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Procedure for Research Student Progress Reports and Forms
As part of the Academic Audit process it is essential to complete the following Reports and Forms to record PhD/MPhil progress.

Below is a summary of what paperwork should be submitted - the person who is responsible for completing each stage is detailed in brackets:
	First Year
	1.
First Year Report (Student)
2.
Supervisors' Report on Research Student Form (Supervisor)
3.
Research Student Progress Form (Student)
4.
Viva/Oral (Internal Examiner)
5.
Examiners' Report on Research Student Form (Internal Examiner)
6.
Head of Department Approval (Head of Department, or Nominee, signs Form 5.)
7.
Entry of Decision Code on ISS (Research Administrator)


	Second Year
	1.
Second Year Report (with any published papers attached) (Student)
2.
Supervisors' Report on Research Student Form (Supervisor)
3.
Research Student Progress Form (Student)
4.
Viva/oral (Internal Examiner)
5.
Examiners' Report on Research Student Form (Internal Examiner)
6.
Head of Department Approval (Head of Department, or Nominee, signs Form 5.)
7.
Entry of Decision Code on ISS (Research Administrator)


	Third Year
	1.
Third Year Report (if submission is not imminent (within two months)) (student)

2.
Supervisors' Report on Research Student Form (Supervisor)
3.
Research Student Progress Form (Student)
4.
Agreed Work Plan (detailing likely date of submission) (Student)
5.
Table of Contents (Student)



The deadline for the submission of reports and forms will be made known well in advance.  A copy of the report should be submitted, by the appropriate date, to each Supervisor and the Internal Examiner (Supervisors will select an appropriate Internal Examiner).  A copy of the report, plus completed and signed forms should be submitted to the Research Administrator (Room CM F.03).  The viva/oral will normally follow within two weeks.
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