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[bookmark: Introduction][bookmark: _bookmark0]Introduction
Students taking an in-person proctored comprehensive exam will be sent a schedule indicating date and time of their exams after the application deadline and when the scheduling is complete. Any special requests should be submitted at the time of application for comprehensive exams. Accommodations will be honored when possible. All other comprehensive exams are schedule with the student and their committee. Comp Exam Applications are required through the College of Education (https://workflow.uiowa.edu/entry/new/2485).
*Committee members: the exam report is due no later than 14 days after the exam date.
[bookmark: Contact_Information][bookmark: _bookmark1]Contact Information
Any questions related to this schedule and the administration of graduate examinations in the College of Education should be directed to Becca Stai, Rebecca-stai@uiowa.edu, 319-384-0669.

Last updated: 03/18/26

[bookmark: Deadlines][bookmark: _bookmark2]  Important details: 
· All Comprehensive Exam applications and Plan of Study Summary Sheet must be submitted at least 2 weeks prior to the exam date. Email rebecca-stai@uiowa.edu for the Plan of Study Summary Sheet.
· Oral Examinations are to be arranged with your committee as soon as possible following written exams and before end of semester.
· The oral exam date will be used as the exam date on the application. If no oral exam, the date will be the day of the student's last step before the committee submits decisions.
· In-person, proctored exam sessions through the Office of Student Services begin at 8:30am & 1:00pm and are scheduled following the request deadline.
· Starting Fall 2024: Degree Audits will take the place of Plan of Study forms for the following programs: EdD https://registrar.uiowa.edu/degree-audits  


Deadlines (for in-person, proctored exams only)

[bookmark: Summer_2023][bookmark: _bookmark3]Summer 2025 

· [bookmark: _Comp_Exam_request_due—June_1][bookmark: _Plan_of_Study_Summary_Sheet—June_1]June 10
· Comp Exam request due 
· Plan of Study Summary Sheet or Degree Audit 
· Email rebecca-stai@uiowa.edu for the Plan of Study form
· [bookmark: _Examination_dates_(in-person_only)—Jun]June 26 & June 27
· Examination dates

Fall 2025

· [bookmark: _Comp_Exam_request_due—August_25]August 29
· Comp Exam request due 
· Plan of Study Summary Sheet or Degree Audit 
· Email rebecca-stai@uiowa.edu for the Plan of Study form
· September 11 & 12
· Examination date

Spring 2026

· January 23
· Comp Exam request due 
· Plan of Study Summary Sheet or Degree Audit 
· Email rebecca-stai@uiowa.edu for the Plan of Study form
· February 5 & 6
· Examination date
· 
[bookmark: Procedures_Checklist][bookmark: _bookmark6]Procedures Checklist




	√
	What to do

	
	Complete the Ph.D. Graduate College Plan of Study Summary Sheet (connect with your department or Anne Sparks to determine if you need Plan of Study or Degree Audit):
                Email rebecca-stai@uiowa.edu for the  Plan of Study Summary Sheet

*Starting Fall 2024: Degree Audits will take the place of Plan of Study forms for the following programs: EdD: https://registrar.uiowa.edu/degree-audits


	
	Instructions for Ph.D. Plan of Study Summary Sheet (example on next page)

	
	Ph.D. Comprehensive Examination Application (required)*
https://workflow.uiowa.edu/entry/new/2485 (click link or paste URL into browser)

*Any changes to the comprehensive exam (date; time; location; committee; etc., must be submitted to Becca Stai at least 2 weeks prior to the scheduled exam date)

	
	Course registration required during semester of exam. myui.uiowa.edu

	
	Write exams. Schedule to be sent after application deadline

	
	Report of Comprehensive Exam – Graduate College will supply to committee via Workflow. Must be signed and submitted no later than 2 weeks after submitted exam date.

	
	Following semester begins continuous enrollment for Fall, Spring, and summer if resources are being used. Use GRAD:6002 Continuous Registration when all courses are completed and required thesis hours are satisfied.
myui.uiowa.edu



[bookmark: Instructions_for_Plan_of_Study_Summary_S][bookmark: _bookmark7][bookmark: Information_on_Registration_Requirements][bookmark: _bookmark13]Instructions for Plan of Study Summary Sheet

[bookmark: Directory_Information][bookmark: _bookmark8]Directory Information

For “PROGRAM” section, indicate one of the four Education departments (i.e. Teaching and Learning). “APPROVED SUB PROGRAM (if any)” is the program major that is the academic area of study (i.e. Couns. Ed & Supervision; Ed. Measurement & Statistics; LCLE; HESA; etc.).

[bookmark: Graduate_Work_Completed_or_in_Progress][bookmark: _bookmark9]Graduate Work Completed or in Progress

[bookmark: Graduate_Transfer_Credit]Transfer Graduate Credit

Record all graduate work completed at other institutions only if it applies to the degree – it may already be recorded on your University of Iowa transcript but should be listed on the plan of study. The Registrar must have an official transcript from the institution where the work was completed before transfer work can be approved for inclusion in your degree program. Your Plan of Study will not be approved until the transcript is received.

[bookmark: U.Of_I._Graduate_Hours_Earned]U.Of I. Graduate Hours Earned

Include all work recorded on the U of I transcript labeled "Hrs. Earned" in the lower right-hand corner of your transcript.

Semester Hours in Courses Now Carrying Marks I or F
Incomplete hours (or F-converted from I) should be entered in this space.

Current Registration
This should reflect the current semester in which the Comprehensive Examination is to be taken. If any of these courses are correspondence, extension or transfer classes, label them accordingly. Please notify the Office of Student Services if you change your registration so that your Plan of Study may be adjusted. NOTE: A course registration is not required to write comprehensive exams; however, UI policy requires a registration the semester that you plan to graduate. Doctoral Final Registration (GRAD:6003) can be used to satisfy this requirement if all required coursework is completed.

[bookmark: Reduction_of_Credit][bookmark: _bookmark10]Reduction of Credit

Courses Over 10 Years Old

Courses taken ten or more years prior to the final examination must be updated if they are to be included on the Plan of Study and are being applied to the degree. This process is very closely monitored and is not approved unless extenuating circumstances exist. Contact your advisor or Becca Stai (rebecca-stai@uiowa.edu) regarding the Old Hours procedure. Coursework over ten years old which has not been verified by an update letter must be deleted from the Plan of Study. Indicate all courses not applicable to the degree. Discuss the deletion of course work from your Plan of Study with your adviser.
[bookmark: Courses_Over_10_Years_Old]
[bookmark: Graduate_courses_not_to_be_applied_towar]Graduate courses not to be applied toward this degree

This would be courses taken at the Graduate level in an area unrelated to this degree major. List only courses that cannot apply to this degree.

[bookmark: Signatures][bookmark: _bookmark11]Signatures

Student should complete the materials in consultation with their advisor. Plan of Study summary form should be approved by the advisor and attached to the Doctoral Comprehensive Exam Application (no signatures required). Routing through Workflow acts as the approval for both the exam and the plan of study. All signatures will be acquired by the Office of Student Services (Becca Stai). Copies of the approved Plan of Study will be submitted by the Student Services office to the Graduate College.

[bookmark: Registration_Requirements][bookmark: _bookmark12]
Information on Registration Requirements

As a minimum, 39 s.h. must be earned while registered at The University of Iowa Graduate College unless your program has been approved for less. Please consult with your advisor.

Be sure to check that all members of your committee are approved to serve as a committee member and meet requirements. If they don’t, contact Becca Stai (Rebecca-stai@uiowa.edu) for this process. Here are the doctoral exam committee requirements:

-4 members minimum
-3 members must be UI tenured/tenure-track
-2 members must be UI tenured/tenure-track in student’s field of study (CE; EPLS; P&Q; T&L)
-At least 1 chair must be UI tenured/tenure-track
-If any member is UI non-tenure track or is outside of the UI, they must receive approval first



