	National University of Kaohsiung, IMBA Program

Master’s Thesis Completion Procedures


Step 1: Choosing the Advisor (Submit it by the end of 2nd semester)
a. Please download all files from “http://www.imba.nuk.edu.tw/files/15-1000-242,c85-1.php.”

b. Fill out “Academic Advisor Consent Form” and then submit it to the IMBA Office for future references.

c. Fill out “Change of Advisor Form” and then submit it to the IMBA Office if major advisor is changed. Please noted, if “Change of Advisor Form” is not submitted, one will be regarded as failing choosing the advisor. 
Step 2: Choosing Topic (Submit it by the end of 3rd semester)

I. Topic Choosing
d. Fill out “Approval Form for Master’s Thesis Working Title” no later than the end of the 3rd semester of study, and then submit it to the IMBA Office for future references.
II. Time Assignation
e. Fill out “Master’s Thesis Proposal Presentation Application Form” and then submit to the IMBA Office to ensure the attendance of proposal presentation for future references. (The date for proposal presentation will be varied each semester and related information will be released via the IMBA Website and Email)
Step 3: Online Application Form 
(Apply it by the end of April of 4th semester or November of last semester)
f. Please go to Student’s Administrative System and then click “學位考試申請作業,” fill out the blanks provided in the system, click “確定送出” and then print it out in 3 copies for further reference (one for student, another one for the IMBA Office and the other one for Division of Academic Affairs).
g. Once the sheet mentioned above is submitted, an applicant must complete his or her thesis defense and finish thesis revision by the end of July of the 4th semester or November of last semester. If he or she wishes to cancel activities mentioned above should submit “Master’s Thesis Qualification Examination Cancellation Form” to have the application removed. Please have this form copied in 2, submit it one to the IMBA Office and submit one to the Office of Curriculum Affairs by the end of the same semester. Students who fail to submit it to cancel the activities will receive “F” as his or her grade.
h. Fill out “Master’s Thesis Defense Application Form” and then submit it to the IMBA Office three week ahead of the assigned date for room arrangement and reimbursement application process. Students who failed to submit this form three week ahead of the designated date will need to run the administrative process by themselves. 
Step 4: Committee Members Confirmation (Submit it 3~4 weeks ahead of assigned date)
i. The chair advisor should recommend three to five professors as the thesis defense committee members. After decision is made, please fill out “Master’s Thesis Oral Examination Committee Confirmation Form” to the IMBA Office for future references. Students who failed to submit this form three week ahead of the assigned defense date must run the administrative process by themselves.
j. After committee members are assigned, please fill out “Master’s Thesis Defense Application Form” to the IMBA Office. 

Step 5: Preparation for Defense
k. Prior to the defense, students must print out “Thesis Qualification Examination Score Report” for each committee member, “Master’s Thesis Qualification Examination Score Final Result” times 1, “Thesis Revision Approval times 1 and Approval for Final Examination/ Defense of Master’s Thesis” times 1.
l. Please be noted, all forms listed above should submit with committee’s signatures after defense.
Step 6: Post-Defense (submit it within 1 month after having Defense)
Submit Documents, as follows：
m. Submit “Thesis Qualification Examination Score Report”, “Master’s Thesis Qualification Examination Final Score Report”, and “Approval for Final Examination/ Defense of Master’s Thesis” to the IMBA Office for post-defense administrative process.
n. If revision work is necessary, one must fill out “Thesis Revision Approval Form” and then submit it to the IMBA in order to retrieve “Approval for Final Examination/ Defense of Master’s Thesis.”
Effective Date For Graduation：
o. The effective graduation date for students who passed the oral examination and submit his or her master thesis in the same month is the date when he or she passed the oral examination.
p. The effective graduation date for students who passed the oral examination, but who are not yet able to submit their master’s thesis in the same month, will be assigned as the date when he or she first submitted the master’s thesis.
q. The effective graduation date for students who are still taking classes during the same semester in which the examination takes place, will be the last day of final examination. 
r. If students who are not yet able to graduate before the beginning date of the next semester （August 1st or February 1st）, must  pay the maintenance fee of next semester in order to fulfill the partial graduation requirements of NUK. 
Step 7: Thesis Upload & Xerox (Submit it within 1 month after having Defense)
s. Students need to revise their master’s thesis based upon the Oral Examination Committee’s advice and then receive further approval from the chair advisor after revision. It is not until these two procedures are completed that a student will be allowed to upload his or her master’s thesis to the following website: (http://ethesys.nuk.edu.tw/ETD-db/direction05.asp).
t. Please have your thesis printed with black hardcover times at least 2 and softcover times at least 2 with letters in gilding for thesis front cover and cover spine.

u. It is mandatory to submit 1 hardcover and 2 softcover of master’s thesis to the library personnel and 1 hardcover to the IMBA Office to complete graduation process. In addition, it is strongly recommended to give a hardcover copy of the master’s thesis to each of your committee members. 
v. The uploaded master’s thesis must be in format a PDF file with the NUK watermark in the middle of each page. 
w. Due to that the NUK will retain your thesis work in the library, it is required that covers for thesis to be identical (Please see the forms attached at the back).
x. After completing the processes mentioned above, one may log into his or her Student’s Administration System to print out “畢業生線上離校作業” and run the administrative process to complete his or her graduation process. 
y. The Chinese diploma will be available at the Division of Academic Affairs. If one would like to have another person to get it for you, you may fill out “委託書” and then have someone get it for you. If you wish to have an English diploma, you will need to fill out “英文學位證書申請表.”

z. Please download “Certificate of Entrustment” at http://academic.nuk.edu.tw/studies/download/register/away_school_bailee.doc and 
aa. Please down load “ Application Form for English Diploma” at http://academic.nuk.edu.tw/studies/download/register/english_degree_license.doc . 
ab. Abstract ( Download at IMBA Website)
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Cover Page (Download at IMBA Website)
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ac. Procedures to Upload Master’s Thesis PDF File:

 
1. Passed the oral examination and completed thesis revision based on advisor’s approval.





6. 


Complete the process of submitting hard copies and electronic thesis files for final allowance of graduation.





(-) non-approval: 


1. Please revise the format with the following instructions provided in the Email.


2. Send it via the system for re-verification.





4. Confirm with the NUK library personnel (It may take 3 days to review.) that file is in the system. It is strongly recommended this step be carried out in person.





2. Creation of a PDF file and addition of NUK watermark for thesis upload. ( � HYPERLINK "http://ethesys.nuk.edu.tw/ETD-db/" ��http://ethesys.nuk.edu.tw/ETD-db/�)





5. Next:


1. Fill out and print-out graduation forms online.


2. Fill out three Authorization Letters for Disclosure with advisor’s signatures attached.


3. Prepare three hard copies of your thesis.


4. Submit items mentioned above to specified administrative personnel.





(+) If approved:


1. Receive a confirmation letter.


2. Print out authorization letter, then ask for advisor’s signature and then staple letter to thesis front page.


3. Log in to the system and then confirm if the thesis is available for final verification.





3. Log in to Thesis Uploading System and fill out reference by following the given instructions. (� HYPERLINK "http://ethesys.nuk.edu.tw/ETD-db/" �http://ethesys.nuk.edu.tw/ETD-db/�)  http://ethesys.nuk.edu.tw/ETD-db/http://ethesys.nuk.edu.tw/ETD-db/ (http://ethesys.nuk.edu.tw/ETD-db/) (http://ethesys.nuk.edu.tw/ETD-db/)
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