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Appendix A:  Professional Competencies of PhD students in Human Environmental 
Sciences 



Modified 2/13/2006 

Figure 1:  Schematic Model of the Doctoral Program in Human Environmental Sciences 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
1.  Generating Knowledge 
(i.e., Research and other forms of creative scholarship) 
1-1. Search the research literature and summarize findings for formulation of research questions. 
1-2. Critique manuscripts using analytical skills for effective evaluation. 
1-3. Develop research objectives and plan methods to meet the objectives. 
1-4. Develop sound proposals using appropriate research methodology, research instruments, techniques, 

and analyses (quantitative and qualitative). 
1-5. Engage in collaborative teaming to plan and conduct research. 
1-6. Plan and conduct research, including problem solving, data handling and statistical analyses. 
1-7. Interpret data appropriately and determine implications. 
1-8. Disseminate findings to appropriate audiences (i.e., presentation followed by manuscript for peer 

review, followed by integration with instruction and outreach programming). 
 
2.  Sharing Knowledge 
(i.e., Classroom instruction, providing training, etc.) 
2-1. Apply learning theory/educational pedagogy to plan and organize a course/workshop. 
2-2. Understand the fundamentals of critical thinking and creative problem solving, and learn practical 

strategies for engaging student thinking. 
2-3. Present educational and/or training materials in an effective manner to facilitate learning. 
2-4. Assess student learning and educational experiences. 
2-5. Write sound proposals, abstracts and manuscripts related to instruction/training. 
2-6. Engage in collaborative teaming to facilitate learning. 
2-7. Mentor in a one-on-one situation. 
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Competencies met through a variety of experiences, including: 
~Coursework  ~Dissertation  ~Qualifying exams 



Modified 2/13/2006 

3.  Community Engagement 
(i.e., Outreach, cooperative extension, service to professional organizations, impact 
public policy, etc.) 
3-1. Develop program objectives; plan for program implementation and evaluation. 
3-2. Present educational sessions to a variety of audiences. 
3-3. Work effectively as a member of a team to plan and/or deliver outreach programs. 
3-4. Assess audience learning, including impact on audience behavior. 
3-5. Write sound proposals, abstracts and manuscripts for outreach programs. 
3-6. Solve program problems creatively. 
3-7. Communicate priorities and technical information to policy makers. 
3-8. Advocate for relevant legislation or policy for positive change in society. 
3-9. Influence the strategic direction of a professional organization. 
 
4.  Resource Generation 
(i.e., Grants, contracts, development, etc.) 
4-1. Identify appropriate sources of funding. 
4-2. Critique proposals using analytical skills for effective evaluation. 
4-3. Develop sound proposals targeted to meet the interests of funding sources and identify expected 

impact. 
4-4. Develop budget appropriate to the scope of work of the proposal. 
4-5. Engage in collaborative teaming to develop fundable proposals. 
 



Appendix B:  Admission to Doctoral Candidacy form 



GRADUATE COLLEGE 
OKLAHOMA STATE UNIVERSITY  

 

ADMISSION TO DOCTORAL CANDIDACY 
 

To be admitted to candidacy, a doctoral student must have (1) an approved Plan of Study 
on file with the Graduate College, (2) a dissertation proposal or outline approved by the 
student’s graduate committee, and (3) passed the qualifying examination. A doctoral 
student must be admitted to candidacy at least six months prior to completing degree 
requirements. After completing the above stated criteria, the student should submit this 
form to the Graduate College (202 Whitehurst). 

 
Today’s date        Degree being sought (check one):  EdD    PhD 

Candidate name       

Student ID number       

College        Department       

Major       

Option or specialization       
 

Anticipated graduation date        

Date the Plan of Study was approved by the Graduate College      

Date the dissertation proposal was approved by the student’s committee        

Will this study require IRB approval?    YES  NO 

IRB approval has been or will be received by this date       

Title of approved dissertation proposal        

  

  

 

The student named above has passed the qualifying examination administered by the advisory 
committee or faculty of the student’s home academic department. The examination consisted  
of (check all that apply): 

  Written exam  Oral exam 

  Other type of exam (please describe)        

Date student passed the exam(s)        
 

* Dissertations that require approval for data collection from human or animal subjects that have NOT received 
prior approval by the IRB will not be accepted by the Graduate College.   

                                                                                                                                                       Rev: 10/06/06                                    



Admission to Doctoral Candidacy 

 
   

 
 

The individual named on the previous page has completed all requirements 
for admission to doctoral candidacy and has done so at least six months 
prior to the anticipated semester of degree completion. We recommend the 
above named student be admitted to doctoral candidacy. 

 

SIGNATURES: 

Committee Chair  

Dissertation Advisor (if different)  

Outside Committee Member   

Committee Member   

Committee Member   

Committee Member   

 

 

STUDENT SECTION: 
I hereby apply for admission to doctoral candidacy. I am aware that the degree will be awarded 
no earlier than six months from the date of filing this application with the Graduate College. I 
am aware that if my study requires approval to collect data from human or animal subjects, that 
I must secure IRB approval prior to collecting any data. Such data collected without IRB 
approval will not be accepted by the Graduate College and cannot be used in my dissertation. I 
further understand that I must file a diploma application with the Registrar’s Office within the 
first two weeks of the semester in which I intend to graduate. Failure to do so may result in a 
postponement of my graduation. 

  Date        
Student Signature 

  Date        
Department/School Head Signature 

  Date        
APPROVED: Graduate Dean  

 

Graduate College Rev: 10/06/06  



Appendix C:  Committee Change Request form 



OSU GRADUATE COLLEGE 
COMMITTEE CHANGE REQUEST 

 
 

TO:   Dr. A. Gordon Emslie, Dean, Graduate College 
 

FROM:              
 

DATE:         

RE:   Change in Advisory Committee for        , ID#      ,  
         
 who is seeking a       degree in       (major)

 
Please change the advisory committee for the above named student as noted below. All current and new 
committee members have acknowledged this change with their initials. 

 
  

 Present Committee  Department  Initials 

Committee Chair                

Advisor (if different)                

Member                

Member                

Member                

Outside Member                

      

 New Committee Department  Initials 

Committee Chair                

Advisor (if different)                

Member                

Member                

Member                

Outside Member                
 

Reasons for changes        

  

  

    
Student Signature  Date 

    
Approval: Department Head  Date 

    
Approval: Graduate Dean  Date 

Rev. 10/06/06 



Appendix D:  MS Plan of Study (POS) form 



INSTRUCTIONS FOR  
COMPLETING THE MASTER’S PLAN OF STUDY (POS) FORM 

Rev: 10/06/06 

 
1. Review the POS Checklist [see http://gradcollege.okstate.edu/download/plansforms.htm] for advisement on the 

required elements of a Plan of Study. For Master’s students, POS are due before completion of the 17th credit hour. 
2. Please type all information. Additional forms may be downloaded from the Graduate College website at 

http://gradcollege.okstate.edu/download/plansforms.htm. Please staple multiple pages with the first page of the Plan 
of Study (student information is on the top) as the first page. 

3. Check the appropriate box to signify if this is the original (first time submission) POS you are submitting for this 
degree or if this is a revised POS (you had a POS approved earlier and are making changes to your Plan). 

4. Complete all student information as requested. Indicate whether you are seeking a Master of Arts, Master of Science 
or another type of Masters degree.  

5. Please be sure that you accurately identify the name of your major area of study and the department in which you 
are studying. Accurately identify any option and/or specialization you are seeking. 

6. Type the names of all committee members, with the name of your Committee Chair on the first line. 
7. Check whether you intend to complete a thesis, creative component, or report as the culminating project for your 

master’s degree (you may change your mind prior to completing your studies). 
8. Please go to http://gradcollege.okstate.edu/download/pdf/Research Compliance for Graduate students.pdf to 

determine if your research requires approval from the Office for University Research Compliance. By checking the 
box on the POS you confirm that you will follow all compliance procedures that are appropriate for your study. 

9. List courses in chronological order. List the course prefix (3 to 4 letters) and course number (4 digits) in the first 
column and the course title in the second column. [Note: all 3000 and 4000-level courses included on the POS must 
be offered for graduate credit—an asterisk (*) must appear next to the course number in the OSU catalog 
appropriate to the time the course is taken.] If a course is taken at an institution other than OSU, in the third column 
name the institution where the course was/will be taken (see OSU Catalog for requirements for transfer courses). 
Give the semester and year the course was/will be taken in the fourth column. Finally, indicate the number of credit 
hours to be received for each course in the fifth column. At the end of this table, indicate the total number of credits 
to be used for this degree. 

10. Print the form.  Indicate the semester and year you anticipate graduating.  Carefully read the university requirements 
for coursework to be listed on a POS and sign and date the form. 

11. Obtain approval signatures from ALL committee members as well as the department head or graduate coordinator 
(check with your major department for the signature requirements). 

12. Submit ONE copy of the completed and signed form to the Graduate College. Students should retain a copy for 
their own use and information. Once the Graduate College has approved the POS, a copy will be sent to the 
Graduate Coordinator of the major department—check with that individual to get a copy of the approved POS. 

 
 

INSTRUCTIONS FOR MAKING REVISIONS TO THE ORIGINAL PLAN OF STUDY 
1. To revise the plan of study, obtain a copy of the approved original POS from the graduate coordinator or graduate 

records office in your department.  
2. Check the “Final Revised Plan” box at the top of the POS. 
3. For a small number of changes, simply handwrite any changes directly on the original POS. For example, cross off 

any unused courses and hand-write any new courses you intend to use for your degree (indicating course 
substitutions). Do the same with any changes in your committee and other updates to your POS. For a large number 
of changes (i.e., more than ½ of the POS) create a fresh Plan and mark the “Final Revised Plan” box at the top.  

4. Initial and date next to your original signature, indicating that you agree with the changes.   
5. Have your Committee Chair initial any changes made to this POS in the margin where the change is noted.  
6. Have the department head (or graduate coordinator, if appropriate to your department) initial and date his/her 

original signature line, indicating concurrence with the changes. 
7. Submit the revised POS to the Graduate College for approval. The plan should be revised and resubmitted only 

once, at the beginning of the intended semester of graduation. 

http://gradcollege.okstate.edu/download/plansforms.htm
http://gradcollege.okstate.edu/download/plansforms.htm
http://gradcollege.okstate.edu/download/pdf/Research%20Compliance%20for%20Graduate%20students.pdf


 

Revised 10/06/06 

Please check:  Original Plan 
         P check:  Final Revised Plan                 
 
 
                     (See instructions)                      

 

OSU GRADUATE COLLEGE  
PLAN OF STUDY FOR THE MASTERS DEGREE 

                        
L
 

ast Name (Surname) First Name Middle Initial CWID  

Degree (Check one):   Master of Arts  Master of Science  Master of       
 
Major subject for the degree              Major Department           
 
Option or Specialization               Minor (if applicable)        
 
Date admitted to the degree program       
 
List Committee Members (Print or Type): 1        2       
     Chair     Member 
 
 3        4       
 
 

Member Member 

Option (check one):  Thesis  Creative Component  Report 

If Creative Component requirement is satisfied by a course, list the course below and designate it with an asterisk. 
 

List all graduate courses required for the degree  
(Courses used for previously earned degrees cannot be included) 

Course Prefix 
and Number Course Title Institution Name# 

if other than OSU 
Semester/

Year#
Credit 
Hours 

                           

                           

                           

                           

                           

                           

                           

                           

                           

                           

                           

                           

                           

                           

                           

                           

                           

# - Do not abbreviate institution name. Abbreviate semester and year, e.g., Fall 2008 – FA ’08, Summer 2008 – SU ’08, Spring 2009 – SP ’09.  



 

Revised 10/06/06 

 

                           

                           

                           

                           

                           

                           

TOTAL CREDITS        

CERTIFICATION OF ENGLISH LANGUAGE SKILLS: If English is NOT your native language you must certify your English language skills 
prior to graduation. If you have been placed in ENGL 0003 and/or ENGL 4893* as a result of a test score (e.g., TOEFL, TELP), you must add the 
course(s) to your Plan of Study and successfully complete them (S in ENGL 0003, C or better in ENGL 4893*). Please note: ENGL 0003 does not 
count toward minimum degree requirements. 

 

Anticipated Date of Graduation       

Requirements for coursework to be listed on a POS: I understand that the approval of this plan of study is conditional and is based 
on the assumption that I will complete my degree within a 7 year time period. In addition, I understand that no course on the plan of 
study can be older than 10 years at the time of graduation.  Courses taken for pass/no pass credit cannot be included in the plan of 
study. All courses must have been offered, and taken, for graduate credit to receive such credit. If these conditions are not met, I 
understand that a new plan of study must be submitted for approval. I am also aware that IRB approval, with my name listed as an 
investigator, must be obtained prior to conducting thesis research with human or other protected subjects, as well as biohazards and 
other sensitive agents. Failure to do so means that my thesis/report/creative component will not be accepted as part of my degree 
requirements. 

  By checking this box I confirm that I have gone to the Graduate College website 
[http:gradcollege.okstate.edu/download/pdf/Research Compliance for Graduate students.pdf], have read the information therein, 
including obtaining proper approval prior to the conduct of certain types of research, and have complied/ will comply with all 
applicable regulations.  

 
          
 Student's Signature                                                Date 
 

 
APPROVAL SIGNATURES 

 

 
  

Chair Date Member Date 
 
 
 
 Member Date Member Date 
 
 
 
 Department/School Head/Director/Grad Coordinator Date Dean of the Graduate College 
 

Do not write in this box (Graduate College use only) 
 Date POS received Date Revised POS received Date POS approved 
 
 
 
 
 

http://gradcollege.okstate.edu/download/pdf/Research%20Compliance%20for%20Graduate%20students.pdf


Appendix E:  PhD Plan of Study (POS) form 



INSTRUCTIONS FOR  
COMPLETING THE DOCTORAL PLAN OF STUDY (POS) FORM 

 

Rev: 10/06/06 

 

1. Review the POS Checklist [see http://gradcollege.okstate.edu/download/plansforms.htm] for advisement on the 
required elements of a Plan of Study. For doctoral students, POS are due before completion of the 28th credit hour. 

2. Please type all information. Additional forms may be downloaded from the Graduate College website at 
http://gradcollege.okstate.edu/download/plansforms.htm. Please staple multiple pages with the first page of the Plan 
of Study (student information is on the top) as the first page. 

3. Check the appropriate box to signify if this is the original (first time submission) POS you are submitting for this 
degree or if this is a revised POS (you had a POS approved earlier and are making changes to your Plan). 

4. Complete all student information as requested. Indicate whether you are seeking a Doctor of Philosophy or a Doctor 
of Education degree.  

5. Please be sure that you accurately identify the name of your major area of study and the department in which you 
are studying. Accurately identify any option and/or specialization you are seeking. 

6. Type the names of all committee members, with the name of your Committee Chair on the first line; the name of 
your Outside Member is on the second line. 

7. Please go to http:gradcollege.okstate.edu/download/pdf/Research Compliance for Graduate students.pdf to 
determine if your research requires approval from the Office for University Research Compliance. By checking the 
box you confirm that you will follow all compliance procedures that are appropriate for your study. 

8. List courses in chronological order. List the course prefix (3 to 4 letters) and course number (4 digits) in the first 
column and the course title in the second column. [Note: all 3000 and 4000-level courses included on the POS must 
be offered for graduate credit—an asterisk (*) must appear next to the course number in the OSU catalog 
appropriate to the time the course is taken.] If a course is taken at an institution other than OSU, in the third column 
name the institution where the course was/will be taken (see OSU Catalog for requirements for transfer courses). 
Give the semester and year the course was/will be taken in the fourth column. Finally, indicate the number of credit 
hours to be received for each course in the fifth column. At the end of this table, indicate the total number of credits 
to be used for this degree. 

9. Print the form.  Indicate the semester and year you anticipate graduating.  Carefully read the university requirements 
for coursework to be listed on a POS and sign and date the form. 

10. Obtain approval signatures from ALL committee members as well as the department head or graduate coordinator 
(check with your major department for the signature requirements). 

11. Submit ONE copy of the completed and signed form to the Graduate College. Students should retain a copy for 
their own use and information. Once the Graduate College has approved the POS, a copy will be sent to the 
Graduate Coordinator of the major department—check with that individual to get a copy of the approved POS. 

 
 

INSTRUCTIONS FOR MAKING REVISIONS TO THE ORIGINAL PLAN OF STUDY 
1. If you have changed your Plan of Study to make revisions, obtain a copy of the approved original POS from the 

graduate coordinator or graduate records office in your department.  
2. Check the “Final Revised Plan” box at the top of the POS. 
3. For a small number of changes, simply handwrite any changes directly on the original POS. For example, cross off 

any unused courses and hand-write any new courses you intend to use for your degree (indicating course 
substitutions). Do the same with any changes in your committee and other updates to your POS. For a large number 
of changes (i.e., more than ½ of the POS) create a fresh Plan and mark the “Final Revised Plan” box at the top. 

4. Initial and date next to your original signature, indicating that you agree with the changes.  
5. Have your Committee Chair initial any changes made to this POS in the margin where the change is noted.  
6. Have the department head (or graduate coordinator, if appropriate to your department) initial and date his/her 

original signature line, indicating concurrence with the changes. 
7. Submit the revised POS to the Graduate College for approval. The plan should be revised and resubmitted only 

once, at the beginning of the intended semester of graduation. 
 

http://gradcollege.okstate.edu/download/plansforms.htm
http://gradcollege.okstate.edu/download/plansforms.htm
http://gradcollege.okstate.edu/download/pdf/Research%20Compliance%20for%20Graduate%20students.pdf


Please check:  Original Plan 
         P check:  Final Revised Plan                 
                      (See instructions)                      
  

                        
L
 

ast Name (Surname) First Name Middle Initial CWID 

Degree (Check one):   Doctor of Philosophy  Doctor of Education 
 
Major subject for the degree              Major Department           
 
Option or Specialization               Minor (if applicable)        
 
Date admitted to the degree program        
 
List Committee Members (Print or Type):  

1       2       3       
 Chair  Outside Member  Member 

4       5       6       
 Member  Member   Member  

  
List all graduate courses required for the degree  

(Courses used for previously earned degrees cannot be included) 
Course Prefix 
and Number Course Title Institution Name# 

if other than OSU 
Semester/

Year#
Credit 
Hours 

                           

                           

                           

                           

                           

                           

                           

                           

                           

                           

                           

                           

                           

                           

                           

                           

                           

                           

                           

                           

                           

                           

                           

OSU GRADUATE COLLEGE  
PLAN OF STUDY FOR THE DOCTORAL DEGREE

Rev: 10/06/06 



                           

                           

                           

                           

                           

                           

                           

# - Do not abbreviate institution name. Abbreviate semester and year, e.g., Fall 2008 – FA ’08, Summer 2008 – SU ’08, Spring 2009 – SP ’09.  

 

TOTAL CREDITS       

CERTIFICATION OF ENGLISH LANGUAGE SKILLS: If English is NOT your native language you must certify your English language skills 
prior to graduation. If you have been placed in ENGL 0003 and/or ENGL 4893* as a result of a test score (e.g., TOEFL, TELP), you must add the 
course(s) to your Plan of Study and successfully complete them (S in ENGL 0003, C or better in ENGL 4893*).  Please note: ENGL 0003 does not 
count toward minimum degree requirements. 
 

Anticipated Date of Graduation       

Requirements for coursework to be listed on a POS: I understand that the approval of this plan of study is conditional and is based 
on the assumption that I will complete my degree within a 9 year time period. In addition, I understand that no course on the plan 
of study can be older than 10 years at the time of graduation.  Courses taken for pass/no pass credit cannot be included in the 
plan of study. All courses must have been offered, and taken, for graduate credit. I am also aware that IRB approval, with my name 
listed as an investigator, must be obtained prior to conducting dissertation research with human or other protected subjects, as well as 
biohazards and other sensitive agents. Failure to do so means that my dissertation will not be accepted as part of my degree 
requirements. 

  By checking this box I confirm that I have gone to the Graduate College website 
[http:gradcollege.okstate.edu/download/pdf/Research Compliance for Graduate students.pdf], have read the information 
therein, including obtaining proper approval prior to the conduct of certain types of research, and have complied/will comply with 
all applicable regulations. 

 
          
 Student's Signature                                                Date 

 
APPROVAL SIGNATURES 

 
 

  
Chair Date Outside Member Date 

 
 
 
 Member Date Member Date 
 
 
 
 Member Date Member Date 
 
 
 
 Department/School Head/Director/Grad Coordinator Date Dean of the Graduate College 
 

Do not write in this box (Graduate College use only) 
 Date POS received Date Revised POS received Date POS approved 
 
 

Rev: 10/06/06 

http://gradcollege.okstate.edu/download/pdf/Research%20Compliance%20for%20Graduate%20students.pdf


Appendix F:  Request for Extension to Submit a Plan of Study 
 



 
Oklahoma State University  

Graduate College  
REQUEST FOR EXTENSION  

TO SUBMIT A PLAN OF STUDY 
 
 
CWID number        Today’s date        

Last Name        First name        Middle initial      
 

Which degree are you pursuing? (check one)   MASTER’S  ED. SPECIALIST   DOCTORATE 
 
Please release the enrollment hold for (check one):   FALL   SPRING   SUMMER       
 YEAR 
 

A Plan of Study (POS) is a contract between the university and a student, stipulating requirements for 
completion of a graduate degree. Thus, it is in my best interest to submit and receive approval for a POS 
early in my program of study. I, the student, understand that by the end of this semester I will have 
completed a minimum of 17 credit hours toward completion of a master’s degree or 28 hours towards a 
doctoral or education specialist’s degree, which exceeds university policy. I request an extension to 
submit my POS, with the reasons stated below. I am aware that I must submit a POS to the Graduate 
College before I will be allowed further enrollment. I understand that this extension will be granted one 
time only.   

Please initial your acceptance of this policy here:        

I expect to submit my POS by the following date       
 
Reason for the request:       

  

  

  

  

  

 

Approval Signatures 

 

              
Student signature Date   Advisor signature Date 

 

              
Graduate Coordinator/Department Head Date Graduate Dean Date 
 
 

Rev: 10/26/07 



Appendix G:  Plan of Study Checklist 
 



PLAN OF STUDY CHECKLIST 
FOR GRADUATE STUDENTS 

 

TO THE ACADEMIC ADVISOR and STUDENT: A Plan of Study (POS) serves as a contract between a 
student and the university; it is a key element in assisting a student to identify and successfully complete 
degree requirements. The Graduate College has designed this checklist to serve as a guide in ensuring 
that a student’s POS meets departmental, Graduate College, and university requirements. Please use 
this form to check the various elements of a student’s POS prior to submission to the Graduate College. 

In cases where the POS deviates from departmental (but not Graduate College) requirements (e.g., 
number of credits in zero-ending courses), the signature of the department head signifies a waiver of 
those requirements. Nevertheless, to clearly indicate intent we ask that any variation of departmental 
requirements be initialed by the department head in the margin, next to the course(s) concerned. 
 
GENERAL PLAN OF STUDY CHECKS 
 All committee members are members of the OSU Graduate Faculty. 
 The committee chair and research advisor hold the appropriate level of graduate faculty status at OSU. 
 All signatures are on the form (committee members, student, department head, etc.). When a committee member is 

also the department head, s/he should sign as a committee member AND as the department head (two signatures). 
 I have read the information regarding Research Compliance for Graduate Students at the Graduate College 

website. 
 All coursework on the POS reflects grades that will be less than 10 years old at the time of expected degree 

completion (including meeting thesis/dissertation deadlines). 
 The anticipated graduation date is within 7 years (MS) or 9 years (Ed.S., Ed.D., Ph.D) of the date of admission to 

the program (if not, a petition for an extension of time must be made with the Graduate College). 
 All courses are accurate in course number, title, credit hours, and semester taken (check SIS). 
 All courses are eligible for graduate credit (check SIS to verify graduate credit for .3000* and 4000* level courses). 
 The number of credit hours from courses with a number ending in a zero is within departmental limits. 
 Transfer courses are identified (NOTE: The Graduate College does not accept correspondence courses for graduate 

credit) and are noted on the student’s OSU transcript (check SIS). 
 All transfer courses have a grade of B or better. 
 
MASTERS DEGREE PLAN OF STUDY 
 POS shows a thesis option and has at least 24 hours of coursework and 6 hours of thesis/research listed,    

 OR  
POS shows a non-thesis option and has at least 32 hours listed. If POS shows a Report option, 2 hours of 
research are listed; if it includes a creative component, the associated course is identified with an asterisk. 

 No more than 9 hours of transfer credits are listed. 
 At least 21 hours of coursework on the POS are at the 5000 level or higher. 
 
SPECIALIST DEGREE PLAN OF STUDY 
 The POS lists at least 33 hours beyond the master’s degree   OR   at least 60 hours beyond the bachelor’s degree. 
 The POS has no more than 10 hours of practicum listed. 
 
DOCTORAL PLAN OF STUDY 
 The outside member is from outside the student’s home department. 
 The POS lists the correct number of dissertation hours for this program—exactly 10 hours for an Ed.D. / at least 

15 hours for a Ph.D. (check program for additional dissertation requirements). 
 The POS lists at least 30 hours of coursework from OSU. 
 If applicable, the POS lists at least 30 hours beyond the Ed.S. degree. 
 Student is in a 90 hour doctoral program (student does not hold a master’s degree in a related field); at least 90 hours 

are listed on the POS, 
 OR 
the student is in a 60 hour doctoral program; at least 60 hours are listed on the POS. 

 The POS lists no more than 9 transfer hours from non-doctoral granting institution(s). 
 At least 75% of the coursework on the POS is at the 5000 level or above. 
 

Rev: 10/06/06 



Appendix H:  Plan of Study FAQ 
 



PLAN OF STUDY 
 

FREQUENTLY ASKED QUESTIONS 
 
 

 
When is the deadline for submitting my Plan of Study (POS) to the Graduate 
College? 
 
 - During the semester in which you will complete your 17th credit hour for the 
Master’s degree, prior to the beginning of the enrollment period for the next semester 
 
 - During the semester in which you will complete your 28th credit hour for the 
Doctoral degree, prior to the beginning of the enrollment period for the next semester 
 
 
What happens if my Plan is not submitted by that time? 
 
 - A hold will be placed on your future enrollment until a POS is submitted. 
 
 
How soon will the hold be removed so I will be able to enroll once I submit my Plan? 
 
 - If you tell us a hold is in place when you submit your Plan, it will be released 
within the hour. 
 
 
Does the Plan of Study have to be signed before I can submit it to the Graduate 
College? 
 
 - Yes.  Plans of Study that do not have all the signatures needed for Graduate 
College approval will not be accepted.  You must submit an approved POS which has 
been signed by all committee members and the department head or program director, 
whichever is appropriate within your department. Students also need to sign their POS.  
The only signature you are not required to obtain is the Dean of the Graduate College; 
that will be signed after the Graduate College has approved the plan. 
 
 
 
 
 
 
 
 
 

Rev: 10/06/06 



What happens if a hold has been placed on my enrollment and I have to enroll 
immediately before my class is full, but I can’t submit a POS because … 
 
. . . I haven’t been able to form a committee yet 
 
. . . I can’t find everyone to sign my POS 
 
. . . I completed a POS, but now I can’t find it 
 
. . . Etc. 
 
 - You may request a one-semester waiver of submission of your POS with 
permission of your department.  To receive the waiver you will need to complete and 
submit a Temporary Waiver of Plan of Study form, which is available at the Graduate 
College reception area or at the Graduate College website.  
 
I submitted a waiver form but my enrollment hold is still in place, why? 
 
 - Your hold will not be removed until a POS is submitted.  However, the effective 
semester has been moved forward to the following semester to allow you to enroll for the 
upcoming semester.  Also, a statement explaining that a waiver has been granted has been 
added to your enrollment hold information.  
 
 
Once I submit a POS, how will I know if it has been approved? 
 
 - A copy of your approved POS will be sent to the Graduate Coordinator in your 
major department.  If the graduate coordinator has not received a copy within one week 
then you may check the status of the POS with the Graduate College. 
 
 
Can I get a copy of my POS once it has been approved? 
 
 - Yes.  For your convenience, a copy may be easily obtained directly from your 
graduate coordinator’s office, so you don’t have to come to the Graduate College to get 
one. 
 
 
 
 
 
How do I revise my Plan of Study? 
 
 - You are encouraged to make changes directly on a copy that has already been 
approved by the Graduate College (obtained in your departmental graduate coordinator’s 
office).  You may mark out any courses that you no longer need to take to earn your 
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degree, and neatly print (with ink) on any blank lines courses that you are substituting in 
their place (if any).  Then all you need is to have your advisor initial next to each change 
you have made on the Plan.  The student and Department Head (or Graduate 
Coordinator) also has to re-sign or initial by their original signatures.  This is the 
preferred method of revising a POS and is faster to process since only the changes have 
to be approved by the Graduate College instead of the complete Plan.  The only time you 
should complete a new POS is if you run out of space to add courses.  If this happens, 
then you will need to complete a new POS and obtain all signatures again.  Whichever 
method is used to revise the POS, please indicate in the appropriate space at the top that 
this is a final, revised Plan. 
 
 
When do I submit a revised Plan to the Graduate College? 
 
 - At the beginning of the semester of graduation, by the end of the second week of 
classes. 
 
 
Do I need to submit a revised Plan if I need to make a change in my committee? 
 
 - No.  There is another form – the Committee Change Request – that is specific 
for that purpose and which can be submitted anytime a change is needed. 
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Appendix M:  Graduate Student Travel Request Application 
 
 



 
Research & Graduate Studies Office 

Graduate Student ~ Travel Request 
Application

  

Modest support for graduate student travel is available from the CHES Research & Graduate Studies office to 
encourage graduate students to become involved in professional/academic events.  If you have questions, please call the 
Research & Graduate Studies office at (405) 744-8551. 
 
Who can apply? 
CHES Graduate students may request assistance for expenses related to attendance at regional or national professional 
meetings.  This funding is supplemental to departmental, university, and/or personal funds received by the student.  
Applicants must meet one of the following criteria to qualify for the support: (1) Present a paper/poster; (2) Serve as a 
workshop presenter, panel member, or conference organizer; or (3) Serve as an official delegate representing a 
CHES/OSU graduate student organization. 
 
Directions: 
• CHECK LIST - A complete application for travel support consists of the following items: 

□ Travel Request Application form 
□ Budget worksheet 
□ Letter or documentation confirming your participation in the conference.  You must provide official conference 

documentation that your paper/poster was accepted for presentation at the conference.    
□ Copy of abstract of paper/poster submitted for presentation 

• Submit your complete application to your Department Head at least one month prior to the conference/meeting.  
Upon review and approval from your department head, your application will be forwarded to the Associate Dean 
for Research & Graduate Studies (139 HES). 

• You will be notified via email regarding the approved amount of department and college support available for your 
travel. 

 
 

Student Name:  Campus-wide ID #:  
    

Department:  Degree (MS or PhD):  
    

Current mailing address (street, city, state, zip code):   
  
    

Email address:  Phone number:  
    

Trip departure date:  Trip return date:  
    

Actual conference meeting dates:   
    
    

Title of conference/meeting: Destination city:  
    
    

Student’s purpose for attending the conference/meeting: 
(Applicants must meet one of the following criteria to qualify for support.) 

□ Presenting a paper/poster 
□ Serving as a workshop presenter, panel member, or conference organizer (Provide official conference 

documentation of your role in the conference.) 
□ Serving as an official delegate representing a CHES/OSU graduate student organization (Provide official 

conference documentation of your role in the conference.) 
   Describe your role as a delegate representing CHES/OSU:        

               
 

Total estimated travel expenses: $  
    

Student signature:  Date:  
 



 
Research & Graduate Studies Office 

 
Travel Budget Worksheet

 
Directions: 
This worksheet must be completed and returned with the application form.  Please provide amounts that are exact or as 
close as possible to the actual amount.  Graduate students participating in the same meeting/conference are encouraged 
to share hotel rooms in order to save expenses.  If you have questions, please call (405) 744-8551. 
 
EXPENSES    

 
CATEGORY 

 
DETAIL 

DETAILED 
COST 

 
TOTAL COST 

Conference Fees Registration fee:   
 Workshop fee:   
 Other fees (specify):  

 
  

Presentation Materials    
Food Meals not provided at 

conference/workshop (please list 
specific meals): 
 
 
 
 

  

Transportation University vehicle rental cost:   
 Personal vehicle cost: 

(roundtrip mileage x $.485) 
  

 Airline ticket (round trip):   
 Taxi, bus, shuttle or other public 

transportation (for the whole trip): 
  

 Parking:   
Hotel Accommodations Cost per night: 

Number in room: 
Number of nights: 

  

TOTAL EXPENSES    
    
INCOME    
Please indicate any other sources 
of funding to attend 
conference/meeting (e.g. GPSGA, 
grant, student organization) 

Source(s):   

TOTAL INCOME    
 
Notice:  Graduate Students are also eligible for travel funds from the OSU Graduate and Professional Student 
Government Association.  Please apply online at:  http://gpsga.okstate.edu/travelgrant.php 
 
 

APPROVAL AND SUPPORT FOR TRAVEL 
Funding Recommendations: 

Department Head/School Director 

 Amount of approved travel support from department/school:   $________________ 

Signed: _______________________________________ Date:  _________________ 

Associate Dean, Research & Graduate Studies 

 Amount of approved travel support from college:   $________________ 

Signed: _______________________________________ Date:  _________________ 
 




