Guidelines for Scheduling Doctoral Committee Meetings
1. Meetings MUST be scheduled by the Friday of the second week of

 
the semester.

2. Students wishing to schedule meetings should first consult the

posted master schedule outside DH237 to see what dates

are available. Choose an open date (or dates).

3. Contact each committee member to make sure the date (only ONE)

is still open. Ask the committee member to save the date for you. (The date may already have been promised to someone else.)

I do not recommend, nor believe it fair to hold more than 

one date at a time.

4. When you have date common to all the committee members,

confirm the date with each.

5. Contact the me with a message containing ALL the following:

a) Your name

b) Date of Meeting

c) Time of Meeting

I will then enter your meeting on the Master Schedule. Until you are officially entered, you do not have a meeting time. Hand written entries do not count and will not be transferred to the Master Schedule (and so will not appear on the next up-date/iteration). The schedule will be up-dated at least weekly (and probably daily during the first two weeks of the semester).

NOTE: Although faculty can provide your committee meeting date on their calendars when asked for their schedules, the responsibility is yours to make sure you have a time saved. Getting a room in which to meet is also your responsibility (See The ITC [TEB151] for room reservations).

