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INTRODUCTION
This handbook serves two purposes.
•
•

It provides advice for understanding and completing each step of the degree process.
It also provides the information needed to manage your responsibilities to the department
in your new professional role.

This document covers some departmental, college, and university policies, procedures and
expectations. Students are expected to be familiar with the Graduate School Policies and
Procedures, as posted on the Graduate School website. Departmental policies always meet or
exceed the minimum requirements set by the Graduate School.

EXPECTATIONS FOR A GRADUATE STUDENT
OVERVIEW
•

•
•
•
•
•
•
•

Graduate studies are an opportunity to focus on an area of specialization in a discipline or
profession of choice. Graduate studies are much more than classes and earning an
impressive GPA. It is expected that you will demonstrate the initiative, ambition,
excitement, and creativity that an independent position will require when you graduate.
Recognize that more than coursework is required to become independent in your
specialization. Only extensive reading and research, beyond the requirements of a course,
and a continuing discussion of your ideas, for insight, revision, or expansion, will allow
you to meet the purpose of the degree. This means that you should set aside time for these
activities on campus.
All graduate appointments are awarded with the understanding that the student will be
involved in the departmental activities as an integral part of their academic program and
training.
Evaluation is a continuous process and is constantly being done by the major advisor,
graduate committee, department head, and Earth Sciences faculty. Unsatisfactory student
progress may lead to termination of the assistantship or graduate program.
Learn to ask the questions that go beyond the facts The ability to ask challenging
questions is a reflection of your knowledge and its applications.
Evaluate yourself and your progress constantly. Consider revising your goals if the
program becomes a chore, if your progress is comparatively slow, or if you do not find a
challenge that is stimulating.
Remember that one of the reasons you were admitted into the graduate program was the
perception that you could become a leader in your field.
Remind yourself that the faculty wants you to succeed, but, that you must provide the
commitment to achieve success.
Practice the self-discipline that the faculty and your future profession are expecting.
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Progress is your responsibility
•
•

•

•

You are responsible for meeting all registration requirements, deadlines, and
confirmation of attendance requirements.
You are responsible for making sure that the prerequisite information is presented to The
Graduate School (TGS) before a defense. You must also be registered for the correct
number of credits during the semester of your defense or TGS may deny permission or
refuse to recognize your defense (do not defend between semesters).
You are responsible for completing your degree within the TGS established statute of
limitations. If you do not meet the recommended deadlines, your coursework may need to
be revalidated (with written approval only) or retaken, or you may have to reapply for
admission to the program.
You are responsible for meeting the deadline for the application for advanced degree.

Funding is your responsibility
•
•
•

You are ultimately responsible for making sure that you receive any funding during your
program of study well before the beginning of each semester, check with your advisor to
make sure that the funding (stipend or tuition and/or fees) you are anticipating is in place.
You are responsible for registering early enough to make sure that your graduate
assistantship funding can be submitted and approved on time.
You are responsible for checking the balance on your student account regularly. Fees
may post at any time without specific notification. These include Graduate School fees,
student health services, library fines and other charges.

Accounting Documentation is your responsibility
•
•
•

You are responsible for receiving prior approval from the department, advisor or major
professor for purchases and travel related to your work.
You are responsible for providing a detailed list of all purchases from your grant and the
grant number. This list may be on an invoice or on a receipt. A copy of the signed credit
card slip is not a detailed list for all expenditures.
Know your responsibilities for travel and ask for help whenever it seems confusing.

SPECIFIC EXPECTATIONS
Seminars
Graduate students are expected to attend the Earth Science Department weekly seminars.
Seminar notices are posted each week during spring and fall semesters. The seminar list is also
posted online. Students are required to attend all seminars while in Bozeman to broaden and
strengthen the MSU educational experience. Attendance is required while you are enrolled in
the one-credit ERTH 594 Seminar, but is expected regardless of whether you are enrolled in
this class. In addition, we cannot attract quality speakers if we do not have a good audience.
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Vacation and Time Off
Allowances for vacation must be arranged with the major advisor in advance. Graduate
students, regardless of their funding source, do not automatically receive time off when classes
are not in session unless it is a recognized university holiday.
Fees
There is a schedule of tuition and incidental fees for both resident and non-resident students
available for viewing online on the Graduate School website. There are deadlines for paying
fees listed in the front of each semester’s Registration Handbook. If you do not pay by the
deadline, you will be assessed a late fee. You may be assessed a one-time orientation fee your
first semester in residence.
Registration
It is extremely important to register for classes before the posted deadlines. If you do not
register by the deadline, you will not be able to register via the Internet. The only way to
register after the deadline is through the add/drop forms. To register online, you will need a
registration number. This number changes each spring and fall semester, and you can acquire
this number from the Earth Sciences office or your major advisor prior to registering for each
new enrollment period. The summer and fall registration numbers are the same. Your
appointments and waivers cannot be submitted for approval until you are confirmed to be
registered for the correct number of credits.
If you were not enrolled the previous semester, you will need to file an “Intent to Register”
form with the Registrar’s office at least 30 days prior to the start of the registration period for
which you wish to register. That form is available online through the registrar’s office.
Allowances for special interest or recreational physical education classes must be arranged
with the major advisor in advance. Tuition waivers allocated by the Department Head or paid
by major advisors will not cover these courses or any other courses not directly related to your
degree.
You may be charged a fee for late student billing amounts which are NOT covered by any
funding if you miss the final published deadline. You are not notified of a late fee or health
service fees that post. You may find that your next semester registration is put on HOLD. On
HOLD means that you are not able to register until outstanding amounts are paid. It is your
responsibility to register on time and check your student account on a regular basis.
IMPORTANT: If you have personally arranged for student loans, grants, or other financial
aid, be sure to confirm the registration requirements for that funding. Contact Financial Aid for
assistance as the staff is not able to view this information. You must meet minimum credit
requirements for many student appointments.
If you have completed your Program of Study OR have taken your Comprehensive
Examination, you may be required to have Continuous Enrollment. You must then register for
at least three credits each semester in which you remain in the degree program. You are
allowed 3 semesters maximum of “leave.”
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Obtaining Residency
The Office of the Registrar reviews residency status on a semester basis. Students wishing to
be declared a Montana resident should contact the Registrar’s Office to understand the
deadlines for submitting a petition. In addition, the Registrar will have a list of items that will
need to be submitted as part of the petition for residency status.
A student will need to have been a resident of Montana for twelve months to be eligible for
resident tuition. Just having an address in Montana for twelve months, or being a student for 12
months, is not sufficient to declare residency. You begin residency by: obtaining a Montana
driver’s license, registering a vehicle in Montana, registering to vote in Montana, purchasing a
home and receiving a Montana title, or filing a state tax return. The start date for the twelvemonth period is the date one of the above requirements is met, not the day you arrive on
campus or begin classes or move into your housing.
A student wishing to obtain residency status must not take more than six (6) credits in any
semester for a full year. Taking more than six credits implies that you are in the state primarily
for educational purposes, and such a period will not apply toward the year of residency
requirement.
When you complete the requirements, you must submit a written form requesting residency
status. The Office of the Registrar has these forms.
These examples may be helpful.
Holly G. Sheehan came to Montana hoping to get into graduate school. She obtained a
Montana driver’s license on May 15, 2014. She applied to graduate school for the Fall
2014 school year and was accepted. Being smart, Holly only took 6 credits for the fall
and spring semesters, registered her vehicle, and paid taxes in Montana in 2014. Holly is
eligible for Montana Residency on May 15, 2015.
Dawson B. Collins started graduate school in the summer of 2014. Being busy with
research, he did not get around to registering his car or getting a new driver’s license
until August 23, 2014. Even though he did only take 6 credits for the summer, fall, and
spring semesters, and paid state taxes in Montana in April, 2015, he is not eligible for
Montana residency until August 23, 2015.
If you have questions or concerns about your situation, please contact the Registrar’s Office.

TITLE IX AND PARENTING
Title IX provides parenting and pregnant student rights. If you have questions about your
rights, please contact the Office of Institutional Equity (OIE) on campus, oie@montana.edu or
x2042. MSU has a University Family Advocate who can meet with you to discuss resources on
campus, answer questions, and help ensure a positive experience for all parties.

CONSENSUAL SEXUAL OR ROMANTIC RELATIONSHIPS AND CONFLICT OF INTEREST
In General
There are legal risks in any sexual or romantic relationship between individuals in inherently
unequal positions, and parties in such a relationship assume those risks. As a graduate student,
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such position relationships include (but may not be limited to) supervisor and employee,
mentor and trainee, teaching assistant and student. Because of the potential for conflict of
interest, or the perceived conflict of interest, disclosure is required by university policy for all
employees of the university. Graduate students who are paid as a GTA or are receiving funding
from a university administered grant (GRA) are included under this policy.
Even with disclosure, a consensual sexual or romantic relationship may threaten the real or
perceived integrity of supervision and evaluation and put at risk the trust inherent in a position
of authority. In addition, such relationships may harm or injure others in the academic or work
environment when others perceive an undue access or advantage, a restriction of opportunities,
or a conflict of interest. Finally, circumstances may change and a situation of sexual
harassment is possible. Even when both parties have consented at the outset to a consensual
sexual or romantic relationship, this past consent does not remove grounds for a charge based
upon subsequent unwelcome conduct.
That is why the Montana State University Policy for employees states:
A consensual romantic relationship in which one party is in a position to evaluate the
work of the other is a potential conflict of interest. When such a potential conflict of
interest results between employees or an employee and a student, the employee shall
disclose the potential conflict of interest to his or her supervisor. The supervisor and the
employee shall take steps to ensure that there is no conflict of interest.
Avoiding Conflicts of Interest
When such relationships exist, or may potentially exist, the person in the position of greater
authority or power has the primary burden of accountability, and the responsibility to make
sure that no conflict of interest occurs. You are responsible for taking action to eliminate or
reduce the potential for harm and to disclose the relationship if you are in this position.
In the case of a potential conflict of interest (e.g., relationship with a class student or trainee),
you must notify your supervisor or department chair in advance about the potential conflict of
interest. The chair or your graduate advisor can then exercise his or her responsibility to
evaluate the situation and to determine the extent of disclosure to the university. The
department has the option to take any action necessary to ensure compliance with the spirit of
this responsibility, including transferring either or both employees to minimize disruption of
the work or academic group. In an extraordinarily rare situation where this is not a possibility,
your department supervisor must approve all evaluative and compensation actions.
Read the Montana State University “Erasing Sexual Harassment and Intimidation: A Guide for
Students and Employees.”
There is a nepotism policy for employees, which also requires disclosure to avoid conflict of
interest, which you may need to review when hiring.
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MASTERS OF SCIENCE PROGRAM REQUIREMENTS IN EARTH SCIENCES
PROGRAM OVERVIEW
This document follows the Graduate School Rules for a Master of Science Degree (Policy &
Procedures at the Graduate School Webpage). The Graduate School at MSU outlines minimum
requirements for all departments, and therefore the departmental requirements are more
restrictive. All students are expected to be familiar with both the Graduate School and Earth
Science Departmental degree requirements.
Students are only accepted to the Department of Earth Sciences for the Master of Science
Degree under a ‘Plan-A’ Degree Option (as described on the Grad School Policies and
Procedures). This research-oriented degree requires the student complete a Research Thesis
based on original research. A Master of Science student should learn to identify an achievable
research question, develop and execute a research methodology to answer the question,
perform guided but independent research to answer the question, and write a thesis which
describes the question, methodology, and results and synthesizes findings in the context of past
work to address the research question.
Program Learning Outcomes at the Master’s level include:
1) Conduct research resulting in original thesis or professional paper
2) Demonstrate mastery of subject matter content
3) Demonstrate mastery of one or more methods of inquiry appropriate to Earth Science
subdisicipline
4) Demonstrate effective written communication of substantive content
5) Demonstrate effective oral communication of substantive content
6) Familiarity with guiding principles and strategies in the ethical conduct of research and/or
teaching
7) Knowledge of the pathways and key skills required to securing a professional or
academic position appropriate to Master’s degree holders
The resulting MSc degree will be Master of Science in Earth Sciences. No specialty area such
as geography, geology, GIS, or snow science will be on your transcript or degree. MSc
candidates are required to be thoroughly familiar with all information and requirements
outlined in the Graduate Catalog and Division of Graduate Education website and are
responsible for meeting all dates and deadlines.

COURSE REQUIREMENTS
MSc students must complete a minimum of 30 credits. This requirement includes
•
•

•

A minimum of twenty (20) credits of course work and ten (10) credits of thesis work.
All incoming students are required to complete a three (3) credit ERTH-594 Seminar
course, which serves as an Introduction to Graduate Study, and focuses on writing a
thesis proposal, professional development, and review of regulations and expectations.
The course also includes attendance and participation in the weekly Earth Sciences
Seminar. It is recommended that students enroll in this course their first semester.
No more than nine (9) 400-level credits may be counted
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•

•
•
•
•
•

A maximum of nine (9) 400/500-level credits taken prior to completion of the
baccalaureate degree may be reserved and applied toward the graduate program
requirements with the approval of the student’s graduate committee and the Graduate
School. The course credits must be reserved prior to completing the course.
No 300-level courses may be applied toward the degree. However, such courses may be
required if the graduate committee determines that the student has coursework
deficiencies that must be made up.
Seminar (594), Independent Study (592), Internship (598) and department practicum
courses may not comprise more than one-third (1/3) of the minimum required credits for
a graduate degree.
Only courses listed on the Graduate Program of Study are applicable toward the graduate
degree credit requirements. The Program of Study can be updated at any time.
A minimum of two-thirds (2/3) of the program (including both course and thesis credits)
must be comprised of 500-level courses.
Courses may not be more than six (6) years past at the time of graduation.

FORMATION OF A GRADUATE COMMITTEE
(By end of 1st Semester)
Committee Chair
The chair of your thesis committee is your advisor in Earth Sciences. Your chair was assigned
when you were accepted into the graduate program in Earth Sciences and must be a tenuretrack faculty member in the Department of Earth Sciences, but you may have an affiliate
faculty member as co-chair. You may not change chairs without gaining acceptance in writing
from your new chair and Department Head in writing. These documents will be placed in your
file in the Earth Sciences office. Switching chairs may require significant changes to a research
project.
Committee Members
A minimum of three committee members is required. You may have up to five committee
members, though the department strongly urges you to restrict your committee size to three
faculty members to facilitate the scheduling of committee meetings. You may ask advice of
other faculty, even if they are not on your committee. Members of the committee should be
individuals who can provide constructive input to your research and program of study. Check
with your major professor for recommendations and/or concurrence on prospective members.
Faculty should be asked if they are willing to serve.
At least two committee members must be tenure track or adjunct faculty in the Department of
Earth Sciences. If a potential committee member is not already a tenure track member of the
faculty at MSU, you must to obtain Department and The Graduate School approval. You will
need to obtain a current Curriculum Vita from the potential member, and your major advisor
will need to write a letter of recommendation to the Department and Graduate School
explaining why he/she should be a member and what he/she will contribute. Post docs may
NOT serve as committee members even if they are affiliate faculty.
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When all members have agreed to serve and any required documentation is provided, their
names and signatures are required on the Graduate Program of Study and Committee Form to
show their willingness and to give their approval to your Program of Study.

OUTLINING A PROGRAM OF STUDY
(By end of 1st Semester)
Meet with your Graduate Committee members to plan the courses you will take and the
sequence for your graduate program. Your Program of Study should reflect your background
and the knowledge base necessary to achieve a broad understanding of Earth Science. This
paperwork should be turned into the department by the end of the 1st semester. Based upon
their evaluation in the Qualifying Examination (Semester 3), your Committee may suggest
changes to your Program of Study.
The Program of Study can be updated at any time. Once a course has been taken, (received a
grade) it cannot be removed from the Program.
By the end of their first semester, students must submit the form to the department for the
signature of the Department Head and for forwarding to The Graduate School for the Dean’s
signature. Committee members approve and sign your final Graduate Program of Study and
Committee Form. This form requires the signatures from the full committee for approval to
show their willingness to serve and to give their approval to your Program of Study. The
graduate administrator will forward the form for approval from the Department Head and TGS.
If you do not meet the deadline for filing your program of study/committee form with The
Graduate School, a hold may be placed on your registration until it is approved. There is a $30
fee from the Graduate School for processing. No charges are made for changes. You will be
responsible for this fee unless your advisor specifically approves payment.

THESIS PROPOSAL
(By end of 1st Semester)
Your thesis topic is selected in consultation with your advisor and your committee. Your thesis
proposal should be developed during your first semester in residence. This is usually
completed by taking the Introduction to Graduate Study course. Your proposal should be
developed in consultation with your advisor and committee and should be submitted to the
department by the end of your first semester.

COMPREHENSIVE EXAMINATION
(Recommended by end of 3rd Semester)
Overview
The Comprehensive Exam is an oral examination over general Earth Science. The department
does not require a Qualifying Exam for the Master of Science program.
The exam covers comprehensive topics depending on your concentration of study. All students
should consult with their primary advisor and committee to understand their specific
Comprehensive Exam expectations. Generally:
ESCI Graduate Handbook - MSc Program Requirements
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•
•

In geographical areas (Snow-Science, Geography, GIS) the student in consultation with
the thesis committee selects two (2) focal areas for the comprehensive exam.
In geological areas (Geology, Paleontology) the student is expected to understand general
geology at the graduate level. Consult with your committee prior to the exam about the
breadth and scope of your exam topics.

The Comprehensive Exam may not be taken at the same scheduled time as a thesis defense,
and as a departmental rule, are generally not be taken during summer or during semester
breaks. Please plan accordingly. Exceptions to this rule must be obtained with written approval
by the thesis committee and department. You must be registered for three (3) credits when you
take the exam.
It is the student’s responsibility to set up the Exam time with their Committee’s approval,
notify the department secretary and to reserve a suitable room, as well as necessary
presentation equipment (laptop and projector) for committee meetings and examinations. It is
the student’s responsibility to find and bring all appropriate paperwork requiring committee
signatures.
Off campus members may participate either in person or through a conference or video call.
See the related content on Video Conferencing in this document’s index.
Completion
Passage of the comprehensive exam requires a majority vote of ‘Pass’ by the committee.
The following outcomes of the exam are possible.
•
•
•

The student may pass the exam with no provisions
The student may pass the exam with the provision that additional course work or other
remedial actions be taken in appropriate subfields.
The student may fail the examination.

If you do not successfully complete the examination, you may take it again no sooner than
thirty (30) days after the first attempt. If you are unable to pass the examination on your second
attempt, you will not be permitted to continue your graduate program in the Earth Sciences
Department.
Upon successful completion of the examination your committee members sign the
Comprehensive Examination Form (available in the department office) that your advisor will
bring to the meeting. The department head gives the final approval, and it is passed along to the
graduate school and a copy placed into your department file.

WRITING A THESIS
Overview
The Earth Science department requires a thesis manuscript and successful defense for
completion of the ‘Plan A’ MSc degree. Your thesis is the high point of your degree work. You
will want it to point to the professional and academic achievements that you have
accomplished and that indicate that you are ready to find employment or to do specialized
work in a PhD program.
ESCI Graduate Handbook - MSc Program Requirements
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Your thesis/dissertation must be well written. The writing process is challenging, and it will
take a great deal of time. There should be many revisions. Do not expect to complete it with a
single draft. Your fellow graduate candidates will be excellent reviewers for the early drafts.
Ask you major professor to comment on a more polished draft before you even consider
presenting it to any other graduate committee members. Everyone rewrites their
thesis/dissertation. Be prepared for an individual committee member to require substantial
changes before they agree that you are ready for your formal defense.
Format Considerations
You must understand and use the format requirements for the Graduate School (see “The
Graduate School Handbook for Thesis/Dissertation Writing”). Your Graduate Committee may
set additional requirements to follow. The department highly recommends writing a thesis with
intent to publish. Thus, the thesis research should be conducted with publication beyond the
thesis in mind. Authors are encouraged to write in a manner that requires the least rewriting for
a publication format and still meets the requirements of The Graduate School’s guidelines.
Often, the format for journals is not identical to The Graduate School format in all cases. You
will need to work with your advisor to creatively meet both requirements.
Prior to writing your thesis, and during the writing process, refer to the online “Preparation
Guide for Theses, Dissertations, and Professional Papers” available on The Graduate School
website. Understanding the formatting will help you avoid rewriting based on formatting
errors. You can save yourself a lot of effort if you read and follow the formatting requirements
in the guide for both the electronic and printed versions.
It is your responsibility to meet Graduate School guidelines for formatting your thesis before it
is accepted by your Graduate Committee, the Department Head, and the Graduate School. All
theses are now submitted electronically. Thesis formatting guidelines are available on the
Graduate School website, and a representative is available to assist you with formatting.
Contact this person early in the writing and formatting process.

THESIS DEFENSE
Overview
The M.S. Thesis must be formally defended to your graduate committee. The Defense of
Thesis will entail:
8) A public Seminar that is open to all faculty and graduate students, in which your research
and conclusions are presented with an opportunity for questions from the audience.
9) A closed-door Defense Meeting with the Graduate Committee. The Committee Chair
must attend in person. See the associated rules for “Video Conferencing for Examinations
and Defenses”.
IMPORTANT: Do not schedule your Defense of Thesis until you have clear indications that
your committee is ready to approve your work.
Scheduling
Students must be registered for at least three (3) credits in the term during which they want to
graduate.
ESCI Graduate Handbook - MSc Program Requirements
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The Application for Advanced Degree must be submitted to The Graduate School before the
deadline of the semester in which you plan defend your thesis. This date is usually the third
Friday of the term, however it is your responsibility to learn and know this deadline.
Public presentation and defense must be completed during the period of scheduled classes in
the academic year, and should not be held during final exam week, holidays, or summer term.
Exceptions must be obtained in writing from the thesis committee and department.
The defense may only be scheduled when the committee agrees that a complete thesis draft is
ready. Approval may take some time. In general, each time a draft is submitted to the Chair or
committee, the student should not expect a response in less than fourteen (14) days. The chair
of the committee must approve a defense draft before the thesis is submitted to the committee.
Note: this implies that at least twenty eight (28) days for review and the defense.
You must notify the Earth Science Department at least fourteen (14) days before the scheduled
date of your defense. It is your responsibility to ensure that:
• All Supervisory Committee members can be present at the times and dates of the seminar
and meeting
• The seminar time and date are publicly advertised (the office staff may offer assistance).
Typically, the public presentation is approximately one hour (~45 minutes presentation and
with at least 15 minutes for questions from the audience). It is your responsibility to find a date
and time that fits the schedule of each committee member. In addition, you must broadly
advertise the seminar at least fourteen (14) days before the presentation and submit an
announcement for the MSU Calendar of Events. The graduate administrator can help to
advertise within the department, but you will probably want to so some additional advertising
in other departments which share research interests. Additionally, you must submit a complete,
printed copy of your thesis to the department; this copy will be placed in the front office along
with a flyer fourteen (14) days before your scheduled thesis defense.
Because it is a formal presentation, the seminar should be well prepared and include visuals
and/or media. Be sure to include these insights into your research work:
•
•
•
•
•

A clear statement of the question that your research addressed
An explanation of the importance of your question, considering earlier work by others
A presentation of the methods and/or techniques of research and analysis of the data
A clarification of any weaknesses in your data and/or how your might have done the
research differently given the experience that you gained
The conclusions supported by your data and their comparison with other findings

Thesis Approval
Following the defense, the committee will vote on the quality of your thesis and your oral
examination. Three decisions are possible:
1) Acceptable - This means that your committee will sign the Report on Thesis Defense
brought to the meeting by your advisor, recommending you be granted an advanced
degree. This often includes minor revision of the thesis and/or passing of courses that you
are currently taking.
2) Conditional acceptance - This means that your committee will sign the Report on Thesis
Defense in the future, after you fully satisfy one or more of the following:
ESCI Graduate Handbook - MSc Program Requirements
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o A major revision of the thesis
o Action(s) to correct a given deficiency in the defense such as additional reading
and report or a correction in statistics
o The satisfaction of a deficiency in your Program of Study
3) Failure - This means that you will be dismissed from the graduate program without
receiving a degree. Without exception, a decision of failure will be reviewed by The
Graduate School and the Department Head.
It is the student’s responsibility to find and bring all appropriate paperwork requiring
committee signatures. Once your defense is complete, it is your responsibility that all your
committee members sign the Defense of Thesis Form. If your committee requires revisions to
your thesis prior to final submission, these changes must be made and approved before you can
obtain required signatures. The Earth Sciences office will obtain the signature of the
Department Head and forward it to TGS for signatures.
Thesis Submission
After your thesis/dissertation defense and approval by your graduate committee, your
thesis/dissertation will need to be submitted to The Graduate School. The Graduate School
checks the formatting of your thesis for online publication to determine how well it adheres to
the requirements. Upon final approval of your thesis by your committee, you have the
responsibility to complete the Electronic Thesis/Dissertation (ETD) Approval Form, which
must be signed by each committee member and submitted for additional signatures. The
Graduate School requires students to submit the electronic version of their thesis/dissertation.
There are specific guidelines for formatting the printed version of the thesis which differs
slightly from the electronic version. The Permission to Use Form must be bound into any copy
for public use.
Approval of the thesis will be defined by the signature of the Graduate Dean only after the
thesis has been judged to meet all expectations. A thesis is considered completed when
accepted by the MSU Library in an electronic format. M.S. candidates must then provide a
digital copy of this electronic file to be posted to the department website.
The thesis must be defended and the final file submitted to the Graduate School on or before
the 14th business day prior to the end of the semester in which the student intends to graduate.
If you have been unable to meet the graduation requirements before the semester deadline, you
must submit the Withdraw My Application for Advanced Degree to TGS. It may only be
submitted online. You must then submit a new application and another fee for the correct
semester.
The initial fee is currently $30 for processing. A re-audit costs $20 each semester of
application. You will be responsible for graduation fees unless your advisor specifically
approves the payment.
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MSC PLANNING CHECKLIST
Within your first semester:
□ Enroll in the two credit Graduate Seminar for all incoming students (if Fall term)
□ Review your research plans individually with potential committee members and request
their feedback.
□ Choose and confirm your Graduate Committee members.
□ Complete a Program of Study form and submit to the Department of Earth Sciences
□ Complete and submit a Thesis Proposal with approval of your major advisor
Within your second semester:
□ Meet with committee members to provide research and coursework updates and request
their feedback
□ Review expectations for the Comprehensive Exam with committee members
Within your third semester:
□ Hold a committee meeting or meet with individual committee members to provide
research and coursework updates and request their feedback
□ Hold a Comprehensive Exam
□ Revise and resubmit the Program of Study, if necessary
In any subsequent semesters:
□ Plan to hold a committee meeting or meet with individual committee members at least
once a year to provide research and coursework updates and request their feedback
In your planned final semester:
□ Enroll in at least 3 credits the final term during which you intend to graduate.
□ Submit the Application for Advanced Degree to The Graduate School (TGS) before third
week of the term.
□ Provide a complete thesis draft to committee members and acquire approval for defense
at least 14 days before defense date
□ Advertise your thesis talk and provide a complete copy of your thesis manuscript to the
front office 14 days before the defense date.
□ Defend thesis and bring necessary paperwork to defense.
□ Make appropriate revisions.
□ Ensure Defense of Thesis Form is signed by the committee and submitted once thesis is
approved by the committee
□ Complete the Electronic Thesis/Dissertation (ETD) Approval Form and submit formatted
thesis to Graduate School no later than 14 days before end of the term. Your committee
must sign this form.
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DOCTORAL DEGREE PROGRAM REQUIREMENTS IN EARTH SCIENCES
PROGRAM OVERVIEW
This document follows the Graduate School Rules for a Doctoral Degrees (Policy &
Procedures at the Graduate School Webpage – http://www.montana.edu/gradschool). The
Graduate School at MSU outlines minimum requirements for all departments, and therefore the
departmental requirements are more restrictive. All students are expected to be familiar with
both the Graduate School and Earth Science Departmental degree requirements.
The Doctor of Philosophy degree (Ph.D.) is awarded on evidence of a particular field of
knowledge, the ability to carry out independent research, and to present the results of such
research in a scholarly manner. The philosophy behind a doctoral degree is focused, intense
research in a specific field of Earth Sciences.
Program Learning Outcomes at the PhD level include:
1) Produce and defend an original and significant contribution to knowledge in the form of a
dissertation (which may or may not include professional publications)
2) Demonstrate ability to design and execute an independent research exercise
3) Demonstrate mastery of subject matter content
4) Demonstrate mastery of one or more methods of inquiry appropriate to the student’s
Earth Science subdisicipline
5) Demonstrate effective written communication of substantive content
6) Demonstrate effective oral communication of substantive content
7) Familiarity with guiding principles and strategies in the ethical conduct of research and/or
teaching
8) Knowledge of the pathways and key skills required to securing a professional or
academic position appropriate to PhD degree holders
9) Capacity to develop effective proposals for external funding
10) Documented engagement with professional field in Earth Science subdiscipline as
demonstrated through publications, presentations, and professional association activities
The resulting PhD degree will be in Earth Sciences. No specialty area such as geography,
geology, GIS, or snow science will be on your transcript or degree. PhD students are required
to be thoroughly familiar with all information and requirements outlined in the Graduate
Catalog and Division of Graduate Education website and are responsible for meeting all dates
and deadlines.
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COURSE REQUIREMENTS
PhD students without a Master’s degree, but with bachelor’s degree in a relevant Earth
Sciences field
•
•
•

A minimum of 60 total post-bacallaureate credits (both coursework and thesis).
A minimum of eighteen (18) credits in new coursework relevant to the research focus
A minimum of twelve (12) coursework credits must be taken within the Department of
Earth Sciences

PhD students with a Master’s degree in a relevant Earth Sciences field
•
•
•
•
•
•

A minimum of 60 total post-baccalaureate credits (both coursework and thesis).
A minimum of 30 credits beyond the Master’s Degree. A maximum of thirty (30) credits
from a previously earned master’s degree at an accredited University may be applied to
the 60 credit minimum for the Doctoral Degree.
A minimum of thirty (30) credits must be taken from MSU.
A minimum of eighteen (18) dissertation credits (ERTH 690)
A minimum of twelve (12) credits in new coursework relevant to the research focus
A minimum of eight (8) coursework credits must be taken within the Department of Earth
Sciences

Other credit requirements
•

•
•
•

All incoming students are required to complete a three (3) credit ERTH-594 Seminar
course, which serves as an Introduction to Graduate Study, and focuses on writing a
thesis proposal, professional development, and review of regulations and expectations.
The course also includes attendance and participation in the weekly Earth Sciences
Seminar. It is recommended that students enroll in this course their first semester.
A maximum of nine (9) 400-level course credits may be applied to the degree
No 300-level courses may be applied toward the degree. However, such courses may be
required if the graduate committee determines that the student has coursework
deficiencies that must be made up.
Only courses listed on the Graduate Program of Study are applicable toward the graduate
degree credit requirements. The Program of Study can be updated at any time.

FORMATION OF A GRADUATE COMMITTEE
(By end of 2nd Semester)
Committee Chair
The chair of your thesis committee is your advisor in Earth Sciences. Your chair was assigned
when you were accepted into the graduate program in Earth Sciences and must be a tenuretrack faculty member in the Department of Earth Sciences, but you may have an affiliate
faculty member as co-chair. You may not change chairs without gaining acceptance in writing
from you new chair and Department Head in writing. These documents will be placed in your
file in the Earth Sciences office. Switching chairs may require significant changes to a research
project.
ESCI Graduate Handbook - PhD Program Requirements

Page 18 of 38

Committee Members
A minimum of four committee members is required (including your Committee Chair). The
majority of the committee should be made up of, but is not limited to, faculty from Earth
Sciences. Members of the committee should be individuals who can provide constructive input
to your research and program of study. Check with your major professor for recommendations
and/or concurrence on prospective members. Faculty should be asked if they are willing to
serve.
The graduate committee chair and the department head recommend the committee composition
to The Graduate School. Final approval of committee composition rests with The Graduate
School. If a potential committee member is not already a tenure track member of the faculty at
MSU, you must to obtain Department and The Graduate School approval. You will need to
obtain a current Curriculum Vita from the potential member, and your major advisor will need
to write a letter of recommendation to the Department and Graduate School explaining why
he/she should be a member and what he/she will contribute. Post docs may NOT serve as
committee members even if they are affiliate faculty.
When all members have agreed to serve and any required documentation is provided, their
names and signatures are required on the Graduate Program of Study and Committee Form to
show their willingness and to give their approval to your Program of Study.
Graduate Representative
The Graduate Representative is an optional member of the graduate committee. This member
is a tenured or tenure-track faculty member at MSU who is not a member of the student’s
degree granting department. The primary responsibility of the Graduate Representative is to
ensure that examinations and defenses are conducted in a fair and satisfactory manner. The
Graduate Representative must attend all examinations and defenses with the exception of the
written examination. The Graduate Representative, however, must be a participant in any
reviews of the results of the written exam. At examinations and defenses the Graduate
Representative has the same privileges to ask questions and offer comments that are accorded
to any other committee member.
This option can be exercised with the submittal of the Program of Study Form. If the
committee chair or a committee member or the student wishes to add a Graduate
Representative after the approval of the Program of Study & Committee form, they may do so
by submitting a completed Graduate Committee Revision Form, available through the
Graduate School. The student and the committee chair(s) are responsible for selecting and
inviting the Graduate Representative to serve. The Graduate Representative must sign off on
the student’s Program of Study & Committee form. If the committee chair or committee
member or student cannot agree on the choice of the Graduate Representative, one will be
appointed by the Graduate School Dean. The Graduate School has the final approval on the
eligibility of all Graduate Representatives.

OUTLINING A PROGRAM OF STUDY
(Recommend within 2nd semester, and no later than end of 3rd Semester)
Meet with your Graduate Committee members to plan the courses you will take and the
sequence for your graduate program. Your Program of Study should reflect your background
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and the knowledge base necessary to achieve a broad understanding of Earth Science. The
major professor and student's graduate committee will determine additional specific course
requirements for completion of the Doctor of Philosophy degree. In some cases, competency in
a foreign language may be required by the student’s graduate committee. This paperwork
should be turned into the department by the end of the 1st semester. Based upon their
evaluation in the Qualifying Examination, your Committee may suggest changes to your
Program of Study.
By the end of their first semester, students must submit the form to the department for the
signature of the Department Head and for forwarding to The Graduate School for the Dean’s
signature. Committee members approve and sign your final Graduate Program of Study and
Committee Form. This form requires the signatures from the full committee for approval to
show their willingness to serve and to give their approval to your Program of Study. The
graduate administrator will forward the form for approval from the Department Head and TGS.
The Program of Study can be updated at any time. Once a course has been taken, (received a
grade) it cannot be removed from the Program.
If you do not meet the deadline for filing your program of study/committee form with The
Graduate School, a HOLD will be placed on your registration until it is approved. There is a
$30 fee from the Graduate School for processing. No charges are made for changes. You will
be responsible for this fee unless your advisor specifically approves payment.

THESIS PROPOSAL
(Recommend within 2nd semester, and no later than end of 3rd Semester)
Your thesis topic is selected in consultation with your advisor and your committee. The topic
may be part of a funded research project. If receive a graduate Research Assistant appointment,
the Department may require that you sign a letter of agreement between the principal
investigator and the student which outlines the ownership of data, the scope of the thesis with
respect to the grant, and the number of hours per week the student must work on the grant
separate from the time dedicated to the thesis, and the relationship between grant and the
thesis.
You should begin your thesis proposal development during your first semester in residence.
This is usually accomplished by taking the Introduction to Graduate Study course. Your
proposal should be developed in consultation with your advisor and committee and must be
submitted to the department within the second or third semester.

QUALIFYING EXAMINATION
(Recommend within 2nd semester, and no later than end of 3rd Semester)
All doctoral students will be required to successfully pass the written Qualifying Examination
and orally defend their written research (dissertation) proposal during the first year of
residence, typically late in the second semester of residence. The written qualifying
examination shall consist of:
1) The dissertation proposal including a thorough literature review of the research problem
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2) An in-depth essay (review paper format, 5,000 – 10,000 words) on the trends and future
directions of the candidates chosen field of study as defined by the dissertation
chairperson and committee.
The oral defense will also include questions on the written "trends and future directions" essay.
Doctoral students are offered only one opportunity to successfully pass the written qualifying
exam and oral qualifying exam. All committee members must be present. See the associated
rules for “Video Conferencing for Examinations and Defenses”. The Qualifying Exam should
not be taken in summer or during semester breaks. Please plan accordingly. Exceptions to this
rule must be obtained with written approval by the thesis committee and department.
It is the student’s responsibility to set up the Exam time with their committee, and bring all
appropriate paperwork needing signatures.

COMPREHENSIVE EXAMINATION
(Before defense of thesis)
Overview
The Comprehensive Exam is both a written an oral examination. The student should speak with
each Committee member to ascertain what subject matter that member will hold them
responsible for knowing. Successful completion of the Comprehensive Exam advances a PhD
student to doctoral candidacy
The Comprehensive Exam should not be taken in summer or during semester breaks. Please
plan accordingly. Exceptions to this rule must be obtained with written approval by the thesis
committee and department. You must be registered for 3 credits when you take the exam and
have completed 75% of your course work.

Written Component
Each Committee member composes their questions and determines an amount of time that the
student can have to answer their questions. This typically ranges from 2-4 hours; in cases in
which either field or laboratory content is included in the written exam component, this may
range up to 8 hours. The student’s dissertation advisor collects the questions from each
Committee member and then administers the exam over 4 days to their student (one Committee
member exam component per day). In addition, the dissertation advisor must provide with
copies of all of the written exam component questions to the Graduate School appointed
Committee member, as required by the Graduate School. The student gives each completed
exam component as completed to their dissertation advisor who then forwards it to the
Committee member who wrote the questions.
Oral Component
The written exam is followed by an oral exam that is focused on elaboration, elucidation, and
(or) clarification of the written components. It is administered by the entire committee over a
2-3 hour period of time. It is the student’s responsibility to ensure that all committee members,
including the graduate representative, are available when scheduling the comprehensive
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examination. The Graduate School requires the entire Committee to be present at any oral
exam (qualifying exam, comprehensive exam, and defense). See the associated rules for
“Video Conferencing for Examinations and Defenses”. If the entire committee is not present,
The Graduate School will require the exam to be re-done. This is especially pertinent with
respect to The Graduate School committee appointees and off-campus/out-of-town Committee
members. The oral component should be held within 2 weeks or less of the completion of the
written component of the comprehensive exam.
Approval and Passage
The comprehensive examination is graded with either a passing or failing grade determined by
a majority vote of the student’s approved graduate committee, and this vote is based on the
student overall performance on both the written and oral comprehensive exam components.
The graduate committee and department head are responsible for submitting written notice of
the results of the comprehensive examination to the student and to The Graduate School no
later than five (5) business days after the examination is held or after each section is
administered. The form is to be submitted to The Graduate School by the department, not the
student.
The student is allowed two (2) total attempts to pass the comprehensive examination. At least
six (6) months must elapse before the second (2nd) attempt at the examination. Failure to pass
the second (2nd) attempt results in termination of graduate study and dismissal from the
academic program. Students who are dismissed from the program due to a second (2nd) failed
attempt are ineligible to reapply to the same degree program.
It is the student’s responsibility to set up the Exam time with their Committee’s approval,
notify the department secretary and to reserve a suitable room, as well as necessary
presentation equipment (laptop and projector) for committee meetings and examinations. It is
the student’s responsibility to bring all appropriate paperwork requiring committee signatures.

PUBLIC PRESENTATION
(Approximately halfway through course of study)
All PhD candidates are required to present a minimum of one talk on their research in the
Department of Earth Sciences seminar program. This professional seminar is typically given
approximately halfway through their course of study, and should be given in the style of a
typical professional seminar talk (~45 minute talk with 15 minutes for questions).

WRITING A THESIS
Overview
Your thesis is the high point of your degree work. It will also open the doors to future research
opportunities. This means that its degree of scholarship will be acceptable for peer-reviewed
publication in your field of expertise. You must understand and use the format requirements for
The Graduate School (see “The Graduate School Handbook for Thesis/Dissertation Writing”).
Your Graduate Committee may set additional requirements to follow. Your thesis/dissertation
must be well written. The writing process is challenging, and it will take a great deal of time.
There should be many revisions. Do not expect to complete it with a single draft. Your fellow
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graduate candidates will be excellent reviewers for the early drafts. Ask you major professor to
comment on a more polished draft before you even consider presenting it to any other graduate
committee members Remember that everyone has to rewrite/revise their thesis/dissertation Be
prepared for an individual committee member to require substantial changes before they agree
that you are ready for your formal defense.
Format Considerations
You must understand and use the format requirements for The Graduate School (see “The
Graduate School Handbook for Thesis/Dissertation Writing”). Your Graduate Committee may
set additional requirements to follow. The expectation of your PhD thesis is that it represents
published or publishable work. You therefore can select options that will minimize your need
to rewrite material before submission to a journal, monograph series, etc. You should consider
writing one or more chapters of your thesis in the format for the journal in which you intend to
publish. Consult with your thesis committee on their expectations for thesis format. Authors
are encouraged to write in a manner that requires the least rewriting for a publication format
and still meets the requirements of The Graduate School’s guidelines. Often, the format for
journals is not identical to The Graduate School (TGS) format in all cases. You will need to
work with your advisor to creatively meet both requirements.
Prior to writing your thesis, and during the writing process, refer to the online “Preparation
Guide for Theses, Dissertations, and Professional Papers” available on The Graduate School
website. Understanding the formatting will help you avoid rewriting based on formatting
errors. You can save yourself a lot of effort if you read and follow the formatting requirements
in the guide for both the electronic and printed versions.
It is your responsibility to meet TGS guidelines for formatting your thesis before it is accepted
by your Graduate Committee, the Department Head, and the Graduate School. All theses are
now submitted electronically to the TGS. Thesis formatting guidelines are available on the
TGS website, and a representative from the TGS is available to assist you with formatting.
Contact this person early in the writing and formatting process.

THESIS DEFENSE
Overview
The PhD Thesis must be formally defended to your graduate committee. The Defense of Thesis
will entail:
1) A public Seminar that is open to all faculty and graduate students, in which your research
and conclusions are presented with an opportunity for questions from the audience.
2) A closed-door Defense Meeting with the Graduate Committee. The Committee Chair
must attend in person. See the associated rules for “Video Conferencing for Examinations
and Defenses”.
IMPORTANT: Do not schedule your Defense of Thesis until you have clear indications that
your committee is ready to approve your work.
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Scheduling
Students must be registered for at least three (3) credits in the term during which they want to
graduate.
The Application for Advanced Degree must be submitted to The Graduate School before the
deadline of the semester in which you plan defend your thesis. This date is usually the third
Friday of the term.
Public presentation and defense must be completed during the period of scheduled classes in
the academic year, and should not be held during final exam week, holidays, or summer term.
Exceptions must be obtained in writing from the thesis committee and department.
The defense may only be scheduled when the committee agrees that a complete thesis draft is
ready. Approval may take some time. In general, each time a draft is submitted to the Chair or
committee, the student should not expect a response in less than fourteen (14) days. The chair
of the committee must approve a defense draft before the thesis is submitted to the committee.
Note: this implies that at least 28 days between the submittal of a thesis for review and the
defense. The defense must be completed on or before the 14th business day prior to the end of
the semester in which the student intends to graduate.
You must notify both The Graduate School and the Earth Science Department at least fourteen
(14) days before the scheduled date of your defense. It is your responsibility to ensure that all
Supervisory Committee members can be present and that the seminar time and date are
publicly advertised (the office staff may offer assistance).
Typically, the public presentation is approximately one hour (~45 minutes presentation and
with at least 15 minutes for questions from the audience). It is your responsibility to find a date
and time that fits the schedule of each committee member, including the Graduate
Representative if you have chosen this option. In addition, you must broadly advertise the
seminar at least fourteen (14) days before the presentation. You are required to submit an
announcement for the MSU Calendar of Events. The graduate administrator can help to
advertise within the department, but you will probably want to so some additional advertising
in other departments which share research interests.
Because it is a formal presentation, the seminar should be well prepared and include visuals
and/or media. Be sure to include these insights into your research work:
•
•
•
•
•

A clear statement of the question that your research addressed
An explanation of the importance of your question, considering earlier work by others
A presentation of the methods and/or techniques of research and analysis of the data
A clarification of any weaknesses in your data and/or how your might have done the
research differently given the experience that you gained
The conclusions supported by your data and their comparison with other findings

Thesis Approval
Following the defense, the committee will vote on the quality of your thesis and your oral
examination. Three decisions are possible:
1) Acceptable - This means that your committee will sign the Report on Thesis Defense,
brought to the meeting by your advisor, recommending you be granted an advanced
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degree. This often includes minor revision of the thesis and/or passing of courses that you
are currently taking.
2) Conditional acceptance - This means that your committee will sign the Report on Thesis
Defense in the future, after you fully satisfy one or more of the following:
o A major revision of the thesis
o Action(s) to correct a given deficiency in the defense such as additional reading
and report or a correction in statistics
o The satisfaction of a deficiency in your Program of Study
3) Failure - This means that you will be dismissed from the graduate program without
receiving a degree. Without exception, a decision of failure will be reviewed by The
Graduate School and the Department Head.
It is the student’s responsibility to find and bring all appropriate paperwork requiring
committee signatures. Once your defense is complete, it is your responsibility that all your
committee members sign the Defense of Thesis Form. If your committee requires revisions to
your thesis prior to final submission, these changes must be made and approved before you can
obtain required signatures. The Earth Sciences office will obtain the signature of the
Department Head and forward it to The Graduate School for signatures.
Thesis Submission
After your thesis/dissertation defense and approval by your graduate committee, your
thesis/dissertation will need to be submitted to The Graduate School. The Graduate School
checks the formatting of your thesis for online publication to determine how well it adheres to
the requirements. Upon final approval of your thesis by your committee, you have the
responsibility to complete the Electronic Thesis/Dissertation (ETD) Approval Form, which
must be signed by each committee member and submitted for additional signatures. The
Graduate School requires students to submit the electronic version of their thesis/dissertation.
There are specific guidelines for formatting the printed version of the thesis which differs
slightly from the electronic version. The Permission to Use Form must be bound into any copy
for public use.
Approval of the thesis will be defined by the signature of the Graduate Dean only after the
thesis has been judged to meet all expectations. A thesis is considered completed when
accepted by the MSU Library in an electronic format. M.S. candidates must then provide a
digital copy of this electronic file to be posted to the department website.
The thesis must be defended and the final file submitted to the Graduate School on or before
the 14th business day prior to the end of the semester in which the student intends to graduate.
If you have been unable to meet the graduation requirements before the semester deadline, you
must submit the Withdraw My Application for Advanced Degree to TGS. It may only be
submitted online. You must then submit a new application and another fee for the correct
semester.
The initial fee is currently $30 for processing. A re-audit costs $20 each semester of
application. You will be responsible for graduation fees unless your advisor specifically
approves the payment.
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PHD PLANNING CHECKLIST
Within your first semester:
□ Enroll in the two credit Graduate Seminar for all incoming students (if Fall term)
□ Review your research plans individually with potential committee members and request
their feedback.
□ Seek out Graduate Committee members.
Within your second or third semester:
□ Complete a Program of Study form and submit to the Department of Earth Sciences
□ Complete and submit a Thesis Proposal with approval of your major advisor
□ Participate in the Qualifying Exam
In subsequent semesters and prior to your final semester:
□ Hold a committee meeting every semester to provide research and coursework updates
and request committee feedback
□ Revise and resubmit the Program of Study if necessary
□ Hold a Comprehensive Exam
□ Present a minimum of one professional talk during the ESCI seminar series
In your planned final semester:
□ Enroll in at least 3 credits the final term during which you intend to graduate
□ Submit the Application for Advanced Degree to The Graduate School before third week
of the term
□ Provide a complete thesis draft to committee members
□ Acquire approval for defense at least 14 days before defense date
□ Defend thesis and make appropriate revisions
□ Ensure Defense of Thesis Form is signed and submitted once thesis is approved by the
committee
□ Complete the Electronic Thesis/Dissertation (ETD) Approval Form and submit formatted
thesis to Graduate School no later than 14 days before end of the term
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IMPORTANT PROGRAM AND EMPLOYMENT MATTERS
BEGINNING EMPLOYMENT
A GTA, GRA, or GSA appointment requires that you are hired by MSU (A “fellowship” is not
an employment category).
The first time you are appointed, we will need to submit specific employment forms before you
can be paid. You will need to fill out a withholding statement (a W-4) and an Employment
Eligibility Verification form (an I-9). In addition, there is a Vehicle Use Form and a
Decedent’s Warrant.
You must have appropriate ID to fill out the I-9 form. This may be your Social Security Card
and one other picture ID, such as your driver’s license or your current passport. See “Payroll”
for more details.

PAPERWORK AND DOCUMENTATION
Throughout the course of your graduate study, you will be required to complete paperwork to
document your progress toward your degree. The office has blank copies of each of the
documents that have been approved for submitting the details of your progress. Your advisor
and/or the office may or may not remind you of the deadlines for completing requirements that
are specific to your program. You are ultimately responsible for submitting all of your
paperwork verifying the completion of each step toward graduation and in meeting all
deadlines.
There are consequences if forms are not filed correctly or in a timely manner. Students will
have a HOLD placed on registration for not filing the Graduate Program of Study prior to the
end of the second (for Master’s students) or third semester (for PhD students) in attendance. If
you have any questions about when forms need to be filed, check The Graduate School web
site or call their office, at 994-4145. You may also inquire in our department office. All forms
are also convenient to find online!
The department has a file for each graduate student which contains all completed
documentation of progress. When a document is submitted for approval (all required
signatures), a copy is also made to verify that the paperwork was submitted on time. Since
officials in several departments must sign for their approval, please allow several days for
meeting a deadline. The graduate administrator can keep you informed about the progress of
your paperwork. If you have not heard whether your submission has been approved, you may
call the office about your concern.

ACH OR DIRECT DEPOSIT
There are two forms of automatic deposit of payments from MSU. If you are paid through
Human Resources, you must fill out a Direct Deposit Request form for payroll direct deposit. If
you receive payment through University Business Services, you are a “Vendor” and should
request the Montana State University ACH Authorization form (both of these request forms are
available in the office or online). If you will be requesting reimbursement for any travel or
purchases for the grant, you are a “Vendor.” It is required that you request both forms of direct
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deposit. You may often be in the field when a check might arrive, you will receive your
payment more quickly, and you will save the money required to print a check! If you do not
have direct deposit, your paycheck will be held until you pick it up for up to three months.
There is no charge for ACH. A deposit slip or voided check from your checking or savings
account must be attached to the request. You may apply online for payroll ACH. Your first
paycheck or vendor payment may not be direct deposited if it is submitted after the 20th of the
month; the university needs time for a trial run to make sure everything is set up correctly.
Subsequent payments will be directly deposited into your account and you will be notified via
email.

FELLOWSHIPS
Some grants provide support with a fellowship. A fellowship provides a monthly stipend from
which expenses are to be taken such as tuition, fees, and books. You will not receive this
stipend from Human Resources. Instead it is requested from University Business Services
through the department office once a month around the 5th of the given month. Thus, you will
receive a payment DURING the month in which you are appointed, usually during the third
week of that month. For example, if you are appointed from August 1 through December 31,
your first stipend will come in August and your last would come during December.
Another difference is that NO taxes are deducted. You are responsible for documenting and
reporting your expenses to the IRS for taxes at the end of the calendar year. You are taxed on
expenses not related to your academic costs. You will receive a copy of the appointment which
includes more details of your responsibilities to the IRS.

GRADUATE TEACHING ASSISTANTSHIPS (GTA)
Graduate Teaching Assistants (GTAs) are awarded during the Graduate Application Process.
GTAs are nominated by their prospective advisors and evaluated by the faculty each semester
of application. You will be notified in writing of the offer of a GTA position. Acceptance or
rejection of the GTA assignment must be in writing or email. Please refer to the online “MSU
Graduate Student Appointment Policies and Procedures” for details of your appointment.
Graduate students who are appointed as Teaching Assistants are required to be enrolled in
classes to be employed. During Spring or Fall Semester, a student must take a minimum of six
credits. There are currently no Summer GTA appointments available apart from the Earth
Sciences Field Camp. These GTAs are assigned by a separate application process each year.
Be sure to check the enrollment requirements for any paid position on campus.
You will receive a tuition waiver for a minimum of 6 credits from TGS. Resident tuition for up
to 9 credits may be waived. You are requested to apply for residency during that year if you
intend to register for less than 6 credits at any time. The tuition waiver and base stipend do not
cover health insurance or student fees. You must pay all fees or obtain funding for them and
request the necessary paperwork to cover fees. Please register at least 3 weeks before the start
of the semester so there is no delay in receiving your tuition waivers.
Your signature is required on an appointment agreement form describing your course
assignment and responsibilities before your appointment is considered complete. This is your
acceptance of the assigned position.
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You cannot be appointed until you have registered for your credits You do not receive your
tuition waivers until you have confirmed your attendance! Do not wait.
If you are accepting a position as a GTA for the first time, The Graduate School conducts an
orientation that is mandatory. You will need official exemption from the Department Head and
The Graduate School if you cannot make this orientation. You will not be required to attend the
orientation a second time.

GRADUATE RESEARCH ASSISTANTSHIPS (GRA)
Graduate Research Assistantships may be available to students based on the specifications of
their grant. Qualifications and the amount of the stipend are determined by these specifications
and your advisor. Some grants have more money available and will cover tuition costs while
others may have only a minimum amount available for assistance. You are responsible for
knowing who handles your appointment. Please refer to the online “MSU Graduate Student
Appointment Policies and Procedures” for details of your appointment.
While the staff tries to remain aware of whose appointments are ending, sometimes a gentle
reminder from the student to their advisor would be helpful. If you know that your appointment
is ending, and you have not been asked by the office to sign a new form, please call and make
us aware of your concern. Ultimately, it is your responsibility to be sure that you are appointed,
funded, and/or paid.
Graduate students who are appointed as Research Assistants are required to be enrolled in
classes to be employed. During Spring and Fall Semesters, a student must take a minimum of
six (6) credits. Speak with your advisor concerning summer enrollment, as there may not be
coursework or tuition funding for summer. Be sure to check the enrollment requirements for
any paid position on campus.
You cannot be employed until you have registered for credits and confirmed your attendance.
Do not wait. Please enroll at least three weeks before the start of the semester so that there are
no delays in your funding for tuition, fees, or your stipend. If you are late in registering for the
required number of credits, you will be paid as a regular employee, rather than as a GRA, and
additional deductions from your paycheck will be automatic. Or, your appointment approval
will be delayed, and your first payments will be late. Your signature is required on an
appointment agreement form describing your responsibilities before your appointment is
completed.

TUITION COVERAGE
Depending upon the grant or funding source under which a student is working, tuition expenses
and other fee waivers may be available. All full GTA’s (19 hours/week) are eligible for
between six to ten (6-10) credits of resident tuition waivers each semester that they are
assigned a position. Tuition waivers can only be used for courses that are approved on your
Program of Study, and there is a total limit over the term of your degree (66 for PhD students
and 33 for MS students)
You do not receive your tuition funding or fee waivers until you have confirmed your
attendance. You must register for classes and confirm your attendance before each semester
ESCI Graduate Handbook – Other Information

Page 29 of 38

deadline to receive any tuition funding or waivers! If you have not registered before the start
of the semester, you risk losing some tuition waivers or being charged a late fee. Please register
at least a month before the start of the semester so that there are no delays in the depositing of
the funds into your student account. Your MyInfo account will allow you to view your status.
A late fee is charged if you do not confirm your attendance before the payment deadline.
Student Accounts does not want to deposit the money into your account if you will not be
attending, so a confirmation of attendance is required. A late fee charge is NOT automatically
paid from your funds. You are responsible for paying a late registration fee unless there are
circumstances beyond your control.
If you are a non-resident, you may be eligible for GATA Designation (see below). This
designation is available only after you register for classes.

GATA DESIGNATION
MSU has set the following criteria for awarding the special tuition rate to nonresident GTAs
and GRAs. If you meet the criteria below, you will be appointed with the GATA designation as
with your GTA or GRA appointment. This designation means that even though you are a nonresident of Montana at the time of admission, the non-resident tuition will be waived. You will
be billed for only the resident tuition.
Criteria for Awarding Special Tuition Rate to Non-resident GTAs and GRAs
•
•
•
•

GTA’s and GRA’s must be enrolled in a graduate degree-seeking program for a
minimum number of 6 credits in the semester of their appointment.
Stipends awarded to GTA or GRA students must be an amount commensurate with past
practices in the department and meet the Graduate School minimum amount.
GTA’s and GRA’s must be appointed for 20 hours per week. GTA and GRA
appointments can be combined with Graduate School approval.
Duties and responsibilities of GTA’s and GRA’s are as previously defined by the
Graduate School.

HEALTH INSURANCE
Although it is your responsibility to be sure that you have health insurance while you are in the
degree program, these basics may help you to make your decisions.
•
•
•

•

You must enroll in a minimum of 7 credits per semester to be automatically eligible. This
does not apply to summer semester.
Graduate students have the option to contact Student Health Service directly and to
request the student health insurance (with health and dental fees) even if you are
registered for less than 7 credits. This is your responsibility—no one can do it for you.
When any student registers for classes, you will be asked if you wish to accept or decline
the student insurance plan if you are automatically eligible. You will be reminded of the
university policy regarding health insurance and advised that accepting the insurance will
also add the health fee to you student account (unless your classes are off campus).
All graduate students may use the Student Health Service, even if they have declined the
student insurance coverage. If you have not paid the Student Health Service fee, you may
be charged the fee during your first visit.
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•

•
•
•
•
•

If you have been covered in the spring semester, you are automatically enrolled in the
insurance plan for summer with no additional charge.
If you enter the program during the summer semester, no matter how many credits you
are taking, you must request enrollment in the health insurance plan.
Check with your advisor to find out if your funding includes health insurance options.
If you are a GTA, part of your stipend is to be used to fund your health insurance costs.
When you choose to be covered by student health insurance, you are required to pay the
health and dental fees as well even if you are registered for less than 7 credits.
Contact Student Health Services if you need insurance for a dependent(s)

Prescriptions or health/dental service visits are NOT “student fees.” These are your personal
responsibility to pay or report to your insurance. These will be billed to your student account
without notification.

PAYROLL
Payroll for a GTA, GSA or GRA is handled through Human Resources. Taxes will be deducted
per the information on your W-4 and your student status.
Please remember that Montana State University pays for the previous month’s work – so your
January paycheck would be for work performed in December. If you did not work in
December, you would not receive a January paycheck, even if you started working in January.
If you started work in January, your first paycheck would be on February 11th.
A Fellowship Appointment is required by some grants. It is not payroll, and taxes are not taken
out ahead of time. It is your responsibility to understand your tax obligations.
You may sign up for direct deposit at the Personnel and Payroll Office, 19 Montana Hall.
They will require a deposit slip or voided check from your checking or savings account. Your
first paycheck may not be direct deposited; the Payroll Office must receive your request before
the 20th of the month to allow time to confirm the information. If you request after the 20th,
your first salary payment will need to be picked up by you in Montana Hall. You do NOT
receive a printed deposit slip; the information is online for viewing and printing as your needs
require. The department recommends that you arrange to have your paycheck directly
deposited into your bank account. There is no extra charge for this, and the money would be
available to you in your account the day that paychecks are distributed. Hard checks may not
be mailed for 30-90 days. If you change your mailing address, you must file a form with
Human Resources, or the old address will automatically be used. You may change your direct
deposit preferences on line. You must also inform Personnel and Payroll Services if you close
a direct deposit account.
Your W-2 for taxes is available online through the MyInfo portal unless a printed form is
specifically requested.
If you are employed by MSU in any way, be sure that you know the number of credits for
which you must be registered to keep your student status, or you may find unwelcome
employee deductions from your paycheck!
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PURCHASES
Any major purchases, and possibly minor ones, will need to be approved by your advisor
before you make them. Different advisors have different policies or procedures. Know their
preferences and know the index number to which charges are to be made. Be aware that new
MSU policies and grant funding do not allow office supplies and equipment to be billed to
federal grants unless they are specified in the budget.
Purchases of “Computer Hardware, Software, and IP Addresses” may require additional
procedures.
If you will be purchasing supplies from a local business, check with your grant accountant to
determine if a direct billing account is available. If direct billing is possible, please make sure
you get all the information about how to use the direct billing prior to using the service. In
general, write the index number to which the amount is to be charged and sign your name
legibly on the receipt. Turn in all receipts to the appropriate accounting staff. If you do not turn
in your receipt, or if the information on the receipt is not legible, your ability to use the direct
billing may be rescinded.
You may save a lot of money by using a department account for large companies. Check with
the accountant the first time you order research supplies or use Amazon.com.
If direct billing is not available, you may need to use a Department Credit Card to complete the
purchase. The department accountants must pre-approve use of a department credit card. If you
place an order with a department credit card, you are responsible for turning in a receipt with
your name, purchase category (e.g., field supplies, travel) and index number clearly indicated.
Invoices may be sent to you electronically to print out or forward to the department office staff.
Failure to adhere to these policies will result in you losing the ability to charge orders on the
departmental credit card.
•
•

•

Department credit card use is required for airfare, lodging, and/or car rentals.
All receipts, including those for items bought at the MSU Bookstore, sales and services
(labor) from ITC, or University Printing, must be turned into a department accountant
with the name of the purchaser and the number of the index to which to charge the costs,
or you may forward them electronically to the department.
In addition to invoices and receipts, you are required to turn in all packing slips.

REIMBURSEMENTS
If you use your own cash or a credit card to purchase items necessary for your degree program,
you may request reimbursement (see also “Travel” below). You must provide a detailed list of
all purchased items on either an invoice or a receipt and provide the index number when
requesting a reimbursement. The copy of the signed credit card slip is NOT a detailed list!
You must be able to justify any unusual purchases. You may not be eligible for reimbursement
for office supplies. Be sure to check the budget for the grant before you spend your own funds
and also get approval from your advisor.
•

Reimbursement must be requested within 90 days of the purchase! You cannot be
reimbursed for late requests.
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•

Be aware that reimbursement takes up to a month. It is to your advantage to apply for
“Vendor” status with the business office. Reimbursement will still seem slow, but it will
be directly deposited (see “ACH” above).

TRAVEL
The most current policy and procedure details are found in Appendix III. Below is a summary
of expectations.
•

•
•
•
•

•

•
•

For all out of state travel, including trips to Yellowstone National Park, (WY), you need
to submit an out of state Travel Justification form with your advisor’s approval 10 days
prior to travel. Please fill out the form and turn it in to the Earth Science office at least
one week prior to the start of your travel. This way all the signatures that are needed can
be obtained, and there will be time to fix any problems that might come up It is possible
to receive a travel advance if major expenses are anticipated.
All purchases of airline tickets are to be made using the department credit card. You will
need a completed travel justification form when you make your reservations.
Some grants require only USA-codeshare flights, meaning that you cannot charge a
foreign operated flight to that grant. Make sure to review any purchasing requirements
and restrictions with the funding agent or your advisor.
Your boarding passes may be requested as evidence that you made the trip.
Any travel expense reimbursement must be submitted on the Travel Expense Voucher
(TEV) Form which can be found online or on paper in the office. Please be sure you are
using the most recent mileage rates. You will not be reimbursed until office has a fully
completed and signed copies of both the Travel Authorization and TEV forms. Itemized
receipts are required for all expenses claimed during the travel. There is a per diem rate
for meals. If you are not sure which expenses can be claimed, ask before you spend the
money For instructions on how to fill in a Travel Expense Voucher, contact the Earth
Science administrative staff. Travel Voucher Forms must be turned in within 90 days of
the completed travel
You may use a personal vehicle for travel and claim mileage reimbursement. A Vehicle
Use Agreement form must be filled out before you do any driving for department
business. The higher reimbursement rates are available only if you have contacted
ENTERPRISE and confirmed that there is no effective vehicle available for your use
before you use your personal vehicle. Mileage reimbursement rates are subject to change,
so for current rates check the OPS information page. If you have any questions, please
contact the office staff.
Rented, state, and federal government vehicles should be parked in the lot adjacent to the
campus police building. When renting cars from local businesses, do not take out the
insurance they offer. MSU has insurance to cover these rentals.
Rental of a building, rental deposits, payments for utilities, and phone and/or internet
services at a field study site are NOT travel expenses. Payment for these costs must be
billed directly to the Department for payment. The service provider should contact the
department to arrange for the payment, or you may provide the contact information so
that the department can complete the arrangements.
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LEAVE OF ABSENCE AND CONTINUOUS ENROLLMENT
To maintain graduate status, a student must be enrolled in three (3) or more credits (including
thesis or dissertation) each semester, excluding summer semester. Continuous enrollment policy
http://www.montana.edu/gradschool/cat_continuous_enrollment.html is applicable for:
Master’s students
• After completion of required content course work on the approved graduate Program of
Study (content coursework excludes thesis or dissertation credits)
• Or, after the student passes any portion of the comprehensive examination.
Doctoral students
• After passing any portion of the comprehensive examination.
Students to whom continuous enrollment applies may have leave of absence from the
university for a maximum of three semesters, excluding summer term, without penalty. These
leaves of absence may be taken as consecutive or individual semesters. No form or approval
from The Graduate School is required to be absent. As a courtesy, we ask that you discuss the
absence with your department.
Registering for less than 3 credits is a leave of absence. Students who want to maintain access
to MSU library resources may register for 1-2 credits. Students who are not registered (zero
credits except summer semester) are not entitled to use any university facilities including the
library. A comprehensive exam or defense of thesis/dissertation may not be conducted during a
semester off (less than 3 credits). Failure to maintain continuous enrollment (3 or more credits)
constitutes evidence that the student has resigned from the degree program and Montana State
University.
Excess leaves of absence may be approved for documented medical reasons or military duty.
The Intent to Register form is required to be completed before you may register for courses
after a leave of absence.

ONE CREDIT EXTENSION POLICY
This option is a courtesy only available to students who have completed all requirements
except defense of thesis (or thesis approval), and need an extension past the . The first step is to
withdraw your prior application for graduation and reapply with the request for the one credit
extension.
To be eligible for the one credit extension these requirements must be met:
1) You must defend before the end of the semester in which you applied to graduate. You
must be registered for 3 credits at the time you defend. You cannot defend between
semesters.
2) Your thesis publication approval must be submitted to the Grad School by 5 pm of the
first day of the immediately following semester. This may be submitted between the
semesters. If you miss the start of the semester deadline, you must register for 2 more
credits. You could also take a leave of absence and apply to graduate the following
semester when you again register for 3 credits minimum.
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You are not eligible for a non-resident tuition waiver or a research assistant appointment
during the 1 credit extension semester. You will graduate during the semester in which you are
registered for one credit if you meet these requirements for the extension.

VIDEO CONFERENCING FOR EXAMINATIONS AND DEFENSES
For master’s and doctoral examinations and defenses, the student, graduate committee chair,
and at least one MSU faculty committee member must be present in the same physical
location.
The Graduate School requirements for video conferencing during all examinations and
defenses are as follows:
•
•
•
•

The conference must have two-way video with audio for its duration. Neither the student
nor any committee member may participate in the conference via telephone (audio only).
Initiating and implementing the conference process is the responsibility of the student
and/or the department.
The student and/or department are responsible for all costs incurred.
If communication is broken during the examination or defense and cannot be reestablished, the examination or defense must be terminated and rescheduled for
completion at a later time/date.

OTHER STUDENT AND OFFICE ESSENTIALS
ORIENTATION MEETING
Every graduate student is expected to attend a The Graduate School orientation
meeting/reception at the beginning of fall or spring semester each year. Schedule of time and
location is usually posted throughout campus and in the office. New graduate students will also
receive a location notice in their email. New students are automatically charged an orientation
fee which cannot be covered with grant funding. The Department may also hold an
orientation/get together meeting for Graduate Students at the start of the semester.
During The Graduate School Orientation, you will receive this printed handbook that covers all
graduate student policies originating from The Graduate School. While this book is extremely
useful, you must be aware that the correct and most current graduate catalog is on-line. In the
past, the TGS has made changes to the online version of the catalog with no notification to
students or advisors. It would benefit you to check the online catalog for all deadlines and
procedures as you reach each milestone of your degree.
If you look at the on-line catalog, you will notice sections titled “Master’s Requirements” and
“Doctoral Requirements”. These sections will have the most current information regarding
your program, and represent minimum requirements that may be expanded upon by the
additional Departmental Requirements.

E- MAIL SERVICES
You are required to check your preferred email address regularly. The “preferred email” has a
formal designation in the MSU system and can be defined and updated in your MyInfo student
portal. It is necessary that the university and department have your current email address.
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ID/CAT CARD
When you are accepted into the Graduate program here at Montana State University, you are
assigned an eight-digit student identification number. This number is your Student ID or GID
number, and it would be helpful if you could memorize it. You will need to obtain the MSU
Cat Card with this number for identification. You will probably want to carry it with you at all
times. It allows access to the gym, library checkout, and other campus services. It would be
your ID for any student discounts at local businesses, as well.
You will be charged a onetime $15 student card fee when you first register for the cost of your
MSU Cat Card. It is issued in the basement office in the Student Union Building between the
bookstore and the Food Court. A photo will be taken. This is a personal cost—almost no
outside funding covers this expense.
The card can be used as a debit card at various places on campus if money deposits are made
for the Cat Card. There is a web page for the Cat Card, www.montana.edu/catcard, where you
(or your parent or guardian) can add money to the card balance.

KEYS
All graduate students will be supplied appropriate office space either in a shared Traphagen
Hall office or in office/lab space provided by the advisor. Some advisors assign space in
another building. You will need to obtain a form from the Earth Science Office to pick up a
key for the room to which you are assigned. A GTA may be requested to obtain a key for the
assigned lab classroom. To get a key to your office you will need to ask the academic
coordinator to submit an electronic Key Request Form. Facilities Services will make a copy of
the key and send you an email when it is available for pick up. You must provide the printed
Key Request Form with signatures that confirm approval when you pick up the key Do not
expect to be issued a key on the spot. When you at notified of approval, take the form to
Facilities Service in the Plew Building near the corner of South 6th and Grant. You will also
need to take a photo identification to receive the key.
If a key is lost, please report it as lost to both Facilities Services and the Earth Sciences
Department. A new Key Requisition Form will be required. There may be a charge for a lost
key.
Any university keys should be turned in to Facilities Services before you leave campus at the
time of your graduation. You may be requested to verify that you have returned all keys.

PARKING
Parking is handled through the University Police who are located on 7th Avenue near Kagy in
the Huffman Building or purchased online. Every car that is parked in a University Parking
area or on a street with designated parking signs must display an MSU Parking tag. The cost of
the parking tag depends upon how far you are willing to walk from a parking area. If you do
not have a tag, or your vehicle is parked incorrectly in a designated lot or parking area, you
will be fined $30-170 for each infraction. Your registration for courses or your transcript could
be held if you have any outstanding fees or fines. There is a limited amount of free parking
available on 11th Street, but you must be early or lucky to find a spot. Be aware that you must
call University Police (x2121) for permission to park behind Traphagen Hall for
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loading/unloading. The University Police will issue tickets for improperly or unauthorized
vehicles, even on nights and weekends

BICYCLES
Campus police strongly recommend that you register bicycles. There are bicycle thefts on
campus so your registration has strong value. Bicycle registration is free, and you will receive a
registration decal. Bicycles are allowed on all campus walkways and should be parked in the
bicycle parking areas only.

MAIL SERVICES
Incoming mail (USPS) is received by the department and distributed by noon on most working
days. The out-going mail is taken from the office every morning before 8:30 AM. FedEx Next
Day Air arrives around 10:30 AM (next business morning) and 3:00 PM (next business day).
FedEx Ground arrives around 2:00 PM. UPS delivers their packages around 10:30 AM. Efforts
will be made to notify you about the arrival of priority mail.
The Campus Post Office is a full service US Post Office. It is located in Culbertson Hall. The
hours for the Campus Post Office are from 9:00AM-4:00PM. The phone number is 994-2672.
The Campus Post Office may also be used to send on-campus mail. You may use recycled
envelopes to send mail through campus mail. The address for on-campus mail consists of the
name, department, and office location (room and building).

RECEIVING MAIL
All students are assigned a mailbox. You are responsible for checking your mailbox on a
regular basis. If there is mail you are not interested in keeping, do not just leave in the mailbox.
Inform the sender about any catalog or junk mail that you do not want to continue to receive.
That way your name can be removed from the mailing list for that company/organization and
the amount of junk mail the department receives will also be reduced.
Changes of address for payments or W-2 forms must be made in person in the Human
Resources office or the University Business Services offices.
Please update your address with HR (if appropriate) and the department administrator if you
are going to be away from campus for an extended period or when you leave campus
permanently.

GRADES
You can access your grades online in the Services for Students (My Info) page of the MSU
website and in DegreeWorks.

COMPUTER HARDWARE, SOFTWARE AND IP ADDRESSES
If you need a laptop and a power point projector for campus presentations, these may be
available for loan through the department. The sign out book for reserving the computer and/or
projector is in the main office. Always remember to return the projector as soon as you are
finished using it since another student or faculty may have reserved it for the next time block.
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IMPORTANT: You may request a new IP. The request for a new IP address or to transfer an
IP address is available online. Speak with your advisor before you buy any hardware or
software as special procedures are required for each.
There are specific procedures for disposal of any computer equipment. Please check in the
office before you get rid of any equipment.

OFFICE SUPPLIES
Only office supplies needed for teaching classes (i.e. your duties as a GTA) are provided by the
department. Purchase your own supplies for projects, research needs, or personal use as
directed under “Purchases” below. IMPORTANT: Before buying or charging any office
supplies to a grant, find out if such supplies are specifically allowed by the grant.

PHOTOCOPYING
Please do not hesitate to ask for assistance the first time you use the photocopier, or if making
copies that are not basic and straightforward. The office staff will be happy to assist you in
saving paper and time.
The department photocopier is not available for personal use.
If you need to make copies for your research project, verify through your advisor that copies
can be made on your grant. Some grants do not allow for office costs. Then check with office
staff for the copier user number assigned to your grant. You should write down or memorize
your copier I.D. number for using the copier to save time for yourself and the staff.
Graduate Teaching Assistants making photocopies for class instructional purposes should use a
copy number reserved for this purpose. Check with the staff regarding which I.D. number is to
be used. The I.D. may be specific for your assigned course.
Plan your copying needs well in advance. If copying jobs are too large for the copier to handle
without a break down of the machine, you will be required to take the copy job to CopyCats on
campus or to Kinko’s. These charges may be made to a grant if approved by your advisor, or
you may request to use the department account number. If you plan ahead, the copying can be
done by University Printing Services through the office
Do not make copies on the department copier on “write in the rain” paper. This paper can
cause copier malfunctions. Please, check with InstyPrints, Kinko’s, or other local copy shops
about the proper copy equipment that can handle “write in the rain” paper.
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