


7.     PREPARATION OF THESIS OR DISSERTATION

A student’ s thesis or dissertation should be prepared in draft form for review by all members of his/her Ad-
visory Committee well in advance of the proposed date for the defense. The document should be prepared 
in the required format (see Thesis Writer’s Guide and/or refer to recently accepted theses and dissertations 
from the School of Marine Science). The draft should include all intended artwork in as close to fi nal form 
as possible. The student should allow at least two to three weeks for the Committee to review the draft and 
should anticipate at least two iterations prior to preparation of a fi nal draft. In other words, the fi rst draft 
should be prepared a minimum of two and one half months prior to the proposed date for the defense. Fol-
lowing a timely review by a student’s major advisor, a complete and fi nal draft should be submitted 
to all committee members no less than thirty (30) days prior to the dissertation or thesis defense. The 
committee members are responsible for a timely review of all drafts.

The thesis or dissertation in fi nal form with signed approval sheets must be presented to the College ap-
proximately two weeks prior to the date of commencement. Each dissertation, when submitted, must be 
accompanied by two copies of an abstract of not more than 350 words. This abstract, or summary, will be 
published in Microfi lm Abstracts for national distribution. No dissertation will be accepted without this 
abstract.

Submitting Copies of the Dissertation or Thesis for Binding

Information for submitting to the Swem and VIMS libraries copies of the appproved dissertation or thesis 
for binding is available from the SMS Graduate Registrar.  In general, however, the following applies:

A minimum of fi ve (5) copies of the student’s dissertation or thesis are required by the College and/or 
School, which includes:

 One (1) copy for Swem Library (acid-free paper required)
 Two (2) copies for Hargis Library(VIMS) (acid-free paper required)
 One (1) copy for Major Professor
 One (1) copy for student (Students also may have additional copies bound by the VIMS library)

One additional acid-free copy increasing the total of all copies to six(6), is requested for the library of 
the Fisheries Science Department. (Students whose major professors are members of the Fisheries Science 
Department should contact the department’s chairperson regarding the extra copy and the possibility of 
departmental coverage for the costs of printing and binding the FS copy.)

 Contact the SMS Graduate Registrar for detailed instructions for submitting fi nal copies to the respective 
libraries.

Prior to submitting copies of their dissertations or theses for binding, students may pay appropriate bind-
ing fees and, if required, microfi lming fees to the VIMS Cashier’s window. Receipts must be presented or 
shown to appropriate staff member of the Swem and VIMS libraries when submitting the unbound copies 
of the dissertations or theses.

Xeroxed copies of binding fee receipts must be submitted to the Dean of Graduate Studies Offi ce, c/o the 
SMS Graduate Registrar, Watermen’s 233.   

Applicable Form(s):    Final Draft Distribution Form
             Approval Sheet Format
             Agreement Form (available on line, check with SMS registrar)

             Binding Form for VIMS Theses and Dissertations 
             (available fromHargis Librarian)
             
            Memo and Application for Electronic copies of theses and dissertations
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Final Draft Distribution Form 
 
 

College of William and Mary 
School of Marine Science/Virginia Institute of Marine Science 

 
NOTIFICATION T0 THE DEAN OF GRADUATE STUDIES 

OF APPROVAL & DISTRIBUTION OF FINAL DRAFT  
OF STUDENT’S RESEARCH DOCUMENT 

 PRIOR TO THE DEFENSE DATE 
 
 SMS POLICY REMINDERS: 
 

(1) The student’s Major and/or Co-Major Advisor must review and 
approve the final draft of the student’s thesis or dissertation before  
it is distributed to other members of the student’s advisory committee. 

      
(2)  The FINAL DRAFT of the thesis or dissertation must be submitted to all of the 

student’s advisory committee members a minimum of thirty (30) days prior to the 
date of the seminar and defense. 

 
ADVISOR APPROVAL 

 
I have completed a review of the final draft of the (thesis)  (dissertation)  of  
 
 ______________________,  and give approval for its distribution today, 
                 (NAME OF STUDENT) 
 

_______________________, to  the other members of his/her advisory  
(Month/Day/Year of Distribution to Committee) 
 

committee.   
    MAJOR PROFESSOR: __________________________________________     

                            

   CO-ADVISOR:                 _______________________________  
  

 
TO THE STUDENT:     Please return completed form to the SMS Graduate Registrar, Watermen’s 233. 
 
Prior to announcing a student’s seminar and defense, the Graduate Registrar must have this notification on file to 
verify compliance with the 30-day policy.    
 
 
If known at this time, please indicate the tentative date of your seminar/defense:   __________________________ 
                     Day/Date/Month/Year 
 
Two weeks prior to the events, please provide by email to Fonda Powell , fonda@vims.edu , or Sue Presson, 
snpres@vims.edu, the information needed for a College-wide announcement of both the seminar and the defense:    
(1) Day/Date/Time & Location (2) Names of  Advisory Committee Members, and (3) Title of your research.  
 
 
 

mailto:fonda@vims.edu
mailto:snpres@vims.edu


 
APPROVAL SHEET 

 
 
 

This Thesis (or Dissertation) is submitted in partial fulfillment of 
 

the requirements for the degree of  
 
 

Master of Science 
 

(or  Doctor of Philosophy) 
 
 

_________________________ 
Anne E. Student 

(Sign on line above your name) 
 

 
 

Approved by the Committee, August 2009 
 

 
              _________________________ 

John  M. Doe 
                                               Committee Chairman 
 
 
                                               _________________________ 
                                               Bart S. Brilliant, Ph.D. 
 
                                              
                                               _________________________ 
                                               Susan S. Bright, Ph.D. 
 
 
                                               _________________________ 
                                               Martin T. Intelligent, Ph.D. 
 
 
              _________________________ 
              Owen T. Outside, Ph.D. 
              University of  Virginia 
                                               Charlottesville, Virginia 
  
            



COLLEGE OF WILLIAM AND MARY 
SCHOOL OF MARINE SCIENCE/VIRGINIA INSTITUTE OF MARINE SCIENCE 

 

SMS/VIMS LIBRARY BINDING FORM  
FOR SMS THESES AND DISSERTATIONS 

 

Student’s Name: _______________________________ Dept. ___________________ 
ATTENTION:  STUDENTS IN FISHERIES SCIENCE!   Submit one copy of your thesis or 
dissertation directly to the department’s Support Technician.   The FS Department will pay for 
this extra copy. 
 
The SMS/VIMS Hargis Library acknowledges receipt of ________ copies of the  
 

Master of Science Thesis   /   Doctor of Philosophy Dissertation 
 
Date: __________     Librarian’s Signature: _______________________________ 
 
 
CHARGES FOR BINDING:       ________  copies – Library binding  $ __________ 
 
ADDITIONAL FEES:                 ________  pockets for oversized or  $__________ 
                                           additional material 
 
                                        TOTAL COST:              $ __________ 
 
The SMS/VIMS Cashier acknowledges receipt of $ ________ in binding fees. 
 
Date: ______________   Cashier’s Signature: _________________________ 
 

INDEX NO:   121012 
ACCOUNT NO:  712150    CHARGE TO INDEX NO:   ______  
 

Library Information 

 
Title of  M.S. Thesis  /   Ph.D. Dissertation:   _________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 

Committee Chairperson/Co-Advisor: ___________________________________ 
 
Date of Graduation (Month/Year):  _________________________________________ 
 

MS Graduates:    Is your thesis available as a pdf? __________ 
   Do you wish to make it available on the library’s website? ________ 
   Will you sign a waiver? ______  
 

Graduate’s Email and Mailing Address – with effective dates  
should be written on the back of this form. 

     
FOR LIBRARY’S USE  
Date sent to bindery:      Date returned: ______________ 
                        Rev. 2008 



Epublish 2006 

Virginia Institute of Marine Science 
Hargis Library 
 

 
To:  All Graduating Students 
 
From: Carol Coughlin 
 
Re: Electronic Theses & Dissertations : Publishing on the Web 
 
 
 
In recent years, Hargis Library has made available electronic copies of selected Masters theses 
and PhD dissertations from the Library’s website. The Library would like to broaden this coverage 
of student scholarship by having more participants in this endeavor. 
 
We would encourage you to consider depositing a pdf copy of your project with the Library once it 
is completed and approved by your Advisory Committee. This exposure will highlight your work 
and allow it to be readily accessible to the scientific community, future employers and colleagues. 
 
Our recent observations have found that newly presented online thesis/dissertations are picked 
up by search engines such as Google within 2-4 days of being made available on the Library 
website and are then readily retrievable by searching for your name, the title of your work, or in a 
general keyword search. 
 
The record of your thesis/dissertation and link to the pdf is also recorded in the College’s catalog 
database as well as in WorldCat.org, an open access database of books and materials in libraries 
worldwide. These records will also enhance the potential of identifying and distributing your work. 
 
As an author you retain all ownership rights to the copyright of your work. You also retain the right 
to assign to others the right to publish, re-publish, or use in future works (such as articles or 
books) all or part of your thesis, dissertation, or project report. 
 
The Library reserves the right to remove or modify links to the digital document and makes no 
assurances of providing online access to your work in perpetuity. 
 
 
 
How to participate: 
  
Once your thesis/dissertation has been accepted by your Advisory Committee and you are 
submitting your paper copies to Hargis Library for binding, bring the completed permission form to 
the Library. The permission form is enclosed. Additional copies can be obtained at the Library or 
requesting a copy from library@vims.edu. 
 
When the paperwork is completed, then you can forward your pdf copy to the attention of the 
Library Director, Carol Coughlin.  (coughlin@vims.edu) 
 
If you have any questions, please contact Carol Coughlin. 
 
 



 
 

Permission Form 2007 

Virginia Institute of Marine Science 
Hargis Library 
 

 
Electronic Thesis / Dissertation / Project Report Approval Form 
 
 
Please Print 
 
Author’s Name: 
 
Document Type:  ____ Project Report    ____ Thesis    ____ Dissertation 
 
Document Title: 
 
 
 
 
 
Author’s Agreement: 
 
I hereby grant to the School of Marine Science /Virginia Institute of Marine Science of the College 
of William and Mary and its agents, and to any unit of William & Mary and its agents,  the non-
exclusive, royalty-free license to archive and make accessible my thesis, dissertation, or project 
report in whole or in part in all forms of media, now or hereafter known.  I retain all ownership 
rights to the copyright of the thesis, dissertation, or project report.  I also retain the right to assign 
to others the right to publish, re-publish, or use in future works (such as articles or books) all or 
part of this thesis, dissertation, or project report. 
 
The School of Marine Science /Virginia Institute of Marine Science of the College of William and 
Mary, and its agents, reserves the right to remove or modify links to the digital document and 
makes no assurances of providing online access to the author’s work in perpetuity. 
 
 
 
Review and Acceptance: 
 
The above identified document has been reviewed and accepted by the author.  The undersigned 
agrees to abide by the statements above, and agrees that this Approval Form updates any and all 
previous Approval Forms submitted heretofore. 
 
 
 
Author’s Signature:  _________________________________________ Date: ___________ 
           
 
VIMS Signature:      _________________________________________ Date: ___________ 
 
 
 
 
Please provide contact information in case we need to get in touch with you in the future: 
 
Mailing Address:                                                                  Email address: 



8. THESIS OR DISSERTATION DEFENSE

The major advisor must be the fi rst reviewer of the fi nal draft of the student’s thesis or dissertation, allow-
ing time for its distribution to the student’s other advisory committee members a minimum of thirty (30) 
days prior to the date of the seminar and defense.  The seminar and defense will not be scheduled and 
announced until the student has certifi ed adherence to this policy by submitting the Final Draft Distribu-
tion form to the Offi ce of the Dean of Graduate Studies, c/o SMS Graduate Registrar.

The defense of a thesis or dissertation will consist of two parts.   First, all students are required to present a 
seminar to the marine science faculty, staff and students on their thesis or dissertration research.  (21 May 
1986)  The seminar will be advertised and open to any interested individuals.

Second, immediately following the seminar, the student will undergo an oral examination (i.e., the defense 
of his or her thesis or dissertation).   The defense will be chaired by a Moderator who is not a member of 
the student’s committee (19 May 1995) and administered by the student’s Advisory Committee.   Any in-
terested faculty members of the College are invited to attend.   The examination will focus on the student’s 
research project.

At the conclusion of the defense, the student’s Advisory Committee will vote to accept or reject the docu-
ment by indicating their decision on the Thesis/Dissertation Defense Acceptance Form.

This form must be signed by all Committee members and submitted to the SMS Graduate Registrar’s of-
fi ce, Watermene’s 233.

If the thesis or dissertation is acceptable, all Advisory Committee members also will sign the approval 
sheets to be included in the bound copies of the fi nished document.   At least three of the fi ve required 
copies of the approval sheet should be prepared on acid free bond paper and available for committee sig-
natures at the conclusion of the defense.   (Original signatures are required on the three library copies: 1 
copy for Swem Library; 2 copies, SMS library.)    Approval sheets for the remaining copies of the thesis or 
dissertation may be photocopied.

Unanimous committee approval is necessary for satisfactory completion of a student’s thesis or disserta-
tion defense and the fi nal version of the thesis or dissertation.   In the event that unanimity has not been 
achieved following the defense or after at least the second reading or a revised thesis or dissertation by one 
dissenting committee member, the student may appeal to the Academic Status and Degrees Committee for 
an independent review.   At its discretion, the AS&DC may appoint an independent reader from the SMS 
faculty to render a substitute opinion which, if in agreement with the majority, will signify the accep-
tance and permit the independent reader to sign the approval form(s) in lieu of the dissenting committee 
member.   Only one substitution of approval shall be permitted through appeal to the Academic Status and 
Degrees Committee.  (25 February 1991) 

Scheduling and Announcement of Seminar and Defense

Announcement of  both the student’s seminar and defense should be made to the faculty at least two (2) 
weeks prior to the scheduled date.

The student may use the applicable form to provide information to the Dean of Graduate Studies’ Offi ce 
for the preparation and distribution of the announcement to the faculty.  In lieu of the paper work, how-
ever, information for the seminar and defense announcements may be provided by email to Fonda Powell 
(fonda@vims.edu) or Sue Presson (snpres@vims.edu).    Please remember to include the name of modera-
tor, day/date/time/location and the title of your thesis or dissertation research.

Applicable Form(s): Scheduling of Seminar and Defense
   Seminar Scheduling Procedures 
   Thesis/Dissertation Defense Completion Form
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COLLEGE OF WILLIAM AND MARY 
School of Marine Science/Virginia Institute of Marine Science 

 

SCHEDULING OF SEMINAR and DEFENSE 
 

To the Student: 
 
Note:  The DEFENSE should be announced to the faculty approximately two weeks prior to actual 
date  

(1) Arrange the date and time of the seminar and defense 
              with all members of your Advisory Committee. 
 
(2) Arrange for a Moderator of the examination.   The list of faculty who serve as 
 Moderators is available at the following URL: 
       http://www.vims.edu/sms/documents/moderators.html 
 
(3)  Contact the secretary of your department to reserve and schedule rooms for 
 both the seminar and defense. 
 
(4)  No less than 1-1/2 to 2 weeks prior to the seminar and defense, return  
 this form to the SMS Graduate Registrar (Watermen’s 233)  
 or 
 Email the information requested below to the SMS Graduate 
 Registrar.    (Be certain to include the title of your research.) 
     

Optional:   A degree  candidate may arrange for campus-wide announcement of his or her 
seminar/defense by submitting information directly to the Publications Center.   A copy of   the 
candidate’s thesis or dissertation abstract  and a graphic design for the cover of the  
brochure should be included in the information submitted to the Publications Center. 
-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------- 
STUDENT: __________________________________   DEGREE PROGRAM_________________ 
                                         (PRINT NAME) 
DISSERTATION or THESIS 
TITLE:_______________________________________________________________________________________ 
 
              
 
PRINT FULL FIRST NAME, INITIAL AND LAST NAME OF EACH COMMITTEE 
MEMBER (NO NICK NAMES PLEASE): 

      
Moderator 

              
 Major Advisor or Co-Advisor    Co-Advisor or Committee Member 
 
              
 Committee Member      Committee Member 
 
              
 Committee Member       

 

DATE:            
   Day of Week     Month/Day/Year 
 SEMINAR:            
    Location              Hour 

 
 DEFENSE:            
    Location              Hour  

Return this form to the Graduate Dean's Office, c/o Graduate Registrar, Watermen's 233. 
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SEMINAR SCHEDULING 

 

VIMS-ITNS:  http://www.vims.edu/itns/laptop.html 
Laptops, Video Projectors, Video Conferencing Systems 

Reservation / Check-Out Form 

 
 
GO TO RESERVATION CALENDAR. 
 
VIMS-ITNS has the following laptop computers and video projectors available for on-campus 
reservation during the work day. For laptops, classroom instructional use has priority. Other 
requests will be considered depending on their impact on the instructional program. For video 
projectors, it's on a first come, first served basis. In general, we would like to have the laptops 
and video projectors stay on-campus during the work day. Off-campus checkouts will be for 
after hours (overnight) only, and equipment must be back on campus the following day in case 
an urgent request for use comes up during the day. Weekend checkouts are permitted as long 
they don't interfere with the instructional program. 
 
We also have two Polycom video conferencing systems.  Each system consists of a Polycom 
camera and processing unit mounted on top of a 32" LCD color monitor sitting on a metal TV 
cart with 8" pneumatic wheels.  The unit can be easily transported between campus buildings and 
can work anywhere a network port is located. 

Laptop Units Available: 

 Windows 
o Dell Latitude wireless laptops - 25 units 

 9 - C610's, 3 - D600's, 2 - D610's, 11 - D620's 
 OS - Windows XP  
 Hardware" 1 GHz + CPU, 256 -  512 Mb Ram, 20 - 60 GB hard disk 
 Software: Microsoft Office 2003 Pro, ArcMap, ArcView, Adobe 

Illustrator, Adobe Photoshop, Matlab, Minitab, SAS, SigmaPlot, SPSS, 
 WS_FTP. 

 Theses are available for instructional use, and individual use on a not to 
interfere basis.  If you are interested in reserving the wireless laptops, 
please indicate your intended use in the comments section of the online 
request below. 

o Dell Latitude C600 & CP - 1 unit each 
 Hardware: 1 GHz / 500 Mhz, Pentium III, 10 Gb hard drive, 256 Mb 

RAM, DVD Rom - CDWR, Xircom 10/100 Mhz network / modem card, 
USB Mouse, 3.5" floppy drive. 

 Software: Windows 2000 Professional, Microsoft Office XP Pro, Matlab 
6.1, Minitab 12.1, SAS 8, SPSS 11, Internet Explorer 6, Netscape 7, 
Acrobat Reader, ArcView 3.2, WinZip, Ws_ftp. 
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Seminar Scheduling, continued 

 

 Mac OS 
o Apple PowerBook G4 - 1 unit 

 Hardware: 1.67 GHz, 80 Gb hard drive, 512 Mb RAM, 8X 
SuperDrive DVD±RW/CD-RW,  wireless, ethernet, modem, S-video, DVI 
to VGA adapter, FireWire, USB2 (2), PC CardBus 

 Software: Tiger 10.4.1 OS, standard Mac bundled software inclucing: 
Mail, Safari, MS Office 2004, and other programs. 

Video Projectors  

 Epson EMP-1715 video projector, color, XGA resolution 1024 (H) x 768 (V), 2700 
lumens, 3.5 lbs. - 1 unit. 

 Epson EMP-822 video projector, color, XGA resolution 1024 (H) x 768 (V), 2600 
lumens, 6.4 lbs. - 1 unit. 

 Sony VPL-CX4 video projector, color, XGA resolution 1024 (H) x 768 (V), 1000 
lumens, 6 lbs. - 1 unit. 

 Sony VPL-PX6 video projector, color, XGA resolution 1024 (H) x 768 (V), 600 lumens, 
14 lbs. - 1 unit. 

Video Projector Stands  

 Da-Lite Project - O - Stands portable video or slide projector stand, 18" x 12" and 25" x 
18" base, with 4 screw on, telescopic legs, expanding to 51". This stand is designed for 
use on sloping (auditorium) and uneven floors, as well as indoor and outdoor use. The 
stand is easy to assemble and disassemble, and is light weight and easy to transport - one 
unit each. 

VCR / DVD Combo Player Available - Toshiba VCR / DVD Player - 1 unit  

 Connects to any television or video projector - This is a single unit that can play either 
standard VHS VCR tapes or DVD's.  Comes with cables and a remote control unit. 

 
Apple iPod Available - Apple iPod video 5th Generation - 3 units. 

  iPod accessories include earphones, USB cables,  microphones, and wall chargers.  
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                                                                                                                                                          Revised 11/05 

 The College of William & Mary 
SCHOOL OF MARINE SCIENCE/VIRGINIA INSTITUTE OF MARINE SCIENCE 

 

THESIS/DISSERTATION DEFENSE ACCEPTANCE FORM 
 
 
This is to certify that we have examined the thesis/dissertation defense entitled: 
 

 

 

(Please type title above, in title case, exactly as it should be shown on all College records) 
 
 
submitted by      ____________________ a student in the School of Marine Science, in partial fulfillment of the 

requirements for the degree of  _______  __________    ___    and that we RECOMMEND / DO NOT RECOMMEND 

acceptance of this DISSERTATION or THESIS defense by the College of William & Mary. 

 
This is to certify that the above-named student has demonstrated the capacity to apply theoretical and 
academic skills by teaching and/or research practice concurrent with the student's academic studies. 
 
 
Comments: 
 
 

 
 

 
 
 
 
 
_________________________________________________                      SIGNATURES OF MEMBERS OF THE STUDENT'S ADVISORY COMMITTEE: 
                                   DATE 
 
_______________________________________   ________________________________________________________ 
                       MODERATOR                                                                                                             Major Professor 
 
       ________________________________________________________ 

       ________________________________________________________ 

       ________________________________________________________ 

       ________________________________________________________ 

       ________________________________________________________ 

       ________________________________________________________ 

 
*****This form is a supporting document for graduation***** 

Please return original form to:  
Dean of Graduate Studies Office; c/o SMS Graduate; Registrar; Watermen's Hall 233 

 



9.  GRADUATION

All students must be registered for the semester in which they graduate. A Notice of Candidacy 
for Graduation form must be fi led with the Graduate School Registrar (Watermen’s 233) on the 
following schedule:

 May or August Graduation   - 1st Friday in October
 December Graduation        - 1st Friday in July 

Students must refi le to graduate if they do not meet degree requirements for the graduation date 
for which they originally fi led. (In other words, forms of intent to graduate do not automatically 
roll from one graduation period of another).

Diplomas for the Master of Science and Doctor of Philosophy degrees  will be issued to May 
degree recipients at the School of Marine Science reception following the spring commencement 
exercises. August and December degree recipients will be contacted regarding the distribution of 
their diplomas within two weeks following their graduation date. Before leaving campus, degree 
recipients should assure that the SMS Graduate Registrar has an updated mailing address.

Commencement Participation: Degrees are conferred by the College in May, August or 
December of each year. Commencement Exercises are held each year in May; therefore, stu-
dents graduating in either August or December traditionally are invited to the following spring’s 
ceremonies.

Students in the School of Marine Science may be granted permission to participate in com-
mencement exercises prior to completion of their degree requirements if they meet certain 
eligibility criteria. For instance, a student planning to fi nish all degree requirements during the 
summer for graduation in August may petition the Dean of Graduate Studies for permission to 
attend the prior May’s ceremonies. The student must (1) advance to candidacy in his or her de-
gree program no later than April 1 and (2) forward a letter from his or her advisor to the Gradu-
ate Dean stating the reasonableness of completion of all degree requirements by August. (23 Jun 
1998)

In cases where a student is given permission to “walk” in May commencement prior to com-
pleting his or her degree the following August, the student should check with the SMS Gradu-
ate Registrar regarding specifi c deadlines. A follow-up with the Graduate Registrar will help to 
assure the inclusion of the student’s name on the printed program of the applicable May com-
mencement. 

Applicable Form(s):    Notice of Candidacy for Graduation/Diploma Distribution Form
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Rev: 1/2009 

 
 
 
 
 
 
 
 
 
 
 
Hometown:________________________________________________________________________________________________________ 

(Please include city and state.  This information will be included in the Commencement Book) 

Student ID Number: ________________________________________ 
 
E-mail Address:____________________________________ Local Phone:_______________________________ 
 
Home Phone:______________________________________ Daytime Phone:_____________________________ 
 

 
Intended Semester of Graduation: Year _______________ 

□  May  □  August  □  January 
 
Major 1:__________________________________________ 
 

Concentration: _________________________________________ 
  (if applicable) 

 
Major 2:____________________________________________________ 

 (if applicable) 
Concentration: __________________________________________ 

  (if applicable) 
 
Minor:______________________________________________ 
(if applicable – Minor form must be turned into the Office of the University  
Registrar no later than six weeks prior to graduation)  
 
 
 

The College of William and Mary 
Office of the University Registrar 
PO Box 8795 
Williamsburg, VA 23187-8795 
(757) 221-2800    fax: (757) 221-2151 
registrar@wm.edu 

NOTICE OF CANDIDACY FOR GRADUATION 

FOR OFFICE USE ONLY 
 
Received ____________________  Posted __________________ Initials__________________ 

Please PRINT your name exactly as you wish to have it appear on your diploma.  (No Nicknames) 
 
 

(Ex.  John Michael Smith) 
***Your name will appear on the diploma exactly as printed above. 

Degree: (Please check one) 
Arts and Sciences and Marine Science  

□ Bachelor of Science (BS) 
□ Bachelor of Arts (BA) 
□ Master of Science (MS) 
□ Master of Arts (MA) 
□ Master of Public Policy (MPP) 
□ Doctor of Philosophy (PhD) 

 

Business Administration 
□ Bachelor of Business Administration (BBA) 
□ Master of Business Administration (MBA) 
□ Master of Accounting (MAC) 

 

Education 
□ Master of Education (MEd) 
□ Master of Arts in Education (MAEd) 
□ Educational Specialist (EdS) 
□ Doctor of Education (EdD) 
□ Doctor of Philosophy (PhD) 

 

Law 
□ Juris Doctor (JD) 
□ Master of Laws (LLM) 

Diploma Distribution: 
If you are not picking up your diploma in person, our office will 
email you additional information regarding delivery of your 
diploma. This information will be sent to your William and Mary 
email address and will require your response to ensure delivery of 
your diploma. 

The information I have provided on this form is true to the best of my knowledge.  I understand that if I change plans and will not 
graduate as specified on this form, I will notify the University Registrar as soon as possible.  
 
________________________________________________________________   ________________________ 
Signature          Date 
 

• Please return the completed form to the address/fax above, or submit in person to Blow Memorial Hall – Room 108. 

• At the time of submission of your Notice of Candidacy form, you will be billed a one-time, non-refundable graduation fee of 
$75.00.  Changes in graduation date after initial submission of the Notice of Candidacy will not result in additional fees. 



VI.  GRADUATE STUDENT CHECK-OUT PROCEDURES

The following forms are part of the fi nal check-out paper work required by the School of Marine Science. Return all 
completed, signed forms to the SMS Graduate Registrar, Watermen’ s Hall.

Agreement Form (required of Ph.D. Candidates)

The Agreement Form is included in the University Mocrofi lms brochure, Publishing Your Dissertation. The form 
should be completed and turned in to the Swem Library (W&M) with one copy of the student’s dissertation and an ad-
ditional abstract for University Mocrofi lms International.

Verifi cation of Receipt of Thesis/Dissertation by Swem and VIMS Hargis Library

For the SMS/VIMS campus
Prior to paying the SMS/VIMS Cashier, obtain a binding charges form from a Hargis librarian. Take the form to         
the SMS/VIMS Cashier and pay applicable fees. Return a copy of the form—marked paid—to a Hargis librarian.      
Additional paperwork is requested by the Hargis Library should a student choose to make available electronic copies of 
his or her thesis or dissertation. Students are encouraged to pursue this option with a Hargis librarian.  (See samples of 
the Memo to All Graduating Students and the Electronic Thesis/Dissertation Project Report Approval Form  (p 54a, 54b 
of this handbook).

For the W&M campus
After paying the appropriate fee(s) to the SMS/VIMS Cashier, a SMS graduate student must present a copy of his or 
her receipt of payment and a copy of the “Verifi cation of Receipt of Thesis/Dissertation by Swem Library” to Swem 
Library when submitting a copy of his or her dissertation or thesis to Swem for  binding. A Swem staff member autho-
rized to accept the dissertation or thesis copy for binding must sign the verifi cation form (referred to as “the pink library 
form” because of its color).

The library verifi cation slip must be returned to the SMS Graduate Registrar.

Graduate Survey Form
The information requested in the Graduate Survey Form is pertinent to the accurate compilation of statistical reports of 
the School of Marine Science. A survey form will be mailed to each candidate for graduation prior to each semester’s 
deadline for graduation. It should be returned to the SMS Graduate Registrar (Watermen’s 233) with other completion 
papers.

Student Check-Out Sheet
This form is required of all students leaving the School, whether temporarily (leave of absence) or permanently (gradu-
ation or withdrawal). Failure to obtain proper signatures and turn in the form to the Graduate Registrar (Watermen’s 
233) may result in delays in the fi nalization of paper work associated with a student’s assistantship or degree program 
status.

Survey of Earned Doctorates (required of Ph.D. candidates)
The purpose of the Survey of Earned Doctorates is to gather national data about doctoral recipients. All doctoral can-
didates should complete the Survey and return it to the SMS Graduate Registrar. It will be forwarded to the National 
Opinion Research Council.

Applicable Form(s): Verifi cation of Receipt of Thesis/Dissertation by Swem Library
  Graduate Survey Form
  Student Check-Out Form (2 pages)
  Agreement Form (available only from the Graduate Registrar’s offi ce,Watermen’s 233)
  Survey of Earned Doctorates 
  (available only from the Graduate Registrar’s Offi ce, Watermen’s 233)
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THE COLLEGE OF WILLIAM AND MARY 

School of Marine Science/Virginia Institute of Marine Science 
 
 
 
TO:  DEAN OF GRADUATE STUDIES, School of Marine Science 
 
  Attention: SMS Graduate Registrar, Watermen's Hall 233 
 
 
FROM:  LIBRARIAN'S OFFICE 
  Swem Library of the College of William and Mary 
 
 

VERIFICATION OF RECEIPT 
by SWEM LIBRARY  

of THESIS or DISSERTATION  
for GRADUATION 

 
 
In partial fulfillment of requirements for    graduation 
                                                                (Month/Year)               
    
                    , a student in the 

(STUDENT'S NAME) 
 
School of Marine Science of the College of William & Mary has turned in a copy of his or 
her: 
 

DISSERTATION             or            THESIS 
                    (Ph.D. Degree)                                    (M.S. Degree) 
 
 

this      day of     , 20   . 
               (Date)                (Month)           (Year) 

 
 
W&M CASHIER’S Receipt Number:     
 
 
  
            
     Signature, Designee of the Preservation Office 
     (Located on Ground Floor of Swem Library) 
     Telephone:  757-221-1698 
      
 
 



COLLEGE OF WILLIAM AND MARY 
School of Marine Science/Virginia Institute of Marine Science 

 

GRADUATE SURVEY FORM 
 
                  Office Use Only                 rev. 10/04 

TO:    Candidate for Graduation Time to Degree:   _______(mths) 
FROM: Dean of Graduate Studies Program (circle one):  36-mth    48-mth    60-mth   72-mth 
                                        
 
The information requested below is pertinent to the statistical reports of the School of Marine Science and the 
College of William and Mary.  Please return the completed form to the SMS Graduate Registrar, Watermen’s 
233. 

   SMS Department 
NAME IN FULL:         of Declaration     
 
SMS Degree      Date of Graduation       
 
IMMEDIATE FORWARDING               PERMANENT ADDRESS                        
ADDRESS:      (through which you can always be reached): 

  
              
 
              
 
Phone:  (Area Code)         (Number)       Phone: (Area Code)         (Number)         
 

POSTGRADUATE ACTIVITY 
What best describes your immediate postgraduate activity or plans: 
 
Effective Date:    
 

   OTHER STUDY (Specify):        
 
   Location:          
  

  EMPLOYMENT:          
 

                        Name & Addressof Employer:        
 
              
  
                 Position Title:           
 
   Work Telephone:       EMAIL:     
     (Area Code)        Number  
  
PLEASE CHECK A CATEGORY THAT BEST DESCRIBES THE ABOVE POST GRADUATE ACTIVITY: 
 
EDUCATION       PRIVATE 
___   DOCTORAL STUDIES (DS)     ___CONSULTANT, private company (PC) 
____EDUCATION (ED) i.e., secondary or college faculty   ___ENTREPRENEUER (PE) 
____EDUCATIONAL INST. (technical or research positions)  ___PRIVATE MANAGEMENT (PM) 
____ OTHER Studies (second master’s, etc.)    ___ PRIVATE RESEARCH (PR)  
        ___PRIVATE TECHNICAL  (PT) 
FEDERAL       STATE 
___   FEDERAL MANAGEMENT (FM)    ___STATE MANAGEMENT (SM) 
____ FEDERAL RESEARCH (FR)     ___STATE RESEARCH (SR) 
___ _FEDERAL TECHNICAL (FT)     ___STATE TECHNICAL  (ST) 
 
OTHER (SPECIFY): _________________________________________________ 
 

Date:    SMS Graduate Student’s  Signature:      
 



STUDENT CHECK-OUT FORM 
SCHOOL OF MARINE SCIENCE, COLLEGE OF WILLIAM AND MARY 

                    
NAME________________________  Email:_ ____________ Phone______  Bldg & Rm_______ 
DATE_______ 
    

REASON:   (1) ____  GRADUATION      Month/Year:    ______________________ 

         (2)  ____  WITHDRAWAL      Effective Date: _____________________ 

        (3) _____ LEAVE OF ABSENCE    FROM:   (mo/yr):________ TO:  (mo/yr):_____________ 
 
INSTRUCTIONS:  This sheet must be signed by each person listed below and returned to the SMS Graduate 
Registrar's Office (Watermen's 233).  The form is necessary to process your last paycheck (if applicable) and to 
finalize paper work associated with graduation, leave of absence or official withdrawal from SMS/VIMS/W&M.   
 

MAJOR PROFESSOR: 
Arranged for the orderly termination of all research projects,                 , MAJOR PROFESSOR 
laboratory materials, radioactive & hazardous, and/or publication  NOTE:  Major Professor 's Signature Mandatory   
of research data in accordance with policies of the College of  before checking out with Safety Office. 
Wm & Mary, Virginia Institute of Marine/School of Marine Science. 
 
Returned equipment, sampling gear and/or supplies as applicable. 
  
BUSINESS MANAGER                                                          _________________________________________________  
    
Completion of financial paper work with Department.              Dept. BUSINESS MANAGER (See list on reverse side, bottom of page) 
       

SAFETY OFFICE, Clayton Annex:  
 
Safety file closed.                                      
                  SAFETY OFFICER  (Envir. Safety Office next to Clayton House) 
 
Worker’s Compensation            
                      Administrative Support Technician  
WATERMEN'S HALL CHECKOUT 
     CONSOLE ATTENDANT/RECEPTIONIST               ______________________________________________________   
             Returned telephone calling card                 Console Attendant/Receptionist (Lobby of Watermen’s Hall) 
    
     MAILROOM:  Forwarding address                _______________________________________________________ 
                   Postal Services Manager (Mail Room off Lobby of Watermen’s Hall) 
    INTS:   Returned manuals, closed                                               ________________________________________________________ 
             and/or transferred files.                Systems Administrator (ITNS Dept., Room 218, Watermen’s Hall)  
           
     
    SPONSORED RESEARCH:   Has fulfilled responsibilities for 
    outstanding obligations to external funding agency or agencies          SP Staff  (Rm 245/246 -WH) 
         
  CASHIER:   Acct’d for petty cash, personal copying            _______________________________Cashier, Watermen’s Hall 
  
   LIBRARY:   Returned all library materials              _____________________________________  Librarian     
                   
CUSTOMER SERVICE CENTER CHECKOUT 
  
    VEHICLE POOL  Paper work /check-out completed                    ______________________________________________________ 
     MAINTENANCE:  Returned keys, maintenance equipment, etc.          Administrative Support Staff, center, back office CSC 
 

    PROPERTY:  Vacated space, returned or transferred             ________________________________________________________ 
              telephone, microscopes, other property.              Property Supervisor  or Shipping-Receiving Personnel  (Ground Fl, Rm 103) 
      

HOXTON HALL & HOXTON ANNEX CHECKOUT 
All outstanding work completed/picked up.   _____________________________________________ 
       Publications Center Staff (Hoxton , 2nd Floor) 
 

PAYROLL:   Received final T&E sheet/final payment info                                 __________________________________PAYROLL STAFF  (Annex) 

PERSONNEL:   Exit interview, forwarding address                       ________________________________ _PERSONNEL STAFF (Annex) 

International Students must check out   

        with W&M International Student Advisor  __________________________  Steve Sechrist   (Annex)  
 (Page 1 of 2) 

--OVER-- 



           
-2- 

STUDENT: ________________________________   
       Please print name 
 
STUDENT’S FORWARDING/MAILING ADDRESS: 
          Attention Student:  As part 

 Circle one:    New Address       No Change   of your check-out, please  
__________________________________________________________  go to MyWM to verify address 
           information accuracy:  
______________________________________________________ 

                                 my.wm.edu 
_____________________ EFFECTIVE DATE: _____________                   
          Next, make appropriate circle  
          for addresses on the left 
AREA CODE/PHONE NUMBER: ____________________               which represent a change in 
          your mailing and/or permanent 
          address(es).   
           

PERMANENT ADDRESS:       Indicate an effective date 
          for each. 
Circle one:    New Address       No Change    

__________________________________________________________ 

  
___________________________________________________________    
                 
______________________________EFFECTIVE DATE _____________   
 
AREA CODE/PHONE NUMBER ____________________________                           

                                  
STUDENT’S SIGNATURE ________________________________________  DATE: _________________ 
    
 

FINAL CHECK-OUT STEP FOR STUDENT:    
Return this form to SMS REGISTRAR, WATERMEN’S HALL 233. 

 
BOX BELOW IS FOR USE OF SMS REGISTRAR’S OFFICE: 

 
____________________________________________________________ 

Signature of Dean of Graduate Studies, Graduate School Registrar or Designee 

                                             STAPLE 
           Notification made to the following offices:                STUDENT I.D. CARD 
                    
 ___ DEPT BUSINESS MGT (SMS/VIMS)                HERE  
  
 ____W&M PARKING SERVICES             
                     Deletion of vehicle registration   Check here if I.D. is              

Unreturned ________  

LOCATIONS OF SMS BUSINESS MANAGERS 
BIOLOGICAL SCIENCES –Andrews Hall 331 

ENVIRONMENTAL SCIENCES – Andrews Hall 430 
FISHERIES SCIENCE –Andrews Hall 432 
PHYSICAL SCIENCES –Andrews Hall 208 

                               Form  Revised April 2008 




