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                               Graduate Research Thesis Submission Checklist


	

	Planning your thesis submission (6 months prior):

	☐Discuss and plan a submission date that falls within maximum submission date with your supervisors and advisory committees
☐Consider preparing for a viva examination, including arranging a mock viva (if applicable)
☐Draft a thesis submission timeline
☐If your thesis incorporates one or more publication or material of in progress publications, download a Declaration for publication incorporated in a thesis form
☐Use iThenticate to create a similarity report of your near final thesis draft and discuss any concerns with your supervisors
☐Create and submit your Unique Student Identification to the University of Melbourne
☐If you are enrolled in a joint PhD, confirm your examination and submission requirements in your Graduate Researcher Agreement (GRA).  This includes understanding and meeting the submission requirements of both the University of Melbourne and your partner institution.

	Completion seminar:

	☐Hold a completion seminar within the six-month period prior to your planned submission date (applies to both full-time and part-time students). Make sure you submit your Completion Seminar Form at least 10 working days before your seminar. Further information is available in the Completion Seminar Process 

	Register your Intention to Submit (2 months prior): 

	[bookmark: _Hlk133395754]☐Write a brief 80-word summary of your thesis. For a thesis with creative work, include the weighting of the proportion of written dissertation and creative component/s
☐Make sure you know your ORCID or create one if you haven’t already
☐Log on to TES to lodge your Intention to Submit
☐ If you are enrolled in a joint PhD, ensure your planned submission date aligns with submission requirements at both institutions.

	Submitting your thesis:

	☐Create an iThenticate report of your final thesis as it will be submitted.  You may also create an explanatory document about the report, including any filtering you have used to exclude included publications as chapters matching their published form. As well as uploading your report and explanatory document on TES you must also share the live version of the report with your principal supervisor and Chair of Examiners.
☐If your thesis incorporates material from any publications or planned publications, complete a Declaration form for each publication and merge all forms into a single file for uploading to TES.
☐Consider 2-4 appropriate Field of Research codes for your research. The Fields of Research are recorded on your enrolment record and will display as disciplines on the AHEGS (Australian Higher Education Graduation Statement) that is issued by the University once you graduate.
☐In consultation with your supervisors, consider the type of public access that should be applied to your final thesis once your examination is complete and the thesis is deposited to University's digital repository, Minerva Access
☐Ensure that your thesis conforms with relevant policies and procedures, including Graduate Research Training Policy, Preparation of Graduate Research Theses Process and  Research Data Management Policy
☐Upload your thesis to TES as a single file (make sure there are no commas or hashtags in the file name)
☐ If you have multiple files that form part of your thesis, upload your written thesis file and any additional files through TES and contact the Graduate Research Examinations Office to arrange a secure University Graduate Research SharePoint link to upload additional files if the combined files exceed 2GB.  
☐ If you are enrolled in a joint PhD:
· Submit an identical copy of your thesis to both the University of Melbourne and your partner institution at the same time
· Confirm any additional documentation or submission steps required by the partner institution.

	Celebrate:

	☐Visit Stop 1 to collect a gift from us!
☐Have your photo taken at Stop 1 or use our digital photo frame 
☐Send your photo to the thesis submission gallery 

	Related information

	GR Hub information for thesis submission:
· Joint PhD examination
· Preparing my thesis
· Submitting my thesis for examination
· Preparation of Graduate Research Theses Process
· TES Graduate Researcher FAQs
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