 Year Exam.  Students who obtain a grade of B+ or 

better in the Econ 8101-04 sequence, are exempt from 

taking the written preliminary microeconomics exam.  

Those obtaining lower grades must take and pass this 

exam in the summer between their 1
st
 and 2

nd
 years in the 

program.  Only one retake of this exam is permitted.  

Those who retake the exam must pass it before the end of 

their 2
nd

 year in the program.  Failing this exam twice 

will result in the student‘s removal from the program.   

3) Research Papers.  Students are expected to work on 

research during the summer.  Their 1
st
 summer paper is 

due by Sept 15
th

 of the 2
nd

 year.  The goal of the 1
st
 

summer paper is to get the students started on 

independent research.  The topic and the scope of the 

paper must be approved by the PhD coordinator in 

consultation with the student‘s adviser.  The 

requirements for the 2
nd

 summer paper are more 

stringent.  It should be original research of publishable 

quality.  The 1
st
 draft of the paper is due on Sept. 15 of 

the 3
rd

 year.  To satisfactorily meet the requirement, the 

paper has to be approved by 2 readers and the 

presentation has to be deemed satisfactory by the 

department‘s faculty.  Students are expected to 

incorporate feedback and submit the final draft by Dec 

15
th

 of the 3
rd

 year.  After the final draft is turned in, 

students can progress to the oral exam, which is based on 

this research paper.   

4) Written Prelim.  Students will take the written exam 

in early summer (usually by the third week of June) 

following completion of their 2
nd

 year in the program.  

The exam is given in-house.  Though subject to change, 

the exam is usually given over a series of days during a 

2-week time period. 
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5) Oral Prelim.  The oral exam is based on the summer 

research paper that students complete by the beginning 

of their 3
rd

 year in the program.  The exam will normally 

occur during spring semester of the student‘s third year. 

6) Proposal Defense.  Should be completed in spring 

semester of the fourth year. 

7) Other.  In the third and the fourth years, students will 

independently teach 3 credits per year.  The timing of the 

courses can be adjusted depending on departmental need. 

 

Information and Decision Sciences Department. The 

IDS program is designed to produce world-class scholars 

with capabilities in research, teaching and service. 

Students are expected to develop skills in recognizing 

and conceptualizing critical research questions and 

problems that need to be addressed in one or more areas 

that make up IDS. Students must also master one or more 

methodologies for conducting empirical or theoretical 

inquiry. These methodologies must be both grounded in 

basic academic disciplines (e.g., psychology, economics, 

computer science), and potentially fruitful for the study 

of how individuals and organizations use information 

and make decisions with the aid of technology. 

1) Coursework.  Students must take a minimum of 46 

semester credits of coursework including 14 credits of 

IDS PhD seminars, 8 credits of research methodology 

coursework (this can overlap with the supporting field 

coursework), and 16 credits of supporting field(s) or 

minor area coursework. Students are required to take IDS 

8511, 8521, 8711, and 8801 sections 1 and 2. 

Methodology courses can include regression, 

experimental design, multivariate statistics, and 

econometric modeling. Students who lack in technical 

and business knowledge of IDS will need to take MBA 

courses to make up any deficiencies. 

2) 1
st
 Year Exam. The first-year exam consists of 

students reviewing a selected set of papers, with 

consideration given to students‘ respective areas of 

interest. Students are asked to define their interest area 

(e.g., organizational, computer science, economics, or 

cognitive science). IDS faculty choose papers to be 

critiqued from published and unpublished papers of 

varying quality. Four articles are assigned to each student 

usually in late April with the reviews being due in late 

May. After faculty examine the reviews, an oral exam 

takes place to provide faculty with additional input to 

more fully evaluate areas of weakness that may have 

been identified in the written reviews. Immediately after 
the oral exam students are given oral feedback on their 

performance on the exam as well as on coursework and 

their TA/RA assignments. Students not performing up to 

standards will be encouraged to address their deficiencies 

or withdraw from the program  

3) Research Paper.  By the end of the 2nd year, students 

will produce a publication-quality paper, which may be 

co-authored with a faculty member and should be 

submitted to a journal or conference. Students are also 

encouraged to present this paper at a department 

workshop. 

4) Written Prelim.  There are two parts to this exam. 

One is an in-house exam based on core materials 

discussed in the required IDS seminars, while the second 

part is a research portfolio that evaluates each student‘s 

individual strengths and research development. The 

research portfolio will be evaluated based on quality 

rather than quantity of work, so students should submit 

only their best work. 

 In-house exam is conducted in mid summer.  

Exam is based on 4 of the 5 required seminars. 

 A research portfolio must be turned in that 

includes their 2nd year research paper; other 

papers including required term papers written 

for various seminars, research proposals, or 

research tools developed (such as questionnaires 

or software); and a research statement that 

focuses on the other submitted materials (this 

statement should not exceed 5 single-spaced 

pages, 12-point font, inclusive of references, 

tables, figures, etc.).  

5) Oral Prelim.  Students must schedule an oral exam 

before the end of the semester following completion of 

the written prelim exam (usually the fall semester of their 

third year). Format varies based on committee makeup. 

6) Proposal Defense.   Students must develop a written 

dissertation proposal describing their research problem 

and method of addressing that problem. The proposal 

must be defended before the dissertation committee, 

generally during the fourth year. Proposals should be 

presented at a department workshop after being 

successfully defended. 

7) Other.  All students are required to attend the weekly 

IDS workshops. Students should TA at least one MBA 

course to help in developing their teaching skills, and 

help prepare and deliver at least one class session under 

tutelage of the faculty instructor. Two course instructor 

experiences are expected, usually during the third and/or 

fourth year. Prior to interviewing for a faculty position, 
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each student should have a defended proposal and 

present their thesis work at an IDS workshop where they 

can obtain constructive feedback. 

Marketing and Logistics Management Department.  

The nationally renowned marketing faculty represent a 

diverse set of research interests ranging from consumer 

behavior to marketing strategy.  Students develop 

individualized programs of study in close consultation 

with a faculty mentor or PhD Coordinator.  The program 

is structured flexibly, providing students with a common 

orientation to marketing methods and issues, but also 

affording opportunities for specialized study in either a 

behavioral (psych/soc/anthro) or quantitative (econ/stats) 

track.    

1) Coursework.  Students must complete all five PhD 

seminars in marketing (Mktg 8811, 8831, 8841, 8851, 

and 8890).   They should also complete at least 12 credits 

in methods courses (which can overlap with the 

supporting field coursework), as well as 16 credits of 

supporting field(s)/minor area coursework.   Minimum 

number of degree program credits required is 40 

covering major area, methods, and supporting/minor 

areas.  

2) 1
st
 Year Exam.  At the end of the first year, students 

must pass a take-home exam that requires them to 

critique two research papers.  After submitting these 

written critiques, each student must select one of the 

research papers and deliver a presentation of the work, 

treating it as if it were their own work and responding to 

oral questions about the work.  The latter task provides 

an assessment of students‘ skills in preparing and 

delivering research presentations. 

3) Research Paper.  At the end of the students‘ second 

year and after they have completed the written prelim 

(described below), students must prepare a paper and 

deliver a research presentation of original research they 

have conducted. 

4) Written Prelim.  After completing their second year 

in the program, students take a written area of 

concentration exam, which assesses their breadth of 

knowledge in the area in which they intend to specialize. 

5) Oral Prelim.  The oral exam usually occurs within 

one semester of passing the written exam.  Format of this 

exam varies based on committee chair and adviser. 

6) Proposal Defense.  This should occur no later than  2 

semesters before the student plans to graduate or go to 

placement. 

7) Other.  None. 

 

Operations and Management Sciences Department.  

This program is structured to give students a strong 

methodological and theoretical foundation and an 

appreciation for the important research questions in 

OMS.  Students graduating from this program will have 

a broad understanding of the field of operations 

management, and a deep understanding in their specific 

area of interest. 

1) Coursework.  Students must take 7 OMS courses (21 

credits including OMS 8651, 8652, 8711, 8721, 8735, 

8745, and 8800).  They will also complete at least 16 

credits in minor/supporting field(s) coursework 

(frequently some Stats courses).  The department also 

recommends that students take the Mgmt 8302 Org 

Theory course.  Some students choose to obtain an MS in 

Statistics while working on their PhD coursework in 

OMS.  Talk with the PhD Coordinator about this 

possibility.  

2) 1
st
 Year Exam.  At the end of the first year, students 

take an in-class written exam on topics covered in the 

required set of courses offered during the first year.   

3) Research Paper.  Students are expected to have 

completed a publishable-quality paper, under faculty 

supervision, by the end of their second year in the 

program.  This paper must be turned in with the written 

prelim signup paperwork. 

4) Written Prelim.  In addition to the research paper 

requirement, student must take an in-house written exam 

based on topics covered in the required courses offered 

during the second year.  They must also complete a take-

home exam customized to each student‘s research 

interest.    

5) Oral Prelim.  Students typically will complete their 

oral prelim by the end of fall semester of their third year 

in the program.  Format of this exam will vary depending 

on the committee chair and adviser. 

6) Proposal Defense.  Students are expected to defend 

their dissertation proposal by the end of their third year 

in the program.   

7) Other.  None. 
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Strategic Management and Organization 

Department. SMO focuses on the management of 

organizations from a top or general management 

perspective.  It addresses both the external relations 

between the organization and its environment and the 

internal processes of organization adaptation and change.  

Students develop an individual program of study in 

consultation with their faculty adviser.  The program 

combines coursework with active involvement in faculty 

research, research seminars, and opportunities for 

teaching.  

1) Coursework.  Students must take a minimum of five 

(20 credits) semester-long SMO PhD seminars.  These 

must include at least one organization studies core 

seminar, one strategy core seminar, and one seminar in 

ethics, international management, or entrepreneurship.  

In addition, students must take all seminars in their major 

area of concentration (e.g., org studies, strategy, etc.).  

Alternatively, students may choose to combine two areas 

as their major area of concentration (e.g., strategy/ 

international management, org studies/entrepreneurship, 

etc.).  It is also strongly recommended that students take 

the department‘s theory-building seminar.  As part of the 

supporting field requirements, students must take a 

strong methods sequence, which can be tailored to 

individual needs.  They are also strongly encouraged (but 

not required) to develop a good understanding of the 

fundamentals in a particular discipline (e.g., economics, 

sociology, etc.).  All department PhD seminars and 

methods coursework must be taken A-F. 

2) 1
st
 Year Exam.  None. 

3) Written Prelim.  During the summer after the 

students‘ second-year in the program, they take an in-

house, open-note exam covering two full days.  The first 

day‘s exam covers all major areas in the program.  The 

second day‘s exam covers the individual student‘s major 

area of concentration and may include questions on 

methodology. 

4) Oral Prelim.  The oral exam usually occurs during 

the student‘s third year in the program, typically by the 

end of fall semester of the third year.  Format of the 

exam will vary based on recommendation of the 

committee chair and adviser. 

5) Proposal Defense.  Can occur within one semester of 

passing the oral prelim, but no later than two semesters 

before a student plans to graduate or leave for placement. 

6) Other.  Students are expected to get involved in 

research with department faculty as quickly as possible.  

They are also expected to attend all department-

organized research colloquia, job talks, and workshops.  

Students are required to serve as teaching assistants and 

are expected to teach at least one section of a course.  

They will meet with the PhD Coordinator in the fall and 

spring semesters of each year to discuss progress goals 

and receive feedback on performance.  For more 

information students may refer to the SMO PhD PhActs, 

an informal student-maintained handbook that offers an 

overview of the management field as well as descriptions 

of specific courses that might help students develop an 

individual course plan.



 32 

Appendix B.  Sample Student Progress Review Form 

 

20xx-xx Annual PhD Student Progress Review 
 

To Be Completed By Student and Submitted to PhD Program Office 

by    (date)    . 
 

 

Name: ______________________________________ Date: ________________________ 

 

Year Entered Program: _________________ Adviser: ___________________________ 

 

Dept/Area of Concentration: _____________________________________________________ 

 

 
A. PROGRAM PROGRESS IN LAST 12 MONTHS (attach supporting documents as needed) 

 

1. COURSEWORK 

 
List courses taken during the past 12 months with grades received. List major and minor/supporting courses separately.  

Attach copy of current transcript with detail. 

 

Current GPA  _____________________    # Incompletes   ____________________________ 

Ethics training completed:  _____ Yes    ______ No.    If no, expected completion date: _______ 

Program coursework completed:  ______ Yes    _______ No.    If no, expected date: _________    

Degree Program filed:  _____ Yes     _____ No.    If no, expected filing date: ________________ 

Written Prelim completed:  _____ Yes     _____ No.    If no, expected date: _________________ 

Oral Prelim completed:  _____ yes    _____ No.    If no, expected date: ____________________ 

2. TEACHING EXPERIENCE 

 
International Students: (learn more at: http://www1.umn.edu/ohr/teachlearn/int/index.html ) 

Completed SPEAK Test or equivalent:  _____ Yes   _____ No.  If no, expected date ______ 

If Yes, Date Taken and Score: ___________________________________ 

 

List TA assignments completed during the past 12 months (course #/title, faculty assigned to, semester worked): 

 

List Teaching assignments (where you were primarily responsible for classroom delivery) during the past 12 months 

(include course #/title; work semester, and attach copy of SET scores for course(s)): 

Teaching Initiative Program (TIP) Requirements: 

 

 Number of teaching workshops completed since May 2003 (attach copy of certificates):______  

 Total teaching workshops completed (at least 6 required): ________________________ 

 Mentoring Experience with faculty in past 12 months (faculty member sits in on class  and evaluates your 

teaching skills):  _____Yes   ______ No   _______ In progress  

 

 Completed Teaching Portfolio:  _____ Y _____ No    ______ In progress   
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 (The teaching portfolio is a brief summary of your teaching experience while in the program, including 

 teaching workshop certificates, faculty evaluation statement, SET  scores, etc.  This portfolio is typically 

 included in your job packet.) 

 

3.  RESEARCH EXPERIENCE 

 
RA ACTIVITIES 

 List research activities (including RA assignments over past 12 months (semester, faculty sponsor).  For each 

item briefly describe your activities (e.g., data analysis, data collection, programming, etc). 

 
OTHER  

  

 List major area(s) of research interest and projected dissertation topic(s):  

 

 Proposal Defense completed:  _____ Yes    _____ No.   If no, expected date: ___________ 

 

 Thesis Title Proposal Form filed: ____ Yes   ____ No.   If no, expected date:  ___________ 

 If Yes, list title of dissertation:  

 

 List of conference presentations over past 12 months: (name of conference, date and paper title) 

 

 List of publications over past 12 months: 

 

 List of papers in progress on which you worked with a faculty member during the past 12 months: 

 

 List of fellowships or other external support received over past 12 months: 

 

 Expected graduation date: __________________________________________________ 

 

4.  PROFESSIONAL AFFILIATIONS/SERVICE ACTIVITIES 

 
List memberships held in professional associations within your field: 

 

 

List professional service activities completed within the last year (e.g., conference reviewer, conference planner, etc.): 

 

B. SELF-EVALUATION 

 
Please attach a brief summary of your experience in the program to-date that includes the following: 

 

1. Briefly describe your experience in the program over the past year, including your accomplishments, setbacks, 

personal strengths and weaknesses as they relate to your performance in the program. 

 

2. Briefly discuss your goals for the coming year and what you plan to do to accomplish them (e.g., finish 

 degree coursework, begin writing dissertation; work on publishable paper, make conference presentation, etc.). 

 

3.  List any concerns you have and suggestions for improvement in the program that would  help you and/or 

 other students (For PhD Program Office use only – turn in separate answer sheet for this question).  
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Appendix C.  Guidelines for PhD Student Appointments & Activities 

 
This document provides information regarding the allocation of student effort during time in the 

PhD Program.  The document is divided into two sections.  The first section is divided into three 

parts: 1) a brief overview; 2) basic principles for TA, RA and teaching appointments; and 3) 

specific activities for students to complete each year.  This section applies to all departments 

comprising the PhD Program in Business Administration.  The second section contains addendums 

that are specific to each department.   

Overview 

 
Our assumption is that students who are teaching will have mentoring/teaching support to help them 

prepare for and manage teaching duties.  In the case of RA assignments, we assume that students 

will be working with faculty on research projects to learn the skills they need to become good 

academicians.   In general, students are not to be compensated for work above and beyond the 

activities that are part of their assigned teaching and research duties at CSOM. 

 

Basic Principles 

 
1) PhD students will complete up to six semesters as 25%-time teaching assistants (1.5 FTE 

TA) during their time in the program (typically 5 years).   

a. Students may reduce their TA assignments if: (1) they are funded by external 

research grants; (2) they are funded by another school/government, as has been the 

case in the past with students who have been funded by the governments of 

Singapore and Kuwait; or (3) they graduate from the program in less than five years.  

In the latter case, the expectation for TA work will be in proportion to the time they 

have been in the program (e.g., four years).   

b. Our understanding of a TA appointment is that students will be holding office hours, 

grading papers, etc.   

2) All students will complete up to five years (10 semesters) of 25%-time RA work as part of 

their training in the skills of research.  Those funded from outside sources, such as research 

grants that support the development of research skills, may count this towards their 10 

semesters of skill development work.   

3) As part of their development of teaching skills, students will complete up to two semesters 

of classroom teaching regardless of their source of funding (e.g., research grants, 

international government, etc.).   

a. This classroom teaching generally presumes that students will have served at least 

one semester as a TA for each class they will be teaching.   

b. To document their teaching skills, students will develop a teaching portfolio that 

includes: (1) their SET scores and syllabi from each course they have taught, and (2) 

other materials they have developed during their teaching experiences. The 

University‘s Center for Teaching and Learning Services has excellent information in 

this area (see their website at http://www1.umn.edu/ohr/teachlearn/resources/ 

supervisor/resources/documenting.html). 

http://www1.umn.edu/ohr/teachlearn/resources/
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c. Generally, if a student is asked to teach a class with an enrollment of more than 60 

students, they should be given a higher percentage appointment, e.g., 33% or 38% 

rather than 25% time.    

      4) Students will not be asked to teach or TA in their thesis year (typically the 5
th

 year). 
 

 

PhD Student Degree Completion Activities 
 

Students have up to five years of funding to complete their PhD degree.* The following ―steps to 

degree‖ are grounded in Graduate School procedures and are used to evaluate student progress each 

year.  Students who complete the program in less than five years will modify these steps as 

appropriate. 

  
Timeline for Steps to the PhD Degree: 

 
1) Year 1:  Coursework 

a. Develop (in consultation with faculty adviser) a program of coursework (PhD 

seminars and methods/supporting field courses); this program is to be submitted to 

the PhD Office by end of 2nd year.   

b. Enroll in program coursework. 

c. Complete annual student evaluation form (spring). 

d. Prepare for summer research fellowship project with faculty mentor. 

e. Complete end-of-first-year examinations, as required by department.  

 
2) Year 2: Coursework and Written Prelim Exam 

a. Complete approved (40 credits minimum by end of 2
nd

 year) degree program 

coursework (PhD seminars and methods/supporting field) in order to proceed to 

written exam. 

b. Complete written/oral presentation of accomplishments from summer research 

fellowship as required. 

c. File Written Prelim Signup Form and Graduate School Degree Program Form with 

the PhD Office, listing program coursework and prelim committee. 

d. Complete annual student evaluation form (spring).  

e. Prepare for summer research fellowship project with faculty mentor. 

f. Take written preliminary exam before end of summer.  Results of exam to be 

available to student within 1 month after completing all exam requirements. 

 
3) Year 3:  Oral Exam and Initiation of Dissertation Research 

a. Retake written exam if failed and a retake is recommended by department. 

b. Register for at least 6 credits of BA 8666 pre-thesis credits each semester beginning 

in the 3rd year until oral prelim exam is passed. 

c. Complete written/oral presentation of accomplishments from summer research 

fellowship as required. 

d. Complete oral prelim exam. 
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e. Once oral exam has been passed, begin registering for 12 BA 8888 thesis credits per 

semester until 24 have been completed. 

f. Begin work on dissertation research with faculty mentor. 

g. Complete annual student evaluation form (spring).  

h. Prepare for summer research fellowship project with faculty mentor. 

i. Present approved research paper to department faculty before end of summer of the 

3
rd

 year.   

 

4) Year 4:  Dissertation Research 
a. Complete BA 8888 thesis credit requirement (24 credits).  Once all 24 credits have 

been completed, register for one (1) BA 8444 FTE thesis credit per semester until 

degree is completed. 

b. Complete written/oral presentation of accomplishments from summer research 

fellowship as required. 

c. Complete Thesis Title Form (required by Graduate School) and submit to PhD 

Office. 

d. Complete proposal defense as required by department. 

e. Continue in-depth work on dissertation research 

f. Complete annual student evaluation form (spring). 

g. Prepare for summer research fellowship project with faculty mentor. 

  
5) Year 5:  Complete Dissertation/Final Defense/Placement Activities 

a. Register for 1 BA 8444 FTE thesis credit. 

b. Complete written/oral presentation of accomplishments from summer research 

fellowship as required. 

c. Schedule placement interviews. 

d. Complete dissertation work and thesis documents. 

e. Complete annual student evaluation form (spring).  

f. Schedule final dissertation defense. 

g. Submit degree paperwork to Graduate School. 

 

 

 

* See Basic Principles for Student Appointments 
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ADDENDUM for DEPARTMENT OF ACCOUNTING 

 
  

Accounting students choose to work under one of four research paradigms: analytical, empirical, 

experimental, or behavioral.  Each paradigm requires students to take a set of seminars offered 

within the department as well as outside supporting/methods coursework.  Students must complete a 

minimum of 40 credits to move to prelim stage. 

 

Yr 1:  a) Complete coursework requirements in consultation with PhD coordinator/adviser.   

 b) Complete TA/RA assignments 

  

Yr 2:  a) Complete coursework requirements in consultation with PhD coordinator/adviser.   

 b) Complete TA/RA assignments 

c) Signup for and complete written exam during summer after 2
nd

 year in program. This 

exam is take-home and occurs over 1 week. 

 

    Yr 3:    a) Complete TA/RA or teaching assignments 

b) Turn in major research paper due by end of September of 3
rd

 year.  Paper to be 

presented at a workshop attended by Accounting faculty and students sometime during 

3
rd

 year. 

 

    Yr 3-4: a) Complete oral prelim exam which is based on planned dissertation topic. 

 

    Yr 4:  a) Complete RA and teaching assignments 

 

    Yr 4-5: a) Complete proposal defense 

 

    Yr 5:  a) Complete RA assignment  

  b) Complete dissertation research 

  c) Complete final defense 

 

 

 

 

ADDENDUM for DEPARTMENT OF FINANCE 

 
 

Finance is viewed as a field of applied economics.  Student achieves a strong foundation in 

economic theory and empirical methods while taking finance seminars and supporting/methods 

coursework.  Students must complete a minimum of 40 credits to move to prelim stage. 

 

Yr 1:  a) Complete coursework requirements in consultation with PhD coordinator/adviser.   

 b)  Complete TA/RA assignments. 

 c) Students who take Econ 8001-04 (due to lack of mathematical background) and 

students obtaining less than a 3.3 (B+) GPA in the Econ 8101-04 sequence must pass 
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the microeconomics written prelim exam at the minor level during the summer after 

the 1
st
 year in the program.  One retake of this exam may be allowed (failure of the 

exam twice will result in removal from the program).  

 

Yr 2: a) Draft of first summer paper is due by September 15 of second year in program (topic 

must be approved by coordinator and adviser). Summer paper must be presented to 

the finance faculty in the fall semester of the second year.  Given that an ability to 

communicate ideas is critical for success in our profession, the finance department 

requires the students to exhibit adequate proficiency in this area. 

 b) Complete coursework requirements in consultation with PhD coordinator/adviser.   

 c) Complete TA/RA assignments. 

 d) Signup for and complete written exam during early summer after 2nd year in 

program. This exam is in-house and occurs over a 2 week period.  

 

    Yr 3: a) First draft of second summer paper (original research) is due by September 15 of 

third year in the program. After presentation to faculty, a revised draft based on 

feedback received, must be turned in by December 15 of the fall semester of third 

year.  At this stage we require students to exhibit a high degree of proficiency in 

communicating their research, both orally and in writing. 

 b) Complete TA/RA or teaching assignments. 

 c) Complete oral exam, which is based on the second-summer research paper, during 

spring semester.  

 

    Yr 4: a) Complete RA and teaching assignments. 

 b) Complete proposal defense by the spring semester of 4th year. 

 

    Yr 5: a) Complete RA assignment. 

 b) Complete dissertation research. 

 c) Complete final defense. 

 

 

 

 

ADDENDUM for DEPARTMENT OF INFORMATION & DECISION 

SCIENCES 

 
 

IDSc students are expected to develop skills in recognizing and conceptualizing critical research 

questions in the areas that make up IDSc.  Students master one or more methodologies for 

conducting empirical or theoretical research.   They take IDSc seminars and supporting 

field/methods coursework from outside disciplines (psychology, computer science, and economics).  

A total of 46 credits of coursework must be completed before a student moves to prelim stage.  

Students must also attend the weekly IDSc workshops. 

 

Yr 1:  a) Complete coursework requirements in consultation with PhD coordinator/adviser.   

 b) Complete TA/RA assignments as determined by department 
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 c)  Complete 1
st
-year exam, both written and oral  

  

Yr 2:  a) Complete coursework requirements in consultation with PhD coordinator/adviser.   

 b) Complete TA/RA assignments as determined by department 

c) Turn in publishable-quality paper that may be co-authored with faculty and submitted 

to a journal or conference (may also be presented at department workshop) 

d) Signup for and complete written exam during summer after 2
nd

 year in program. This 

exam is in two parts:  1) an in-house exam based on the required IDSc seminars; and 2) a 

research portfolio. 

 

    Yr 3:    a) Complete TA/RA or teaching assignments as determined by department 

b) Complete oral exam by end of fall semester of third year 

   

    Yr 3-4: a) Complete proposal defense 

 

    Yr 4:  a) Complete RA and teaching assignments as determined by department 

  

    Yr 5:  a) Complete RA assignment as determined by department 

  b) Complete dissertation research 

  c) Complete final defense 

 

 

 

 

 

ADDENDUM for DEPARTMENT OF MARKETING & LOGISTICS 

MANAGEMENT 
 

 

Marketing students develop individualized programs of study in close consultation with a faculty 

mentor/PhD coordinator.  A flexible program provides students an orientation to marketing methods 

and issues as well as specialized study in either behavioral or quantitative areas.  Students must 

complete department seminars along with coursework taking in supporting field/methods courses 

outside the area (psychology, economics, etc). Students must complete a minimum of 40 credits to 

move to prelim stage. 

 

Yr 1:  a) Complete coursework requirements in consultation with PhD  

coordinator/adviser.   

 b) Complete TA/RA assignments 

c) Complete end of 1
st
-year exam which is take-home and consists of a written critique 

of two papers, and then an oral presentation of one of the critiques. 

  

Yr 2:  a) Complete coursework requirements in consultation with PhD coordinator/adviser.   

 b) Complete TA/RA assignments 

c) Signup for and complete written exam during summer after 2
nd

 year in program. This 

exam consists of 2 parts: 1) an in-house exam that assesses the breadth of knowledge in 
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the area in which the student plans to specialize; and 2) an original research paper 

prepared after the written exam and presented to faculty 

 

    Yr 3:    a) Complete TA/RA or teaching assignments 

    b) Complete oral prelim exam by end of fall semester of third year. 

 

    Yr 4:  a)  Complete RA and teaching assignments 

 

    Yr 4-5  a) Complete proposal defense 

 

    Yr 5:  a) Complete RA assignment  

  b) Complete dissertation research 

  c)  Complete final defense 

 

 

 

 

 

ADDENDUM for DEPARTMENT OF OPERATIONS & MANAGEMENT 

SCIENCE 

 

The program is structured to give OMS students a strong methodological and theoretical foundation 

and an appreciation for important research questions in OMS.  Students take a set of seminars 

offered within the department as well as outside supporting/methods coursework.  They must 

complete a minimum of 40 credits to move to prelim stage. 

 

Yr 1:  a) Complete coursework requirements in consultation with PhD coordinator/adviser.   

 b) Complete TA/RA assignments 

c) Complete first-year exam which is an in-house exam on topics covered during first-

year seminar coursework 

  

Yr 2:  a) Complete coursework requirements in consultation with PhD coordinator/adviser.   

 b) Complete TA/RA assignments 

c) Complete research paper of publishable quality and turn in when signing up for end of 

2
nd

-year written exam 

d) Signup for and complete written exam during summer after 2
nd

 year in program. This 

exam is in two parts: 1) an in-house exam based on topics covered in 2
nd

-year seminar 

coursework; and 2) a take-home exam customized to each student‘s research interest. 

 

    Yr 3:    a) Complete TA/RA or teaching assignments 

b) Complete oral prelim exam by end of fall semester of third year. 

 

    Yr 3-4  a) Complete proposal defense 

 

    Yr 4:  a)  Complete RA and teaching assignments 
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     Yr 5:  a) Complete RA assignment  

  b) Complete dissertation research 

  c)  Complete final defense 

 

 

 

 

ADDENDUM for DEPARTMENT OF STRATEGIC MANAGEMENT & 

ORGANIZATION 
 

 

The SMO program combines coursework with active involvement in faculty research, research 

seminars, and opportunities for teaching.  Students take a set of seminars offered within the 

department (in organizations, strategy, IB, entrepreneurship, etc.), as well as outside 

supporting/methods coursework.  Students must complete a minimum of 40 credits to move to 

prelim stage. 

 

Yr 1:  a) Complete coursework requirements in consultation with PhD coordinator/adviser.   

 b) Complete TA/RA assignments 

  

Yr 2:  a) Complete coursework requirements in consultation with PhD coordinator/adviser.   

 b) Complete TA/RA assignments 

c) Signup for and complete written exam during summer after 2
nd

 year in program. This 

exam is in-house, closed-book exam. It covers major areas in the program, individual 

student‘s major area of concentration, and may include methodology questions. 

 

    Yr 3:    a) Complete TA/RA or teaching assignments (students are required to complete two 

semesters of classroom teaching over their degree program) 

b) Complete oral prelim exam, typically by end of fall semester of third year 

 

    Yr 4  a) Complete TA/RA or teaching assignments 

  b) Complete proposal defense 

 

    Yr 5:  a) Complete RA assignment (or teaching assignment if not completed) 

  b) Complete dissertation research 

  c)  Complete final defense 
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Appendix D.  Guidelines for Creating a Syllabus 

   

 

Your Syllabus 

Your syllabus may be the most important document you create for your class. It is a 

legally binding agreement between the faculty member and the students as to how 

the class will proceed. Equally important, a well-written syllabus communicates 

your vision of what the class will be like, what the students will do and learn, and 

what students can expect of you. It helps students succeed in your class by guiding 

their learning in accordance with your expectations. Therefore, this document 

merits your time, effort, and thought.  A syllabus tutorial can be accessed at 

http://www1.umn.edu/ohr/teachlearn/syllabus/index.html. 

Although, syllabi will vary from course to course and from discipline to discipline, 

the elements listed below should probably be included in all syllabi: 

Course information. At a minimum you should include the course title, code 

number, number of credits, day(s) and time(s) when the class meets, the location of 

the class, and a brief description of the nature of the course which corresponds to 

the University catalogue. You may wish to personalize and embellish the catalogue 

description. This is a good place to tell students about the special emphases you 

will bring to the course and to answer the important question "Why would a student 

want to take this course?" 

Personal information. Your name, office location, office hours, and office phone 

must be included. You may wish to include other information such as your e-mail 

address, fax number, home phone number with any restrictions on use (e.g., "No 

calls after 10 p.m."), and whether or not you are willing to meet with students 

outside of scheduled office hours. 

Materials required. Include the complete citations for required textbooks and for 

recommended books as well. If you have materials at a copy center on campus, 

give them the location of the copy center and the price of the packet. List any 

additional equipment, materials, or supplies they will need (e.g., floppy disk, 

specific type of notebook, calculator) and suggest where they might be purchased. 

Be clear about which books and/or materials are required and which are optional. 

You may wish to tell the students why these books/materials have been chosen and 

how you expect them to use them (e.g., reference only).  
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Course goals and objectives. Clarify for students what you intend for them to 

accomplish in your course. Do you want students to memorize certain information? 

Become proficient problem solvers? Obtain specific skills? Improve their 

communication skills? Telling students what you expect them to learn and be able 

to do by the end of the course will help students know how to study for your 

course. If there are prerequisites for this course, be sure to state what they should 

already know and be able to do so they can assess their readiness for the course. 

Course expectations. Providing students with a clear understanding of their role in 

the classroom can prevent later problems and misunderstandings. What approaches 

will you be using in the class (lecture? discussion? group work?) and why have you 

chosen these approaches? Are students expected to attend all class sessions? Will 

this be a part of the grade? Are they expected to participate actively in class? If so, 

what do you consider "active" participation? Is it important that all assignments are 

handed in on time? What will happen if they aren't? Is it important to keep up the 

readings on a daily basis or is it only necessary to complete the readings before the 

exam?  

These course expectations are strengthened by adding rationales. For example, 

"Because our class activities are dependent on the reading in the text, you are 

expected to read each chapter before the topic is discussed in class." Although 

some expectations may seem self-evident-"Since I ask them if they have any 

questions on the readings, they know I expect them to ask questions when 

something isn't clear," or "If I hold small group discussions, it's obvious that I 

expect everyone to participate"-you are more likely to get what you expect when 

you state your expectations explicitly. 

You might also include some information about what they can expect from you. 

One instructor at the University divides this section of her syllabus into two parts: 

one entitled "What You Give" which includes statements such as "Class attendance 

is required. You will be expected to participate....," and the other entitled "What 

You Get" which included statements like "You will be given the opportunity to 

develop your ideas in conversation with other people"; "On your papers, you will 

receive close reading and comments on".  

Course calendar. This is your plan for the course and should include the dates for 

assigned course topics, readings, projects, exam, etc. Any changes to the calendar 

should be made in writing. To maintain some flexibility, you may wish to indicate 

to students that this is a tentative schedule and subject to change, but assure the 

students that they will receive appropriate notification of any changes. You may 
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wish to explain why you have organized the class the way you have. This is 

particularly relevant if the order in which you will be covering topics in class 

deviates from the order in which they are presented by the text. 

Course grading. This section is the one which creates the most anxiety for 

students and, therefore, it is especially important that the information be complete. 

Indicate what percentage of the course grade you will assign to each course activity 

(examinations, reports, homework, class participation, journal, etc.). Knowing the 

relative importance of the requirements at the beginning of a course helps students 

budget their time.  

Whenever possible, criteria for evaluation should also be included. What kind of 

exams do you give? Will the exams test memory? understanding? ability to apply 

knowledge in a new context? to present evidence logically? Are the mechanics of 

writing included in the grading for papers and essay tests? Is there a penalty for late 

work? Is it necessary for students to show their work in problem solving? Do you 

give credit for a sound approach even if the answer is wrong? This section can be 

especially effective in guiding student learning when, in addition to telling how 

they will be graded; you also tell them how they might best prepare for exams or 

approach assignments. For example, "I will provide all relevant formulas; spend 

your time practicing solving the problems at the end of each chapter instead of 

memorizing formulas"; or "After you've completed your outline for the paper, look 

over the papers from past classes which I've put on reserve; they may suggest 

additional items for you to include." 

Recommended Statements. It is recommended that you include the following 

statements in your syllabus: 

"It is University policy to provide, on a flexible and individualized basis, 

reasonable accommodations to students who have disabilities that may affect their 

ability to participate in course activities or to meet course requirements. Students 

with disabilities are encouraged to contact their instructors [or TAs, etc.] early in 

the quarter to discuss their individual needs for accommodations." 

"This syllabus is available in alternative formats upon request." If possible, list a 

contact name with phone number, address, and e-mail. 
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Miscellaneous. Other items often included in a syllabus include:  

A statement regarding where students might obtain help if they are struggling with 

the course requirements, e.g., information about the writing lab, math tutoring 

center, special tutoring provided by the department. 

A section on expected student conduct (sometimes entitled Class Atmosphere). 

This is especially appropriate in classes where controversial issues are discussed 

and may include certain ground rules concerning how students are expected to treat 

each other. 

A statement regarding academic misconduct. The Carlson School defines academic 

misconduct as “any act by a student that misrepresents the student’s own academic work or 

that compromises the academic work of another.   Scholastic misconduct includes (but is not 

limited to) cheating on assignments or examinations, plagiarizing, i.e. misrepresenting as 

one’s own work any work done by another, submitting the same paper, or substantially 

similar papers, to meet the requirement of more than one course without the approval and 

consent of the instructors concerned, or sabotaging another’s work.” In classes where 

students will be writing papers it is advisable to include a definition of plagiarism 

in this section. 

A grade recording sheet on which students can keep a running record of their 

grades in the course. 

Reviewing your syllabus. Because it is such an important document, ask a 

colleague or friend, or consultant from the Faculty and TA Enrichment Program 

(627-1892) to read your syllabus and ask them the following questions: 

Has any essential information been omitted? 

What questions did you have after reading this syllabus? 

Based on this syllabus, describe what you think the class will be like.  

What does the syllabus tell you about how I view my role in the class? 

What other information can I give students to help them succeed in this class? 
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 Appendix E.  Student Conduct Code 

University of Minnesota Board of Regents 

STUDENT CONDUCT CODE  

Subd. 1. Policy Statement. It is the policy of the University of Minnesota (University) that 

certain minimum standards of conduct are necessary to safeguard the rights, opportunities, and 

welfare of students, faculty, staff, and guests of the University community and to assure 

protection of the interests of the University as it seeks to carry out its mission.  

The University requires a community free from violence, threats, and intimidation; protective of 

free inquiry; respectful of the rights of others; open to change; supportive of democratic and 

lawful procedures; and dedicated to a rational and orderly approach to the resolution of conflict.  

Subd. 2. Delegation of Authority. The president or delegate shall promulgate these standards 

of conduct on all campuses with appropriate explanation, including publication and distribution 

of the Student Conduct Code (Code), procedures, and standards governing student conduct at the 

University.  

Subd. 3. Application. This policy applies to all students and student organizations of the 

University.  

SECTION I. INTERESTS OF THE UNIVERSITY RELEVANT TO A 

CODE.  

Over a period of years, University adjudicative bodies have decided questions of jurisdiction by 

identifying University interests. The interests listed below provide a substantial foundation for 

the building of a code.  

(1) The University has a primary concern with matters that impinge upon academic achievement 

and integrity.  

(2) The University has a fundamental concern with conduct that breaches the peace, causes 

disorder, and substantially interferes with the rights of others.  

(3) The University has a fundamental concern with behavior that threatens or actions that 

imperil the physical and mental health and safety of members of the University community.  

(4) The University has an obligation to protect its property and the property of members of its 

community from theft, damage, destruction, or misuse.  

(5) The University has a commitment to enforce its contractual agreements.  
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   (6) The University has an obligation to support and be guided by applicable state and federal 

laws.  

(7) The University has a concern about behavior repugnant to or inconsistent with an 

educational climate.  

SECTION II. THE RESPONSIBILITIES OF DUAL MEMBERSHIP.  

Students are both members of the University community and citizens of the state. As citizens, 

students are responsible to the community of which they are a part, and the University neither 

substitutes for nor interferes with regular legal processes. Students are also responsible for 

offenses against that academic community. Therefore, an action involving the student in a 

legal proceeding in a civil or criminal court does not necessarily free the student of 

responsibility for this conduct in a University proceeding. When a student is charged in both 

jurisdictions, the University will decide on the basis of its interest and the interest of the 

student whether or not to proceed with its internal review simultaneously or to defer action.  

SECTION III. DISCIPLINARY OFFENSES.  

Listed below are the disciplinary offenses actionable by the University.  

(1) Scholastic Dishonesty. Scholastic dishonesty means plagiarizing; cheating on assignments 

or examinations; engaging in unauthorized collaboration on academic work; taking, acquiring, 

or using test materials without faculty permission; submitting false or incomplete records of 

academic achievement; acting alone or in cooperation with another to falsify records or to 

obtain dishonestly grades, honors, awards, or professional endorsement; or altering, forging, or 

misusing a University academic record; or fabricating or falsifying of data, research 

procedures, or data analysis.  

(2) Disruptive Classroom Conduct. Disruptive classroom conduct means engaging in 

behavior that substantially or repeatedly interrupts either the instructor's ability to teach or 

student learning. The ‘classroom extends to any setting where a student is engaged in work 

toward academic credit or satisfaction of program-based requirements or related activities.  

(3) Falsification. Falsification means willfully providing University offices or officials with 

false, misleading, or incomplete information; forging or altering without proper authorization 

official University records or documents or conspiring with or inducing others to forge or alter 

without proper authorization University records or documents; misusing, altering, forging, 

falsifying, or transferring to another person University-issued identification; or intentionally 

making a false report of a bomb, fire, natural disaster, or other emergency to a University 

official or an emergency service agency.  
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(4) Refusal to Identify and Comply. Refusal to identify and comply means willfully refusing 

to or falsely identifying one's self or willfully failing to comply with ‘ proper order or 

summons when requested by an authorized University official.  

(5) Attempts to Injure or Defraud. Attempts to injure or defraud means making, forging, 

printing, reproducing, copying, or altering any record, document, writing, or identification 

used or maintained by the University when done with intent to injure, defraud, or misinform.  

(6) Threatening, Harassing, or Assaultive Conduct on Campus. Threatening, harassing, or 

assaultive conduct on campus means engaging in conduct on campus that endangers or 

threatens to endanger the health, safety, or welfare of another person, including, but not limited 

to, threatening, harassing, or assaultive behavior.  

(7) Disorderly Conduct on Campus. Disorderly conduct on campus means engaging in 

conduct on campus that incites or threatens to incite an assault or breach of the peace; 

breaching the peace; obstructing or disrupting teaching, research, administrative, and public 

service functions; or obstructing or disrupting disciplinary procedures or authorized University 

activities.  

(8) Possession or Use of Weapons on Campus. Possession or use of weapons on campus 

means possessing or using on campus weapons or articles or substances usable as weapons, 

including, but not limited to, firearms, incendiary devices, explosives, and dangerous 

biological or chemical agents, except in those instances when expressly authorized by an 

appropriate University authority for activities properly requiring the use or possession of the 

item.  

(9) Unauthorized Possession or Use of Drugs or Alcohol on Campus. Unauthorized 

possession or use of drugs or alcohol on campus means possessing or using drugs or alcohol 

without authorization.  

(10) Unauthorized Use of University Facilities and Services. Unauthorized use of University 

facilities and services means wrongfully using University properties or facilities; misusing, 

altering, or damaging fire-fighting equipment, safety devices, or other emergency equipment or 

interfering with the performance of those specifically charged to carry out emergency services; 

or acting to obtain fraudulently through deceit, unauthorized procedures, bad checks, or 

misrepresentation of goods, quarters, services, or funds from University departments or student 

organizations or individuals acting in their behalf.  

(11) Theft, Property Damage, and Vandalism. Theft, property damage, and vandalism 

include theft or embezzlement of, damage to, destruction of, un- authorized possession of, or 

wrongful sale or gift of property belonging to the University, a member of the University 

community, or a campus guest.  
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12) Unauthorized Access. Unauthorized access means accessing without authorization 

University property, facilities, or services, or obtaining or providing to another person the 

means of such unauthorized access, including, but not limited to, using or providing without 

authorization keys, access cards, or access codes.  

(13) Disruptive Behavior. Disruptive behavior means willfully disrupting University events; 

participating in a campus demonstration that disrupts the normal operations of the University 

and infringes on the rights of other individuals; leading or inciting others to disrupt scheduled 

or normal activities of the University; engaging in intentional obstruction that interferes with 

freedom of movement, either pedestrian or vehicular, on campus; using sound amplification 

equipment on campus without authorization; or making or causing noise, regardless of the 

means, that disturbs authorized University activities or functions.  

(14) Violation of University Rules. Violation of University rules means engaging in conduct 

that violates University, collegiate, or departmental regulations that have been posted or 

publicized, including provisions contained in University contracts with students.  

(15) Violation of Federal or State Laws on Campus. Violation of federal or state laws on 

campus means engaging in conduct on campus that violates a federal or state law, including, 

but not limited to, laws governing alcoholic beverages, drugs, gambling, sex offenses, indecent 

conduct, or arson.  

(16) Persistent Violations. Persistent violations means engaging in  

repeated conduct or action in violation of this Code.  

SECTION IV. PROCEDURES AND SANCTIONS.  

Listed below are the sanctions available if any student or student organization is found guilty 

or pleads guilty to an offense under this Code.  

(1) Warning and Admonition. A warning or admonition means the issuance of an oral or 

written warning, admonition, or reprimand.  

(2) Required Compliance. Required compliance means satisfying a bona fide University 

requirement as a condition for admission or continued membership in the University; 

restriction of privileges; restitution; removal from quarters; or withholding of diploma and 

degree for a specified period of time.  

(3) Confiscation. Confiscation means confiscation of goods used or possessed in violation of 

University regulations or confiscation of falsified identification or identification wrongly used.  
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(4) Probation. Probation means special status with conditions imposed for a limited time after 

determination of misconduct.  

(5) Suspension or Expulsion. Suspension or expulsion means termination of status in a given 

course for not more than one calendar year, termination of student status for not more than one 

calendar year, or indefinite termination of student status.  

(6) Interim Suspension. Pending a hearing before the appropriate disciplinary committee, the 

president or delegate may impose immediate suspension with resultant loss of all student rights 

and privileges after evaluating the evidence received the identification of parties, and the safety 

and well-being of students, faculty, staff, campus guests, and University property. Immediate 

suspension is reserved for those cases in which: (a) there is an indication that a student's 

misconduct will be repeated or continued ‘r (b) where the president or delegate believes 

immediate suspension is necessary to permit the University to carry on its functions. The 

student has a right to a prompt hearing before the president or delegate on the limited questions 

of identification and whether the interim suspension should remain in effect until the full 

hearing is completed.  

SECTION V. APPEALS OF STUDENT DISCIPLINE.  

Any student or student organization charged with violation of a University rule or standard 

must have the opportunity to receive a fundamentally fair hearing and access to at least one 

campus-wide appeal. In order to safeguard the rights of students and student organizations, the 

president or delegate shall ensure that each campus has an appeals procedure to govern alleged 

violations of this policy. The appeals procedure shall reflect the University's concern for both 

substantive and procedural fairness for the accused student or student organization, including 

the right of all parties to resolution of a case within a reasonable period of time.  

The procedure must specifically include sections stating:  

(1) grounds for an appeal;  

(2) procedures for filing an appeal; and  

(3) the nature of an appellate review.  

Supersedes: Existing disciplinary appeals policies in contradiction and specifically repeals the 

appeals policies dated February 9, 1979.  
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Appendix F:  Summer Research Fellowship Information 

 

$5,000 PhD Summer Research Fellowship 

Program 
Application Deadline:  May 20__ 

 
Eligibility and Application Procedure: 

 

6) To be eligible for a summer fellowship award students 

must be making good progress and be finishing their 1st, 

2nd, 3rd or 4th year in the program. 

 

7) To be eligible students cannot hold any other type of 

summer employment during the time period of this 

fellowship (July and August). 

  

8) To apply students should submit to their Department PhD 

Coordinator a plan for a summer project that has been 

approved by their PhD program adviser. (Copy to PhD 

Office). 

 

9) Students will make a written and (at the option of their 

department) an oral presentation of their summer’s work. 

 

10) The $5,000 fellowship award will be paid in a lump sum in 

July or biweekly over the summer months with the first 

pay check coming in early July. 

 

 

Application materials are available in the PhD Program 

Office, Rm 4-205 CSOM. 
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Application Procedures for the 
PhD Summer Research Fellowship 

 
PhD Program in Business Administration          
Carlson School of Management           Submission Deadline: 
University of Minnesota             May 20__ 
 
 

Current Information: 
Name—Last, First, Middle 

 
 

Date of Entry into Ph.D. Program Area of Concentration Cumulative GPA 

Date Written Prelim Passed Date Oral Prelim Passed 
 

Date Proposal Defense Passed 

 

 

Attach a brief one-page statement of your proposed summer research plans, 
including the following: 

 

1) Research title/topic 

2) Description of research plan 

3) Time line for completion of plan 

4) Expected outcomes by end of summer 

 

 

Submit complete application materials to the PhD coordinator for your department, with a 

copy to the PhD Program Office. 
 
 
 
X_________________________________________                              _____________________ 
 Signature of Applicant                                                                                            Date 
 
 

 
X_________________________________________                              _____________________ 
 Signature of Adviser                                                                                              Date 
 
 
 

X_________________________________________                              _____________________ 
 Signature of Co-Adviser                                                                                        Date 
 
 
 

X_________________________________________                             ______________________ 
 Signature of PhD Coordinator                                                                              Date 
 
 
C:/ summer research fellowship app.doc 
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Appendix G.  PhD Student RATS Policy 

 

PhD STUDENT RESEARCH AND TEACHING 

SUPPLEMENT (RATS) POLICIES 
(Revised July 2008) 

 

Effective July 1, 2007, all internally and externally funded PhD students in good standing, 

through year 5 in the program, will receive an annual Research and Teaching Supplement 

(RATS) allocation.  Beginning with their first year in the program, all students will receive a $1,200 

annual RATS allocation.  When students reach written prelim exam stage (typically at the end of 

their 2
nd

 year in the program), students‘ RATS allocations will increase to $1,500 per year through 

year 5 in the program.  All expenditures from these accounts must conform to accepted University 

and Carlson School policies, which are summarized below.   Students should carefully monitor their 

RATS expenditures each year and consider long-term RATS needs.  Students frequently find that 

they have higher expenses as they enter their senior years in the program (for travel, technology, 

etc.) 

 

1.   HOW TO OBTAIN RATS DOLLARS 

 

See your department administrator to be reimbursed for research/teaching expenses or to 

have photocopy charges billed directly to your RATS account. It is important that you keep 

itemized receipts of all expenditures for which you seek RATS reimbursement. Requests for 

reimbursement should be made as soon as possible after the expense is incurred.  Requests 

for expenses more than 60 days old will not be honored.  Any unusual requests (e.g., for 

items not on the list below) need to go to the department‘s PhD coordinator or the PhD 

Program Director of Graduate Studies for approval.   

 

2.   APPROVED USES OF RATS MONEY 

 

ü Conference travel 

ü Payment of research subjects 

ü Backup drives & upgrades of office computers (more memory, bigger hard drive, etc.) 

** 

ü Software related to research needs that is not provided by CSOM or the PhD Program 

(e.g., SPSS and SAS).  All software purchased with RATS money becomes the property 

of the University 

ü Long distance telephone calls and faxes, related to your research or placement activities 

(see dept. administrator for UPAC number) 

ü Photocopying (see your dept. administrator for the correct RATS account number to 

enter when doing photocopying in the department or at Wilson Library) 

ü Mass mailing supplies of research-related materials (letterhead, envelopes, stamps) 

ü Association membership dues 

ü Journal subscriptions (but not newspapers unless related to your research) 
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ü Business cards 

ü Fees for scoring computer answer sheets 

ü Books 

ü Special supplies (basic supplies, e.g., pens, pencils, plain paper, letterhead, paper clips, 

are normally supplied to you free of charge by the department) 

 

 

3. CAVEATS 

 

ü You may use RATS money for computer software, but not computer hardware (except 

as indicated on the prior page and as approved by the PhD coordinator).  Keep in mind 

that if you use your RATS money to pay for all or part of any computer, such technology 

belongs to the University.  The same policy applies to laptops or other devices, such as 

Palm Pilots.  Remember that laptops are available to check out from the PhD Office or 

the IT Help                                                                                                                                                                                                                                                                                                                                                                   

Desk. 

ü For travel reimbursement you will need to pay the ticket cost ―out of pocket‖ and then be 

reimbursed for expenses from your account. The expense reimbursement form is 

available online at http://www.csom.umn.edu/Page5255.aspx. 

ü Balances remaining in your RATS account at the end of the year may be carried over to 

the next year. Balances remaining in your account when you graduate will be recovered 

by the Carlson School of Management. 

ü Deficits in your RATS account may result in a ―HOLD‖ being put on your account until 

arrangements are made to replenish the account, or your next year‘s allocation is made. 

Before graduating, students must personally cover any deficit in their RATS account. 

 

 

4.   FOR FURTHER INFORMATION, CONTACT YOUR DEPARTMENT 

      ADMINISTRATOR. 

 

 

 

 

 

 

 

 

 

** Requests to upgrade computers (minitowers) for research purposes must be approved by 

the PhD Coordinator prior to ordering a new machine, with that approval relayed to the 

PhD Office and CSOM’s Information Technology Department for ordering and monitoring 

of the new equipment. 

 

 

 

 

http://www.csom.umn.edu/Page5255.aspx
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Appendix H.  PhD Program Technology and Printer Use Policies 

 

 

 

PhD Program Technology Resources & Policies 

 

 

Software Server: 

 

Carlson School‘s Information Technology Department (IT) currently provides students with 

software through a server environment shared with the College of Liberal Arts.  The primary 

software packages available include SPSS, SAS, StatTransfer, STATA, Mathematica, etc.. Manuals 

for certain software will also be housed in the IT department, generally with Carlos Martinez. 

Beginning July 1, 2008, students will be required to use RATS money to purchase individual copies 

of specialized statistical software (not available on the server) that they need specifically for their 

own coursework and research.  

 

 

 

Current policies for hardware and software: 

1) All students through 5
th

 year who maintain offices at the Carlson school are issued 

computers for on-site office use when they begin the program. Students are entitled to 

computer upgrades as PhD Program policy and need dictate (typically students just passing 

their written exams will be issued a new computer). IT tech reps will handle set up and 

maintenance of office computers. 

2) Students in their 6
th

 year and beyond are no longer guaranteed new office computers. If 

available, older machines may be issued to these students for use in completing the program. 

3) When the program upgrades computers, old machines may be made available by IT for 

purchase at fair market value (a price that is set by UMN Inventory Services). If students do 

not wish to purchase their machines, they should contact IT at csareait@umn.edu to have the 

computer picked up for recycling.  

4) Students currently access most stats software packages through a server environment.  

Individually purchased software should be installed with help from IT technical staff. 

 

  

 

 

 

 

 

 

 

 

 

 

mailto:csareait@umn.edu


 56 

PhD Student Printer Lab and Repair Policy 

 

1) When a student discovers a printer problem: 

a. They should cancel all of their print jobs, inform the PhD Office immediately, and 

then switch to the back-up printer or save what they are printing to a CD for printing 

in another available lab.  

b. The PhD Office will then send an e-mail to all applicable students informing them 

that they should not print any jobs until further notice and requesting that they cancel 

all current print jobs and switch to the back-up printer. 

c. Depending on the issue, the PhD Office will then contact the CSOM IT dept for for 

technical problems. If the problem is supply-based, students are responsible for 

replacing paper and toner when they use it up. 

d. If the problem requires bringing in an outside repair company, the PhD Office will 

call the repair company to schedule a repair as soon as it is determined that it cannot 

be corrected in-house. 

e. The PhD Office will designate one technologically-savvy PhD student to also handle 

student printing issues, and students will be directed to them if neither the PhD 

Office contact nor the CSOM IT dept.is available. 

 

2) Students are responsible for proper use of the printers. It is not acceptable for students to be 

printing large jobs that tie up the printers and prevent other students from having timely 

access. Students are to use the Cluster Office printers for large jobs (e.g., classroom 

materials if they are teaching; large numbers of journal articles, etc.) and use their RATS 

money to pay for the cost.   

 

3) The following is a list of examples of things that should not be printed: large-scale 

documents of 50+ pages (including books, articles, or any PDF that may cause memory 

problems in the printer), multiple sets of the same document (such as printing multiple 

copies of syllabi or course materials) which should be reproduced by Printing Services, or 

any other job that could cause significant wear and tear to the printer or excessive delay in 

other students having the chance to print.  

 

4) Students should not attempt to print documents multiple times when their document doesn‘t 

print initially (this overloads the print queue and can further exacerbate problems).  They 

should not stick items in the printer (such as pens to fix a paper jam, etc.), or attempt any 

service of the printer, other than adding paper and changing a toner cartridge.  

 

5) Students encountering problems after standard business hours should inform the PhD Office 

by e-mail as well as any other students who use the same printer. Students looking for 

immediate assistance should contact the IT Help Desk (4-1154 or Rm 3-309).  They should 

also inform the PhD Office that the Help Desk was contacted and who responded. 
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Appendix I.  Graduate School and PhD Program Forms 

At specific points during your tenure in the PhD Program, you will be required to file paperwork and/or take 

examinations to progress to the next step in the program.   Listed in the tables below are important forms that you will 

need.  ALL FORMS ARE AVAILABLE ONLINE OR IN THE PHD PROGRAM OFFICE UNLESS 

OTHERWISE STATED.   

REQUIRED FORMS  

Degree Program 

Form 

Filed with the PhD Program Office at least one month before the written prelim takes 

place.    The form can be found at: 
www.grad.umn.edu/Current_Students/forms/ gs89a.pdf  

 

Written Prelim 

Signup Form 

AVAILABLE ONLY THROUGH THE PhD  OFFICE.  This form must be completed, 

signed by the adviser, and returned to the PhD Office along with the degree program 

form and  a copy of a publishable -quality paper you wrote while i n our program.  
 

Written Prelim 

Exam Form 

For use only by the PhD Office. Forwarded to the Department's PhD Coordinator at 
the scheduled time for  the written exam.  

 

Oral Prelim 

Scheduling Form  

AVAILABLE IN THE PhD  OFFICE.  The oral prelim is usually sch eduled within one 
semester after completing the written prelim. You must schedule this through the 
Graduate School, and notify the PhD Office of the planned date of the oral exam.  

 

Oral Prelim Exam 

Form 

The Graduate School will automatically  send this fo rm  to your program committee 

chair after you turn in the Oral Prelim Scheduling Form . The committee chair brings 
this form  to your oral exam. After the exam, the student is responsible  for turning  in 
a copy of the signed form to the PhD Office and  taking t he  original signed form back 
to the Graduate School within 24 hours of taking the exam.   

 

Proposal Defense 

Form 

  

AVAILABLE ONLY THROUGH THE PhD  OFFICE.  This must be completed and 
returned to the PhD Office upon  completion of your proposal defense.   A co py of the 

actual proposal must be attached to the returned form.  

 

Thesis 

Title/Proposal 

Form 

Can be completed and returned to the PhD Office any time after passing the oral 
prelim exam. This form lists your final dissertation committee, dissertation titl e, and a 
250 -work dissertation abstract .  Found at: 
www.grad.umn.edu/Current_Students/forms/GS63A.PDF  

 

Graduate Packet You can request this by checking the box at the top of the Thesis Title/Proposal Form. 

This packet contains everything you need to know  to complete your final defense.  You 
must file the Thesis Title/Proposal Form to  request this packet.   Form is on - line at:  
www.grad.umn.edu/student%5Fservices/forms/grad%5Fpacket/doctoral/confirm.html  

 

Final Defense 

Scheduling Form  

Available in the PhD  Office and in your Graduate Packet. Must be filed with the 
Graduate School at least  one week prior to the planned date of the final defense.  

 

Commencement 

Attendance Form 

Available in the PhD  Office and in your Graduate Packet. Needs to be filed with 
the  Graduate School by October 1 for December commencement or March 1 for May 
commencement.   
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INSERT FORMS 

Pg. 58-80 
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Appendix J.  Guidelines for Dealing with Drugs & Alcohol in the Workplace 

 

Revision Date: 1/1/02 

Approved by:  Director, Human Resources University Services 

 

The University is a drug and alcohol free workplace. No one should be using or under  

the influence of alcohol or drugs while they are at work. If you have a situation where 

an individual is under the influence or you suspect they are, contact your HR Consultant.  

 

Guidelines for Supervisors Dealing with Employees under the Influence  
 

If you believe an employee is under the influence of alcohol or drugs at work,  

document the observations you make regarding their behavior (i.e. slurred  

speech, loss of balance, dilated pupils, loss of coordination, drowsiness, smell of  

alcohol on breath) by using the attached ―Observed Behavior‖ form.  

 

When you observe behaviors that you believe are related to the use of drugs or  

alcohol, have someone else observe the behaviors as well to serve as a witness.  

Document what each person sees using separate ―Observed Behavior‖ forms.  

 

If you suspect an employee of being under the influence and have done what is  

listed above, sit the employee down and ask them, ―Are you under the influence  

of drugs and/or alcohol? Did you use drugs and/or alcohol before coming to  

work?‖ Even if the employee says ―no‖, it doesn‘t mean that you cannot discipline  

the employee.  

 

As a supervisor, you will need to decide if you have enough information to  

discipline the employee. You know what the employee‘s normal behavior is, so  

keep your eyes out for the abnormal. Take your information and conduct an  

investigation with the employee (and a steward for union employees). Present  

your information to the employee, and give them a chance to respond. Record  

the statements from both sides on an ―Investigation Form‖. Talk with your HR  

Consultant to go over all of the information. After gathering all of the facts and  

consulting with HR, you can decide if and what level of discipline is appropriate.  
 

If you do decide to discipline the employee, keep in mind what level of discipline  

would be appropriate for the given situation. You may also need to take into  

account any current discipline this employee has in their file.  

 

If you believe an employee is under the influence of alcohol or drugs in the  
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workplace, suspend the employee with pay pending an investigation, send them  

home in a cab, and address discipline when the employee returns.  

 

If the employee becomes aggressive, abusive or threatening to the safety of  

anyone, including themselves, call the University Police at 9-1-1.  

 

NOTE: It is the University‘s position that anyone who is currently using or under  

the influence of illegal drugs or alcohol in the workplace is not covered under the  

Americans with Disabilities Act.  

 

Use of Alcohol and Drugs at Work 
 

If you observe someone using alcohol or drugs at work, get a witness, take the alcohol  

or drugs away from the employee, suspend the employee with pay pending an  

investigation, and send the employee home in a cab. Contact your HR Consultant as  

soon as possible. You can address discipline when the employee returns.  

 

The use or possession of drugs is illegal. If you observe someone using drugs at work, 

you should also call the University Police at 9-1-1.  

 

Driving University Vehicles Under the Influence of Alcohol and Drugs  
 

If you believe an employee is under the influence of alcohol or drugs while driving a  

University vehicle refer to the following website for information:  
http://www.fpd.finop.umn.edu/groups/ppd/documents/appendix/fmcsa_dapol.pdf. 
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Notes 


